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Overview

DocuSign for Word allows users to send or sign documents created or edited in Word.

Users with an existing account can log in with their DocuSign credentials. New users to DocuSign can
sign up for a free trial from within the Word app by joining DocuSign using their Office 365 credentials
or Microsoft credentials. A free trial created using your Office 365 credentials allows each individual
to have an unlimited number of sign and returns, and up to 10 free DocuSign document sends. A free
trial created using your Microsoft credentials allows each individual to have an unlimited number of
sign and returns, and up to 5 free DocuSign document sends.

This guide provides information on opening, sending, and signing documents from DocuSign for Word.
Supported Versions: Word 2013 desktop client (Windows only) and Word for iPad
DocuSign for Word supports the following languages for sending and signing:

Chinese (Simplified), Chinese (Traditional), Dutch, English, French, German, Italian, Japanese,
Korean, Portuguese (Brazil), Portuguese (Portugal), Russian, and Spanish
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Opening DocuSign for Word

DocuSign for Word is available from the Office.com Store. Follow these steps to insert DocuSign for
Word:

1. Open or create a new Microsoft Word document.

2. Inthe top ribbon click Insert and under My Apps, click See All...

3. Click the STORE tab in the My Apps dialog, and enter "DocuSign" in the search bar.
4. Click the DocuSign for Word application and click Trust It.
5

. This will open DocuSign for Word in the application panel on the right-hand side of your
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Sending Documents using DocuSign for Word

With DocuSign for Word, you can send documents out for signature directly from the application panel
in Word.
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1. Edit and save your Word document.
2. Choose how you would like to log into DocuSign.
e You can log in using your Office 365 credentials.

e You can log in with your Microsoft credentials (these credentials correspond to an email
address and password you use to log in to Outlook.com, Xbox LIVE, OneDrive, or Windows
Phone).

e You can log in with existing DocuSign account by clicking Log in with DocuSign and
entering your email and password.

o If you do not have an account, you can create a new one by using Office 365 credentials or
Microsoft credentials.

o Creating a new account using Office 365 credentials gives you up to 10 free
document sends and an unlimited number of sign and returns.

o Creating a new account using Microsoft credentials gives you up to 5 free document
sends and an unlimited number of sign and returns.

LOG IN WITH OFFICE 365
LOG IN WITH DOCUSIGN

LOG IN WITH MICROSOFT

Don't have an account? Create one for
free

By clicking any of the above buttons you agree
to DocuSign's terms and conditions
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3. You are prompted to choose who is signhing. Since you need others to sign, select Only Others or

Me & Others option
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If your document matches a template in your DocuSign account, you will see a prompt that
allows you to apply the template to the document. This means that the signing workflow and tags
will be pre-defined as specified by the template in DocuSign. Any changes you make to the
document in Word will no longer be reflected in DocuSign if you choose to apply the template
match. To make changes to the document after this point, click the back arrow on the top left

corner of the application pane.

DocuSign

< Templates Match!

a This document is now locked. See details X

It looks like this document matches the following

template(s) in your DocuSign account:

Template name

@ Partner Agreement

Page

1-3

APPLY SELECTED

NO, THANKS!
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For Word
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4.

You are prompted to specify signers for the document. Enter the first signer's name, email
address, and indicate whether they should sign the document or receive a copy. Then click Add
signer. You should see the signer's name at the top. When you are finished, click Continue. If
you are using a DocuSign template, the signing roles and specific signers might be pre-populated
as defined by the template workflow. Signers that have been pre-defined display as read-only
and cannot be changed.

o If you would like to add yourself as a recipient, click Add me.

e You can add as many recipients as you would like to the document.
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Now you can enter an email subject and message that all recipients of the document will
receive. Add this information and click Continue. Note that the email subject is populated from
the reply/new mail if you are uploading a new document, or from the workflow if you are using
a DocuSign template.
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6. If this is your first time using DocuSign for Word and you have logged in with Office 365, you can
choose your OneDrive for Business Preferences. This action allows the app to save signed
DocuSign documents to OneDrive for Business.. If this is your first time using DocuSign for Word
and you have logged in with a Microsoft ID, you can choose your OneDrive preferences This
action allows the app to save signed DocuSign documents to OneDrive. When you have specified
your choice, click Go to DocuSign.

e You can always change these preferences by going to the menu in the lower right hand
corner and updating the Save documents to OneDrive option.
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7. The DocuSign sending experience opens in a new browser window. The document from Word is
automatically included as the document being sent.
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Drag and drop DocuSign fields from the left-hand palette onto your document. You can modify
other information by clicking:

o Recipients Edit - to add, remove, or modify recipients

o Message - to change the e-mail subject and message

o Documents Edit - to add or remove the documents
Refer to the DocuSign help for more details about sending your document.
Click Send to send the document for signing.

Your document is sent and the DocuSign for Word application shows a success screen where you
can re-send your documents or track the status of the documents in DocuSign.

Done!

You have successfully sent documents out for signature with DocuSign.

Signing Documents with DocuSign for Word

1. Edit and save your Word document.

2. You are prompted to choose who is signing. Since you are the only one signing, choose the Only

Me option.
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3. If this is the first time you are using DocuSign for Word and you have logged in with Office 365,
you can choose your OneDrive for Business Preferences. This action allows the app to save
signed DocuSign documents to OneDrive for Business.. If this is your first time using DocuSign for
Word and you have logged in with a Microsoft ID, you can choose your OneDrive preferences
This action allows the app to save signed DocuSign documents to OneDrive. When you have
specified your choice, click Go to DocuSign.

DocuSign

14 Who Is Signing?
| ey once: |

Saving Options
| Save documents to OneDrive

4. A new page opens with DocuSign free-form signing.

5. Sign the document.

To add a signature, initial, or other information to the document, first click Continue to review
and sign your document.
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Click on the field you want to place and then drag and drop the field at the appropriate location
in the document.
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8. This Agreement shall be governed by the laws of the United States of America and as those laws that ress

are applied to contracts entered into and to be performed in all states. Should any revision of this A
FIELDS Agreement be determined to be void, invalid or otherwise unenforceable by any court or tribunal of plete signing or getting

competent jurisdiction, such determination shall not affect the remaining provisions of this
Agreement, which shall remain in full force and effect.

Q Signature
@ Initial This Agreement contains final, complete, and exclusive agreement of the Parties relative to the subject
matter hereof and supersedes any prior agreement of the Parties, whether oral or written. This
Date Signed Agreement may not be changed, modified, amended or supplemented except by a written instrument
signed by both Parties.

©

= EE

Name

10. Each party hereby acknowledges and agrees that, in the event of any breach of this Agreement by the
other party, including, without limitations, the actual or threatened disclosure of a disclosing party’s
= - Proprietary Information without the prior express written consent of the disclosing party, the
E First Name disclosing party will suffer an irreparable injury such that no remedy at law will afford it adequate
protection against or appropriate compensation for such injury. Accordingly, each party hereby
@ Last Name agrees that the other party shall be entitled to specific performance of a receiving party’s obligations
under this Agreement as well as further injunctive relief as may be granted by a court of competent
@ Email Address Jurisdiction.
.. O
it company Ocdmin, Uoen
Signature:
@ Title
Printed Name:

(i)

= Text Date:

FINISH

6. After you have placed all the fields in the document, click | ‘ to complete your document.
The DocuSign for Word application shows a success screen where you can send your documents
or track the status of the documents in DocuSign.

7. Donel!

You have successfully signed documents with DocuSign.

FAQ

What happens when | create a DocuSign account using my Office 365 credentials?

o A new DocuSign account with 10 free document sends per user in your organization is created. If
you run out of document sends, you must contact your Office 365 account admin to upgrade your
account to a paid DocuSign account.

What happens when | create a DocuSign account using my Microsoft credentials ?

o A new DocuSign account with 5 free document sends per user in your organization is created. If
you run out of document sends, you must upgrade your account to a paid DocuSign account. You
can do this by clicking Buy Now on the web or by contacting our sales team at
sales@docusign.com or 1.877.720.2040.

If | am an admin of Office 365 and would like to upgrade to a paid DocuSign account, what do |
do?

o Contact our sales team at sales@docusign.com or 1.877.720.2040.
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What is the difference between "Send" and "Sign" with DocuSign?

o Send with DocuSign is used when you want to send a document, or documents, to one or more
people to gather signatures or information from those people. You, as the sender, can also be a
signer on documents, but you do not have to be. Sign with DocuSign is used when you just want
to sign something yourself that can be delivered to someone else.

Using the Sign with DocuSign option only takes you to the signing page in DocuSign, while the
Send with DocuSign lets you add signers and tag the document for sending.

Can | use DocuSign for Word with Word Web App?
o DocuSign for Word can be used with Microsoft Word 2013 desktop and Word for iPad.
| love this! How do | leave a review?

e Go to the DocuSign for Word listing on the Office.com Store. Click the Reviews tab and Write
your own review. Thanks for sharing your ideas with us!

For More Information or Assistance

For more information or assistance, visit DocuSign Support, the DocuSign Community, docusign.com, or
contact DocuSign Support.
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Release Notes

The following features were included as a part of DocuSign for Word v3.1.2:

o Adding support for Word for iPad
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