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00. Before using eformsign Weformsign
I

. This manualis intended for the users who are new to eformsign, a cloud-based electronic document service, to
Purpose of this manual understand cloud services and to introduce the basic process of creating electronic documents using

eformsign.

What is eformsign’ eformsign is a cloud-based e-Form service that enables anyone to easily create all kinds of paper documents in an
enterprise. Use documents for the entire business operations and store them securely.

Main Features + Immediate Conversion from paper document to e-Form * Reliable e-Signature
 Full Mobile Support + Store documents securely

« Manage business tasks quickly and conveniently

+ Field Inspection

Applicable Area - Contracts « Quality Assurance
« Approvals  Facility Check * Process Control
» Agreements + Safety Check
e | o | ey
1.0 2018.03.31 Original Version
1.1 2018.08.13 Allimage has been updated for 10,2018,0801,201 version
1.2 2018.10.05 Allimage/text has been updated and reflect slide master
1.3 2019.02.20 Allimage/text has been updated for 10,2019,0220,201 version



00. Before using eformsign Weformsign

Glossary

e s T ks

Company

User

Form

Form Builder
Template Deploy
e-Form

Approval

Organization for using service. Ex) company, school, etc.

User who creates document and uses service
> Manager: A user (Member) of the company with authorities
@ Administrator: The company’s Administrator & key account. Performs all tasks such as company information
management, group/Member management, Member Invitation, and payment management.
@ Company Manager: A Manager who holds partial authorities (company management, integration) of Administrator’s.
® Template Manager: A Manager with template management access.
@ Document Manager: A Manager with document management access.
> Member: A user (Member) of the company.

> External user: A third party person/group who is not a member of the company.

An electronic form converted from Excel/Word/ or other document formats

A tool which creates an e-Form from Excel/Word/ or other document formats. Ex) OZ in Excel, OZ in Word, etc.
An action which user executes to convert e-document to write-able e-Form

A form which user has created using e-Form

An action which user approves or decline a request under review
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01. Organize Company ?eformsign

Create Administrator account & Company

Administrator

* In order to use eformsign service, first, an Administrator must be

E'//eforms.ign Overview Features WheretoUse HowtoUse PricePlan Download LOGIN

registered.

* Main features, how to use, and price plans can be checked on
No More Paperwork! eformsign main site or via the eformsign application.

Fill, Sign and Submit with

eformsign = A * On eformsign page or on mobile app, please click [Get 1 Month

Free Access] to go to the Administrator account and company

= Create eForm, define workflow, fill & sign, save form data Creation pa ge

Get 1 Month Free Access

What You Can Do



01. Organize Company Weformsign

Create Administrator account & Company

Administrator

* Enter account information such as E-mail, Name, Password, Re-

Weformsign enter Password.
SIGNUP
Email * Choose the country and insert the name of the company.
A2 | Name
u Password

* Select [SIGNUP] to finish creating the Administrator account.

[=] Re-enter Password

m] Company Name
G | ™= singapore

By clicking the ‘SIGNUP’ button below, you agree to the Terms of Use and
Privacy Policy .

Already have an account? LOGIN >

“:,/’{['J'AZVJJTWS‘.A_E'I Copyright @ FORCS CO., LTD. All rights reserved. Home | Support | Blog | English v



01. Organize Company eformsign

Create Administrator account & Company Administrator

* A verification mail gets sent to an inserted Email.

* The verification mail’s validity only lasts for 30 minutes.

eformsign

Greetings! Dorothy.  If verification mail’s validity expires, please select [RESEND] in

Your account is Dorothy@forcs.com. cee e .
Y@ order to resend the verification mail.

We just need you to confirm your email address to complete
setting up your account. * Please check your eformsign account’s mail inbox. In order to
complete the verification, click [CONFIRM].

eformsign

Thanks for signing up * It will redirect you to the login screen. Administrator account and

company creation is All Documents once you log in using account

“ information you used for registration. Start using eformsign by

inviting group member.

10
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Login

ALL

* On eformsign page or on mobile app, please click [LOGIN].

E&eformsign Overview Features WheretoUse HowtoUse PricePlan Download

No More Paperwork!

Fill, Sign and Submit with
eformsign

= Create eForm, define workflow, fill & sign, save form data

Get 1 Month Free Access

What You Can Do

11



01. Organize Company Weformsign

Login AL

* Enter the ID or Email, Password of the Administrator account and
please click [LOGIN].

* The password can be reset by clicking [FORGOT PASSWORD].

eformsign SEN youlree * This will redirect the user to the dashboard screen.
30-day trial today!

@ Documents : up to 300

/-Q\ Users:upto3

@ Storage : up to 60GB

Eligible for first-time company registrations only.

—
FORGOT PASSWORD

12
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Login ALL

Gn

* This is the first screen after the log in.

* Please select [=] on upper left corner from dashboard screen.

Smart Mobile Form {%
>

Create smarter e-Form which fully supports
diverse mobile devices.

Create Pending Action

New Document Request Required Documents

(2

PENDING MORE > ACTION REQUIRED MORE >
No documents No documents
ALL DOCUMENTS MORE > FAVORITE @
Cash Receipt Application Purchase Ord eformsign Qu
er ick Guide

No documents

E B2 B E

Home | Support | Blog | English

“eformsign Copyright © FORCS 0., LTD. All rights reserved.

13



01. Organize Company eformsign

About Menu

New Document: Shows the template list where the user can click a template and start to create the e-form.

Weformsign

® ©

Document Box: User can check your created e-forms.

A, FOrRcs

Dorothy v Pending Request: User can check the documents that are in progress.

Dorothy@forcs.com

v" Action Required: User can check the documents that have been requested for approval from other members.

LOGOUT v All Documents: User can check the all documents.

Document Management: Manager can view and manage all the forms and documents.

c |4° New Document

Document Box

My Signature: Can create and save the signature which can be used when signing an e-Form.

O

D PendingRequest Template Management: User can check the template list.

@ @ ® ©

Company Management: User can check and edit company information.

{_) Action Required

Al Documents v" Company Profile: Can check the company information.

v Group Management: Can create or edit the group or manage members of groups.

a8

Document Management

v" Member Management: Can invite or manage members.

)

Wy Senature (@ Integration: Can manage the Dropbox and Access key configuration.

iz

Template Management

v" Cloud Storage Settings: Can integrate Dropbox or Google Drive for document backups.

EID Company Management ~ .
v" Access Key Management: Can create an Access Key to extract data and use it.
&< Integration v . .
Billing: Can check and management price plans.
& Billing ~

Usage Status: Can check weekly, monthly, and annual data & document usage status.

Usage Status

e}

® ©@ @

Download eformsign Form Builder: Office add-ons can be downloaded which is necessary to convert paper

documents into e-forms.

Download eformsign Form Builder

4

6 00900000

14



01. Organize Company

Invite new member

= 1t Member Management

Active Inactive Pending

Search keywords O\ @
Name = Department Position D

Qo Dorothy Dorothy@forcs.com DETAIL VIEW

Name

Department Position
Mabile Telephone
Join Date

Group Information GO TO GROUP MANAGEMENT >

Status Member Activation

Authority Company manageme =mplate management

Total 1 <1

T./’L"."\J)Ws."gﬂ Copyright & FORCS CO., LTD. All rights reserved. Home | Support | Blog | English v

?eformsign

Administrator Company Manager

* Register members whom to use eformsign service.
* The member registration is done when the Administrator invites
users whom to be company members then users who received

invitations accept the invitation.

* In order to invite new members, please click [Invite members] on

upper right of the screen.

15
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Invite new member (EMAIL/ID)

Administrator Company Manager

* Administrator can invite users via EMAIL/ID or SMS.

* Click [+] after inserting email or ID of the member for an

invitation.

Invite members

EMAIL/ID

*'Unable to invite member due to user limit' popup shows up if

Invite by email/ID

searecrowlorcs.com the company owner tries to invite extra members when there is

Please insert the email/ID of the member you want to
invite and click add button or press enter. Insert

semicolon(;) to insert multiple accounts. n o Va Ca n Cy o n th e Cu rre nt p la n .

Invitation List (€D

Hon@lorescom * 'This user is already a member of the company' popup shows up
Woodman@forcs.com

if the company manager tries to invite a user whom already have

been added to the company.

* When trying to invite multiple members, ; acts as a division

among the list of Emails.

* Press [SEND] in order to an invitation mail is sent.

16
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Invite new member (SMS)

Administrator Company Manager

* Select [SMS] to invite members using text message.

*'Unable to invite member due to user limit' popup shows up if

the company owner tries to invite extra members when there is

Invite members

no vacancy on the current plan.

EMAIL/ID

Name

* 'This user is already a member of the company' popup shows up

if the company manager tries to invite a user whom already have

. +82 ~ 01061888200

g\rs:g;acr:&a"r:\d phone number then click add button bee na d d ed to th ecom pa ny.

Invitation List @)

* Click [+] after inserting phone number and the name of the

member for an invitation.

* Press [SEND] in order to send an invitation URL to SMS.

17



01. Organize Company Weformsign

Invite new member

Administrator Company Manager

* Can view the list of invited members.

= 1t Member Management

Search keywords Q ® W * The invitation can be sent again by clicking [(—I—)] icon and can be
Name D Date of the invitation canceled by C[icking a [m ] icon.
o Toto Toto@forcs.com 13 Nov 2018 DETAIL VIEW
o Lion Lion@fores.com 13 Nov 2018 Toto - .
. * The admin may assign the user as manager on a DETAIL VIEW
e Scarecrow Scarecrow@forcs.com 13 Nov 2018 Toto@forcs.com - .
N section, after selecting the user on member management.
Woodman Woodman@forcs.com 13 Nov 2018 .
0 [Company management] option enables the user to become a
company manager. [Template management] option enables the
S T user to be a template manager.
* Press [SAVE] in order to save the settings after managing
Authority Company management I Template management I me m be rs'
Total 4 < i
eformsign Copyright ® FORCS CO., LTD. All rights reserved. Home | Support | Blog

18
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02. Create Template

Create Template

= 1 Download eformsign Form Builder

Create and design eForms your way
based on paper into electronic documents quickly

You can easily and quickly convert existing forms to eForms with MS add-ins (Excel, Word, and PowerPoint).
You can add not only simple data such as text, option, date, and number, but also complicated input components like eSignature, camera,
voice recorder, and etc.
Even user and date info of who/when created/signed can be inserted on the eForm. Also, Excel formulas are supported.

MAEEBEBGREQIERZS J

Check Radio Text Multiline Combo Datetime Numeric Toggle Signature Camera Voice

Weformsign

Administrator

* Already existing office files can be converted to e-Forms by using

Download eformsign Form Builder.
*OZin EXCEL, OZ in WORD, OZ in PPT and OZ Report Designer
should be used when converting corporate’s paper documents to

e-Forms. For further instruction, please contact Forcs. Co

customer service.

* Please click [Download Form Builder].

20



02. Create Template eformsign

Create Template (OZ in WORD) —
File Home Insert Design Layout References Mailings Review View 0Z in Word Q Search ° In Case Of Word, the minimum System reqUirement iS Microsoft
(& = Z] ¢ [2]= b Word 2010 in order to use eformsign form builder. Please use
Execute Upload Download Check Radio Text Multiline Combo Datetime Numeric Toggle  Signature Camera Voice User Date Label Drawing
Component = H H
File Property I Input Info Dr:wmgt version 2010 or hlgher'

HE & B |« = D :
= 2 E 2 4 & 8 10 12 14 16 18 20 2 24 2% 2B 3 32 34 35 3B 40 49 44 45 48 50 )

* Select the location for component insertion. Select the desired

component from ribbon toolbar.
Vacation Request

Applicant Team Manager Department Manager
Approval
Name Team sales Contact | 65 | 6100 - 2007
Annual Family Official Speoal ~
e Leave Oocasion Leave Leave ETe
Period Form 2018-08-24 To 180824 ] 1| Days
Personal |Medical Treatmenq Farrily Affair | Vacation ETC. 1
Reason of
Leave  |Family Gathering

As | apply for a Vacation Request for the above reasons, please review and approve it

Apply Date: 2018-08-24

1320 1300 1281 1260 124 1220 200 18 0160 14 120 9100 B0 B 140 2 BEan2h

Pagelof1 Line:1 Owords Korean 83

21



02. Create Template eformsign

Create Template (OZ in EXCEL) PEm—

Home Insert Page Layout Formulas Data Review View Help OZ in Excel ,o Tell me what you want to do ¢ In case Of Excel, the minimum System requirement iS MiCFOSOft
= g 7] re1 & i i i
(o - = % . U [; (2 [ Excel 2010 in order to use eformsign form builder. Please use
Execute Upload Download Check Radio Text Multiline Combo Datetime Mumeric Toggle Signature Camera Voice User  Date . .
version 2010 or higher.

File Property Pl Input Info

F8 = 5~ ETC.
* Select the cell for inserting input component. Select the desired

A B E D E F G H | ] K L .
1 component from ribbon toolbar.
2

Vacation Request

4 Applicant Team Manager Department Manager
Approval

5

6

= Name Team Sales Contact | 65 1 6100 - 2007

Annual Family Cfficial Special

a2 Type Leave Occasion Leave Leave ETC.

9 Period Form 2018-08-24 To 2018-08-24 1 1 Drays

10 Personal | Medical Treatmenq Family Affair | Wacation ETC. 1

11| Reason of

12 Leave Family Gathering

13

1R

22



02. Create Template Weformsign

Create Template (OZ in EXCEL) PEm—

* In order to create a template, the user must be logged into

File Home Insert Page Layout Formulas Data Review View Help OZ in Excel P Tell me what you want to do

= ! T= = e = ~ N 1y ] Properties N (1)
(o8] & . VMITE E MM BB E 4 e & [2(s @0
2 e = L ? .
Execute Upload Download = Check Radio Text Multiline Combo Datetime Numeric Toggle ~Signature Camera Voice User Date  Delete Help About eformslgn
.
File Property o Input Info Deleti Window Help ~

8 vl " £ Ul FIC.

* If the user is not logged into the service, the log in screen
automatically pops up when the user clicks [Execute], [Upload],

or [Download] button.

Start your free
30-day trial today!

erformsign

Document Creation = up to
300

Users:upto3

Storage : up to 60GB

FORGOT PASSWORD Eligible for first-time company registrations only.

23



02. Create Template ?eformsign

Create Template (OZ in EXCEL)

Administrator Template Manager

bone et pogtoras_omutss_ts v ieu oy JRRRER 5 retme oo o __ * Once logged in, the user can upload, download, or preview the
== 4@ € i@ x|8= OO . .
Execllg Uploadgfownload Check Radie Text Multiline Combe Datetime Numeric Toggle Signature Camera Voice ~ User Date  Delete Help About docu ment Wlth eformSIgn.

File Property Input Info Deletion Window Help ~

CREATE TEMPLATE

* The user may view the created office document components

n B B applied by clicking [Execute].

Sample Sample Sample

* If the logged in account is either the Administrator or template

@ manager account, the eformsign’s template list will be displayed

i) Create Template

and the user may update the existing template or create a new

Operator Checklist

= 1aNov2018 template.

13 A Toto

Sample

L sneer— %7 —e1 7]
Reacy 21 B  — + %

24



02. Create Template

Create Template (OZ in EXCEL)

Dat;

Check Radio

Input

ew  View Help [ROADISTSMN O Tellme

S b E A e ¢

Text Muttiline Combo Datetime Numeric Toggl

le  Signature Camera Voice

e

User

Date

Info

x Er
memm | E°

Deletion Window

Help

@O

ms
Help  About

x Search keywords

Sample

Operator Checklist

14 Nov2018
A Toto

Cormpry tare]

Purchase Order
14 Nov 2018
[tar] Dorothy

PURCHASE ORDER

Sample

sample

DELVERY RECEIT -

Delivery Receipt
14 Nov2018
() Dorothy

Application
14 Nov2018
(8 Dorothy

Cash Receipt

14 Nov2018
(tav] Dorothy

v

|

i O -+ 85%

?eformsign

Administrator

Template Manager

* The user may download the template’s form file from the
eformsign’s template list by clicking [Download].

* All existing templates are displayed on Administrator’s template
list screen. However, other non-Administrator users would only
able to see the templates which they own, or have access, or

assigned as an approver or responder for the internal process.

25



02. Create Template Weformsign

Check Template

Administrator femplate Manager

* The user may access the template list via the upper left menu

—~ 1t Template Manf‘é"ment CREATEATEMP",_"%

[=] > Template Management.

X Search keywords Q le s
All Template
e e . - The sample templates are created in the Sample category when
Writable Template r
Sl TempLte === = = the company is created. For more information about document
Disabled Template — —
™ Quickcuide — . writing (access-related), please refer to 03. Template
e B _ —— G (6} ]
Lo o == Management section.
Vacation Request Operator Checklist
14 Feb 2019 14 Feb 2019
A e A * The template management toolbar consists of:
(1 Template list can be viewed based on form name or category.

S (2) Enter search terms of template names and preset keywords
' to display desired forms.

(3 Template order can be sorted in ascending or descending

order based on form name or category.

26
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03. Template Management

Modify

Duplicate

Delete

Download

Deploy

Deactivate

Change owner
Document manager
Check settings



03. Template Management
|

Modify

All Template

Vacation Request

14 Feb 2019
A testl?

Application

12 Feb 2019
A testlT

Sample

Quick Guide

Operator Checklist eformsign Quick Guic

14 Feb 2019 12 Feb 2019

A testl? A testl?

Sample

Cash Receipt

12 Feb 2019
A testl?

CREATE ATEMPLATE

Sample

Purchase Order

12 Feb 2019
A testlT

* Please select template’s[[§1s1

list.

?eformsign

Administrator

Template Manager

] for its modification on template

28



03. Template Management @eformsign

M Od ify > G e n e ra l Administrator Template Manager

Hodlytemplaienameand setperiodor templates avallabty

General Upload the form file and enter the template name. . . .
* Document Title Rule, Category and Descriptions can be added.
Workflow + Form file
Vacation Request IMPORT
Fields * Can apply system fields as a naming rule for titles.

Vacation Request

Document manager
Document Title Rule

You can set the title default in document creation mode. ° Multiple Categories Can be used by using Separator (/).

Category

You can set categories to sort the template

Description

Expiration Date

From  11/13/2018 To None Limit

Zeformsign Copyright @ FORCS CO., LTD. All rights reserved. Home | Support | Blog | English

29



03. Template Management

?eformsign
Modify > General

Administrator | [Template Manager

* Can change or update the original form file by clicking [IMPORT].

* If the form file gets updated the Compatibility Check pops up
then the user may check the changed fields.

Compatibility Check

If you change the file,
the following items are not included :

= Vacation Request
= Display Setting

signl

sign2

sign3

S1_ET

S1_H7

s1.17

Type
51 G8

Do you want to change the form file?

30



03. Template Management ?eformsign

Modify > Workflow

Administrator Template Manager

Pragesoliheworlowget dsplayedwhen pressing oridion

Add steps into the workflow and set detailed document usage options for each step.

General

* Start and Complete are the basic steps. In addition, there are

Workflow — steps for Approval, Internal User Process, and External User

Fields @ Process. Press [+] between Start and Complete to add a step.

pocument manager

(f@‘w‘m-m;jgn Copyright ® FORCS CO., LTD. All rights reserved. Home | Support | Blog | English

31



03. Template Management Weformsign

Modify > Workflow

Administrator Template Manager

Pesicsettingscanbe contgured on feStartstep

Add steps into the workflow and set detailed document usage options for each step.

penera! * The users whom to write/use this template can be added on “Add
| T roreRTE e e users or groups who can create document” option.
Fields Step Name

Start

Add users or groups who can create document (Can set more than one)

* The number of maximum documents for creation can be set on

Document manager

Internal User Process A Select/search users or groups

o x “Limit Created Document Count” option.

Limit Created Document Count

Approval Limit Created Document Count

100

* The URL which the non-member of the company or any third

Get document URL for external user

+ + + +
X X X
4

Exteml User Process - - party may access and write the document gets generated by

enabling “Allow anonymous user access” option.

*.eformsign.com/* ADD
Complete
Set-up Creator Verification Code After Completion .
* The external user may come back to one's document if the 'Set-

et ceting up Creator Verification Code After Completion' option is enabled.

Add the text to be set as status
f//’plw'm'nw;qu Copyright © FORCS 0., LTD. All rights reserved. Home | Support | Blog

* The writers creating a document via Anonymous User Access
option must agree to the 'Non-Subscriber Agreement' of

eformsign.

32



03. Template Management ?eformsign

Modify > Workflow

Administrator Template Manager

Inernal er Process Seps are used when an e-documents
< Template Settings vacation Request SAVE

created and the acceptance step is required.

Add steps into the workflow and set detailed document usage options for each step.

General
| e prorTe e e - Set the name then select [Internal User Process] and press [SAVE].
Field Step Name
felds Internal User Process
Document manager e Uner Procees A * Add creator assigns members who can create the document.
(': ) Creator of the first internal process step
Step s Star (1 Creator of the first internal process step option assigns the

':: ) Creator of the previous internal process step
Step name : Start

'ié] Add members or groups to create document (Can set more than one) initial Writer Of the docu ment to be a person in Charge fOI’ that

Select/search users or groups

Approval

specific internal process step.

L e - e (2) Creator of the previous internal process step option assigns
atus Setting
e the previous responder as a person in charge.
Complets (3) Add members or groups to create document option assigns a

+ + + +
X X X
4

desired person in charge from the member list.

f//'p;'m-m;j@q Copyright © FORCS CO., LTD. All rights reserved. Home | Support | Blog | English
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03. Template Management ?eformsign

Modify > Workflow

Administrator | [Template Manager

Approvelsiepsareuseduhen sufhorisstion s regquired

Add steps into the workflow and set detailed document usage options for each step.

e * Set the name then select [Approval] and press [SAVE].
| Workflow PROPERTIES ITEM ACCESS NOTIFICATION
Fields Step Name
Approval

Document manager Internal User Process - Display Name

Approval

External User Process

Complete

+ + + +
X X X
4

L/’e;'ormsfm Copyright ©® FORCS CO., LTD. All rights reserved. Home | Support | Blog | English
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03. Template Management ?eformsign

Modify > Workflow

Administrator Template Manager

| Eternal ser Process steps are used when fhird partiesneed o
< Template Settings vacation Request SAVE

check e-documents (open, sign, etc.).

Add steps into the workflow and set detailed document usage options for each step.

General
| e prorTe e e - Set the name then select [External User Process] and press [Save].
Field Step Name
felds External User Process
Document manager el UserProceee A * The user may set the document's verification method and an
Request for 7 Day 0 Hour(s)

expiration time for external users.

Authentication Type

.‘: ) No password

oV - -
Approval () setpassword to recipient name

(:] Type in

* The user may set the passcode for the external user's access on

(®) Setpassword to input field value

Select an input field

L e - - Authentication Type option.

Help message for password input

Your help message will appear on the popup window for passwo---

+ + + +
X X X
4

Complets * The user may set the help messages on Help message for

password input option.

(f@‘w‘m-m;jgn Copyright ® FORCS CO., LTD. All rights reserved. Home | Support | Blog | English
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03. Template Management ?eformsign

Modify > Workflow

Administrator Template Manager

The document completion nofification can be seton the
< Template Settings vacation Request SAVE

Complete step.
General Add steps into the workflow and set detailed document usage options for each step.
Workflow PrOERTIES B » Once the Backup in cloud storage option is enabled, all of the
Fields eomores completed document will be saved to the cloud storage.

Document manager Internal User Process
v Backup in cloud storage

m—— * The document will be timestamped if the Timestamping option is

Timestamping

+ + + +
X X X
4

“Additional charges apply. h k d
Approva ey checked.
-~
External User Process
Complete
L‘GIO)W?F-‘.G"-‘ Copyright ©® FORCS CO., LTD. All rights reserved. Home | Support | Blog | English
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03. Template Management ?eformsign

Modify > Workflow

Administrator | [Template Manager

e ser may e malloriextmessagetemplatevi

NOTIFICATION tab.

Add steps into the workflow and set detailed document usage options for each step.

General
| Workflow PROPERTIES NOTIFICATION
. 24 UseMail
Fields /]
Complete document EDIT

Document manager Internal User Process -

Use SMS  *Will be additionally charged when set.

+ + + +
X X X
4

Complete document EDIT
Approval
External User Process -
Complete
L/’(?fOP'ﬂ’JSJ.Gn Copyright ©® FORCS CO., LTD. All rights reserved. Home | Support | Blog | English
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03. Template Management ?eformsign
L

Modify > Workflow

Administrator | [Template Manager

* The user may edit the mail or text message template by clicking
[EDIT] button.

Mail Template Edit

Mail title Using predefined variables

(SSCarent_step3S] SSDocument_amess * The PDF version of the completed document gets attached to the
piechor B et certicsteto emal notification mail if the Attach PDF option is enabled.

B [ U & NotoSans+ A~ = = = Ti Hr @ | = <

eformsign

* The audit trail gets attached as a file if the Attach audit trail
certificate to email option is checked.

Your document has been completed

$$Document_name$$ has been completed.
Click VIEW DOCUMENT to see your document.

VIEW DOCUMENT

Document Title

$$Document_name$$

Completion Date

PREVIEW

38



03. Template Management

Modify > Fields

< Template Settings Vacation Request T

Set display order, display name, default value

General and show/hide (ON/OFF) of each field that will be displayed in the document list.
Workflow Order Item Name Display name Default value
| Fields 1 Status Status Document meta field default value can not be set
2 Title Title Document meta field default value can not be set
Document manager
3 Step Step Document meta field default value can not be set
4 First Author First Author Document meta field default value can not be set
5 Last Author Last Author Document meta field default value can not be set
6 First Date First Date Document meta field default value can not be set
7 Last Date Last Date Document meta field default value can not be set
8 signl signl Data source v || No default
9 sign2 sign2 Data source v || No default
10 sign3 sign3 Data source v || No default
11 S1_ET S1_E7 Data source v No default
12 S1_HT S1_HT Data source v No default
13 S1_I7 S1_I7 Data source v No default
14 Type Type Data source v || No default

Y//’P."O)'-m sign Copyright ® FORCS CO., LTD. All rights reserved.

[] pisplay All

Required

Required

4

“ O O O O O

4

-
v
-
v
-
-

Home | Support | Blog | English

?eformsign

Administrator Template Manager

* Select [Fields] to display the screen where can set the order and

name of the fields to display in the list of electronic documents.
* ltem Name and Display Name columns are the field display name
on the document list. The default value will be prescribed to the

input components if filled into the Default Value column.

* Display item settings can be accessed via document management.
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03. Template Management

Modify > Fields

< Template Settings Vacation Request T

Set display order, display name, default value

General and show/hide (ON/OFF) of each field that will be displayed in the document list.
Workflow Order Item Name Display name Default value
| Fields 1 Status Status Document meta field default value can not be set
2 Title Title Document meta field default value can not be set
Document manager
3 Step Step Document meta field default value can not be set

4 First Author

5 Last Author

6 First Date

7 Last Date

8 signl
9 sign2
10 sign3
1 S1_ET
12 S1_HT
13 S1_I7
14 | Type

T//’P."O)'ﬂ‘ sign Copyright ® FORCS CO., LTD. All rights reserved.

First Author

Last Author

First Date

Last Date

signl

sign2

sign3

S1_E7

S1_HT7

S1_I7

Type

Document meta field default value can not be set

Document meta field default value can not be set

Document meta field default value can not be set

Document meta field default value can not be set

Creator information D ~

Data source

Typein NAME

Creator information DEPARTMENT

Group information TITLE
atd sou v

MOBILE_NO

Data source ~ PHONE_NO

COMPANY
Data source 4 NO O

Data source ~ || No default

[] pisplay All

Required

Required

4

“ O O O O O

4

-
v
-
v
-
-

Home | Support | Blog | English

Weformsign

Administrator Template Manager

* If the Type in option is set, the user may manually set the default
value of the input field.

* The user may set the default value of the input fields as the
information of the creator information with Creator information

option.
* The user may set the default value of the input fields as the

group's name and description and custom fields with Group

information option.
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03. Template Management @eformsign

Modify > Document manager

Administrator

vl Document mansgerlon e B oe Neusermey

access the screen where one can assign the Document manager.

You can set a template document manager.

General

Workflow Add users or groups who can manage template document (Can set more than one)
Select/search users or groups

Fields

@ Woodman Woodman@fores.com X

Document manager

Zeformsign Copyright @ FORCS CO., LTD. All rights reserved. Home | Support | Blog | English
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03. Template Management ?eformsign

Modify

Administrator | [Template Manager

* Please press [SAVE].

* Click [YES] when the template deployment popup shows up.
Once the template is deployed, the users with writable access can

create the document using the template.

®

Do you want to deploy the modified
template right away?

42



03. Template Management

Duplicate

All Template

A testl?
Download

Deploy

Deactivate
Change owner

e DOCUMeENt manager

Application
12 Feb 2019
A testl7

Search keywords

Operator Checklist

14 Feb 2019
A testl?

Sample

Cash Receipt

12 Feb 2019
A testl?

Quick Guide

eformsign Quick Guic

12 Feb2019
A testl7

CREATE ATEMPLATE

Sample

KomuryMarel  PURCHASE ORDER

Purchase Order

12 Feb 2019
A testlT

?eformsign

Administrator

Template Manager|

* In the template list, please select [ : ] to duplicate the template

and select [Duplicate] in popup menu.

* This will redirect the user to the template duplicate screen.
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03. Template Management ?eformsign

o
DUPllcate Administrator Template Manager

oupleated fempaiebrings e same femplatesettings rom the

original template.

Upload the form file and enter the template name.
General

Workdlow *Fom e * After editing the template settings, press [SAVE].

Vacation Request IMPORT

Fields

* Template Name

Please enter template name.

Document manager
Document Title Rule

You can set the title default in document creation mode.

Category

You can set categories to sort the template

Description

Expiration Date

From  11/13/2018 To None Limit

L‘C’[DW”S-‘.G” Copyright ©® FORCS CO., LTD. All rights reserved. Home | Support | Blog | English
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03. Template Management
|

Delete

CREATE ATEMPLATE

N>
ar

All Template X Search keywords Q

Quick Guide Sample

KomuryMarel  PURCHASE ORDER

Vacatiol - Operator Checklist eformsign Quick Guic Purchase Order

14 Feb 201 14 Feb 2019 12 Feb 2019 12 Feb 2019
A testl? A testl? A testl7 A testlT
Download

Deploy

Deactivate b Sample
Change owner

e DOCUMeENt manager

Application : Cash Receipt
12 Feb 2019 12Feb 2019
A testlT A testl?

?eformsign

Administrator | [Template Manager

* In the template list, please select [ : ] to duplicate the template

and select [Delete] in popup menu.

* The template gets deleted from the Template Management list.
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03. Template Management
|

Download

CREATE ATEMPLATE

N>
ar

All Template X Search keywords Q

Quick Guide Sample

KomuryMarel  PURCHASE ORDER

Operator Checklist H eformsign Quick Guic : Purchase Order

Vacationg -
Duplicate

14 Feb 201 Delete 14 Feb 2019 12 Feb 2019 12 Feb 2019

A testl? A testl? A testl7 A testlT

Deploy

Deactivate b Sample

Change owner

e DOCUMeENt manager

Application : Cash Receipt
12 Feb 2019 12Feb 2019
A testlT A testl?

?eformsign

Administrator

Template Manager|

* In the template list, please select [ : ] to duplicate the template

and select [Download] in popup menu.

* This is used when the user desires to download the form in Office

or OZR file.
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03. Template Management
|

Deploy

All Template X Search keywords

Operator Checklist

Duplicate

Delete 14 Feb 2019

A testl? A testl?

Download

Change owner

e DOCUMeENt manager

Application
12 Feb 2019
A testl7 A testl?

Cash Receipt

12 Feb 2019

Deactivate b Sample

Quick Guide

eformsign Quick Guic

12 Feb2019
A testl7

CREATE ATEMPLATE

Sample

Komurybarel  PURCHASE ORDER

Purchase Order

12 Feb 2019
A testlT

?eformsign

Administrator

Template Manager

* Deploy the e-form in user write-able template. Please follow this
instruction only if the template was not deployed right after

finishing the management.

* In the template list, please select [ : ] to duplicate the template

and select [Deploy] in popup menu.
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03. Template Management
|

Deactivate

All Template X Search keywords

Operator Checklist

Duplicate

14 Feb 201! 14 Feb 2019

Delete

A testl? A testl?

Download

Deploy

Change owner

e DOCUMeENt manager

Application
12 Feb 2019 12 Feb 2019
A testl7 A testl?

Cash Receipt

eformsign Quick Guic

12 Feb2019
A testl7

CREATE ATEMPLATE

Quick Guide Sample

Komurybarel  PURCHASE ORDER

Purchase Order

12 Feb 2019
A testlT

?eformsign

Administrator

Template Manager

* In the template list, please select [ : ] to duplicate the template

and select [Deactivate] in popup menu.

* When the template gets deactivated, that template does not

appear on user’s screen.
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03. Template Management

Change owner

= 11 Template Management CREATE A TEMPLATE

All Template X

Duplicate

14 Feb 201! Delete

A testl?
Download

Deploy

Deactivate

e DOCUMeENt manager

Application
12 Feb 2019
A, testl?

Search keywords

Operator Checklist

14 Feb 2019

A testl?

Cash Receipt

12 Feb 2019
A testl?

Sample

Quick Guide

eformsign Quick Guic

12 Feb2019
A testl7

Q

Sample

Komurybarel  PURCHASE ORDER

Purchase Order

12 Feb 2019
A testlT

A
z

a
v

?eformsign

Administrator | [Template Manager

* On the template which the user desires to change the owner,

select the [ i ] then [Change owner]on the popup menu.

* The Change owner popup will be displayed and the member with

template management access will be displayed.

* After changing the template owner, the new owner would be able

to manage the template from that point.
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03. Template Management

Document manager

All Template X

Duplicate

eb 2
14 Feb 201! Delete

A testl?
Download

Deploy

Deactivate

Change owner

Application
12 Feb 2019
A testl7

Document manager

Search keywords

Operator Checklist

14 Feb 2019
A testl?

Sample

Cash Receipt

12 Feb 2019
A testl?

Quick Guide

eformsign Quick Guic

12 Feb2019
A testl7

CREATE ATEMPLATE

Sample

KomuryMarel  PURCHASE ORDER

Purchase Order

12 Feb 2019
A testlT

?eformsign

Administrator

Template Manager|

* In order to assign the document manager, select[ : ] then

[Document manager]on the popup on the desired template.
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?eformsign

03. Template Management
|
Administrator

Document manager

* Template’s document manager settings will be displayed as a
popup. The document manager would be able to check all the

created document from this template.

Document manager

an manage template document (Can set more

Select/search users or groups

[ Member] 4

6 Dorothy Dorothy@forcs.com
@ Lion Lion@forcs.com

6 Toto Toto@forcs.com
e Woodman Woodman@forcs.com

CONFIRM
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03. Template Management ?eformsign
L

Check settings

Administrator | | Template Manager

=~ T * In case the user does not own the document, the user may check
= emplate Management CREATE A TEMPLATE
the settings of the template by clicking [Bed].
All Template X Search keywords Q 12\ :
[ 022
Vacati Request

Operator Checklist Vacation Request

14 Nov 2018 14 Nov 2018

A Toto A Dorothy

52



< Settings Vacation Request

03. Template Management

Check settings

General

Workflow « Form il
Vacation Request

Fields

* Template Name

Vacation Request

Document Title Rule

You can set the title default in document creation mode.

Category

Upload the form file and enter the template name.

You can set categories to sort the template

Description

Expiration Date

From 11/13/2018

Yfe,"m'm sign Copyright ® FORCS CO., LTD. All rights reserved.

To = None Limit

Home | Support | Blog | English

Weformsign

Administrator

Template Manager

* General, workflow, and field configurations can be checked on

the template settings.

* Even if the changes are made, those change will not be applied

(in check settings).
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03. Template Management

Check settings

= 11 Template Management

All Template X Search keywords

-
]

Operator Checklist Vacatiog .
Duplicate

14 Nov 2018 14 Nov 20 Download

A Toto A Dorothy

CREATE ATEMPLATE

N3
-

?eformsign

Administrator

Template Manager

* The template may be downloaded or duplicated by clicking [ : ]

on the desired template.
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04. Document Management ?eformsign

Search All Documents

Administrator Document Manager

* Clicking upper left corner [=] > Document Management to view

= 1t Document Management

all documents.

All Template X | AllDocuments | All Status ~ ¢ Lo Tuf
m Title+Contents ~ || Search O\+
Status Title Step First Author Last Author First Date
RESPONSE Request :
10:23
Requested e L) L2 am SHOW HISTORY
Accept Woodman Woodman 10:22 am
Requested VIEW | DELETE
WRITE
TRANSFER Vacation Toto
Requested VIEW | DELETE Internal User Process  Woodman Woodman 10:21am Toto@fores.com

15 Nov 2018 10:23 am

Purchase Order

COMPLETED Complete Doroth Dorothr 10:20 am
VIEW | DELETE P Y Y EXTERNAL USER PROCESSING
Request Valid Period (Processed Date)
Vacation Request 5
TRANSFER q Internal User Process  Dorothy Dorothy 10:16 am 15 Nov 2018 10:23 am
Requested VIEW | DELETE (22 hour(s) remaining)
Purchase Order . o COMPLETE
INITIAL Draft Write Dorothy Dorothy 10:15am
VIEW | DELETE
Total 6 < 1 >
Zeformsign Copyright @ FORCS CO., LTD. All rights reserved. Home | Support | Blog
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04. Document Management Weformsign

Sea rC h All Docu m e nts Administrator Document Manager
The document management fooTbar consists o®
= ocument Management
L (1 Documents get sorted by template name, status, or by
All Template X | AllDocuments | All Status v 9 9 ¢ Lo Tuf
- . columns.
m Title+Contents ~ | Search Q
. . . _— — . (2) The keywords or search conditions can be added by clicking
resvout 0 o gsmwmsmm [DETAILS] when searching documents.
— o . ——— (3 The user may refresh the document list, select the columns
Requested VIEW | DELETE )
WRiTE for the display, or download or delete selected documents.
ERENSFER Vacation Internal User Process Woodman Woodman 10:21am Iﬂtjuiluug com . . .
st e oaee @ Completed documents can be viewed by clicking [VIEW]
COMPLETED :Il;rw‘:ha;::;:er Complete Dorothy Dorothy 10:20 am EXTERNAL USER PROCESSING u nd er the docu me nt’s title.
mawsren VacatonRequest | ety ity (5) By clicking the documents, the user can check the mail/text
Requested VIEW | DELETE (22 hour(s) remaining)
Purchase Order § © cowur message/push notification and document history on the right
INITIAL Draft VIEW | DELETE Write Dorothy Dorothy 10:15am
side of the screen.
Total 6 i
Zeformsign Copyright @ FORCS CO., LTD. All rights reserved. Home | Support | Blog
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05. Manage Company ?eformsign

CO m pa ny p rOfI le Administrator Company Manager

B upper € omer =1 company Hanagemen

Company Profile to browse and edit the company profile.

EDIT
Basic Information

FORCS
A South Korea * In order to change Master, select [DELEGATE THE ROLE].

Language
English
Contact No.

+8202 6188 8200 * In order to edit the company profile, select [EDIT].

Detail Information
Representative Email

Dorothy@forcs.com
Address

Nonhyeon-ro 646

Company Registration No
Homepage URL

Master DELEGATE ROLE
Dorothy(Dorothy@forcs.com)

Create Date

13 Nov 2018

Plan

SMALL6
Time Format

Timezone

(GMT+09:00) Asia/Seoul
Date Format

YYYY-MM-DD [2018-08-14]
Time Format

a hh:mm [pm 04:40]

If you want to delete your company. CLICK HERE >

E/’L'»."o)ms."grl Copyright @ FORCS CO., LTD. All rights reserved. Home | Support | Blog | English v
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05. Manage Company

Group Management

= 11 Group Management

Groups

| 10 Custom Fields

Search keywords

ol =jof>

Total 10

Group Name *

Accounting Dept.

Customer Satisfaction

HR

Overseas Business Division

PR

Personnel Section

Planning

R&D

Salesl

Sales2

Group Description

Accounting Dept.

Customer Satisfaction Team

Human Resources Team

Overseas Business Division

Public Relations

Personnel Section

Planning Team

Research&Develop Team

Sales Team

Sales Team

eformsign Copyright © FORCS CO., LTD. All rights reserved.

Number of Members Q

-+ Create a Group

3 people

10 people

15 people

8 people

13 people

20 people

7 people

11 people

17 people

7 people

DETAIL VIEW

Setting Field Value | 3

Group Information Member List

A

Group Name

Accounting Dept.

Group Description

Accounting Dept.

Home | Support | Blog | English

Weformsign

Administrator Company Manager

* Clicking upper left corner [=] > Company Management > Group

Management to create a group or manage group profile.

* The group management toolbar consists of:
(D In order to add group, select [+ Create a Group].
(2) On group information tab among group details, group’s
profile, name, and description are displayed. Press [SAVE] in

order to finish group management.
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05. Manage Company ?eformsign

Group Management

Administrator Company Manager

* On this tab, the user may add or edit custom fields.

= 11 Group Management

Groups

Can add information about the selected group. 1 ADD A NEW FIELD

Added group information can be set as a default value of the input fields on Template Settings.

* The custom fields tab and toolbar are composed as below.
(D The user may add a new custom field by clicking [ADD A NEW
Group Name office__c a0 Manager_c Advisor__c FIELD].

Accounting Dept. ‘ Head Office Dorothy

1 . . . .
B oo Soticocion = — (2) The icon shows up when the custom field is clicked so the
3 HR Head Office Toto . .
4 Overseas Business Division Branch fleld may be edlted, moved, or deleted-
5] PR Head Office Dorothy . .
R ———— e (3 Click [SAVE] button to apply the changes on the custom field.
7 Planning Head Office
8 R&D Head Office Woodman
9 Salesl Head Office
10 Sales2 Head Office
f_/’e,"mws.‘gr? Copyright @ FORCS CO., LTD. All rights reserved. Home | Support | Blog
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05. Manage Company ?eformsign

Mem ber Management Administrator Company Manager

* Clicking upper left corner [=] > Company Management > Member

1' 1Y Member Management

p

Active active rending (& rotermomber | Management to invite members or change members’ profile.
Search keywords Q ]
Name - Department o 9 * The member management toolbar consists of:
@ - e on PETATLVIEW (1) Members are displayed separately depending on the
o - e o member’s active/inactive status or pending for an invitation.
o - R o m—— @ Select [Invite members] on the right upper corner to invite
Q o the new member.
(3) Member’s profile is shown when the member is clicked.
'“ T Select [SAVE] to finish editing member’s profile.
Sale marketing team
5 [l
Teformsign  Copyright® FORCS €0, LTD. Al ights reserved. Home | Suppart | Blog
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06. Integration Weformsign

Cloud Storage Settings

Administrator

N —— * The user may designate the file storage which to store the

completed documents by clicking upper left corner [=] >
You can automatically backup completed documents in your preferred . .
cloud storage. Integration > Cloud Storage Settings.

Documents are saved in all connected cloud storages at the same time.

33 & * The user may use Dropbox or Google Drive by clicking
Dropbox Google Drive [AUTHENTICATE ACCOUNT].
| | * The user may change one's connected account by [USE
DIFFERENT ACCOUNT] or disconnect by clicking [DISCONNECT].
Zeformsign Copyright @ FORCS CO., LTD. All rights reserved. Home | Support | Blog
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06. Integration ?eformsign

Access Key Management

Administrator

* Clicking upper left corner [=] > Company Management > Access

= 11 Access Key Management
Accesskey | 3 Key Management to create an Access Key to extract data and use it.

Title Application Access Key ID Requested Date Created Date Status

Ailas_1

cali - 2018.11.15 16:38 ACTIVE
VIEWKEY | EDIT | DELETE Application_1
Ailas_2
" icat - 2018.11.15 16:38 -ACTWE
VIEWKEY | EDIT | DELETE Application_2

Ailas_3
VIEWKEY | EDIT | DELETE

Application_3 - 2018.11.1516:38

“eformsign Copyright © FORCS 0., LTD. All rights reserved. Home | Support | Blog | English ~
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07. Billing Weformsign

Change Plan Administrator

price table.

Current plan SMALL3(trial) Available period ~05 Sep 2018
Pick the most cost-effective plan * Please add a payment method in order to change the plan.
* BUSINESS LITE is suitable for low number of members and high
PERSONAL SMALL3 SMALLG SMALLS number of documents. BUSINESS PRO is suitable for high
10,000..concs 60,000..c0/rmcnis 100,000..c0/moe 160,000..c: o number of members that want to add additional user accounts at
a low price.

+ 50 Documents Creation + 300 Documents Creation ~ 500 Documents Creation + 800 Documents Creation
v 3Users {mas) v 3Users (max) v 6Users (mas) v 9Users (max) * Select [SUBSCRIBE] in order to change plan. For more
¥ 1068 swaage 6068 Stonage v 10068 storage 16068 stoage information, please contact us by pressing [ASK QUESTION].

Additional Optiens 1,000won | Timestamp 100wen [ SMS —_—
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07. Billing Weformsign

Change Plan

Administrator

Choose the right plan for your business * The plan calculator can suggest you the suitable plan based on

the needs.

* Required fields

* User Account Price Per Month T79s6p

10 Users

* The amount and name of the recommended plan is shown when

Recommended Plan PRO

the user click [RUN AGAIN] the calculator after inserting required

information such as User Account, Number of documents, TSA.

* Number of documents Basic Price 649 5GD
1000 /month

Extra Charge 130 SGD

10 50 100 500 * For example, if the user has 10 people in one’s company with
TSA +100Documents 130 SGD

- 1000 documents and decides to use 100 TSA, the expected
Users 0SGD
100 .

- monthly price would be 799SGD and the recommended plan

5 - 100 150 Documents 05SGD
would be PRO.

# Comments on changing plan
eformsign is a postpaid online subscription service.

# Upgrading from Trial to Business Plan

Your monthly billing cycle starts from the first day of Trial.

The fee will be charged even if you useeformsignservice less than a month.

The full monthly fee will be charged even if you useeformsignservice less than a month.
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07. Billing

Real-Time Billing

= 11 Real-TimeBilling

Real-time billing

2019-01-27

REMAINING CREDITS SGDO Checkout payment history >

USAGE HISTORY CHARGE

Plan SMALL6
SubTotal
VAT

Total Amount

SGD 129
SGD 129
SGD 0

SGD 129

* This is the current sum of monthly usage. The actual cost may differ as taxes and credits may

apply.

BILLING INFORMATION

BILLING

Company Name
FORCS
Country Price Plan

SG SMALLG

Service Period

2019-01-02 ~ 2019-02-01
INVOICE MAIL

Dorothy@forcs.com

[/’Gfom]si_{;n Copyright @ FORCS CO., LTD. All rights reserved.

Change plan >

Real-time Usage

SMALL6 PLAN

st R -
31days

Documents
500 Documents

o _ 3lsers
6 Users

487 Documents

Storage
100 GB

95GB

ADDITIONAL SERVICES

TIMESTAMP SMS

Home | Support | Blog | English v

?eformsign

Administrator

* Clicking upper left corner [=] > Billing > Real-Time Billing to view

real-time billing.
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07. Billing ?eformsign

Monthly payment history

Administrator

* Clicking upper left corner [=] > Billing > Monthly payment history

= 1 Monthly payment hiStOFy The table below lists the payments that were made to your account for the last 12 months.

to view monthly payment history.

Monthly payment history Payment history for the last 3 months

2018.08 KRW 956,000

1,000,000 11000 L0 956,000 2%

900,000

500,000

700,000 f‘:;&w KRW 941,000
600,000

500,000

400,000 2018.06

300,000 +100% KRW 911,000
200,000

100,000

3 month average

0—

2018.03 2018.04 2018.05 2018.06 2018.07 2018.08 KRW 936 000
)

Monthly invoice list

Date v Invoice ID Paid Credits
2018.08 4a9fa67d-2409-430f-8a55-c6fcf2344594 KRW 956,000 KRW 0
2018.07 75383¢f4-1f79-4f8¢-a038-bc73%4cbebTh KRW 941,000 KRW -89,000
2018.06 ecde076e-37d5-471f-a677-0e5544593479 KRW 911,000 KRW -911,000
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07. Billing ?eformsign

Set Payment Method

Administrator

add a payment method.

Card Total 3  All card information is not kept by eformsign. ADD A PAYMENT METHOD

Card Name Key Status

Visa
Edit

VISA ~ Current Default

@ Master

SET AS DEFAULT
Edit | Delete

American Express

SET AS DEFAULT
Edit | Delete

Zeformsign Copyright © FORCS CO., LTD. All rights reserved. Home | ContactUs | Blog | English
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08. Usage Status & FAQ

Usage Status

= 1Y Usage Status

Weekly v 2018/08/03 Q

DOCUMENTS Total 29 documents created STORAGE Total 6.2 MB used ADDITIONAL SERVICES

_24 0 0 _5.lma 0 0 0 9_‘

FORMS Total 4 documents created GROUPS | USERS RANK Total GROUPS / 5 USERS used
All Forms
RANK NAME DOCUMENTS CREATED RANK NAME DOCUMENTS
1 0Z e-Form Guide 10 2018-07-30 1 Analytics team A 14
2 Vacation Report 6 2018-07-31 2 Planning team A 10
3 Business Trip 5 2018-07-30 3 Global marketing team A 10
4 Business Report 3 2018-07-30 4 0Z Consuting team 10

?eformsign

Administrator

Company Manager

Template Manager

* Clicking upper left corner [=] > Usage Status to view weekly,

monthly, and annual usage.
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08. Usage Status & FAQ ?eformsign

FAQ

ALL

* The user can access eformsign FAQ via [Support] on the bottom

Eieform sj'gn | Support (Ask quest\on‘jj

of the page.

Q Frequently asked questions

* The user may look up frequently asked questions by inserting
Account & Payment A search keywords
/Q\Q_\ Sign Up E >
* The user also can ask a question by clicking [Ask question] if one
/% Account Info. E ) > . . .
could not find the desired questions.
-%' Plan and Payments E ) >
Using eformsign o
Ete. (2 ) A~
Etc. 2) >
Need more help?
eformsign Support | Blog Copyright ® FORCS CO., LTD. All rights reserved Terms of Use | Privacy Policy
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09. Use Service eformsign

Accept Invitation

Member

il = & * The users that have been invited via email will receive the invitation mail. Text

g = message will be sent for users that have been invited with phone number.

eformsign
loma

A e * Select [ACCEPT INVITATION] to accept the invitation.

eformsign
FORCS has invited you! * Select the SMS [Link] if the user has been invited via text message.

FORCS has invited you 1o be a member.
Click the button below to accept the invitation,
Campany Name

FORCS

Invited By

Doty D i)

ACCEFT INVITATION

Link valid through: 04 Oct 2018 10:15 AM

e link expires.
ave to receive the invitation
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09. Use Service eformsign

Accept Invitation

Member

* Invited user’s email will be automatically filled out on the form.
& eformsign.com
* The phone number and name are automatically prescribed to the sign up form if the
\?eformsign user is invited by Administrator or Master.

SIGNUP

* By clicking [SIGNUP] button after filling out account information, the list of

Toto@forcs.com

companies which invited the user will show up.

Name

Re-enter Password

By clicking the ‘SIGNUP’ button below, you
agree to the Terms of Use and Privacy Policy .

Already have an account? LOGIN >
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09. Use Service eformsign

Accept Invitation Member

* Invited companies are displayed.

@ eformsign.com

< Peformsign

* Press [ACCEPT] to join as a member of company.

List of companies that invited you If

you click the ‘Accept’ button, * Press [GO TO CREATE DOCUMENTS] to go to the dashboard.

you will be registered as a member in
the invited company.

The “Woodman” invited Companies

FORCS

+ Administrator : Dorothy
* E-mail : Dorothy

+ Date of the invitation : 09/27/2018
11:09

REJECT ACCEPT

SKIP
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09. Use Service ?eformsign

About Menu Member

* This is the first screen after the login.

# eformsign.com

“eformsign

* Please select [=] on the upper left of the screen.

Create Pending
New Document Request

(¢

Action All
Required Documents

e

FAVORITE TEMPLATES

PENDING MORE >

=] Nedocuments
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09. Use Service

eformsign
About Menu

Member
@ eformsign.com

(1 New Document: Shows the template list where the user can click a template and
start to create the e-form.
eformsign

. Forcs

(2) Document Box: User can check your created e-forms.
W Woodman

v Pending Request: User can check the documents that are in progress.

v" Action Required: User can check the documents that have been requested for
LOGOUT

approval from other members.
[# New Document

v" All Documents: User can check the all documents.
Document Box

(3) My Signature: Can create and save the signature which can be used when signing
E Pending Request

an e-Form. Also, work in the desktop environment where signing action is quite
) Action Required

difficult.

-] All Documents

(@) Template Management: User can check the template list.

rs My Signature

".;;: Template Management
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09. Use Service Weformsign

Create a New Document Member
O\

* Select My template from the dashboard to view the list of

# eformsign.com

. & eformsign.com templates user can create.
“Zeformsign P

= 1 New Document

Create Pending * This can also be approachable by clicking upper left corner [=] >

New Document Request All Template

New Document.

(2

* Press [Write] on the desired template from the template list.

Action All
Required Documents

@)

FAVORITE TEMPLATES /*

Vacation Request Operator Cheekli
7

Home | Support | Blog EMGLISH =~

PENDING MORE >

(=] No dacuments
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09. Use Service eformsign

Create a New Document ——
* The e-Form gets displayed.
@ eformsign.com
< | COMPLETE | - Insert the title of the e-form on the upper left corner.

OPERATOR CHECKLIST * Click [SAVE AS DRAFT] on [ : ] menu on the right upper corner in order to save the

document as the draft.

* Select [SUBMIT] or [COMPLETE] on the upper right corner after finishing writing e-
form. [SUBMIT] shows up if the next step is Approval/External User Process.

[Completion] shows up if the next step is the completion.

* When [SUBMIT] is clicked, request for approval popup shows up. After selecting the
approver and writing the comments, the mail/text message/push notification gets

sent to the approver based on preset configuration.
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10. Document Box
| ]

Pending Request

@ eformsign.com

Zeformsign

A, RCS

W Woodﬁw_an

LOGOUT
[# New Document

Document Box

@ Pending Reguest

) Action Required

.

All Documents

fo;;g My Signature

= Template Management

wil <= (-

# eformsign.com

“Zeformsign

Create Pending
New Document Request

(¢

Action All
Required Documents

FAVORITE TEMPLATES /*

PENDING MORE >

(=] No dacuments

Weformsign

Member

* Select Pending Request from the dashboard to view documents

in progress.

* This can also be approachable by clicking upper left corner [=] >

Document Box > Pending Request.
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10. Document Box eformsign

Pending Request Member

* Search e-forms by searching keywords. e-Forms can be downloaded and lists can be

i eformsign.com refreshed by using [ : ] on the upper right corner.

= < Pending Request

* e-Forms can be viewed in its status or column order.

All Documents ~ Al Template

Status Title

* Written e-forms can be viewed after selecting the e-form.

TrensFER  Vacation Request

Requested

* The deletion request button is hidden and unfolds when the user selects [--:] button.
SHOWHISTORY  REJECTION REQUES -
* Depending on the e-document status, different buttons are displayed.

v[SUMMARY] : the documents information is displayed.

v[SHOW HISTORY]: e-Form’s history and status get displayed.

v[REJECTION REQUEST]: the user can request the approver to reject the sent

approval.
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10. Document Box
| ]

Action Required

@ eformsign.com

Zeformsign

A, RCS

W Woodﬁw_an

LOGOUT
[# New Document

Document Box

@ Pending Reguest

) Action Required

.

All Documents

fo;;g My Signature

= Template Management

wil <= (-

# eformsign.com

“Zeformsign

Create Pending
New Document Request

(¢

Action All
Required Documents

FAVORITE TEMPLATES /*

PENDING MORE >

(=] No dacuments

Weformsign

Member

* Select Action Required from the dashboard to view documents in

progress.

* This can also be approachable by clicking upper left corner [=] >

Document Box > Action Required.
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10. Document Box eformsign

ACtion ReC|Uired Member

* Search e-forms by searching keywords. e-Forms can be downloaded and lists can be
& eformsign.com refreshed by using [ : ] on the upper right corner.

= < Action Required

* Can view e-forms sorted by its status.

All Documents s All Template

Status Title

* Press [--*] > Approval in order to take care of approval requests or steps.

TrensFER  Vacation Request

Requested

* Depending on the e-document status, different buttons are displayed.
v[SUMMARY] : the documents information is displayed.
e Purchase Order v'[SHOW HISTORY]: e-Form’s history and status get displayed.
ssdone: Lo i v[RESEND]: the user may ask again for the external approval request.

SUMMARY SHOW HISTORY

SR srowrsToR v'[APPROVE]: the user may approve the document.
Response  Report v [EDIT]: the user can continue to create/write the document which was saved as a

Reguested
draft.

Date: 6day(s)remaining see

SURMARY SHOW HISTORY RESEND

Total 3

<
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10. Document Box eformsign

All Documents Member

* Select Action Required from the dashboard to view the All

# eformsign.com

“eformsign

@ eformsign.com

Documents e-Forms by clicking All Documents.
Zeformsign

W Woodm_an

Create Pending * This can also be approachable by clicking upper left corner [=] >

New Document Request
Document Box > All Documents.

LOGOUT
@ New Document

Action All

Document Box .
Required Documents

@ Pending Request

) Action Required

.

All Documents

FAVORITE TEMPLATES /*

fo;;g My Signature

= Template Management

PENDING MORE >

(=1 No documents

88



10. Document Box eformsign

All Documents Member

* Search e-forms by searching keywords. e-Forms can be downloaded and lists can be

@ eformsign.com

refreshed by using [ : ] on the upper right corner.

= < AllDocuments

All Documents N/ All Template

* Can view e-forms sorted by its status.

Status Title

NITIAL Draft P h Od .
INITIAL Drat urc. ase .r.er * Press [--*] > Approval in order to take care of approval requests or steps.

* Depending on the e-document status, different buttons are displayed.
v[SUMMARY] : the documents information is displayed.
v[SHOW HISTORY]: e-Form’s history and status get displayed.

SUMMARY SHOW HISTORY

coMpLETED Purchase Order

SUMMARY SHOW HISTORY REJECTION REQUES---

TrRaNsFeEr  Vacation Request
Requested

SUMMARY SHOW HISTORY REJECTION REQUES--
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11. Profile

Personal & Company Information

@ eformsign.com

= 1 My Profile

Personal

Account Information

* Name

Dorothy

+ Email or ID

* Password

Please enter current pas

* Mobile

+65 ~ | Enter your pht

Company

CHAMGE

@ eformsign.com

= 1} My Profile

Personal

Company

Basic Information

Company

FORCS

Country

Singapore

Language

English

Contact Mo,

+65 61002007

company profile.

* Edit user profile or view company profile.

eformsign

Member

* Clicking upper left corner [=] > EDIT to edit user profile or view

* The user can access and edit one's profile. After the edit, the user

may re-enter the password then click [SAVE] to save the changes.

* The member can only look up the company profile but not edit.
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11. Profile

My Signature

@ eformsign.com

eformsign

B, Forcs

W Woodman

LOGOUT
[# NewDocument

Document Box

E Pending Reguest
Action Required

-] All Documents

2 My Signature

= Template Management

@ eformsign.com

= {7 MySignature

£, signature

REGISTER

£ initial

REGISTER

Home | ContactUs | Blog

ENGLISH ™~

Weformsign

Member

* Clicking upper left corner [=] > My Signature to upload, Modify or

delete the user’s signature.

* Can create and save the signature which can be used when
signing an e-Form. When writing the e-form or doing approvals if
there is a place where the user has to sign the registered
signature automatically gets inserted into that area.

* Signatures are displayed separately by Signature and Initial.

* Press [+ REGISTER].
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11. Profile Weformsign

My Signature —

wll = =3

T * The available signature registration options are DRAW and TEXT.

@ eformsign.com @ eformsign.com

If the user wants to register the signature on mobile while on the
PC environment, the user may click ON MOBILE option to register

signature via QR Code.

Register Signature Register Signature

* For DRAW method, any signature drawn on the white area gets

DRAW TEXT DRAW TEXT

registered. For TEXT method, the user may enter the text then
English ~  FORCS click [CONVERT] where various font candidates show up. The user

can simply choose the desired one to use.
JORCS | 70525
* If select [INITIALIZE], the entered signature is initialized. If select

T@’RCS FORCS [REGISTER], the entered signature is registered.

INITIALIZE REGISTER REGISTER
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Copyright eformsign

Copyright FORCS Co.,LTD. All rights reserved.

The copyright of eformsign service and all the contents of this manual belongs to FORCS Co. and is protected by Korean copyright law and

international treaty.
Using, copying, distributing or redistributing the contents of this manual without prior permission or consent from FORCS Co. is strictly prohibited

and is the violation of intellectual property rights.
The contents provided in this manual are subject to be changed without notice and may be different.

If there is any question or comments about the eformsign service or the manual, please contact the service center of your region.

Contact us

FORCS Co., LTD
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?eformsign

Thank You

www.eformsign.com



