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eForms Overview

eForms application provides you with a user-friendly interface for the creation and
delivery of e-documents and capturing of e-signatures. Access anytime, anywhere on
any device using the cloud based application to replace all manual paper processes.
eForms helps your business go digital at a time when paper is turning into a thing of the
past.

This user guide provides information on all aspects of the eForms web application from
logging in for the first time, create a template and delivering eForms.
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Launching eForms

When first launching eForms you will receive credentials for your company from the
SedonaOne staff. You will receive a custom URL, username and default login.
Below is the 3-step process to login successfully:

1. Open your internet browser and go to the custom URL provided by the
SedonaOne staff. An example of the URL is
https://yourcompanyhere.sedonaone.com. If you need access for your
company please email support@sedonaone.com.

The eForms Login page will look as below:

&« C {y @ Secure https://sedonaoffice.myalarmbiller.com/Dealer/DealerAccount/Login or % B :

SedonaOfficeTest Login

Log in:

Justind

Remember Username

Forgot Password

New Customer Registration

By logging in you acknowledge you have read and agree to our

2. Type your username and password and click login. The username and password
is first generated by the SedonaOne staff. If you have not received your
credentials please email support@sedonaone.com.
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SedonaOfficeTest Login

Log in:

Justind

emember Username
| ...

—

New Customer Registration

By logging in you acknowledge you have read and agree to our

3. When logging in for the first time you will need to reset your password. After the
password is reset, re-enter your username and new password. Watch this video
on logging into SedonaOne SedonaOne Login Process.

eForms Components

When you first log into eForms you are taken to the Home tab. This tab is the default
when logging into the application. The Home tab gives you a quick glance of your
signed and active forms.

@ Home

‘b"i”i':?"

eForms

Active Forms

@ Templates
© Add Single Use Form | Send Template(s) Show JustMy Forms  Show Inactive  Show Expired
/& Setup
Drag a column header and drop it here to group by that column
& Justin
. WYY Name Y Description Y Sent Y CreatedBy Y Expireson Y Modified + y
f eForms
149 0 test test No Debaggis, Justin 210/2018.9:54 AM 172018954 AM e |8
© Support Center
« o > n T1oflitems &
= Tasks 7
@ Logout Complete Forms
Show Just My Forms ~Show Archived
A
Drag acolumn header and drop it here to group by that column
W Y4y Name Y Description Y CreatedBy Y CompletedOn + ¥
( Navigation Tabs ' 150 (0] Residential Contract: Justin DeBaggis Residential Contract: Justin DeBaggis Debaggis, Justin 11772018 2:29PM =
148 (O] Resi Contract - Justin DeBaggis Debaggis, Justin 1/11/2018 9:45 AM =
7 O Michael Marks Debaggis, Justin 12/21/20179:18 AM B =
146 (0} test test Debaggis, Justin 12/15/201710:00 AM ]
44 O proposal Debaggis, Justin 12/5/20171:21 PM =
13 (o) contract: Michael Marks contract: Michael Marks Debaggis, Justin 12/5/20171:16 PM ]
192 © Codecraft sign Codecraft sign Papay, Travis 12/5/2017 9:39 AM ]
137 (o) test test Debaggis, Justin 1112772017 9:56 AM ]
136 © test test Debaggis, Justin 11/20/201710:19 AM ]
135 (o) Proposal Debaggis, Justin 11/2/2017 237 PM ]
W o« o 2 3 4 » M 1-100fd0items &

Page 7 of 111




2018 SedonaOffice Users Conference SedonaOne eForms

Navigation Tabs

These tabs are used to access different functions in eForms.
The Navigation Tabs are:

Home: This tab provides access to Active, Complete Forms, the ability to send
templates and single use forms.

Templates: This tab provides access to your configured templates. Depending
on your account access you may add, adjust or delete templates.

Setup: This is the setup for your company and has specific customization for
processes and drop-down fields.

User Name: This tab provides access to your user account information such as
site theme, email, etc.

Support Center: This tab provides access to help guides and submitting a
support ticket to the SedonaOne support team. Use this tab for any support
requests.

Logout: This tab allows you to log out of the application.

Setup

The setup tab allows you to customize the settings for users, customize drop-down
fields and manage basic company information. The tabs provided in setup are listed

below.
eForms
Home :

® Active Forms
[ Templates .

‘ Mf\ AdA Cinalallea Carm ﬂ Send Template(s)

> anagers
4~ Setup I ’ ) it here to group by that column
. Users
& Justin =
X # Form Categories ' M

f eForms -

£ Preferences
@ Support Center & Services
= Tasks 7 | —
& Logout Complete Forms
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Setup Components

The setup tabs are:
* Managers: List all users that are managers and assign users under them.
* Users: Users whom will access the eForms application.
* Form Categories: Naming convention to help group and sort by form type.
* Preferences: Basic account setup for your company.

Users

The users tab list all of your current users in eForms. The username is used to log into
the system and each user will have a password that is assigned when the user is
created. If the user is logged in you may view in the Users tab and see if they are in the
application.

eForms

H .
@ Fome Active Forms

[2) Templates
M AdAd Cinala llea Carm 4 Send Template(s)
#~ Setup » & Managers

it here to group by that column
: Users
& Justin = {:;2
N /~ Form Categories e Y
f eForms

2 Preferences

v

@ Support Center (% Gt
= Tasks 7 ' pa—
@ Logout Complete Forms

Page 9 of 111



2018 SedonaOffice Users Conference

SedonaOne eForms

Adding a User

1. Navigate to Setup > Users as shown in the figure above.
2. Select + Add User.

£+A(‘1&Eoser

Show Inactive Users

Y Email Y Online Y
travisp@perennialsoftware.com True
rebeccah@perennialsoftware.com True
lauries@perennialsoftware.com True
mellissar@perennialsoftware.com True
justind@perennialsoftware.com True
brads@perennialsoftware.com True
karinw@perennialsoftware.com False
lisag@perennialsoftware.com True
rebeccah@sedonaoffice.com False
rebeccah@alarmbiller.com False

1-100f 26items O

3. Fill out the following fields:

New User % Cancel
Username: Time Zone:  Please Select: v
First Name: Default Login:  Select Product: v
Middle Initial: Site Theme:  Blue Opal v
Last Name: Inactive: Inactive Date
Phone:  Phone # ext L Notes:
Email:
User Role:  Please Select .
Products: AlarmBiller ~ Time & Attendance eForms

Password:

Confirm:

Permissions. Services

User Security Permissions:

Save

Custom Forms
Delete Form

Design Form

E Forms Manager
Interactive Form

Send Form

Abilty to fill out and sign a form.

* Username: Unique username for the specific user that will be used to login
the application.

* First Name: First name of user.

* Last Name: Last name of user

* Phone: User phone number.

* Email: Email address of user, this will be the email address completed forms
will be sent to.

* User Role: Select the drop down for pre-set user roles. The user role will
have permissions checked off in the permissions tab. The permissions may
be overridden.
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* Products: Check which products the user will be able to access. You may
select more than 1 if you are utilizing multiple SedonaOne modules.

Note: There is a cost associated with SedonaOne Modules, please
contact justind@perennialsoftware.com for more information.

* Password: Password the user will use to login to the SedonaOne application.
The user may reset after logging in for the first time.

* Time Zone: Select the appropriate time zone for the user.

* Default Login: If the user has access to multiple SedonaOne module’s the
application selected will be the default application that appears when the user
logs in.

» Site Theme: Site theme will have different colors, font and display based on
the theme you pick.

* Inactive: If checked this will inactivate the user.

User Security Permissions

‘ Products: AlarmBiller Time & Attendance eForms

Password:

Confirm:

Petmis%r:)s Services

User gecumy ermissions:

Custom Forms E Forms Manager

Delete Form Interactive Form

Design Form Send Form

Delete Form: If checked the user will have the ability to delete templates and
active forms.

Design Form: If checked the user will have the ability to modify a template.
eForms Manager: If checked the user will be able to be setup as a manager with
user’'s underneath.

Interactive Form: If checked the user will have the ability to fill out and sign a
form.

Send Form: If checked the user will have the ability to send a form.

Note: When all of the fields are filled out, select save in the top right. You may
now provide the URL, username and password you have set for your user to

login.
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Managers

A manager role must be check off in the user under permission. A manager in eForms
has the ability to oversee other users open & completed forms in the home screen. You
may assign as many users as you would like under a manager role. You may also
create multiple users as managers and may have a scenario where a user with a
manager role oversees another user with a manager role.

eForms Managers
@ Home
- © Add Manager
£ Setup » | & Managers @ i
@

& Justin & Users ’

. 4~ Form Categories | &
f eForms %

£ Preferences

& Support Center #& Services
= Tasks 7 |
= Logout

Add a Manager

1. Navigate to Setup > Managers.
2. Select +Add Manager.
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eForms Managers

© Add Mgpager

Manager Y
» Debaggis, Justin @ w
» Papay, Travis @ w

)| 4°>H

3. Select from the drop-down list and pick the manager.

eForms Managers

© Add Manager
Manager Y
» User: % v x
> & w
Hall, Rebecca
> Salim, Laurie ' T w
e Robinson, Mellissa

—— Solomon, Brad
Weitzner, Karin

Gambatese, Lisa

4. Select the

icon.
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© Add Manager

Manager Y

» Solomon, Brad v %

» Debaggis, Justin ~ Ty

» Papay, Travis @ W

O O

Assign a User to a Manager

1. Navigate to Setup > Managers.
2. Select the drop-down section next to the manager you would like to assign users.

eForms Managers

© Add Manager

Manager Y

omon, Brad @ w

© Add User

User

0! 10K

» Debaggis, Justin @ W

» Papay, Travis @ w

O] 1O

3. Select +Add User.
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eForms Managers

© Add Manager
Manager

4 Solomon, Brad

(+) Ad%er
U
User:

Q-

& w

4. Select the appropriate user.

4 Solomon, Brad

© Add User

User

User:

Papay, Travis

» D Salim, Laurie
Robinson, Mellissa

" Debaggis, Justin

4 Weitzner, Karin

Gambatese, Lisa

@

@

(74

5. Select the

icon.

Page 15 of 111




2018 SedonaOffice Users Conference SedonaOne eForms

eForms Managers

© Add Manager
Manager Y

4 Solomon, Brad @ w

© Add User

User

Weitzner, Karin v

OO@G)G

Note: For each user, you would like to assign to the manager repeat the steps
listed above.

Form Categories

Form Categories are available to select when creating templates. They are used to
assign to a specific form to assist with grouping like templates. For example, if you have
30 templates you may have them grouped with categories such as inspection,
contracts, internal forms, etc. You may create as many categories as possible and filter
in the templates tab by specific category.
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Form Categories

& Home
B Templ + Add New Category
emplates
/& Setup » & Managers Y
) /' Edit X Delete
& Justin & Users

f — 'I #~ Form Categories ‘(‘\m 7 Edit | pelete

- 2 Preferences

/' Edit | X Delete

@® Support Center % Services

= Tasks 7 " Central Station Form /" Edit X Delete

® Logout Proposal /" Edit X Delete
Contract - Residential /' Edit X Delete
Contract - Commercial /" Edit X Delete
< 4 ° > M

Add a Category

1. Navigate to Setup > Form Categories.
2. Select +Add New Category.

Form Categories
+ Add Ne@egow
= Y

| ® Ccancel
Service Agredment /' Edit X Delete
Inspection Form /' Edit X Delete
New Customer Form /' Edit X Delete
Central Station Form /' Edit X Delete
Proposal /' Edit X Delete
Contract - Residential /' Edit X Delete
Contract - Commercial /' Edit X Delete

] < o > e

3. Name of the category that will appear in the drop down when add a template.

Page 17 of 111



2018 SedonaOffice Users Conference SedonaOne eForms

Form Categories
+ Add New Category
Name Y

VAILETEN © Cancel

Service Agreement /' Edit X Delete
Inspection Form /' Edit X Delete
New Customer Form /" Edit X Delete
Central Station Form /' Edit X Delete
Proposal / Edit X Delete
Contract - Residential /" Edit | X Delete
Contract - Commercial /' Edit X Delete
0l < o > > 1=

4. Select Update to add the new category.
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Preferences
Setup the global preferences for your company and general information.

o n e Preferences

@ Home \
A Templates eForms Settings Company Preferences
#° Setup » & Managers

& Justin & Users gs

; #~ Form Categories
f eForms

’ I fo3id Preferences{\lm

® Support Center £ Services )
= Tasks 7 [T 1T 1 Push Data: @
@ Logout Push Document: @

Remind after (days):

eForms Settings

Preferences

eForms Settings Company Preferences

Edit eForms Settings

Reminder

Enable Reminders: @
Push Data: @
Push Document: @

Remind after (days):

Page 19 of 111



2018 SedonaOffice Users Conference

SedonaOne eForms

* Enable Reminders: If checked a reminder email will be sent after a set number
of days have passed with no activity from the recipient. The # of days is based on
the number entered in Remind after (days) above. If this is not checked you

may still manually send reminders for individual forms.

* Push Data: Push Data currently does not work for SedonaOffice customers.

* Push Document: When all recipients have completed a form, the completed
PDF will automatically save as a document in the customer documents in
SedonaOffice (SedonaDocs and SedonaAPI are required for this feature)

* Remind after (days): If enable reminders is checked this will be the number of

days for reminders to be delivered.

Company Preferences

Preferences

eForms Settings Company Preferences

Edit Compgay Info

Address: Logo:
14785 Mulberry Rd.

Address 2 Logo Preview: seﬁna
Willoughby Ohio v 44094 o e

Plus 4

Select files...

Phone: ~ (440) 247-5602 ext

Phone 2: ~ (440) 247-5602 ext

Save

* Address: Company Address
* Phone: Companies Phone Number

* Logo: Upload your company logo or drag over Select Files. This will brand the

eForms portal with your logo and emails to recipients.
Note: Select save after any changes.

Services

The Services tab is to be used by the SedonaOne staff for API integrations.
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Templates

Templates are used to assist in streamlining the sending process when you send the
same document frequently. Templates are created from uploading a PDF or using
eForms WYSIWIG editor. When building a template, you add electronic fields to create
an electronic document and also capture electronic signatures. You may create
unlimited number of templates.

& Home
[ Templates

4~ Setup
& Justin

f eForms

= Tasks 7

® Logout

® Support Center

Templates
Templates Packages
>
© Add Template
> Name *
ACH Forte Form

Alarm Cerficate

AlarmPermit

Contract

Contract

< Send Template(s)

Y Description

Drag a column header and drop it here to group by that column

ACH/CC Authorization Form

Alarm Certificate

Alarm Permit Customer

Service Contract

Contract

. Forte CC/ACH Authorization Site -
Forte CC/ACH Authorization Site

Blank

Category

Contract - Residential

New Customer Form
Service Agreement

Contract - Commercial

Y Integration

SedonaOffice
SedonaOffice
AlarmBiller
AlarmBiller

AlarmBiller

SedonaOffice

Templates Tab

The templates tab shows a list of all available templates in your library. To edit or design
the form, select design next to the template.

Templates

Templéges | Packages

Name 1

ACH Forte Form
Alarm Cerficate
AlarmPermit
Contract

Contract

Proposal

Forte CC/ACH Authorization Site

Residential Contract - KK Demo

© Add Template <7 Send Template(s)

Drag a column header and drop it here to group by that column

Description

ACH/CC Authorization Form
Alarm Certificate

Alarm Permit Customer
Service Contract

Contract

Forte CC/ACH Authorization Site -
Blank

Proposal

Residential Contract - KK Demo

Y Category

Contract - Residential

New Customer Form

Service Agreement

Contract - Commercial

Contract - Residential

Y Integration

Sedona0ffice
Sedona0ffice
AlarmBiller
AlarmBiller

AlarmBiller

Sedona0ffice

AlarmBiller

SedonaOffice

Show Inactive

Y DataType

Customer
Site
Customer
Proposal

Proposal

Site

Proposal

Site
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Templates Tab Fields

+ Add Template: Select this button to add a new template.
Send Template: Select to send a template electronically.
Name: Name that was entered by the user to identify the template e.g. All-in-One
Contract. When selecting a template to send the drop-down list will show the
name of the template.
Description: Description that was entered by the user to identify the template.
This may be the same as the name or more detailed.
Category: Category that was entered by the user to identify the template. The
categories are created in setup discussed in the setup section of this document.
Integration: If the template is integrated with SedonaOffice fields the integration
will read SedonaOffice. If no integration is active the field will read none. The
integration allows templates to integrate with SedonaOffice fields based on the
data type. (Integration is only available for customer whom have purchased the
SedonaAPlI)
Data Type: Fields in SedonaOffice (customer, site, system) that the template
may integrate with.
PDF Backdrop?: This will indicate whether the integration was activated for this
template or not.

o Yes: PDF was uploaded.

o No: No PDF was uploaded.
Edit: Select edit to change the name, description, or category for a template.
Copy: Copy the template and make any adjustments to the copied template. We
recommend selecting edit on the copied template and change the name.
Design: Go into design mode for the selected template to make adjustments or
add new fields.
Delete: Deleting a template sets it as inactive.
Show Inactive: Show inactive shows a list of all inactive forms.

Creating New Templates

1.

Navigate to Templates.

Templates

Temslates Packages

© Add Template < Send Template(s)

Drag a column header and drop it here to group by that column

Name * Y Description

ACH Forte Form ACH/CC Authorization Form

Page 22 of 111



2018 SedonaOffice Users Conference SedonaOne eForms

2. Select +Add Template.

" Templates

‘ Templates Packages

© Add Jemplate Send Template(s)

d drop it here to group by that column
Name 1 Y Description Y Category
ACH Forte Form ACH/CC Authorization Form Contract - Residential
Alarm Cerficate Alarm Certificate
AlarmPermit Alarm Permit Customer New Customer Form

3. Enter in the name and description
* Name: Name of your template (Residential All-in-One Contract)
* Description: Description of your template may the same as the name or
more detailed description of the form.

Note: if you have multiple contracts for example, be descriptive with the
naming so when sending the templates, you select the correct one.

4. Select the type drop down lists (pulls from form categories created in setup).

Edit X

Name:
Residential All-in-One Contract

Description:
Residential All-in-One Contract - CC info included

Inspection Form
New Customer

Central Station Form

Proposal
Contract - Residential

Contract - Commercial Sc I
- ance
D
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5. Select Integration and select SedonaOffice.
1. Note: If you have purchased the SedonaAPI and would like to integrate with
SedonaOffice, select SedonaOffice (see SedonaOffice Integration for more

details).

Integration:

Sedona0ffice @ v

Data Type:

Customer v
Upload PDF:

Select files...
VAVTEN © Ccancel

6. Select Data Type (appears only if integration = SedonaOffice) and based on the
level selected you will have access to SedonaOffice fields. These fields can be
assigned to a template and merge data onto the form when sending.

o Customer: Provides shared SedonaOffice fields from the customer level.

o Site: Provides shared SedonaOffice fields from the customer and site
level.

o System: Provides shared SedonaOffice fields from the customer, site and
system level.

Integration:
SedonaOffice v

Data Type:
Customer % v

Customer

Site
System

VAIETCE © Cancel
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7. Select a PDF file from your computer by selecting select files or drag a PDF over
Select Files. Once the file turns green and reads 100% you may select update to

access design mode.
ED g8 EE &Ev [ Logo @ )
Favorites = AB Logo.png
= Logo
@ Recents = Logo
o Downloads = Perennial_So...tal_NoTag.jpg
5 Desktop '« S1.Icon.Trans.RGB.png
= S1.Logo.Trans.RGB.png
#3: Applications = S1.Tag.Trans.RGB.png
[3 Documents
iCloud
B Documents
<™ iCloud Drive
[ Desktop
Devices
Remote Disc
Charad
Options Cancel
T T
Sedona0ffice v
Data Type:
Customer v
pload PDF:

Select@:..

VAUTETE © Cancel

8. If no PDF is uploaded you will have the ability to use WYSIWYG editor to
customize a template using a blank canvas.

9. Select Update to go into Design mode.

Data Type:
Customer

Upload PDF:

Select files...

‘ v Upc;&tt('e I:I} cel
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Note: Whether you uploaded a PDF or are utilizing the WYSIWIG editor you will
have the tools, form data options and shared data (if utilizing the integration) to
design your template.
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Design Mode

When you add a new template, you will automatically enter into design mode. Design
mode allows you to interact with your form by merging shared data and creating
electronic fields such as signatures, text, radio buttons, initials and much more.

| < Available Forms (¢ Edit Example Data  [8 Preview [ Save ‘ =
Ol Lo Lo o Bt Lo B Lo o P L Lo o B s Lo B b s e o Lo b B Lo B,
(2]
Tools v —_: ABi0-One Rtentl Somuty St Agroamant Licensed by the N.Y. State Department of State =
3 . e i License No.:
i Text 3

¢ biewre E ACME Alarms

) - 5001 E. Main St.
i Signature E New York, NY 10011
(212) 555-1000

i Initials ik
. sh 2 3
H ape -
P K STANDARD RESIDENTIAL SECURITY AGREEMENT
i Checkbox = pate: [Todays Date]
i RadioButton _i: < Name: [Customer Name] Telep No.: [Phone 1]
. 3=
i Page# = Address: [Address 1] Cell Phone No.:[Cell Phone]
3 1. ALARM COMPANY NAME (hereinafter referred to as "ABB NAME" or "ALARM COMPANY") agrees to seII install, and program at
= 'S p! , and %ees to buy, an electronic security and or fire alarm system, of the (See
SharedData @ v 4 of Equi and Services.)
‘——: Purchase Price:  § [_Pumhase
» Customer = Taxes: $
» Customer Site 3 Total: $
- Down Payment:  § Balance due upon ion of i ion: $
Form Data e v 5—_: Approximate date work to begin: [Date of Work] i date work to be
— 2. DESCRIPTION OF SERVICES:
© Add Field 3 Check services provided:
e Monitoring Service Inspection Remote Subscriber Aceesleameras Runner Service Alarm Signal Verification
Cell Phone @ = Guard Response (] Other: (See Schedule of Equi and )
H 63 3. CHECK BOX FOR APPROPRIATE SERVICES:
Central Station (2 | ° = SERVICES AND CHARGES: Only services selected are included:

3 (a) CENTRAL STATION MONITORING: Subscriber agrees to pay ALARM COMPANY:
CheckboxDatal (& = — (i) The sumof § plus tax for the ir ion and p ing of the software and ication devices if

| from the alarm panel if not already installed.
CheckboxData2 (& K . "
| [ (ii) The sumof $ . plus tax, per month, payable in ad g of the Security System for

7= the term of this agreement commencing on the first day of the month next succeeding the date hereol and continuing monthly thereafter, all
CheckboxData3 (2 = =  payments being due on the first of the month.
CheckboxData4 [z — O (b) REMOTE SUBSCRIBER ACCESS / VIDEO STREAMING DATA [VSD] / CLOSED CIRCUIT TV [CCTV]: Subscriber agrees to
= pay ALARM COMPANY the sum of § plus tax, per month, payable in advance for the term of this agreement. Select
= remote access / video services to be provided:
Checkbox Data5 (@ 3 [ Local DVR [ Central Station Remote Video Monitoring for Streaming Video Data
R [ Video Clips Monitored Upon Alarm Activation Only O Verification video clips [ Data Storage and Retrieval
CheckboxData6  (# = _— [J Remote Access By Subscri 0 Other
Date of Work e g e a (c) ALARM SIGNAL VERIFICATION: Subscriber agrees to pay ALARM COMPANY the sum of § plus tax, per month, payable

| in advance for the term of lhlsagreemen( Ii Subscriber selects Alarm Signal Verification as a service to be provided, or if
P - A S Verification is required by law, ALARM COMPANY ...............cc.cc.o... -
Monitoring @ E| larm Signal Verification is required by law, ALARM COM E
N N N R N I D U O R L
e . |0 [ |] [N | |2 | |3 [H |4 [ | |5 (N | Is [N | |., R |a [N | |9 |
M Page Header [l Header Il Body | Footer ~ Page Foot 12 L) —— == &

Tools

Tools are quick start items that are commonly used on templates. Each item must be
clicked and dragged onto the form. Once added look on the right of your form in the side
bar for different options to customize the fields you dragged in.
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0 1
AR AR RN

o =
@ ARin-One R | Securty Sale A
Karral Koponastaus, 0. Tet Mo 300) PaT 400

— KIMSCHENBAUM CONTRACTSS Copyrg 117

Text ]
Picture :_:
Signature ]
Initials

Shape __E

Checkbox Date: [Todays Date]

RadioButton [Customer |

Subscriber's Name:

Page # Address: [Address 1

— 1. ALARM COMPANY NAM

Tools Components

* Text: Text Box is used for adding static text that will be fixed on the form.

Note: This is not an editable text field recipients will interact with!

* Picture: Picture allows you to add a new picture onto a form or access a library
of previously used pictures.

* Signature: Signature is a required field for a recipient to sign electronically.
Place this field were a recipient must sign the document. After added onto the
form, it adds the field to Form Data.

* Initials: Initials is a required field for a recipient to enter initials. It captures and
|.P. address and geolocation (if the user has it enabled). After added onto the
form, it adds the field to Form Data.

* Shape: Shape is a straight line, that can be used to break apart text, underline
text fields and any other customizations to your template.

* Checkbox: Checkbox is an optional field and can’t be set as required. Once
dragged into the form, it will add the item as a Form Data field in which you may
label.

* Radio Button: A radio button can be made a required field and can be grouped
with multiple buttons. Once dragged into the form, it will add the item as a Form
Data field in which you may label.

* Page #: Page # allows you to list the page number for each page if you have
multiple pages. This will be primarily used with the WYSIWIG Editor.
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Adding a Text Box

1. Click and drag Text from the tools section onto the template.

= | <Available Forms

Tools

A One Resental Securty Swe Agrsement Licensed by the N.Y. State Department of State

Text

Picture
Signature
Initials
Shape
Checkbox
RadioButton

Page #

Charad Nata @

AR AR AR AR

SRR Al T ©

License No.: Place static text here

5001 E. Main St.
New York, NY 10011
(212) 555-1000

STANDARD RESIDENTIAL SECURITY AGREEMENT
Date: [Todays Date]

Subscriber's Name: [Customer Name] Telephone No.: [Phone 1]

Address: [Address 1] Cell Phone No.:[Cell Phone]

1. ALARM COMPANY NAME (hereinafter referred to as "ABB NAME” or "ALARM COMPANY") agrees to sell, install, and program
Subscribers premises, and Subscriber agrees o buy, an electronic security and or fire alarm system, consisting of the following equipment: (S
Attanind Sobactia and arizas )

2. Select Edit in the right.

5 g 7 g g 0
‘|.\.|‘l.\.I‘|.\.l‘I.\.|;l.l.|.|4|.1;l‘|.\.I‘|.\.l‘I.\.|‘l.\.|‘|.\.I‘|.‘.|‘I.\.|‘|.\.|‘|Tx.];|<|.1. .
(2]
Licensed by the N.Y. State Depar of State
License No.:|pjace static text here

h St
10011 uls
000 Size:
Inherited Size v
CURITY AGREEMENT
Font:
Inherited Font v
Telephone No.: [Phone 1]
Cell Phone No.: (Cell Phone] Color: . v
" or "ALARM COMPANY") agrees to sell, install, and program at
bnd or fire alarm system, consisting of the following equipment: (See Background: v

Make Full Width

3. Type in the static text that will appear on the form.

item.

(inherited font)
+ Add Data
7954342

B I U as

When using bullet's or list's you must hold shift when pressing return to add a new bullet or list

v

x, x*  Format v

(inherited size) v A v O v

Close

4. Format as needed (Bold, Underline, pick font, size, etc.).
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item

When using bullet's or list's you must hold shift when pressing return to add a new bullet or list

B I U a = E E E = i & x, x* Format v ¥
Arial, Helvetica, sa... v 2pt \7 A v O v

+ Add Data (inherited size)

7954342 8pt

10pt

T4pt
18pt
24pt
Close
5. Select Close in the bottom right.
B|I|U|aefE|¥F = H|:=({=|W||x:|x*||Format v ||
Arial, Helvetica, sa... v 12pt X  w A v O v
+ Add Data
7954342

6. Drag the static text field to the correct location on the form.

ee€nsed by the N.Y, State,Depal
icense No.:47954342 &
—r—a

'Y AGREEMENT

Telephone No.: [Phone 1]
Cell Phone No.:[Cell Phone]

ARM COMPANY") agrees to sell, install, and program at
alarm system, consisting of the following equipment: (See

o

Note: The text field is not an editable text field. This is static text that will appear

every time the template is delivered. If you want to create an editable text field
refer to the Form Data section.
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Add a Picture

* Click and drag Picture from the tools section onto the form.

undo J_o.l.l.|.|.|.I.l.|l.|.I.|.|.1.I.l.|2.|.I.|.|.|.I.1.F’.|.l.|.|.1.I.|.|‘.|.I.|.|.|.I.|.|5.|.I.l.|.|
Tools e _'—: ABin-One Residential Securty Saie Agroement Licens¢
S omsmemmmsssnes - » Qi Licensq
: Text ‘__: — — —
[ Jem=—" ACME Alarms
5 - 1 5001 E. Main St.
i Signature 3 New York, NY 10011
Initials j: (212) 555-1000
" 2 -
Shape — STANDARD RESIDENTIAL SECURITY AGRJ
Checkbox —_: Date: [Todays Date]
RadioButton = Subscribers Name: [Customer Name]
Page # 1 Address: [Address 1]
— 1. ALARM COMPANY NAME (hereinafter referred to as "ABB NAME" or "ALARM COM§

e Click Select files...

Upload an image or select a previously used image.

‘ Upload ‘ Previously Used

Select files...

* Double Click on the image you would like to add or click and select Open.
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nloads
o | = steonmommoso  PERENNIAL SOFTWARE

= §1.Logo.Trans.RGB.png

llications = $1.Tag.Trans.RGB.png
uments
Perennial_Software_Horizontal_NoTag.jpg
uments K
- JPEG image - 25 KB
d Drive

S Created Friday, March 17, 2017 at 2:47 PM

ktop Modified Friday, March 17, 2017 at 2:47 PM
Last opened Friday, March 17, 2017 at 2:47 PM |
Dimensions 467 x50

hote Disc Add Tags...

S Canct ‘ %Ovpen b

e Select Use.

Upload an image or select a previously used image.

Upload Previously Used

Select files...

Perennial_Software_Horizontal_NoTag.jpg

vUse

W

* If you have previously uploaded a picture, select Previously Used.

PERENNIAL SOFTWARE

Upload an image or select a previously used image.

Uplojid Previousl@ed

Sl.lcon.Trans.RGB.
png

s Lo Signature.jpg

PERENNIAL SOFTWARE PS.HZ.NoTag.RGB.p PERENNIAL SOFTWARE PS.HZ.NoTag.RGB.p
ng ng

* Highlight the picture and select Use Selected.
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PERENNIAL SOFTWARE

Upload | Previously Used
Sl.Icon.Trans.RGB.
png

PSHZNoTagRGB.p PERENNIALSOFTWARE  pg 17 NoTag.RGB.p  PERENNIALSOFTREERE b 47 NoTag.RGB.p
ng ng ng

AgraLogo.jpg

N<°2>H

Jidtn Dol gms Signature.jpg PS.HZ.NoTag.RGB.p
ng

\
\

Tiger.jpg %feva(ed.jpg

1.

Resize the picture as needed and drag to the correct location.

3 4 5
Lhoo bbb e Bn Lo Lo Lo B L

PERENNIALSOFTWARE F  Licenst

Licensg

£ ACME Alarms

Add a Signature
Click and drag Signature from the tools section onto the form.

*OUndo

Tools v

Text

Picture

Initials
Shape
Checkbox
RadioButton

Page #

bl Bt oo B Lo s Bt Lo bon B s Lo o B b Lo o B Lo L i L

Page 10f4

NOTICE OF CANCELLATION
YOU, THE BUYER, MAY CANCEL THIS AGREEMENT. SEE
ATTACHED NOTICE OF CANCELLATION FORM FOR AN EXPLANA
OF THIS RIGHT.

|I.|‘|.|.I.|.|.1.I.|.

I
I
I

~

-y [} i YEScRIBER: |
.}
x )

SubscriberBuyer: Signature Agreed To By

|.|“.’|.|.|.1.I.|.|.|.|‘

2. Navigate to the right panel and make adjustments as needed.
Note: You may change the label under the signature, get rid of the x and the line.
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Page 10f 4

OF THIS RIGHT.

NOTICE OF CANCELLATION
YOR THE BUYER, MAY CANCEL THIS AGREEMENT.
ATTACHED NOTICE OF CANCELLATION FORM FOR AN EXPLANATION

SUBSCRIBER:

SEE THE

Subscriber/Buyer: Signatur

Print Name

.1\\\\\|.I.|.I.|.I‘\\\\\\I.|.I.|.I.|‘\\\\\y|.|.|.|.|1|\\\\\\.I.|.I.|.I‘\\\\\\I.|.I.|.I.|‘\\\\\;|.|v|-|.|.|\\\M\.Iv|-lu|.l.h\\;
) 0 ignature

- v ShowX:
[ v Show Line:
[ Label

1

|

Make Full Width

3. Navigate to Form Data and select the drop-down arrow.
Note: When a signature field is added it creates a Form Data field.

» Customer
» Customer Site
Form Data o v
© Add Field
@ Cell Phone @

Central Station @
Checkbox Data 1 @
CheckboxData2 (&
Checkbox Data3 (@
Checkbox Datad (@
Checkbox Data5 (&
Checkbox Data6 (2
Date of Work @
Monitoring @

N ol ol o o ol
bbb bos s bon o Lo o o o Lo e L s Lo Lo o Lo L L

SUBSCRIBER: F‘

b

Subscriber/Buyer: Signatures

Print Name

[Address 1]

Address

ACME Alarm Company:

- > e
/r.//'// pu //{‘ 2 S

By:

4. You may drag in the following fields and will automatically populate on the form.

after the e-signature is captured:

* Time Stamp: Date and timestamp the signature was captured.
* Name: Name of the recipient assigned to the field whom signed .
* |IP Address: IP address of the device used to sign.

"

# Signature 0

Timestamp
Name
@ IP Address

&

©

n
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Sharedate @ T:E SUBSCRIBER: dIP Address] @
> Customer E ,I
> Customer Site 3 X

E SbscrberBuyglSgnature ]

Form Data o v 3_:5 - N*[
© Add Field 3 [ forss 1
@ Cell Phone @ ‘_E "a’
Central Station @ E ”
CheckboxDatal (@ ;E " ACME Alarm Company:
Eortborvnaz s |5~ /' Dt DB s
CheckboxData3 (@ ;E 'l By: z
Checkbox Datad4 (2 —z "
CheckboxData5 (& 6_:; '/
CheckboxData6 (& _75 "

@ —: I’

Monitoring @ 777{ "
@ Purchase Price @ _:E "
4 Signature 0 @ i; "

Timestamp S’

Name l’—;

Add Initials

1. Click and drag Initials from the tools section onto the form.

Tools v (i) The sum of §.

plus tax for the installation and programming of
from the alarm panel if not already installed

Text [ i) The sum of § plus tax, per month, payable
oK tne term of this agreement commencing o the fist day of the month next succeodlng i
payments being due on the firstof the month.
Picture
5 o) BEMOTE SUBSCRIBER ACCESS  VIDEO STREAING DATA [Vsol /Lol
i Signature pay ALARM COMPANY oS plus tax, per month, payabl
: Fo e acvoss 1 vieo sorvces
1 Local DVR. 0 Gental Statin Remats Video Monitoring for Streaming Vi
- 0 Video Clips Monitored Upon Alarm Activation Only 0 Verification vid|
t  Shape 0 Remote Access By Subscriber ) Other (describe).
Checkbox ‘ O (c) ALARM SIGNAL VERIFICATION: Subscriber agrees to pay ALARM COMPA}
in advance for the term of this agreement. If Subscriber selects Alam
RadioButton ‘Afarm Signal Verification is required by law, ALARM COMPANY.
) szvacE stk outor 1)
Page # bscriber 2r60s to pay ALARM COMPANY on a per call basis. Ifth

grees 1oy ALARN GO

‘ MPANY for allparts and labor at time of service. Sub:
i o 1 o catfoervcs opion

3 () Subscrive agrees o pay ALARM COMPANY for servic of the securi
nth, in for the tem of this agreement, commencing {
oot O payarTs GGG dUS on he 1Sk of the month

OV (e) INSPECTION: Subscriber agrees to pay ALARM COMPANY §
for e term o thi agrosment for inspection service I this option s selected ALARW COM
syste in E d Servi

SharedData @ -

> Customer
> Customer Site

O () RUNNER SERVICE: Subscriver agrees to pay ALARM COMPANY §.
advancafforthe term o this agreement, for Runner Response Service for up to a maximum

Form Data o -

=} It GI.IARD RESPONSE Subscnbﬂr agrees to pay ALARM COMF’ANY the sum

pus tax dvance for the term of s agreement (o
© Add Field 4. PA CDDE TOCPU SUFTWARE REMAINS PROPERTY OF ALARM EBMPAN
the full term fereof, upon levmlnzl\on AI.ARM C MPANV shall z\ ns OD\\OV\ Dmv\de 1o Subl
T cellphe thepasscode st be removed s Agreement
ell Phone @ F AGREEMENT | RENEWAL: The term of s o greemenl shall be for

monih o montdreatier under ormited fiom tme 4
Grcaod ing perdy aach year and Subsaiber 337664 0y Such ncrense

Central Station @

7]
Checkbox Data 1 @ \ SUBSCRIBER ACKNOWLEDGES RECEIVING A FUL!

OF THIS leGE AGREEMENT AND SCHEDULE OF EQUIPMENT AN
(@) checkboxpata2 @ ¥

chgcmx Data3 @ PAGES 2 AND 3 OMIITTED

Lk Bl Bl LSl L 8L

Initial Here: E_

=

2. Navigate to Form Data and select the drop-down arrow.

—
N

Date of Work

@
4 nitials 0 @
b

Timestamp
@ IP Address ‘

..

(5]
NN

TIOTIUT 10 TornuT urerediner anuer
exceed nine percent each year and Subscriber agrees to pay such increase

................................... Sian ue pernn|

SUBSCRIBER ACKNOWLEDGES RECE|
OF THIS 4 PAGE AGREEMENT AND SCHEDULE OF EQU

J0 PAGES 2 AND 3|
Initial Here: B

3. You may drag in the
after the e-initial is captured:

following fields and will automatically populate on the form
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* Time Stamp: Date and timestamp the signature was captured.
* Name: Name of the recipient assigned to the field whom signed.
* |IP Address: IP address of the device used to initial.

4 Initials 0 @ —_:
= SUBSCRIBER AC|
Timestamp — OF THIS 4 PAGE AGREEMENT AN
13-
[# ) IP Address E []
S - Initial Here:
Monitoring 4 —_: * [Timestamp] @
@ Purchase Price @ t:
Add a Shape
1. Click and drag Shape from the tools section onto the form.
Tools e —_: Avn PERENNIAL SOFTWARE Licensed by the N.Y. S|
:: o License No.: 795434
Text 3
13
Picture i ACME Alarms
X — 5001 E. Main St.
Signature E New York, NY 10011
i Initials E (212) 555-1000
7
-: - RESIDENTIAL SECURITY AGREEMENT
i Checkbox __E Date: [Todays Date]- - ->—®7
RadioButton _i: Name: [Customer Name] Telep]
Page # 3 : Address: [Address 1] CellF
3 1. ALARM COMPANY NAME (hereinafter referred to as “ABB NAME" or "ALARM COMPANY") agrees
el Pt o . 3 S criber's premis “ er agrees to buy an electronic security and or fire alarm system, consisting o|

2. Size and position to your line.
(212) 555-1000

-

4

bmer Name)

Telephone N

Using Check Boxes and Radio Buttons

When adding fields to a document, there might be times when you want to let your
recipient select options on the document and you might not be sure if you should use
check boxes or radio buttons for the options.

* Use check boxes in situations where a recipient can select one or more
options from a list of options. They can also be used when you need a way to
have a recipient select one option.

* Use radio button in situations where a recipient can only select one option
from a list of options.
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Check Boxes Example

The example below is a scenario where you would use check boxes. The fields are not
required and you can have multiple selections.

2. DESCRIPTION OF SERVICES:
Check services provided:

Monitoring Service Inspection Remote Subscriber Access/Cameras Runner Service Alarm Signal Verification
Guard Response [J Other: (See Attached Schedule of Equipment and Services.)

Radio Button Example

The example below is a scenario where you would use radio buttons. The recipient
must pick either option 1 or option 2, but can’t select both.

3. CHECK BOX FOR APPROPH
SERVICES AND CHARGES:
(a) CENTRAL STATION MOI
(i) The sum of $
from the alarm panel if not already inst

[ (ii) The sum of §
tne term of this agreement commenci
payments being due on the first of the

Adding a Radio Buttons from Tools

1. When in design mode on a template, navigate to Tools.

Sundo 8 0___|.|.|.|.|.|.|.|.|.|.|.|.|.|.|.|.|.|.|.|.|.|

Tools v —

Text __:
Picture —
Signature 3
Initials .
Shape -

STANI

Checkbox __ Date:x [Todays Date]

RadioButton Subscriber's Name: [Customer Name]

Page # 3 Address: {Shared.CustomerSi

— 1. ALARM COMPANY NAME (herein

2. Click and drag RadioButton onto the form.
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Tools v
i Text
H Picture

i Signature
: Initials

i Shape

i Checkbox

N
cla

|.|.I.|.|.|.I.|,

©

§ RadioButton

L

: Page #

SharedData @ v

» Customer

©

|.|.I.|.|

Nt

h'hllh]

(i) The sumof § plus tax for the installa

from the alarm panel if not already installed.

[ (ii) The sum of $ , plus tax, per month, pa:
tne term of this agreement commencing on the first day of the m|
payments being due on the first of the month.

m} (b) REMOTE SUBSCRIBER ACCESS / VIDEO STREAM

pay ALARM COMPANY the sum of $ plus tax, per mon
remote access / video services to be provided:
[J Local DVR [J Central Station Remote Video Moni

[ Video Clips Monitored Upon Alarm Activation Onl
[J Remote Access By Subscriber [ Other (descri|

a (c) ALARM SIGNAL VERIFICATION: Subscriber agrees|

in advance for the term of this agreement. If §

Alarm Signal Verification is required by law, ALARM COMPANY.... |

=
B = w(@), SERYICE Check (i or i) ii)
) Subscriber agrees to pay ALARM COMPANY]
Subscriber agﬁ?s to pay ALARM COMPANY for all parts and labo
Initial here for per call service option,

[ (ii) Subscriber agrees to pay ALARM COMPANY|

month, payable in advance for the term of this a
hereof, all payments being due on the first of the month.

a (e) INSPECTION: Subscriber agrees to pay ALARM C(

3. Navigate to Form Data and locate Radio Button Date #.

Form Data 3 |

© Add Field

Cell Phone @
Central Station @
CheckboxDatal (&
CheckboxData2 (&
CheckboxData3 (&
Checkbox Data4 (2
Checkbox Data5 (2

Checkbox Data 6 %

Date of Work @

» Initials 0 @
Monitoring @
Purchase Price @
Radio Button Data 1 (#

Option-1 rees to pay ALAH
Subscriber COMPANY for all

month, payable in advance for the
hereof, all payments being due on the first of the mq

for the term of this agreement for inspection service
system. Unless otherwise noted in the Schedule of §

advance for the term of this agreement, for Runner

plus tax, payable in advance for thg

the full term thereof, upon termination ALARM COM
the passcode ................c.cccc... and must be remo

month to month thereafter under ......................|
exceed nine percent each year and Subscriber agre|

Initial here for - Option 2 tion,

O (i) Subscriber agrees to pay ALA

] (e) INSPECTION: Subscriber agrees to

m} () RUNNER SERVICE: Subscriber ag

m] (9) GUARD RESPONSE: Subscriber agr|

4. PASSCODE TO CPU SOFTWARE REMAI

5. TERM OF AGREEMENT / RENEWAL: T

SUBSCRIBER ACK|
OF THIS 4 PAGE AGREEMENT AND

Initial Here: g

4. Select Edit.
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n

ne
ch

r

J v v 4
CheckboxData2 (# = = | Update Field
7| Checkbox Data 3 z -3 .
© = Field Name: RadioButtonData_1
CheckboxDatad @ = 1 ) )
3 Display Text: Radio Button Data 1
Checkbox Data5 (& E .
= Options:
CheckboxData6 (2 = 7,2 + Add Option
Date of Work @ 3 Value Display Name
» Initials 0 z @ 3 .
3 1 Option 1
Monitoring @ 33 P 4
] A .
- Option 2
@ Purchase Price @ | > - ” P
Radio Button Dat - % Close | @ Update
» Signature 0 -

5. To add additional buttons to the grouping select + Add Option.

Options:
+ Add &nion
Value Display Name
()
| o
1 Option 1 s || %
2 Option 2 7 X

6. Enter a unique value (number in order) and a display name.

Note: In this example, | recommend 0 or 3. If you enter a display name, you have

the option to hide it.

Options:
+ Add Option
Value Display Name
) )
3 Option 3 Q
1 Option 1 VIR
2 Option 2 VARIR S

7. Adjust the Field Name and Unique Name. These fields should be labeled so
they are easy to identify when sending the form. (This is optional)
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Field Name: Service
Display Text: Service (D)
Options:

8. Select Update.

T uu OptuoTT

Value Display Name
1 Option 1
2 Option 2

T Delete Field % Clo

9. Select the field on the template.

i (d) K _(igor ii) ii)
grees to pay AL/
ubscriber ag P COMPANY for g

pitial here for per call service option

Option- 2 grees to pay AL/

onth, payabie §:Q' advance for thy
Fsreof. all payments being d n the first of the m|

10. Navigate to the right side bar and uncheck Show Label to hide the label.
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Option 1

gDShow Label

Override Format

I
p—y

—

III Ill
-

Option 2

gpfhow Label

Override Format

Illllllllllllllll
—-—

11.Navigate to the top of the panel on the right and select whom can edit the field

and if the field is required.

Note: This will can be set for most Form Data fields.

I.|-|-'-_—_ Service (D)
; Can Edit
E—_S Sender
i_ Required
E_— Recipient
:___6 Required

v

12.Resize the fields as necessary.
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(d) SERVICE (Check (i or ii) ii)
(i) Subscriber agrees to

pscriber agrees to pay ALARM COMPA
al here for per call sc—;,;rvice option

ii) Subscriber agrees to
nth, payakiara in advance
eof, all payments being due on the first

Adding Check Boxes from Tools

1. Navigate to Tools.
2. Click and drag Checkbox onto the form.

» = @ CENTRIL‘S‘I'A‘I’I‘O‘N'M‘O‘NITURIN‘G:_SEIW
Tools — (i) The sumof$ plus tax for the installatij
= from the alarm panel if not already installed.
Text _4 [ (ii) The sum of § , plus tax, per month, pay]
7= tne term of this agreement commencing on the first day of the mq
Picture | payments being due on the first of the month.
. 4 a (b) REMOTE SUBSCRIBER ACCESS / VIDEO STREAM
Signature - pay ALARM COMPANY the sum of § plus tax, per montl
- remote access / video services to be provided:
Initials 3 » undef@ped Jentral Station Remote Video Monit
8 - 2% " [ Video &tips Monitored Upon Alarm Activation Only
Shape — ,‘ [J Remote Access By Subscriber [ Other (descrif
| ¢ Checkbox ==
- E ] (c) ALARM SIGNAL VERIFICATION: Subscriber agrees
i | in advance for the term of this agreement. If S
RadioButton - Alarm Signal Verification is required by law, ALARM COMPANY..... |
Page # 95 O  (d) SERVICE Check (i or i) ii)
— (i) Subscriber agrees to pay ALARM COMPANY
- 'Subslc:iber‘agwes to“pay ALARM COMPANY for all parts and labor|
nitial harg far nar rg) i antinn

3. Navigate to Form Data.

Form Data v v —_:
© Add Field ”:;
|E] Cell Phone 2] _E
@® | Central Station 4 __—E
| Checkbox Data 1 % 12—:5

4. Select Edit.
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L=} T RUNNER SERVICE. SUDSCIDETl aalees 0 Dav ALARM COMIFANT 5

FormData @ ~ Update Field

© Add Field

Cell Phone @ Display Text:_ _ 3 Checkbox Data 1

. - L
Central Station - 'ﬁDelete Field % Close (£ Update
Checkbox Data 1 - 1

CheckboxData2 (@

Field Name: CheckboxData_1

.|.I.|.|.|.|.|:.|.|.

NARA!

5. Adjust the Field Name and Unique Name. These fields should be labeled so
they are easy to identify when sending the form. (This is optional)
6. Select Update.

Update Field
Field Name: RemoteMon
Display Text: e Mon

W Delete Field % Cldse C;’@ate

7. Select the field and navigate to the right side bar.
8. Uncheck Show Label to hide the label

<

Checkbox v

-

Make Full Width

=]

|t

Form Data

Form Data are electronic fields that are form specific for the template you are working
with. The fields are listed below with specifics on how to add on a form. When adding a
field, you will select if the field can be edited, whom can edit and if it is required.
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FormData @ v ]_—j

© Add Field

1047
Cell Phone 1 . system. Unless otherwise noted in the Schedule of Eqy
CentralStation (@ = — O () RUNNER SERVICE:; Subscriber agree
A advance for the term of this agreement, for Runner Reg
CheckboxData2 (2 = 13
— O (g) GUARD RESPONSE: Subscriber agree{
. = plus tax, payable in advance for the te]
CheckboxData3 (¢ | — 4. PASSCODE TO CPU SOFTWARE REMAINS
= the full term thereof, upon termination ALARM COMPA
4 7 — the passcode .......................... and must be removed
Checkbox Data 4 i = 5. TERM OF AGREEMENT / RENEWAL: The
2= month to month thereafter under ....................occueel
Checkbox Data5 (@ — exceed nine percent each year and Subscriber agrees
E\ fal ™ Lol Nata £ 3 -

1

Subscriber agrees to pay ALARM COMPANY for all pal
Initial here for per call service option

(ii) Subscriber agrees to pay ALARM
month, payabie in advance for the ter|

hereof, all payments being due on the first of the montH

O (e) INSPECTION: Subscriber agrees to pay]
for the term of this agreement for inspection service. Iff

Adding a Form Data Field

1.

Select + Add Field.

Form Data (2]

© Add Fg

Central Station

Checkbox Data 2
Checkbox Data 3
Checkbox Data 4
Checkbox Data 5
Checkbox Data 6

(Z) Chockhay Data 7

v

@

@
@
@
@
@

2

.‘.l.\.|.|.|.I.|S.|.|.I.|.\.|

,I.|.\.|.\.|:.'|.|.I.|.|.|.\.|

Add New Field

Field Name:

Display Text:

Data Type

Select a type

X Close  © Add

2.

Fill in the fields below:

9. Field Name: Unique field name for the field, this should have no spaces. The
field name for each data type should be unique.

2. Note: For example, you may need three text fields for name, address and
passcode and they need to be separate fields. You would add three form data

text fields and they would all have separate form names.

10.Display Text: This will appear when sending the form and recipients receiving.
11.Data Type: Specific type of field you would like to create, see all of the data type

options below.

Click Data Type to select the type of field.
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Add New Field 25
Field Name: AlarmSignalAmount
Display Text: Alarm Signal Amount
Data Type Select a type % v
% Close  © Add
Text
Number &
Checkbox
RadioButton
DropDown
Date

4. Select +Add.

Display Text:

Data Type

Alarm Signal Arf

Number

5. Drag field onto template.

[m]
b Customer

b Customer Site

©

Ll

]

e v

Form Data

d|.|.1.1.|

.‘I.ﬁ

© Add Field
Cell Phone @
Central Station

(m]

|.|.I.|.]

Lo

7
@ [m]

(c) ALARM SIGNAL VERIFICATION: Subscriber agrees to pay ALARM COMPANY the sumgf $[Al2rm Sign ount]
in advance for the term of this agreement. If Subscriber selects Alarm Sign. w lon as a servi 0 be provi
Alarm Signal Verification is required by law, ALARM COMPANY ................c..c....

Subscriber agiees to pay ALARM COMPANY for all
Initial here for per call service option

(ii) Subsw $ __plu
month, payabie in advance for the term of this agreement, commencing the first day of the month next succeeding
hereof, all

$ ______ plu J—
for the term of this agreement for inspection service. If this option is selected ALARM COMPANY will make an annual inspection of the
system. Unless otherwise noted in the Schedule of Equipment and Services..............cccceeeein.

advance for the term of this agreement, for Runner Response Service for up to a maximum of

(d) SERVICE (Check (i or i) ii)
(i) Subscriber agrees to pay ALARM COM!

L 2

Mger call basis. If this agreement provides for service on a per ¢

bor at time of service. Subscriber is not obligated to..................
0 pay ALARM COMPANY for service of the security equipment the sum of

ing due on the first of the month.

(e) INSPECTION: Subscriber agrees to pay ALARM COMPANY lus tax, per month, payable

(f) RUNNER SERVICE: Subscriber agrees to pay ALARM COMPANY $ plus tax, per month, payable

runs per year.

(g) GUARD RESPONSE: Subscriber agrees to pay ALARM COMPANY the sum of (select payment method) $ per ny

6. Resize the field to fit.

| Verification as

sum of $[Alarn€=lus tax,
service

7. Select if the form is editable and whom can edit. See Edit of Fields for specifics.
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Form Data - Data Types

Field Names for Form Data Must Be Unique! If for example you create a date field
and use it at multiple locations on the form. The date entered will populate in every
location. If the dates are unique you must create multiple form data date fields for each.

Below are the different types of fields:

* Text: Use this field to give your recipients or sender an electronic text field(s) to
enter in text.

* Number: Use this field to give your recipients or sender an electronic number
field to enter in a number. Only numbers are able to be entered into this field.

* Checkbox: Checkbox is an optional field and can’t be set as required. Once
dragged into the form, it will add the item as a form data field in which you may
label.

* Radio Button: A radio button can be made a required field and can be grouped
with multiple buttons. Once dragged into the form, it will add the item as a form
data field in which you may label. The values should be unique and in order
1,2,3,4 etc.

* Drop Down: Use this field to give your recipients or sender a list of options they
can select. The values should be unique and in order 1,2,3,4 etc.

* Date: Use this field to give your recipients or sender an electronic date field to
enter in a date.

* Date Time: Use this field to give your recipients or sender an electronic date field
to enter in a date and autofill the time.

Edit of Fields

When adding a Form Data field or Shared Data you will need to determine who can
edit the field and if it is required.

1. Dragin a field.

Form Data e v Subscriber's premises,'and Subscriber agreeq
A of

LLLLLL and Servi

Purchase Price:  § E

© Add Field

o
Ll

Taxes: $,

@ Alarm Signal Amount(z | g e W8 — _>T°‘3'1 S|
= Down Payment:  $__|
Cell Phone @
Central Station @
CheckboxData2 (&
Checkbox Data3 (&
Checkbox Data4 (@
Checkbox Data 5 @
Checkbox Data6 (2
(&) checkhoxData7 [z

Approximate date work to begin: [Date of W

2. DESCRIPTION OF SERVICES:
Check services provided:

Monitoring Service Insp!
Guard Response [J Other: (Sex

3. CHECK BOX FOR APPROPRIATE §

SERVICES AND CHARGES: Only

nam a; N L I I {

ot (a) CENTRAL STATION MONITOR

1 F (i) The sum of § pli
‘kﬁo]h the alarm panel if not already installed.

[ (ii) The sum of $ , iy
tne term of this agreement commencing on ¢
payments being due on the first of the month.

N ol |
AR RR A AR AN AN

2. Navigate to the top right bar.

3. Select Can edit and follow the rules below.
e (Can Edit: The field can be edited.
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* Sender: The sender can edit the field but is not required.

* Required: The sender can edit the field and is required or can’t deliver the
form.

* Recipient: The recipient can edit the field but is not required.

* Required: The recipient can edit the field and is required or can’t
complete the form.

M ’

1 | 1 1 I 1 1
SRR Central Station v

Can Edit
Sender

Required

v

;|||||||||||||||’\|>|||||||l|||||||

Recipient

Alignment

Select the field on the template and navigate to the right-side bar. Select the alignment
of the data entered into the selected field.

n

11l
-0 Customer Name v
:j Can Edit
= :
= Alignment v
= 3
::2 Format v
£ B|I |U|S
c i
- size:
:—_3 Inherited Size v
—  Font:
:__ Inherited Font v
7
e Color: . v
}_ Background: v
=
= Make Full Width
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Format
Select the field on the template and navigate to the right-side bar. Format the selected
field by selecting a font, size, font color, and background color.

T

Customer Name v

o

Can Edit

Alignment v

.,.l.,.l.,,‘.,.l.,.l.,;l.,,l.,.

)

Format v

% I

Size:

ic
¢

o

Inherited Size v

Font:

Inherited Font v

Make Full Width

Select the field on the template and navigate to the right-side bar. When this button is
clicked, the selected field will scale across the template.

1 I 1 I 1 |III
-0 Customer Name v
:__ Can Edit
=T .
- Alignment v
=7
= Format <
3 Make Full Width ,

Zoom

Allows the ability to zoom in and out of the form. This can come in handy when you
have multiple fields grouped together and need to control spacing. The zoom is located
in the bottom right of the template.

To Zoom in and out follow the instructions below:

1. Click the > button to zoom in > button to zoom out.
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1 |.|-‘|-|‘|n|-|n||||||||||
=3 -

|.,.|9.,.|.|.|.,.|,,,|I.o,.|.,.|.|.|.,.|l.l
« | SE— >
100%

Edit Example Data

After Form Data fields are entered, fill in the fields with test data to view how it will
appear on the finished template. After you enter in data for your fields you will need to
follow instructions on how to Preview you form below.

Preview [ Save | =

3 | . 4, ' f . ' ' f
NANARA A NE " annnnononoonoooonononnn A AR .
Edit Example Data l & =0 Customer Name v
PERENN| Atarm signal tate = CanEdit
Amount: £
Purchase Price: :__l .
AC ] - Alignment v
Cell Phone: =
= E = =E E
Todays Date i j
Date of Work i) =z Format <
PTANDARD RES =
Checkbox Data 6 -
= Make Full Width
Checkbox Data 7 e
hme) ] e
omerSite.Address1} Checkbox Data 3 ne] :—_3
_ Checkbox Data 2 | =
(hereinafter referred brogram at —
per aqrees 1o 4.3 ¢ Checkbox Data 4 port: (See 3
Preview

Click Preview to view a preview of what the template will look like when delivering. If
example data is entered or Shared Data fields, this will populate the form so you can
make sure alignment, size, font, placement, etc. are correct in the template.

This is great to also use the WYSIWIG editor to check in on the progression of creating
your template.

1. Select Preview.
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(£’ Edit Example Data Save

||||||||u||91||]||||||||

0 Customer Name v

Can Edit

-

Alinnmant vl

2. If the integration is activated select the customer, site or system

Select data to preview

Marks, Michael - 10089

Marks, Michael

Prevy

3. A PDF will download with what the finished template will look like.

Save

Select Save periodically to save your work. It is wise to save this every 10 to 15 minutes
to minimize the chance of disruption.
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(¢’ Edit Example Data Preview Save =

9 10 1
el Lo b B o B Lo e B o L b IV
=0 Customer Name v
tate Department of State — Can Edit
2 =
B !
- Alignment v
» Elx|==
-2
= Format <
= Make Full Width
hone No.: [Phone 1] =
-3
bhone No.: [Cell Phone] =
to sell, install, and program at e
f the following equipment: (See =
L3 -4

Available Forms

Click to go back to your Templates library. If you did not save a dialogue box will
appear asking if you are sure you would like to leave without saving.

< Available Forms

ape 0| 1
Illlllllllll |||||||||||I||| |
Checkbox 0=
RadioButton 3
- A-1n-One R Securty Sale Age
fage # iyl
14
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SedonaOffice Integration
SedonaOffice integration is only available if the SedonaAPI was purchased and turned
on. The integration allows for SedonaOffice fields to merge directly onto a template.
After a template is completed the PDF document can be pushed to SedonaDocs.

Adding Template with Integration

1. Navigate to Templates.
2. Select + Add Templates.

oneé

@ Home

3 Templates

4~ Setup >
& Justin

f eForms >

© Support Center
= Tasks 7

@ Logout

Templates

Templates Packages

OAdtjggmplate Z4 Send Template(s)

d drop it here to group by that c

Y Description
ACH Forte Form ACH/CC Authorizat|
Alarm Cerficate Alarm Certificate
AlarmPermit Alarm Permit Cust

3. Enter in the name, description and type.

Name:
Commercial Contract

Description:
Commercial Contract - Pers

Type:
Contract - Commercial

Integration:
None

Upload PDF:

Select files...

AP © Cancel

4. Select Integration: SedonaOffice
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Name:

Commercial Contract

Description:
Commercial Contract - Pers

Type:
Contract - Commercial v

Integration:
Sedona0ffice

Customer v

Upload PDF:

Select files...

VAINETCE © Cancel

5. Data Type: Is this linked at the customer, site or system level.
* Customer: Provides shared SedonaOffice fields from the customer level.
Documents pushed back to the customer level.
» Site: Provides shared SedonaOffice fields from the customer and site level.
Documents pushed back to site level.
* System: Provides shared SedonaOffice fields from the customer, site and
system level. Documents pushed back to system level

Type:
Contract - Commercial

Integration:
SedonaOffice

Data Type:
Customer

Customer

ATECN © Cancel

6. Select Update.
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Type:
Contract - Commercial

Integration:
SedonaOffice

Data Type:
Customer

Customer

Site
System

Shared Data — Merging SedonaOffice Fields

‘ +/\lindate ' Cancel
f—

Shared data is available only if the SedonaAPI was purchased and turned on. The fields
that are available for the template are based on the data type selected when adding the

template.

Adding Shared Data on a Form
1. Navigate to Templates.

one

Templates

@& Home

4~ Setup
& Justin

|%Zf eForms

@ Templates @ Templates Packages

>

© Add Template <7 Send Tel

Drag a column header and drop it here

v | Descripti

2. Navigate to an integrated form.

Customer: List of fields available at the customer level in SedonaOffice
Site: List of fields available at the site level in SedonaOffice
System: List of fields available at the system level in SedonaOffice

Note: Integration must equal SedonaOffice and Data Type must equal
customer, site or system.
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Templates = Packages

© Add Template <7 Send Template(s)

Drag a column header and drop it here to group by that column

Y Description Y Category Y Integration Y DataType Y [PDF Backdrop? Y
ACH/CC Authorization Form Contract - Residential Sedona0ffice Customer Yes (ZEdit
Alarm Certificate SedonaOffice Site No (ZEdit
Alarm Permit Customer New Customer Form AlarmBiller Customer Yes ZEdit
Service Contract Service Aareement AlarmBiller Proposal Yes (ZEdit
3. Select Design.
Show Inactive
pe Y PDFBackdrop? Y
er Yes (#Edit WHCopy «f Design = TiDelete
No * (Edit By Co; @ Delete
er Yes (ZEdit Iy Copy WDelete
pl Yes (ZEdit WHCopy f Design T Delete
1 Yes (ZEdit WhCopy «f Design  TDelete

4. Click the drop down are on customer, site or system.

H Signature
i Initials
H Shape

H Checkbox Date: [Todays Date]

TOOIS h ARin-One Resdental Securty Sale Agreement
KR CONTRACTSS Comr 1
i Text
i Picture

0_]D.l.I.|.|.|‘I.|.[‘.|.I‘|.|.|.I.1.|2.|.I.|.|.|.I.|.|"'.|.I.1‘|.|.I.

PERENNIAL S

ACM)

(2

STANDARD RESIDEN

i RadioButton

Subscriber's Name: [Customer Name]

i Page# 3 Address: [Address 1]
- 1. ALARM COMPANY NAME (hereinafter referred to as “
i | St iber's p ises, and St i agrees to buy, an electror|
SharedData @ - - hedule of E and Services.)
_: Purchase Price:  $ [_Pumhase
» Customer 3 Taxes: S
Customer Site = Total: S
Address 1 4 Down Payment:  §
Address 2 -~ Approximate date work to begin: [Date of Work] E
Address 3 = 2. DESCRIPTION OF SERVICES:
Branch Code = Check services provided:
. 4 Monitorin, Service Inspection Remote|
Business Name 2 | " '4 ,', M _', P, mp ’
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5. Click and drag the selected field onto the form.

Shared Data in a Text Box
3. Drag a Text Box onto the form.

T Shape =]
P 4 STANDARD RESIDENTIAL SECURITY AGIJ
i Checkbox = pate: [Todays Date]
i RadioButton 3 < Name: [Customer Name]
. 33
H Page # = Address: [Address 1] @&
3 1. ALARM‘ PANY NAME (hereinafter referred to as “ABB NAME" or "ALARM COl
4 Subscriber's rmises, and Subscriber a%rees to buy, an electronic security and or fire alarm syq
SharedData © v - Frhedule of Equij and Services.)
‘—E P Purchase Price: § [Purchase
» Customer | " Taxes: $.
4 Customer Site Total: $
Address 1 e Down Payment:  § Balance due upon completion d
Address 5—_: Approximate date work to begin: [Date of Work] date work to be substg
Address 3 — 2. DESCRIPTION OF SERVICES:
Branch Code 3 Check services provided:
Business Name 2 E Monitoring Service Inspection Remote Subscriber Access/Cameras
| Guard Response (] Other: (See Attached Schedule of Equipment and Services.)
City _3
C t 6= 3. CHECK BOX FOR APPROPRIATE SERVICES:
omments = SERVICES AND CHARGES: Only services selected are included:

Tools h e T—— PERENNIAL SOFTWARE Licensed |
=3 e Koectaen, £ o o 50414150 License N|
Text ‘__:
& ACME Alarms
X -4 5001 E. Main St.
Signature EL S New York, NY 10011
Initials ERN (212) 555-1000
CEREE
Shape - \
| STANDARD RESIDENTIAL SECURITY AGREF|
Checkbox —_: Date: [Tod&s‘Date]
RadioButton E! N;,h“c\‘stomer Name)
Page # 3:: Address: *Iace static text here
3 1. ALARM COMN @ D as “ABB NAME" or "ALARM COMPA|
| Subscriber’s premise; ectronic security and or fire alarm system|
SharedData © v = Attached Schedule of Equipment and Services.)
‘—_: Purchase Price: § [Purchase

4. Select Edit in the top right .

When using bullet's or lists you must hold shift when pressing return to add a new bullet or list
item.

dit Example Data

|3 Previe

B I U as (= x; x*  Format v ;7 BlI uls

(inherited font) v | (inherited size) v Av 0~ T sie

+Add Data =7 | inherted Size
s e
“ Place static text here — Font:
e = Inherited Font
= =3
E - Color: .
E e
n;l - Background:
- =

= Make Full Width
Close e

28 =

W & Save |

o

Select + Add Data.
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B |I|U as E = E|E IE|iS B |x | x* |Format v

%

(inherited font) v (inherited size) v A v O~

+ Add\Data
§ % 3
5 » ShardeData

» Form Data

23Zm [ 12 ]

F

Close

len

Select drop down next to shared data and click on the filed you would like to add.

o

X, x?  Format v

I
1l
1l
I
M
[[[

B I U as

(inherited size) v Alv| O]V

<

(inherited font)
+ Add Data
hared Data
» Customer
ustomer Site
Address 1
Addre&)
Address 3

Branch Code

Business Name 2
City Close

- Comments

7. Repeat process until you have added all the field and format the fields.

B|I|U|aac||E|ZE|Z|E|[[=|i=|E || x| x*|[Format AR 3
(inherited font) v (inherited size) v A v O v
+ Add Data

ate} {Shared.CustomerSite.Zip)|

Close

8. Select Close.
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Date]

me: [Customer Name] Telephone

o o m
#{Shared.CustomerSite.Address1} {Shartjd.CustomerSite.City}, {Shared.Cus’F Cell Phonel

o

i COMPANY NAME (hereinafter referred to gs “ABBWAME" or "ALARM COMPANY") agrees to se
emises, and Subscriber agrees to buy, an electronic sectrity and or fire alarm system, consisting of the f
dule of Equipment and Services.)

Purchase Price: $ [Purchase

Sending Integrated templates

When sending a template with an integration with SedonaOffice and a data type selected you
will have to pick a customer, site or system before you are able to deliver the form. If you have a
form with data type of site you will need to select a customer & site before sending. If you have
a contract for new clients for example and the customer will not be in the database yet, make
sure you DO NOT integrate and select a data type. In this example leave the integration set as
none.

1. Select Send Template(s).

o ﬁ e eForms
Home -
& Active Forms
3 Templates
© Add Single Us¢Form <7 SendJemplate(s)
& Setup 4
Drag a column header an@Rggp it here to group by that colup
& Justin
N Id Yy Id Y Name Y Description
f eForms >
149 0) test test
©® Support Center
= Tasks 7 MO o > M
@ Logout Complete Forms

2. Fillin Name, Description and select the drop down to select the template.
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eForms

Name: Residential Contract: Justin DeBaggis

Description: = Residential Contract: Justin DeBaggis

Templates: | . @

neEsIuEal FduRaye
Secur:tlemplate - 3 options
Alarm\@ficate

Forte CC/ACH Authorization Site
New Customer Forms

Residential Contract - KK Demo

test contacts/zones/call list

3. Select the customer, site and system (dependent on the level of integration for

the template).

eForms
Name: Residential Contract: Justin DeBaggis
Description: = Residential Contract: Justin DeBaggis
Templates: = Residential Contract - KK Demo X
Customer: = Marks, Michael - 10089

Site:  Marks, Michael

4. Select Save.

eForms
Name: = Residential Contract: Justin DeBaggis
Description: ~ Residential Contract: Justin DeBaggis

Templates: = Residential Contract - KK Demo X

Customer: ~ Marks, Michael - 10089 X

Site:  Marks, Michael
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SedonaDocs Integration
*SedonaDocs is Required

When a form is completed and the template is integrated with SedonaOffice at the
customer, site or system level the completed PDF will automatically save in documents
based on the customer that completed. You can have the application automatically
move it to SedonaDocs at the customer, site or system level. This is an option in setup,

an if this is not checked off in setup you may manually push it.

Auto push SedonaDocs

Navigate to Setup.

ﬁ Templates
@ Home
@ Templates Templates Packages
»! & Managers
# Setup 9 end Template(s)
& Justin & Users )
 Form Categories it here to group by tha
eForms > -~
f w} Preferences il incacoton
® Support Center £ Services ACH/CC Authori
STasks 7 Alarm Cerficate Alarm Certificat
@ Logout . .
AlarmPermit Alarm Permit Cy

2. Select Preferences.

Oﬁe Templates
@ Home
@ Templates Templates Packages
» & Managers
# Setup g end Template(s)
&Rt e it here t: by that coll
11t here to grou, at Co
4~ Form Categories e
eForms > -
f I f Preferences {ip l NgliDszcopton
® Support Center & Services ACH/CC Authorizatio
= Tasks 7 Alarm Cerficate Alarm Certificate
® Logout ) . )
A Permit Alarm Permit Custol

3. Check Push Document.
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Preferences

eForms Settings Company Preferences

Edit eForms Settings

Reminder

Enable Reminders: @

Push Document: @ ‘@@

4. When all recipients have completed the resulting PDF will save in SedonaDocs
at the customer, site or system level (dependent upon the data type for the

template).

Manual Push to SedonaDocs

Navigate to the Home Screen.

setllina

@ Home

3 Templates

/~ Setup
& Justin

f eForms

® Support Center
= Tasks 7

® Logout

eForms

Active Forms
© Add Single Use Form = <7 Send Template(s)

Drag a column header and drop it here to group by that column

Id Y Id Y Name Y Description
149 0 test test
« <4 o > L2

Complete Forms

Drag a column header and drop it here to group by that column

Id ¥ |d Y Name

w N

Locate the form under Complete Form.
To the far right of the document click the icon shown below to push the document

to SedonaDocs at the customer, site or system level (dependent upon the data
type for the template).
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Complete Forms
Show Just My Forms Show Archived

Drag a column header and drop it here to group by that column

Id Yy Id Y Name Y Description Y Created By Y CompletedOn + Y

151 ® Residential Contract: Justin DeBaggis Residential Contract: Justin DeBaggis Debaggis, Justin 1/19/201812:16 PM

148 O Resi Contract - Justin DeBaggis Resi Contract - Justin DeBaggis Debaggis, Justin 1/11/2018 9:45 AM

147 @ Michael Marks Michael Marks Debaggis, Justin 12/21/20179:18 AM

146 O test test Debaggis, Justin 12/15/2017 10:00 AM

144 O proposal Debaggis, Justin 12/5/20171:21 PM ]
~~

i
|

Note: If the document has already been pushed the icon for the completed
eForm will be greyed out.

Page 62 of 111



2018 SedonaOffice Users Conference

SedonaOne eForms

Packages

Packages are a group of templates from the templates library. When delivered the
templates will be delivered in one email “packaged” together.

oneé

@ Home

() Templates

#~ Setup 4
& Justin

f eForms >

® Support Center
= Tasks 7

@ Logout

Templates

Drag a column header and drop it here to group by that column

Show Inactive

Name Y Description Y Category Y |Integration
4 Residential Package Residential Package Contract - Residential None
© Add Form(s) to Package
Name Description
Contract Service Contract

Custom Design Proposal
Security Template - 3 options
AlarmPermit

test castle

Custom Proposal
Security Template - 3 options
Alarm Permit Customer

test castle

1-10f 1items

Y Dal

Prc

Creating Packages
1. Navigate to Templates.

one

Templates

Home

4~ Setup
& Justin

f eForms

® Support Center
= Tasks 7

® Logout

[3) Templates S:

Templates | Packages

>
© Add Package

1 Send Package
Drag a column header and drop it here to group by that column
Name Y Description

4 Residential Package Residential Package

© Add Form(s) to Package

Name

Contract

2. Select the Packages tab.
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Templates

Templdies Pac%ss

© Add Packag end Package

Drag a column header and drop it here to group by that column
Name Y Description Y Category Y [Integration Y DataType Y
4 Residential Package Residential Package Contract - Residential None Proposal

© Add Form(s) to Package

Name Description

Contract Service Contract

Custom Design Proposal Custom Proposal

AlarmPermit Alarm Permit Customer

M« 0 > 1-1of

3. Select + Add Package.

Templates

Templates | Packages

Zl Send Package

eader and drop it here to group by that column
Name Y Description Y Category

4 Residential Package Residential Package Contract - Residential

© Add Form(s) to Package

Name Descri
Contract Servic
Custom Design Proposal Custo!

Alarm

AlarmPermit

4. Fillin the required fields.
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Edit

Name:

Name

Description:

Description

Type:
No Type

Integration:
None

VAITETCE © Cancel

Name: Name the user provided for the template e.g. All-in-One Contract.
When selecting a template to send the dropdown list will show the name
of the template.

Description: Description the user provided for the template. This may be
the same as the name or

Category: Category the user assigned for the template. The categories
are created in setup discussed in the setup section of this document.
Integration: If the templates are integrated with SedonaOffice fields
integration will read SedonaOffice. If no integration is active the field will
read none. The integration allows templates to integrate with
SedonaOffice fields based on the data type. (Integration is only available
for customer whom have purchased the SedonaAPI)

Data Type: Fields in SedonaOffice (customer, site, system) that the
template may integrate with.

5. Select Update.

Edit

Description:

Type:

Integration:

Data Type:
Site

New Customer Forms

New Customer Forms

Contract - Residential v

SedonaOffice

O Zancel
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6. Select + Add Form(s) to under the package.

Templates ‘ Packages ‘

© Add Package < Send Package

4 New Customer Forms

© Add Form(%Package

Drag a column header and drop it here to group by that column
Name Y Description Y

New Customer Forms

7. Select for the drop-down and pick the from the list of templates that you would
like to add to the package. You may add 1 or multiple templates.

Add Forms to Package

ACH Forte Form
Forte CC/ACH Authorization Site
Residential Contract - KK Demo

Alarm Cerficate

8. Select + Add Selected.

Add Forms to Package

Alarm Cerficate X Residential Contract - KK Demo X

Forte CC/ACH Authorization Site X
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Sending Templates for Electronic Signing

A key feature in eForms is the ability to send the templates or single use forms for
signing. This section provides step-by-step procedures for delivering documents. The

steps to follow are listed below:

o ﬁ e eForms
Home o
® Active Forms
[ Templates
© Add Single Use Fofn ' <7 Send Jemplate(s) ShowSsUMy Forns Stowk
/& Setup > QED
Drag a column header and drop if olumn
& Justin
< Id Y Id Y Name Y Description Y Sent Y CreatedBy Y Expires On Y Modified +
f eForms >
149 0 test test No Debaggis, Justin 2/10/2018 9:54 AM 1/11/2018 9
© Support Center
= Tasks 7 W[« o > )(™
® Logout Complete Forms
Show Just My Fo
Drag a column header and drop it here to group by that column
Id Yy Id Yy Name Y Description Y Created By Y CompletedOn + Y
151 @ Residential Contract: Justin DeBaggis Residential Contract: Justin DeBaggis Debaggis, Justin 1/19/2018 12:16 PM
150 ® Residential Contract: Justin DeBaggis Residential Contract: Justin DeBaggis Debaggis, Justin 1/17/2018 2:29 PM
148 0 Resi Contract - Justin DeBaggis Resi Contract - Justin DeBaggis Debaggis, Justin 1/11/2018 9:45 AM
147 @ Michael Marks Michael Marks Debaggis, Justin 12/21/2017 9:18 AM

1.

Navigate to Home or Templates tab.

one

eForms

@& Home

Active Forms
[3 Templates

&

4~ Setup 4
& Justin

f eForms >

® Support Center

© Add Single Use Form < Send Template(s)
Drag a column header and drop it here to group by that column
Id Y Id Y Name Y Description

149 0 test

« 4 o > M

test

= Tasks 7

@ Logout Complete Forms

Drag a column header and drop it here to group by that column

d y i

~

Y Name

Y Descrip

2. Select Send Template.
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o Templates

@ Home
@ Templates
4 Setup
& Justin

f eForms

© Support Center
= Tasks 7

@ Logout

Templates = Packages
(Se]
S -y, 1
© Add Temp! '] Send Template(s) ‘

Drag a column header and drop it here tosgaupdydhat eolumn

Name * Y Description Y Category

ACH Forte Form ACH/CC Authorization Form Contract - Residential
Alarm Cerficate Alarm Certificate

AlarmPermit Alarm Permit Customer New Customer Form
Contract Service Contract Service Agreement
Contract Contract Contract - Commercial

Forte CC/ACH Authorization Site -

Forte CC/ACH Authorization Site —

Y Integrat|

Sedonal
Sedonal
AlarmBi
AlarmBi

AlarmBi

Sedonal

3. Enterin a Name & Description.

Name: = All-in-One Contract: Justin DeaBggis

Description: = All-in-One Contract: Justin DeaBggis

Templates: | Select Template(s)

4. Pick a template by clicking in the white area next to Templates.
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Name:

Description:

Templates:

All-in-One Contract: Justin DeaBggis

All-in-One Contract: Justin DeaBggis

AcH Forte Form

AlarmPermit

Contract | PROPOSAL |

Contract

Proposal

Residential Package

o iees T I o

5. The level of integration will be listed in the top right.

eForms

Name:
Description:

Templates:

6. Select Save.

All-in-One Contract: Justin DeaBggis

All-in-One Contract: Justin DeaBggis

'ACH Forte Form

AlarmPermit

Contract
Contract
Proposal

Residential Package

o 6ue T 1 -
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eForms

Name: = All-in-One Contract: Justin DeaBggis

Description: | All-in-One Contract: Justin DeaBggis

Templates: | AlarmPermit X

Customer: DeBaggis, Justin - 1003

Note: If a form has no integration you will need to select Save. If a form with an
integration is selected you will be prompted to select a customer, site or system.
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Sending Packages

1. Navigate to Home or Templates tab.

one

@& Home
[3) Templates {‘Q

[ Fsew
& Justin

f eForms >

® Support Center
= Tasks 7

@ Logout

eForms

Active Forms
© Add Single Use Form <7 Send Template(s)

Drag a column header and drop it here to group by that column

Id Y Id Y Name Y Description

149 o) test test
« 4 0 > M
Complete Forms

Drag a column header and drop it here to group by that column

Id Yy Id Y Name Y Descrip|
~
2. Select Send Template(s).
0 ﬁ e Templates
@& Home
Templates Templates | Packages
(& Temp - .
& Setup > oy ﬂ
© Add Temp! ‘4 Send Template(s)
& Justin ) )
Drag a column header and drop it here tosgraupdiydhat column
f elos s Name 1 Y Description Y Category Y Integrat]
@ Support Center ACH Forte Form ACH/CC Authorization Form Contract - Residential Sedona
STasks 7 Alarm Cerficate Alarm Certificate Sedona
® Logout ) ; )
AlarmPermit Alarm Permit Customer New Customer Form AlarmBi
Contract Service Contract Service Agreement AlarmBi
Contract Contract Contract - Commercial AlarmBi
ISP, Forte CC/ACH Authorization Site -
Forte CC/ACH Authorization Site Sedona

Rlank

3. Enterin a Name & Description.
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eForms

Name: = All-in-One Contract: Justin DeaBggis

Description: = All-in-One Contract: Justin DeaBggis

Templates: | Select Template(s)

4. Pick a template by clicking in the white area next to Templates.

eForms
Name: = All-in-One Contract: Justin DeaBggis
Description: | All-in-One Contract: Justin DeaBggis

Templates:

ACH Yorte Form

AlarmPermit

Contract
Contract

Proposal

Residential Package

5. Select the template with the package icon.
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eForms X

Name: = All-in-One Contract: Justin DeaBggis
Description: = All-in-One Contract: Justin DeaBggis

Templates: X

Contract

Proposal

Residential Package

Security Template - 3 options
Alarm Cerficate
Forte CC/ACH Authorization Site

Residential Contract - KK Demo

Note: You may also navigate to setup > templates > packages and select Send
Package.
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eForm Delivery Setup - Deliver System

D History Push Document @ Preview @ Delete
‘O Undo % Cancel Changes Save Changes
Stages (2] Sent  Rejected  Complete Details
© Add Stage Name Residential Contract: Justin DeBaggis
D P Residential Contract: Justin DeBaggis
. x Expires On 2/13/2018 £
Stage Name: Subject:
Stage 1 Residential Contract: Justin DeBaggi
© Add Recipient Override Email Body Forms
- Add F
Email X Name © Add Form
Form Name Description
Justin@perennialsoftware.cc | Marks, Michael @ Delete
6 Assign  Residential Contrac' | Residential Contract ¢ Edit [ Delete
© Add Stage
Email
Subject: @

Residential Contract: Justin DeBaggis

Body: @

B I|U|A|v||O|lv| E == E |i=|iSiE|e
Format v ¥

(inherited font) v (inherited size) v

@RecipientName,
Please review and sign @DocumentName.

Thank You,
@SenderName

Page 74 of 111



2018 SedonaOffice Users Conference

SedonaOne eForms

To access the eForm Delivery Setup navigate to the Home page and select the Id for
the eForm Delivery Setup.

oné

@& Home

[3) Templates

/&~ Setup >
& Justin

f eForms >

© Support Center
= Tasks 7

® Logout

eForms

Active Forms

© Add Single Use Form 7/ Send Template(s) Show Just My Forms Show Inactive Show Expil
Drag a column header and drop it here to group by that column
Id Yy Id Y Name Y Description Y Sent Y CreatedBy Y Expires On Y Modified +
Residential Contract: Justin
0 0 ! X . Residential Contract: Justin DeBaggis No Debaggis, Justin 2/13/2018 9:48 AM 1/14/2018 9;
) DeBaggis
149 0 test test No Debaggis, Justin 2/10/2018 9:54 AM 1/11/2018 9
] < ‘ > ¥ 1-20f 2items
Complete Forms
Show Just My Forms Show Archived
Drag a column header and drop it here to group by that column
Id Yy Id Y Name Y Description Y Created By Y CompletedOn + Y
148 @ Resi Contract - Justin DeBaggis Resi Contract - Justin DeBaggis Debaggis, Justin 1/11/2018 9:45 AM =
147 () Michael Marks Michael Marks Debaggis, Justin 12/21/2017 9:18 AM ]
LN © B test Debaggis, Justin 12/15/201710:00 AM ]

Note: You will automatically enter the eForm Delivery Setup when walking through the
create template process.

History

History will show all tracking history (audit trail) for this specific eForm Delivery Setup.
Any changes made for this eForm Delivery Setup or recipient interaction will be logged

in the History.

one

Push Document @

@& Home
[ Templates

#~ Setup
& Justin

f eForms

® Support Center
= Tasks 7

@ Logout

'O Undo

Stages @ Sent  Rejected  Complg
© Add Stage
>
X
Stage Name:
Stage 1
Subject:
Residential Contract: Justin DeBaggis
Override Email Body

© Add Recipient
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Tracking History for

Action Y Message

Update
Update
Update

Update

Action

4 Update

Update
Update

Add

Q-

Document PDF push complete

Setting Sync flag for document push

All recipients have accepted the document

Recipient: Marks, Michael has accepted the user agreement.

Y Description

Recipient: Marks, Michael has accepted the user agreement.
Accepted Signature Terms
IP Address

Global Position

Stage #1 has been sent.
Package Instance was Updated
Package Instance was Added

»

Y \User
AlarmBiller, AlarmBiller
Debaggis, Justin
Marks, Michael

Marks, Michael

Y OldVvalue

Debaggis, Justin
Debaggis, Justin

Debaggis, Justin

Y Date Y

1/11/2018 9:45:50 AM
1/11/2018 9:45:49 AM
1/11/2018 9:45:25 AM

1/11/2018 9:44:49 AM

Y New Value Y

1/11/2018 9:44:49 AM
"147.0.193.18"

"{\"accuracy\":65,\"alti...

1/11/2018 9:43:35 AM
1/11/2018 9:43:08 AM

1/11/2018 9:42:04 AM

1-7of 7Titems &

Push Document

This will be automatically checked if this button is checked in setup > preferences. This

will only be utilized if the eForms being delivered have the integration with SedonaOffice
selected. When checked, after all stages and eForms are complete, the finished eForms
will automatically save as a PDF to the customers SedonaDocs. If this is not checked in

setup you may manually check the button and select Save Changes.

ﬁ e D History

@ Home
[ Templates

s~ Setup
& Justin

f eForms

® Support Center
= Tasks 7

= Logout

'O Undo
>
Stages @
>
Stage Name:
Stage 1
Subject:

© Add Recipient

Push Document ©

Sent Rejected  Comple

© Add Stage

Residential Contract: Justin DeBaggis

Override Email Body
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Stages

Stages are workflow and define whom the eForm is going to be delivered too. If multiple
stages exist the current stage must be 100% completed before the next stage is
triggered. You can create as many stages as you would like. The completed eForms will
not be sent to the recipients until each stage is 100% complete. If the SedonaOffice
integration is activated the completed PDF will not save to SedonaDocs until each stage
is 100% complete. Each stage can contain multiple recipients and custom text for the
email body.

*D History

'O Undo

Push Document © Preview | @ Delete

% Cancel Changes Save Changes

Stages (7] Sent Rejected Complete Details

Stage Name: Subject:

© Add Recipient

© Add Stage Name Residential Contract: Justin DeBaggis

Description Residential Contract: Justin DeBaggis

% !
Expires On 213/2018 8

Stage 1 Residential Contract: Justin DeBa

Email

Override Email Body Forms

[ © Add Form

Form Name Description

Justin@perennialsoftwar | | Marks, Michael & Delete

@ Assign | Residential Cont | | Residential Cont ¢ Edit (@ Delete

© Add Stage
Email

Subject: @
Residential Contract: Justin DeBaggis

Stages Components

+ Add Stage: Add a stage to the eForm Delivery Setup.

Stage Name: The name of the stage is defaulted stage 1, stage 2, stage, 3 etc.
This can be overridden by typing into the stage name. This is for internal use to
identify which stage the eForm is in.

Subject: The subject line for the email sent to the recipients in the stage. The
recipient will be able to view this subject line.

Override Email Body: If checked, you may enter custom text to the body of the
email for the specific stage. If unchecked the default email body will be used in
the bottom right of the eForm Delivery Setup.

Recipients: Recipients whom may be assigned to eForm template fields to
interact with the form. These may also be individuals whom are responsible to
view the form only.

Delete: This will delete the selected recipient.

Adding Stages

To add a stage, follow the instructions below:

1.

Click + Add Stage before or after the current stage.
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> Stages @ Sent  Rejected  Complete Details
Name
<A * © Add Stage
, > Description
x ires On
’ Stage Name: Subject: e
' Stage 1 Residential Contract: Justin DeBag
l © Add Recipient Override Email Body Forms
‘ Email Name © Add Form
Justin@perennialsoftware =~ Marks, Michael & Delete
‘ © Assign
\ & ) © Add Stage
Email
Subject: @
Residential
Body: @
B T

2. After a stage is added, the stage name will update based on the order.

Stages @ Sent | Rejected  Complete
© Add Stage
<
x
Stage Name: ubject:
Stage 1 Residential Contract: Justin DeBag
>
© Add Recipient Ovarride Emall Bosy
Email Name
>
© Add Stage
x
Stage Name: Subject:
Stage 2 Residential Contract: Justin DeBag
© Add Recipient Ovarride Emall Bosy
Email Name
Justin@perennialsoftware | Marks, Michael & Delete
© Add Stage

Detd

Nam
Desq

Expi

Forn
Q A

Em3

Subj
Req

Body

(inH
@R
Plej

3. If the stage is not needed, select the X for the specific stage.
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Stages @ Sent  Rejected  Complete Details
Name
© Add Stage
Descriptiq
Expires Oi
Stage Name: Subject:
Stage 1 Residential Contract: Justin DeBag
© Add Recipient Dvesvica Emell Besty Forms
Add Fi
Email Name @ 0
© Add Stage 9 Ass]
x Email
Stage Name: Subject:
Subject: €
Stage 2 Residential Contract: Justin DeBag )
Resident
at ~ | Override Email Body
L © Add Recipie

Adding Recipients

Once you pick the templates to send, you add the recipients who will receive, fill out or

receive a copy of the eForm(s).

Below are instructions on how to add a recipient(s) for each stage:

1. Navigate to the appropriate stage
2. Select + Add Recipient

© Add Stage
X
Stage Name: Subject:
Stage 1 Residential Contract: Justin DeBa
© Add Regiien Override Email Body
Ema Name
Justin@perennialsoftwar |~ Marks, Michael & Delete
© Add Stage

3. Type in the email address and name of the recipient
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X
Stage Name: Subject:

Stage 1 Residential Contract: Justin DeBa

© Add Recipient Override Email Body

Email A Name
Justin@perennialsoftwar = Justin DeBaggis{ & Delete
aricad@perennialsoftwar | | Arica DeBaggis & Delete

Custom Email Body

Below are instructions on how to customize the body of the email for each stage:
1. Navigate to the appropriate stage.
2. Check Override Email Body.

Stages @ Sent  Rejected  Complete
© Add Stage
X
Stage Name: Subject:
Stage 1 Residential Contract: Justin DeBaggis
© Add Recipient @Jvemde el Buy
Email Name
Justin@perennialsoftware.com Marks, Michael & Delete
© Add Stage

3. Type the custom message you would like to appear on the delivered body of the
email for the eForm.
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Stage 1 Residential Contract: Justin DeBaggis

Body: Override Email Body F

11
il
i

B I | U||lA|[~v]|lO]|~

e
Paragraph v ¥
(inherited font) v (inherited size) v

Michael,

Thank you for reaching out, provid E

n

Thank You,
@SenderName

© Add Recipient

Email Name

Justin@perennialsoftware.com Marks, Michael & Delete

M AAdAd Ctann

Preview

Selecting Preview will download a PDF of what the finished eForm will look like. This is
helpful if you have merged data fields and you would like to make sure everything
mapped properly.

Preview @ Delete
N % Cancel Changes Save Changes
mplete Details
Name Residential Contract: Justin DeBaggis
Description Residential Contract: Justin DeBaggis
¢ Expires On 2/13/2018 £
y Forms
© Add Form
Form Name Description
e Assign | Residential Contract- Kt | Residential Contract- Kk 4 Edit @ Delete
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Delete

This will inactivate the form and will add it to the inactive queue on the home page. To
permanently delete navigate to home > inactive and select the delete button.

@ Delete
N ancel Changes Save Changes

mplete Details

Name Residential Contract: Justin DeBaggis

Description Residential Contract: Justin DeBaggis
I Expires On 2/13/2018 =
y Forms

© Add Form

Form Name Description
6 Assign | Residential Contract- Kt | Residential Contract- Kk ¢ Edit [ Delete

Cancel Changes

Select Cancel Changes to discard any changed made in the eForm Delivery Setup. For
example, if you type in a custom email body, add multiple recipients and select cancel
changes the previous changes will be lost.
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mplete

Preview W Delete

% Cancel Changes Save Changes

Details

Name Residential Contract: Justin DeBaggis

Description Residential Contract: Justin DeBaggis

Expires On 2/13/2018 £3
Forms

© Add Form

Form Name Description

O Assign | Residential Contract- Kt | Residential Contract- Kk ¢ Edit [ Delete

Save Changes

Select Save Changes to save any changes you have made in the eForm Delivery
Setup. For example, if you type in a custom email body, add multiple recipients and
select Save Changes the previous changes will be saved.

mplete

Preview W Delete

% Cancel Changes Save Changes

Details

Name Residential Contract: Justin DeBaggis

Description Residential Contract: Justin DeBaggis

Expires On 2/13/2018 £
Forms

© Add Form

Form Name Description

QAssign Residential Contract - Kt Residential Contract- Kk, Edit W Delete
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Details Components

* Name: Name of the form is used internally. We recommend a somewhat detailed
name to differentiate from other delivered eForms. This fields can be filtered and
searched by in the Home screen.

* Description: Description of the form is used internally and can be the same as
the name or add a deeper description. This fields can be filtered and searched by
in the Home screen.

* Expires on Date: This date is when the eForm will expire and the recipient will
no longer be able to access the form. Once expired this will go into the expired
queue on the Home page.

Forms Components

* +Add Form: this will show the library of eForms

* Assign Recipients: Assign the recipeints from your recipient list to the fields
they will have access too in the specific eForm. If there are fields that sender
must fill out, they will be available as well.

* Edit: Edit will allow you to edit the template for this one-off form. This will not
update the global template in the Template tab.

* +Add Form: Pick from the Template library and turn this eForm Delivery Setup
into a package

* Delete: Delete the eForm Delivery Setup and set it in the inactive queue

Add Additional eForms

To add an eForm follow the instructions below:
1. Select +Add Form.

Form

Form Name Description

QAssign Residential Contract - Kt = Residential Contract- Kk Edit @ Delete

2. Pick from the drop down of the template to add.
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Add Forms to Package X
X
ACH Forte Form
Alarm Cerficate

Forte CC/ACH Authorization Site

Residential Contract - KK Demo

3. Select + Add Selected.

Add Forms to Package

© Add Selected

Assigning Recipient to Fields

When selecting the assign button, the sender has two options. The first is to assign
recipient(s) to assignable required/not required fields. The second is for the sender to fill
out required/not required form data fields. When creating the template specific fields will
be set as editable for the sender, recipient or both. They will also either be required/non-
required determining if the eForm can be sent and completed.

Assign a recipient

To assign a recipient to a field follow the instructions below:
1. Select the # Assign next to the eForm.
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Forms
© Add Form

Form Name Description

Wssigned field and 4 blank required fields. . :
ofte LL7AGR Auinorizai | rorie GL/ACH Authorizal ¢ Edit @ Delete

Residential Contract - Kt = Residential Contract- K¢ Edit [ Delete

2. Select the recipient you would like to assign to a field(s).
Note: There may be multiple recipients available to assign to fields.

= % Close 'O Undo C' Redo 1 Unassigned Field / 4 Unedited Fields

Sent || Complete

Stage 1- Recipients

Rejected

License No.:

Marks, Michael
SR, ACME Alarms

5001 E. Main St.
New York, NY 10011
(212) 555-1000

STANDARD RESIDENTIAL SECURITY AGREEMENT

Date: | &l ]

Name: [Customer Name]

Attached Schedule of Equipment and Services.)

Purchase Price:  $ [

Licensed by the N.Y. State Department o

No.: [Phond

Address: [Address 1] Cell Phone No.{

1. ALARM COMPANY NAME (hereinafter referred to as “ABB NAME" or "ALARM COMPANY") agrees to sell, install, and
Subscriber's premises, and Subscriber agrees 1o buy, an elecironic security and o fire alarm system, consisting of the following eqy

Taxes: $.

Total: $.

Down Payment:  §_ Balance due upon ion of i
Approximate date work to begin: B3| @simated date work to be

2. DESCRIPTION OF SERVICES:

i
& d|Responise Other. (See Attachl hedule of Equipment and Services.)

3. CHECK BOX FOR APPROPRIATE SERVICES:
SERVICES AND CHARGES: Only services selected are included:
__—{a) CENTRAL STATION MONITORING: Subscriber agrees to pay ALARM COMPANY:

Check services provided: |
a}cmﬂt&ﬁng ;Eemce Ijmécuon E e Subscriber Access/Cameras E&gr Service :[\\am' ‘sign
edScl

['© " ® e sumors plus tax for the installation and programming of the software and communication devicq

3. Assign directly on the template by clicking on the + button next to the field.
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Down Payment: § Balance due upon completion of instd
Approximate date work to begin: | ﬁ mated date work to be substantially|

2. DESCRIPTION OF SERVICES:

Check services provided:

) Aonntéring [CfS€tvige l; I43p§ction [Y]VRE Subscriber Access/Cameras
uard Response Othier. (See Attached StRmiule of Equipment and Services.)

3. CHECK BOX FOR APPROPRIATE SERVICES:

SERVICES AND CHARGES: Only services selected are included:

a) CENTRAL STATION MONITORING: Subscriber agrees to pay ALARM COMPANY:

. (i) The sum of § plus tax for the installation and programming of the softwa
rom the alarm panel if not already installed.

el (ii) The sum of § , plus tax, per month, payable in advance fo
he term-of this agreement commencing on the first day of the month next succeeding the date her
bayments being due on the first of the month.

| (b) REMOTE SUBSCRIBER ACCESS / VIDEO STREAMING DATA [VSD] / CLOSED CIRQ
bay ALARM COMPANY the sum of $ plus tax, per month, payable in advan

4. You may also assign on the side bar to the right labeled Assignable Fields.

1 Unassigned Field / 4 Unedited Fields Save

Assignable Fields

Licensed by the N.Y. State Department of State Assign All
License No.:

AC M E Ala rms Required v

5001 E. Main St.
New York, NY 10011 Signature 0
(212) 555-1000

STANDARD RESIDENTIAL SECURITY AGREEMENT Not Required v
Ble]
Cell Phone
ir Name] Telephone No.: [Phone 1]
1]
Cell Phone No. Checkbox Data 4

AME (hereinafter referred to as “ABB NAME" or "ALARM COMPANY") agrees to sell, install, and program at
iscriber agrees to buy, an electronic security and or fire alarm system, consisting of the following equipment: (See
ient and Services.)

Monitoring
Price: $. I:l

Checkbox Data 1

$
$
ment: § Balance due upon completion of installation: $

Checkbox Data 2
ﬁ ‘©stimated date work to be substantiallv comoleted:

5. Make sure the recipient is selected and click on the field.
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i Fields Save =

Assignable Fields
Licensed by the N.Y. State Department of State Assign Al
License No.:
l S Required v
Signature 0
Il Marks, Michael
AGREEMENT .
Not Required v
Telephone No.: [Phone 1] Cell Phone
Cell Phone No. +
A COMPANY") agrees to sell, install, and program at
rm system, oor)\sigting of the following equipmﬁt: (See Checkbox Data 4

6. You will be able to assign to Required and Not Required fields.

ted Fields Save =

Assignable Fields

Licensed by the N.Y. State Department of State
License No.:

Required v
ms R = =
Signature 0

‘ B Marks, Michael

TY AGREEMENT ~ - ’Not Required @

Assign All

. [Phone 1]
TelephoneNo.: " ™~ 4 Cell Phone
Cell Phone No.i—l_(} J
IARM COMPANY") agrees to sell, install, and program at Checkbox Data 4

i alarm system, consisting of the following equipment: (See

7. If you would like a recipient to have access to all assignable fields, select Assign
All.
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ted Fields Save =

Assignable Fields

Licensed by the N.Y. State Department of State

License No.: Assign All
m s Required v
Signature 0

B Marks, Michael

Y AGREEMENT .
Not Required

€5

[Phone 1]

Telephone No.: cell Phone
Cell Phone No.l I
IARM COMPANY") agrees to sell, install, and program at Checkbox Data 4

B alarm system, consisting of the following equipment: (See

Important Note: If the field is not required like a check box and you do not want a
recipient to interact with the field make sure you do not assign to that recipient.

Sender - Fill out Editable Form Data Fields

Below outlines how a sender can fill out form data fields that are editable required or not
required on a template:
1. Navigate to the right of the form to view the required.

= X Close 'O Undo C' Redo 4 Unedited Fields Save =

Sent  Complete | Rejected . .
Assignable Fields
Stage 1- Recipients tioensed by the N.Y. State Department of State Assign All
0 icense No.
W Marks, Michael )
Justin@perennialsoftware.com AC M E Al a rm s Required <
T ———— 5001 E. Main St. N i
ot Required <
New York, NY 10011 4
(212) 555-1000
Form Data
STANDARD RESIDENTIAL SECURITY AGREEMENT
‘| Required v
Date: | 8o q
Subscribers Name: [Customer Name] Telephone No.: (Phone 1] Todays Date
Address: [Address 1] Cell Phone No.. ] B
1. ALARM COMPANY NAME (hereinafter referred to as "ABB NAME" or "ALARM COMPANY") agrees to sell, install, and program at Central Station
Subscribers premises, and Subscribopagrees o buy, an elecronic security and or i alam system, consistig of the ollowing equipment: (See =
Attached Schedule of Equipment anil Services.) (0]
Purchase Price:  $ (ii)
Taxes: K & Clear
Total $.
Down Payment: ~ §. Balance due upon completion of installation: §. Date of Work
& ]
Approximate date work to begin: Estjmated date work to be completed:
Purchase Price:
2. DESCRIPTION OF SERVICES:
Check services provided:
Dliaidring Een e [[imodction R Subscriber AccessiCameras EEW Service E[Ws.gnal Verification
i Response 1 Otffer: (See Attached Schedule of Equipment and Services.)
3. CHECK BOX FOR APPROPRIATE SERVICES: Not Required <
SERVICES AND CHARGES: Only services selected are included:
_ () CENTRAL STATION MONITORING: Subscriber agrees o pay ALARM COMPANY:
‘ (i) The sum of §, plus tax for the installation and ing of the software and ion devices if separate
from the alarm panel if not already installed.
C ‘ Lii) The suym of § olus tax._per month _pavable in advance for the monitaring of the Security System for
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2. The required fields for the sender must be filled out in order to send the eForms.

Form Data
" AGREEMENT
Required &7
Telephone No.: (Phone 1] Todays Date
Cell Phone No.l [7 i
RM COMPANY") agrees to sell, install, and program at Central Station
|arm system, consisting of the following equipment: (See (i)
(ii)
2 Clear
pletion of installation: $ Date of Work
. &
P substantially completed:
Purchase Price:
neras Eunr'ér Service Alggm iSignaI Verification
fvices.)
Not Required <
IMPANY:

3. To view the not required fields select the drop down.

k. Form Data
p11
p Required v
URITY AGREEMENT Todays Date
. =
Telephone No.: [Phone 1] Cem:a)l Station
- - - - i
Cell Phone No.{ I —
(i)
r "ALARM COMPANY") agrees to sell, install, and program at
or fire alarm system, consisting of the following equipment: (See A Clear
Date of Work
&
. Purchase Price:
bon completion of ir n: $ [ ]

ork to be substantially completed:

‘ Not Required
ess/Cameras Elz;gr Service | : [\Iann iSignal Veri :
and Services.)

"~ Checkbox Data 5
—| Checkbox Data 3
ARM COMPANY: Il Ph .
ramming of the software and communication devices if separate Ce one:
in advance for the monitoring of the Security System for -
Eceeding the date hereof, and continuing monthly thereafter, all Checkbox Data 4
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4. Not Required fields can be filled out by the sender but are not required for the
form to be sent.

lata Storage and Retrieval ﬁ

Purchase Price:

B plus tax, per month, payable
[tion as a service to be provided, or if

rovides for service on a per call basis, Not Required v
bligated to.............ee.

he sum of § plus tax, per Checkbox Data 5

the month next succeeding the date ~ Checkbox Data 3

ecKDOX Data

bnth, payable in advance .

e an annual inspection of the security CT" Phone:

ber month, payable in _

5 per year. Checkbox Data 4

hent method) $ per month, ~ Checkbox Data 1

onse). _

ubscriber performs this agreement for Checkbox Data 2

scode to the CPU software or change
E years and shall automatically renew Monitoring

ase all charges by an amount not to ~ Checkbox Data 6

e ——

5. The sender may also fill out form data field directly on the template.
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o]

Date: |

Subscriber's Name: [Customer Name]

[ZIZ2]555-1000

STANDARD RESIDENTIAL SECURITY AGREEMENT

Telephone No.: [Phone

Address: [Address 1]

Cell Phone No.l

Subscriber's
Attached chedule of Equipment and Services.)
Purchase Price:  $ ,:‘
Taxes: $
Total: $
Down Payment:  §
Approximate date ww % st
2. DESCRIPTI E < January ¥¥18 >
Check services provided:
Janitdring Su Mo Tu We Th Fr Sa
Euard Responise [ 1 2 3 4 5 6
3. CHECK BOXFORAPPR 7 8 9 10 11 12 13
SERVICES AND CHARG
(a) CENTRAL STATION 14 15 16 17 18 19 20
- (i) Thesumof $__
from the alarm panel if not already 21 22 23 24 25 26 27
28 29 30 3

C (ii) The sum of $
the term-of this agreement comm
payments being due on the first of

m} (b) REMOTE SUBSCRI

pay ALARM COMPANY the sum ¢ VWednesday, January 17, 2018

remote access / video services 10 oo
Dl aral DVD T Caonteal i

do V\idan M

D,

1. ALARM COMPANY NAME (hereinafter referred to as “ABB NAME" or "ALARM COMPANY") agrees to sell, install, and
remises, and Subscriber agrees to buy, an electronic security and or fire alarm system, consisting of the following equig

Balance due upon completion of installation: $

mated date work to be substantially completed:

for ©f

Access/Cameras @r Service

2nt and Services.)

E[@Signal

I:
ALARM COMPANY:
agramming of the software and communication devices

in advance for the monitoring of the Security|
succeeding the date hereof, and continuing monthly th

A [VSD] / CLOSED CIRCUIT TV [CCTV]: Subscriber a
in advance for the term of this agreeme

Vidan Datg

6. Once all Required Assignable Fields and Forms Data fields are filled out you will

see Done at the top of the eForm.

% Close 'O Undo C' Redo

pnt  Complete = Rejected

e 1- Recipients

arks, Michael

Ao Rnssenon Securty S Agosment

h@perennialsoftware.com

ACME Alarms

5001 E. Main St.
New York, NY 10011
(212) 555-1000

1/17/2018

Blo]

Date: |

Subscriber's Name: [Customer Name]

Licensed by the N.Y. State Department of State
License No.:

ST;NDARD RESIDENTIAL SECURITY AGREEMENT

Save

Assignable Fields

Assign All

Required <

Not Required <

Form Data

Required

Telephone No.: (Phone 1] Todays Date

Addrass: [Address 1)

117/2018

Cell Phone No.; J I

Subscriber's premises, and Subscriber a%
er

Attached Schedule of Equipment and Services.)

sa0 [©]
8.
8.

$.

Purchase Price:
Taxes:
Total:

Down Payment: Balance due upon

1. ALARM COMPANY NAME (hereinafter referred to as “ABB NAME" or "ALARM COMPANY") agrees to sell, install, and program at
s to buy an electronic security and or fire alarm system, consisting of the following equipment: (See

Central Station
e ()
(ii)
& Clear

Date of Work

Approximate date work to begin: | 1/17/2018 £3 [ @smated date workto be

117/2018

2. DESCRIPTION OF SERVICES:

Check services provided:
ianitdring =Y @e wodetion [ am‘b Subscriber Access/Cameras
ﬂRes o o« *(See Attach

iedule of Equipment and Services.)

3. CHECK BOX FOR APPROPRIATE SERVICES:
SERVICES AND CHARGES: Only services selected are included:
—{a) CENTRAL STATION MONITORING: Subscriber agrees to pay ALARM COMPANY:
O & | () Thesumors.
from 1h& alarm panel if ot already instalied.

EELr Service : [\amv;&gnal Verification

plus tax for the installation and programming of the software and communication devices if separate

Purchase Price:
200

Not Required

"1 Checkbox Data 5
~) Checkbox Data 3

7. Select Save and Close.
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% Close 'O Undo C' Redo

:nt Conip Rejected
e 1- Recipients Licensed by the N.Y. State Department of State i
w License No.:
arks, Michael n
@perennialsoftware.com AC M E Al a rm S ed ¢

5001 E. Main St. Not Required <
New York, NY 10011
(212) 555-1000

N Form Data
STANDARD RESIDENTIAL SECURITY AGREEMENT Required .
Date: | 11712018 =]
s Name: [Customer Name] Telephone No.: [Phone 1] Todays Date
Address: [Address 1] Cell Phone No. l:]_ :I 117/2018 ]
1. ALARM COMPANV NAME (hereinafter referred to as *ABB NAME® or *ALARM COMPANY") agrees to sell, install, and program at Central Station
agrees to buy, an electronic security and or fire alarm system, of the following (See e ()
Attached Schodulo of Equlpmcnt and Services.)
il
Purchase Price:  $ 200 ‘ ‘ o
Taxes: $, A Clear
Total: $
o A . . Date of Work
Down Payment:  § Balance due upon of S
— 117/2018 i
Approximate date work to begin: | 1/17/2018 i} il date work to be

Purchase Price:
2. DESCRIPTION OF SERVICES:

Check services provided: 200
Mabit &nng Eer\ L0l ecuon M) enm‘é Subscriber Access/Cameras un"‘&r Service [\\amw Fignal Verification
uaﬂ Response (See Allach chedule of Equipment and Services.)

Not Required v

©

. CHECK BOX FOR APPROPRIATE SERVICES:
SERVICES AND CHARGES: Only services selected are included:

(a) CENTRAL STATION MONITORING: Subscriber agrees to pay ALARM COMPANY: — Checkbox Data 5
° ‘ (i) The sum of $, plus tax for the installation and programming of the software and communication devices if separate
from the alarm panel if not already installed. — checkbox Data 3

Multiple Pages

To go to the next page, navigate to the bottom of the form and select the arrow >.
VICES AND CHARGES: Only services selected are included:

CENTRAL STATION MONITORING: Subscriber agrees to pay ALARM COMPANY:

(i) The sum of $ plus tax for the installation and programming of the software and communication device

rm panel if not already installed.

(ii) The sum of § , plus tax, per month, payable in advance for the monitoring of the Securit
this agreement commencing on the first day of the month next succeeding the date hereof, and continuing monthly |
eing due on the first of the month.

REMOTE SUBSCRIBER ACCESS / VIDEO STREAMING DATA [VSD] / CLOSED CIRCUIT TV [CCTV]: Subscriber i
COMPANY the sum of $ plus tax, per month, payable in advance for the term of this agreem
ess / video services to be provided:

[ Local DVR [ Central Station Remote Video Monitoring for Streaming Video Data
[ Video Clips Monitored Upon Alarm Activation Only [ Verification video clips [0 Data Storage and Retrieval
[0 Remote Access By Subscriber [0 Othe scribe):

ALARM SIGNAL VERIFICATION: SutXcriber agre!
in advance for the term of this agreement. If

BV lavifinntinm in ramsirad b lawe AL ADM SAMDANMY

ay ALARM COMPANY the sum of $ plus tax, per mq
riber selects Alarm Signal Verification as a service to be p

1/2 >®

Edit an eForm

If you would like to make an adjustment to the template you will need to select edit. This
will not edit the Template in your library only this instance your delivering to recipients.

To edit a eForm in the eForm Delivery Setup follow the instructions below:
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1.

Select Edit next to the appropriate form.

Forms

© Add Form

Form Name Description

Assigned = Residential Contract | = Residential Contract

’ adpstmer‘tf
i wercwe

Assigned = Forte CC/ACH Authoi | Forte CC/ACH Authoi  J# ran

| < Details

Is

rext

Picture
Pignature
nitials
Bhape
Fheckbox
RadioButton

Page #

red Data

tomer
tomer Site

Im Data

d Field
ell Phone
entral Station

heckbox Data

Make the adjustments to the template and select Save and Details to go back
Note: | provided an example below of a field | wanted to make editable for a
recipient

(# Edit Example Data Preview @ Save |

1 2 3 4 5 6 7 8
Ll bbbt oo B Lon o B Lo Bt Lo ton Bt Lo on B o Lo o o Lo o B Lo Cust N .
Licensed by the N.Y. State Department of State » ustomer Name
License No.: E
v 3 .
= £ Can Edit
2 L
ACME Alarms 0 o
5001 E. Main St. F
New York, NY 10011 =
(212) 555-1000 = Alignment v
]
STANDARD RESIDENTIAL SECURITY AGR ENT = EI=|=E|=E
Date: [Todays Date] F
s Name: SICustomer Name] Telephone No.: [Phone 1] E Format v
L w . _— =
Address: [Address 1] Cell Phone No.: [Cell Phone] E BlIluls
1. ALARM COMPANY NAME (hereinafter referred to as “ABB NAME" or "ALARM COMPANY") agrees to sell, install, and program at F N
Subscriber's gremisas. and Subscriber agrees to buy an electronic security and or fire alarm system, consisting of the following equipment: (See = Size:
Attached Schedule of Equipment and Services.) E_ . =
Purch =2 Inherited Size v
o Purchase Price:  § [Purchase ==
Taxes: 3. F Font:
Total: $ — Inherited Font v
Down Payment:  § Balance due upon of i S =
= Color: . v
Approximate date work to begin: [Date of Work] date work to be =
o - 2. DESCRIPTION OF SERVICES: - Background: v
Check services provided: =
" IMonitoring (| Service [ | Inspection ["|Remote Subscriber Access/Cameras || Runner Service ) Alarm Signal Verification -
"IGuard Response [ Other: (See Attached Schedule of Equipment and Services.) —
= Make Full Width
> 3. CHECK BOX FOR APPROPRIATE SERVICES: =6
@ SERVICES AND CHARGES: Only services selected are included: =
(a) CENTRAL STATION MONITORING: Subscriber agrees to pay ALARM COMPANY: =
@ (i) The sum of §. plus tax for the installation and programming of the software and communication devices if separate -
from the alarm panel if not already installed. =
1 @ I (i) The sumof § plus tax, per month, payable in advance for the monitoring of the Security System for -
tnie term of this agreement commencing on the first day of the month next succeeding the date hereof. and continuing monthly thereafter, all _ 1
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Push Document

If checked the document will automatically be saved to SedonaDocs for the customer
selected. Based on the data type for the integration (customer, site and system) is what
level the document will be saved at. If the button is not checked you may manually push
the document on the Home Page after the eForms are completed.

Preview @ Delete = <Send

% Cancel Changes Save Changes

Stages @ Sent | Rejected  Complete Details
© Add Stage Name Residential Contract: Justin DeBaggis
Description Residential Contract: Justin DeBaggis
x Expi
. xpires On
Stage Name: Subject: 2/13/2018 ic]
Stage 1 Residential Contract: Justin DeBaggi
© Add Recipient Override Email Body Forms
Email Name © Add Form
Form Name Description
Justin@perennialsoftware.ci| = Marks, Michael & Delete

Assigned | Forte CC/ACH Authoi| = Forte CC/ACH Authoi | ¢ Edit [ Delete

© Add Stage Assigned | Residential Contract | Residential Contract & Edit @ Delete

Email
Subject: @

History

History will show an audit trail of any add, updates or interaction by a recipient or user.
Click on the drop-down arrows next to the action to see more specific details.

Tracking History for

Action Y Message Y User Y Date
pdate Package Instance was Updated Debaggis, Justin 1/17/2018 1:46:23 PM
pdate Package Instance was Updated Debaggis, Justin 1/17/2018 1:38:00 PM

pdate Package Instance was Updated Debaggis, Justin 1/14/2018 9:56:28 AM

Package Instance was Added Debaggis, Justin 1/14/2018 9:48:33 AM

‘o« ° > M 1-dofditems O
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Send

Once all eForms are set at assigned you may send the eForm. If it is greyed out, you
need to assign a recipient to an unassigned required field or fill in a required form data

field.

o Assi%n Residential Contrac' = Residential Contrac =
- 1 Unassigned field and O blank reguired field.
ASSIQnE\I TVt yurAaviti i muauany g D rwvitt vurmun Auth( .l
Email
Ciihinnt £

Once completed select Send.

Preview T Deleft < Send
% Cancel Changes Save Changes

Residential Contract: Justin DeBaggis

Residential Contract: Justin DeBaggis

Sign Now

After the form is sent Sign will be available on the stage next to the recipient. If you are
on site with the recipient select Sign to bypass the recipient having to wait for the email.
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‘D History Push Document © Preview T Delete
‘O Undo
Stages [2) Sent  Rejected  Complete Details
% Name Residential Contract: Justin DeBaggis
SERRHLE L Description Residential Contract: Justin DeBaggis
Stage 1 Residential Contract: Justin DeBaggi
Expires On 2/13/2018 i)
Override Email Bo
© Add Recipient " o)
Email Name
Forms
0 Justin@perer Marks, Micha Resend @ Delete
Form Name Description
Assigned  Forte CC/ACH Authorization Site  Forte CC/ACH Authorization Site - Blank
© Add Stage

Assigned Residential Contract - KK Demo  Residential Contract - KK Demo

Email
Subject: @
Resend
To manually resend the eForm to the recipient select Resend next to the stage and
recipient.
"D History Push Document @ Preview @ Delete
'O Undo
Stages @ Sent  Rejected  Complete Details
x Name Residential Contract: Justin DeBaggis
SERLED S Description Residential Contract: Justin DeBaggis
Stage 1 Residential Contract: Justin DeBaggi
S ; Expires On 2/13/2018 )
© Add Recipient ST 2y
Email Name
Forms
0 Justin@perer  Marks, Micha, & Sialf < Regend [@jDelete
&p Form Name

© Add Stage

Description
Assigned  Forte CC/ACH Authorization Site  Forte CC/ACH Authorization Site - Blank

Assigned Residential Contract - KK Demo  Residential Contract - KK Demo

Email
Subject: @
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Recipient Completing Emailed eForms

If you select Sign you will be able to bypass the email process.

1. Recipient will receive emailed eForm.

Residential Contract: Justin DeBaggis

Your Company Here <noreply@perennialsoftware.com>
Ly Justin Debaggis
Wednesday, January 17, 2018 at 2:03 PM

Show Details

Residential Contract: Justin DeBaggis

Your Company Here

Justin Debaggis sent you a document to review and sign.

Sender:
Justin Debaggis
justind@perennialsoftware.com

Marks, Michael,

Please review and sign Residential Contract: Justin DeBaggis.

Thank You,
Justin Debaggis

2. Select Review Document to view the eForm(s) .
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Residential Contract: Justin DeBaggis

Justin Debaggis
Wednesday, January 17, 2018 at 2:03 PM

Show Details

Residential Contract: Justin DeBaggis

Your Company Here <noreply@perennialsoftware.com>
L3

Your Company Here

Justin Debaggis sent you a document to review and sign.

i

Sender:

Justin Debaggis

justind @perennialsoftware.com
Marks, Michael,

Please review and sign Residential Contract: Justin DeBaggis.

Thank You,
Justin Debaggis

3. Navigate to the bottom of the electronic signing Disclaimer and click Accept to
view the eForms
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one .
Discamer & °

Please review signature terms and accept below to continue.
To let us know of a change in your e-mail address where we should send notices and disclosures electronically to you, you must send an email message to us at support@AlarmBiller.comand in the body|
request you must state: your previous e-mail address, your new e-mail address. We do not require any other information from you to change your email address.

In addition, you must notify Perennial Software, Incto arrange for your new email address to be reflected in your eFormsaccount by following the process for changing e-mail in the eFormssystem.
To request paper copies from Sedona0fficeTest

To request delivery from us of paper copies of the notices and disclosures previously provided by us to you electronically, you must send us an e-mail to support@AlarmBiller.comand in the body of such|
you must state your e-mail address, full name, US Postal address, and telephone number. We will bill you for any fees at that time, if any.

To withdraw your consent with SedonaOfficeTest
To inform us that you no longer want to receive future notices and disclosures in electronic format you may:

i. decline to sign a document from within your eFormssession, and on the subsequent page, select the check-box indicating you wish to withdraw your consent, or you may;
ii. send us an e-mail to support@Alarmailler.comand in the body of such request you must state your e-mail, full name, US Postal Address, and telephone number. We do not need any other information
to withdraw consent. The consequences of your withdrawing consent for online documents will be that transactions may take a longer time to process.

Required hardware and software

Operating Systems: Windows® 2000, Windows® XP, Windows Vista®; Mac 0S® X

Browsers: Final release versions of Internet Explorer® 6.0 or above (Windows only); Mozilla Firefox 2.0 or above (Windows and Mac); Safari™ 3.0 or above (Mac only)
PDF Reader: Acrobat® or similar software may be required to view and print PDF files

Screen Resolution: 800 x 600 minimum

Enabled Security Settings:Allow per session cookies
** These minimum requirements are subject to change. If these requirements change, you will be asked to re-accept the disclosure. Pre-release (e.q. beta) versions of operating systems and browsers arf
supported.

Acknowledging your access and consent to receive materials electronically

To confirm to us that you can access this information electronically, which will be similar to other electronic notices and disclosures that we will provide to you, please verify that you were able to read th|
electronic disclosure and that you also were able to print on paper or electronically save this page for your future reference and access or that you were able to e-mail this disclosure and consent to an a¢
where you will be able to print on paper or save it for your future reference and access. Further, if you consent to receiving notices and disclosures exclusively in electronic format on the terms and condi|
described above, please let us know by clicking the ‘I agree’ button below.

By clicking the ‘I agree’ button, | confirm that:
® Icanaccess and read this Electronic CONSENT TO ELECTRONIC RECEIPT OF ELECTRONIC RECORD AND SIGNATURE DISCLOSURES document; and
* | can print on paper the disclosure or save or send the disclosure to a place where | can print it, for future reference and access; and
* Until or unless | notify SedonaOfficeTestas described above, | consent to receive from exclusively through electronic means all notices, di and other|
documents that are required to be provided or made available to me by g the course of my ip with you

=0

4. Select the eForm and field(s) on the left.

Note: The required/not required field will be listed under the eForm. By
clicking the field, it will automatically take them to the specified field.

o = Preview

Disclaimer @

Residential Contract - KK 0
Demo

Checkbox Data 3

Signature 0 x

Forte CC/ACH Authorization @
Site

NOIICE UF CANCELLAITIUN

YOU, THE BUYER, MAY CANCEL THIS AGREEMENT.
ATTACHED NOTICE OF CANCELLATION FORM FOR AN EXPLANATION

OF THIS RIGHT.

SUBSCRIBER:
Click to Sign

X

SEE THH

Subscriber/Buyer: Signature

Print Name

5019 Main St.

Address

ACME Alarm Company:

»J

e 20 7
/ﬂ;/fn \A 2 7

By:

5. Click Click to Sign on the signature field.
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SUBSCRIBER: Chick S@
ick to Sign

X

Subscriber/Buyer: Signature

L

6. Sign with finger/mouse or select Use Font to use a custom font for the signature.

SUBSCRIBER:
Click to Sign
X
Draw | UseFont X
Name: B
Marks, Michael
A Clear Sign above Accept

7. After all required fields are filled out a green Accept button will appear in the top
right of the eForm.
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ﬁﬁg Preview

Disclaimer

NUIICE UF CANUELLAIIUN
YOU, THE BUYER, MAY CANCEL THIS AGREEMENT. SEE THE
ATTACHED NOTICE OF CANCELLATION FORM FOR AN EXPLANATION
OF THIS RIGHT.

OO 1]

Residential Contract - KK

Demo n SUBSCRIBER: s
I _——Glick to Sign
Checkbox Data 3 S im
« >

Signature 0 v

Subscriber/Buyer: Signature

Forte CC/ACH Authorization (2)

Site Print Name
5019 Main St.
Radress
ACME Alarm Company:
e \39 > O
oy: %1//” e 77/14'1

[ Save Progress m m

Save Progress

8. The completed document will be emailed to the recipient and sender.

Success

VS _ permonth,

rforms this agreement for
CPU software or change

hall automatically renew
Ees by an amount not to

The completed document will be emailed to you
as a PDF.
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Important Note: After all stages and eForms are completed each recipient and
sender will be notified with an email and PDF copy of the completed eForms.

Isoftware.com>

Your Company Here <noreply@p
Justin Debaggis

Wednesday, January 17, 2018 at 2:23 PM
Show Details

=z Residential Contract... o
rof | 395.2 KB

|~ Download All Preview All

e

Residential Contract: Justin DeBaggis

Your document has been completed

Justin Debaggis
justind @perennialsoftware.com

All parties have completed Residential Contract: Justin DeBaggis

Your Company Here
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Home

The Home screen is broken down into two main sections, active forms and complete
forms. This view will allow the user to see forms that have been completed by
customers and manage active forms that have yet to be completed.

one

eForms

Drag a column header and drop it here to group by that column

Home o
@ Active Forms
[ Templates . . " ~ .
© Add Single Use Form 7 Send Template(s) Show Just My Forms Show Inactive Show Expired
#~ Setup
] Drag a column header and drop it here to group by that column
& Justin
S Id Yy Id Y Name Y Description Y Sent Y CreatedBy Y Expires On Y Modified +
f eForms
149 0 test test No Debaggis, Justin 2/10/2018 9:54 AM 1/11/2018 9:54 AM|
© Support Center
R o > m 1-1oflitems &
= Tasks 7
@ Logout Complete Forms

Show Just My Forms | Show Archived [

. Y Id Yy Name Y Description Y Created By Y CompletedOn + Y

150 O Residential Contract: Justin DeBaggis Residential Contract: Justin DeBaggis Debaggis, Justin 1/17/2018 2:29 PM -1
148 O Resi Contract - Justin DeBaggis Resi Contract - Justin DeBaggis Debaggis, Justin 1/11/2018 9:45 AM =
147 o Michael Marks Michael Marks Debaggis, Justin 12/21/2017 9:18 AM ]
s @ test test Debaggis, Justin 12/15/2017 10:00 AM =
144 O proposal Debaggis, Justin 12/5/2017 1:21 PM -]

Active Forms

Active forms are forms that | have sent to a recipient(s) and have not yet been 100%
completed.

Active Forms Components

+Add Single Use Form: This is used to send a one-off form that won’t be saved
as a template. For example: Sending a proposal for John Smith and you would
like to send it out electronically.
Send Template: One location to send templates from your template library.
Show Just My Forms: If you are a manager and can view forms created
by/delivered by other users, this filter will show only your forms.
Show Inactive: Any forms that are deleted in the Active Forms are set as
inactive.
Show Expired: Any forms that are past the expired data are added to this
queue.

d Yy
Form ID: ' clicking this link will drill you into the eForm delivery setup for the
selected form.

Edit:
form.

The edit button will allow you to edit the Name and Description of the
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e Delete:

check the inactive queue and delete.

Change Expiration Date on Expired Form

1. Navigate to Home .

3 Templates

4~ Setup 4
& Justin

f eForms >

® Support Center

= Tasks 7

ca 1 s

eForms

Active Forms
© Add Single Use Form <7 Send Templatd

Drag a column header and drop it here to group by thd

Id Y Id Y Name b (
145 0 test
140 0 System: Burglar Alarm - 123

139 0 System: Burglar Alarm - 123

2. Select Show Expired.

Show Just My Forms Show Inac

N
Y Sent Y CreatedBy Y Expires Or
Yes Debaggis, Justin 1/11/201¢
m-123 No Debaggis, Justin 12/30/201
m-123 No Debaggis, Justin 12/30/201
m-123 No Debaaais Justin 12/30/201

3. Click on the ID next to the form.

This will send the form to the inactive queue. To permanently delete
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d vy i
>
145 0
€Dk
139 0
138 0
133 0

Y Name Y

test

System: Burglar Alarm - 123

System: Burglar Alarm - 123

System: Burglar Alarm - 123

Contract

Description

test

System: Bu

System: Bu

System: Bu

Contract

4. Click on the date icon in the Details section to change the date.

Complete Details

Name
X

Description

Expires On

Forms

Assigned

Email
Subject: @

System: Burglar Alarm - 123

System: Burglar Alarm - 123

12/30/2017 ?
< December 2017

Su Mo Tu We Th Fr Sa
Form Nar
Descriptit

test cont;
testcont; 17 18 19 20 21 22 23

24 25 26 271 28 ng

31

Sunday, January 21,2018

System: Buralar Alarm - 123

5. Select a future date.
6. Select Save Changes.

Push Document @

plete Details

Name
Description

Expires On

(8 Preview © Delete

X Cancel Changeg

System: Burglar Alarm - 123
System: Burglar Alarm - 123

173172019

Saveé:):anges

1 Send

7. The form will now be moved to the Active Forms on the Home page.
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Complete Forms
All eForms that have been 100% completed by all recipients and stages.

Complete Forms Components

* Show Just My Forms: If you are a manager and can view forms created
by/delivered by other users, this filter will show only your forms.

* Show Archived: View all the archived forms that were completed and archived.

* Archive: Archive will take the completed form out of the Complete Forms
section and send the document to the companies archived forms. eForms in the
archive will exist in this database for the forever.

* Push Document: l;ﬂ Clicking the push document Icon next to your completed
form will push the completed document to SedonaDocs. If the button is greyed
out, either the template was not integrated or the document was already pushed.

* Download PDF: To view the PDF copy of the completed form select the
download PDF button next to the completed form.

d vy

* FormID: ™ Clicking this link will drill you into the eForm delivery setup for the
selected form. From here you can download the completed eForm and Signing
Certificate.

Archive Documents

1. Navigate to the Complete Forms on the Home page.

eForms
Home o
I & &'“.T.‘l Active Forms
[ Templates =
© Add Single Use Form < Send Templatd
# Setup >
Drag a column header and drop it here to group by thg
& Justin
N Id Yy Id Y Name v
f eForms >
145 0 test
® Support Center
140 0 System: Burglar Alarm - 123
= Tasks 7
=i " 139 0 System: Burglar Alarm - 123

2. Select the appropriate form.
3. Click the archive button.
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Show Just My Forms Show Archived

Drag a column header and drop it here to group by that column

Y Description Y Created By Y CompletedOn + Y
ract: Justin DeBaggis Residential Contract: Justin DeBaggis Debaggis, Justin 1/19/2018 12:16 PM !: 1
ustin DeBaggis Resi Contract - Justin DeBaggis Debaggis, Justin 1/11/2018 9:45 AM -]
Michael Marks Debaggis, Justin 12/21/2017 9:18 AM -]
test Debaggis, Justin 12/15/2017 10:00 AM -

4. To view the archived documents select Show Archived.

Show Archived :\/w )

Show Just My Forms

ompleted On + Y

17/2018 2:29 PM [~

1/2/2017 2:29 PM ] Q

Download Completed Form and Signing Certificate

1. Navigate to the Home page.

setllina
o e eForms

Home =
& | Active Forms
[ Templates
© Add Single Use Form <7 Send Templatq
/&~ Setup 4
Drag a column header and drop it here to group by thg
& Justin
‘ Id Yy Id Y Name b (
f eForms >
145 0 test
® Support Center
140 0 System: Burglar Alarm - 123
= Tasks 7
I 139 0 System: Burglar Alarm - 123

2. Navigate to the Complete Forms.
3. Click on the form ID.
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Complete Forms

Id Yy Id Yy Name

Residential Contract: Justin DeBaggis
Resi Contract - Justin DeBaggis

Michael Marks

146 @ test
144 @ proposal

Drag a column header and drop it here to group by that column

Y Description

Residential Contf

Resi Contract - J

Michael Marks

test

4. Select Certificate (signing certificate) and Download (completed eForms).

» Ce&i;cate

Residential Contract - KK Demo

Complete Details
% Name Residential Contract: Justin DeBaggis
Description Residential Contract: Justin DeBaggis
Forms
Form Name
Description
. Residential Contract - KK Demo
Assigned [® Download

%) Download

Add Single Use Form

1. Navigate to the Home screen.
2. Select +Add Single User Form.
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se(ﬁna
o e eForms

& Home

Templates
71 Send Template(s)

#~ Setup 4
prit here to group by that column
& Justin
. Id Yy Id Y Name Y Descriptiof

f eForms >

140 0 System: Burglar Alarm - 123 System: B|
® Support Center

149 0 test test

= Tasks 7

@ Logout PRy ° S

3. Enter Name and Description.

eForms X

Proposal: Justin DeBaggis

Description:

Proposal: Justin DeBaggis

Integration:
None v
Upload PDF:
Select files...

ESave

4. Select Integration SedonaOffice (only if you want to integrate see SedonaOffice

Integration)
If integration selected, pick a data type

Upload a PDF or leave blank to use the WYSIWIG Editor
Select Save.

No o

Page 110 of 111



2018 SedonaOffice Users Conference

SedonaOne eForms

eForms

Proposal: Justin DeBaggis

Description:

Proposal: Justin DeBaggis

Integration:

Upload PDF:

Select files...

Completed Sales Proposal.pdf

8. Follow steps outlined in Design Mode and Delivery Mode.
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