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Registration/Authorization on the "Document.Online" portal

To get started with the Document.Online portal, go through the registration process to create a user
account. To do this, on the main page of the service https://document.online/ click "Login".

D DOCUMENT.ONLINE ERWET e i e .,F
S S
@@

 beabe to work with documents 24/7 from
anywhere n the world,using your smartphone,tablet
laptop

Modern
eDocument
workflows

—

‘ make your documents legaly vald in 10 seconds by,
using a Gigital signature and Document Onlie

« callaborate intemal and with partners ina single
service

Registration

You can create an account:
1. via one of the social networks (short
registration);
2. using mobile ID;
3. by clicking on the "Register" button.

Document.Online
Sign in using your account

GO=0Q

° E-mail
-

@' Password ®

Forgot password? Need help?

After clicking the "Register" button, enter all the necessary data in the registration form and click
"Register".

back to
Content
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Document.Online
Create an account

E-mail

Name

Last name

Password

Password confirmation

Phone number

= +380 ~

O¢c @ ®

| agree to the terms and conditions of
public offer

REGISTRATION

An e-mail will be sent to the specified mail, where you need to confirm the registration by clicking on the
link in the letter from the service "Document.Online".

Document.Online
Your registration is almost completed

We sent you a confirmation email with a link to
activate your profile. Please check your email and click

the link.

CHECK EMAIL

Authorization / Login

If you already have an account in the system, log in with a login and password (or use the login via
social network).

Document.Online
Sign in using your account

Signin
(“. [l
7 u
OR
® E-mail
-
Password

o) Lo}
Forgot password? Need help?

Password recovery If you have forgotten your account password, click on the "Forgot your password?"
Button. In the modal window that appears, specify the e-mail with which you logged in to the service,
and click "Confirm". An e-mail will be sent to the specified e-mail with a link to change the password.




Password recovery

If you have forgotten your account password, click on the "Forgot password?" Button.

In the modal window that appears, specify the e-mail with which you logged in to the service, and
click

"Confirm". An e-mail will be sent to the specified e-mail with a link to change the password.

Document.Online
Password recovery

Please enter the e-mail

E-mail

CONFIRM

back to
Content




Work settings

How to invite an employee or contractor to the
system?

You can invite a user to, register in the system through the menu item "Invite user" in the account.

T2 DOCUMENT ONLINE

—— —_—— —— —— £ Protiesetiogs
(Fomre | [0 | (O ] [7= ] (o] =]
[©e—][€ ; o B
= e e
O e N s, (- s . s < Fowtromes ;Y
Nouments 4 —
[S—— soazez2 Recaton Q - 5]
P A
g - gpm e Q I ey
St s
O - sam e c -
- amm © msnonn on
tosign O Toroeiment caoaz0ez ot © ° [ vy
==
sty
wapon 2o
T Tpm— [a Qi SPRE, oacazazz Agroomant Q  Froowmes fr— prre—
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e
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My sections. *
Send report
LigaSREPORT

In the modal window that opens, enter the user's e-mail (one, or through someone - several), write a short
cover letter and click "Send":

[ com @

oot

B M1 vite you 0 jon Document Oniine!

B | rmmmen

The invited user will receive a corresponding letter to the specified email:

info@document.online

D DOCUMENT ONLINE

Dear User!

New User Invitation
User djc com has invited you to join Document.Online and left you a message:

Hi! I invite you to join Document.Online!

Join Document.Online

https://document.online/app/documents/all/
Sent by
Document.Online

If you have any questions, please, contact us via phone 099 499 29 11 © 2022 Document.Online

or e-mall info@document.online




Work settings

How to configure the contractors list?

For convenient and fast work with the system, you can create a directory of your contractors.

To do this, select "Counterparty Directory" in the account settings menu.

D ONLINE | juan om0 M % £
= (o ) (O ) (O ) (2= ] (o] * ™™ ()
B Conractors st
Documents PR
0 tem » s e Myset.. s St Aunex e < Fowtempistes ;Y
Al documents 4 y 4
T e T P
P e
e T / Pt
S O = Agreomont @ N— &
Requess: reeosPRXEICIHKAZY
osn 0O eoE 1Ren Agreement @ Farva Mascoa. s Moxoens.
i
s
s BT TR e b
© Packages O Q s Dewe Korosoad
© My packages o Q s —
Archive
o
My sections.
Send report
Ligs@REPORT
H n n
Click the "Create contractor" button to create a new
card.
D) DOCUMENT.ONLINE  Bocumant name or document umber Q[ oo somen Garenn g @ @ 2 - -
Documents & -
Full name’ Pnooe ‘Comparvy name. Idertdcation code Position Your identifier
Al documents
djor som 2
My docurments
M e m 3 -2 '
‘Shared with me
) By “Onine tuh oo 38 +2 Il
R Ko axo e v a8 = L]
10 sign by stamp.

Fill in the data on the contractor card. Click

1Q 1
aAveo .
Contractor information x
.
Emait Proce
Comparny name * Identication code
Postn _ Yowiowuta
Al
Indhvicdual Tax Number Account
Bank name MFO

If this contractor is not registered in the "Document.Online" system - invite him to become a user. To do
this, click on the icon:




Work settings

Add the accompanying text to the invitation and click the "Submit" button. You can edit or delete the
created counterparty card at any time.

back to
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Setting the list of document types

You can set up a list of frequently used documents via the "Document types" menu item in your account.
Click on the user icon to open the menu.

. e ok = 4 067 41920 11 Ao =
D) DOCUMENT ONLINE  Document name or document number Q[ exterod sonren Ooodnzel; ON @ P e s
— £ Profile settings
B} Contractors fist
A documents
Documents ~
O MNeme » e Type Mysct. Suns Sancer At Fo < Flowtemplates | Y
Al documents 4 :
O sceymmssss 092022 Revocation ® Ao Karoscurnn A Korocuos Koroacusd flvwn ropomns [ Document types
o9 0 22 >
My documents.
0O m 1 09092022 Agrverment Q  Intemoomsoliv... Amwc Koroecuma Reenc KoToncuont 4 Invite users
‘Shared with me .
y 0 e 1 0092022 Agronment © Rowwe Katoacusm Do Koroncash TOKYMENT. — Logout
tosign O Toeoriment 02002022 Aorooment & ¢ Fanwa Museas Farwa Mixocas /
10 sign by stamp
to approve
Checked documents. - 1 09.09 2022 Agreement o Processed Revnc Katoscommi Remenc Koroncwws

In the window that opens, select the types of documents you need by checking each of them, and
click "Save":

Document types settings X
Search Q
D rsumm calculations to D 3rd parties Invoi

Ac
[m] ceptance certificate

[ Acceptance certificate

[ Accounting certificate

adjustment

[ Act of acceptance-transfer

(m] Acceptance write-off of
materials

Act on amending the wage
changes

[ Addendum to the Contract [ Addition [0 Additional Acceptance
[ Additional agreement [ Advance report [ Agreement

[ Application [ Application KB-2v [ Application KB-3

(] ﬁ.“’;‘,‘:"”mm‘ Application form [ Balance sheet

[ Bank guarantee [ Channel information [ Check

Checklist

[ Comissioner's report

(m] Common discounts

assignment

Computation of separation i Contract of SPA-
[m] ity [ Confirmation of an order [m} membership
[ contracts [ Credit application [ Delivery Request

. o Detailing the Act of

[ Desivery note [ Oescription [ Beagimii
() Difference invoice O oraft 0O ot
[ E-invoice [0 Encashment [ Estimate
M1 Evirant 1 Fund Tranetor Inetnetinn 1 Rande doenateh nate

Save

In the window that opens, select the types of documents you need by checking each of them, and
click "Save":

Upload file x
Ridisoisne 7 O —
M e 5o .20 M8
Fiéa namo
Document date 141 v d
10272022 ®  pmber
Adjustment calcuiations to tax |
invoice
End date 2] Sum
3rd parties acceptances
Acceptance Invoice
+ Acceptance cortificato
Identification coge Noceoh cate
adjustment
Identification code Acceptance write-off ol
materials
Accounting certificate
Addtional data publc)  +
Name Voo x
Additional data (private) <
Name Vakos %

Upiond
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Workspace column settings

Display documents in the "Document.Online" system

Documents available in your account are listed.

D DOCUMENT.ONLINE  Document name or document number Q Garaean o, @ p i Koroncod
m < . ¢ < 7 =) B s =

Al docunents
Documents «

1]
&
-«

= = e T— = = =]

Al documents 4
00202z Revocation ®
ocaoa ez

My documents

anaoms pysivserset B el s, i e Wrmae it

Available fields in the list of documents:

1. Name - the name of the document. Specified by the author of the document when loading it into the
system.

. Ne - document number. Specified by the author of the document when loading it into the system.

. Document date - the date on which the document was issued. Specified by the author of the
document when loading it into the system.

. Creation date - the date of creation of the route of approval to the document in the system.

. Type - the type of document. Indicated by the author of the document when loading it into the system,
selected from the list of certain types of documents (Act of work performed, contract, invoice, etc.)

6. My actions - are the action you expect or have taken on the document. Filled by the system
automatically.

. Status - the status of the document in the system within your account. Filled by the system
automatically. Sender - is the name of the user who sent you the document. To be filled in for incoming
documents.

. Author - is the name of the user who uploaded the document. Filled in automatically by the system.

. Sides - persons who are listed in the document as parties. Indicated by the author of the document
when uploading it to the system.

w N

(SN

N

O 00

To adjust the number and width of the columns displayed in the list, click the Settings icon.

£ Croate workfiow L/_:>/"[;".< ‘ (\)L 0 2 Edit ‘ GD Link B save~ BB vove -
pe My act... Status Sender Author Sides = E Y
evocation "’.‘\'\, Rexwc KoToscbkii Aexunc Kotoscexuit Kotoscexui [eHuc Iroposus
>/ v
greement o In the process of rev... [eunc Kotoscexkui Aennc Koroacsxuit

The "Column Options" window allows you to display the number of columns you need from existing ones
and add new columns.

11




The additional columns created by you will display the data you entered in the fields "Additional data"
(public) and "Additional data" (private) when uploading documents to the system:

Upload file X
l Choose file A Upioad external signatures
Maximunm file size is 20 MB
File name
0 (3 mem.yyyy)
3/20 @ Type Number

End date a Base document number Sum
Sides 4

Identification code Name X
Identification code Name
Additional data (public) +

Name Value X
Additional data (private) +
Name Value X

Upload

To not display a column, select the desired column and press the "Left" button to remove it from the list of
current columns.

Column settings X

Edit columns for section: All documents

Width
Additional column ) e [} %
Autofit columns [ Apply to afl sections
Restore default settings CANCEL SAVE

The column will go to the "Available columns" section, where you can return it at any time.

It is also possible to create and add a new column to display additional data on documents. To do
this, enter the name of the additional data in the "Additional column" field and click on the "+" icon.

Column settings X

Edit columns for section: All documents

Avaliable columns

[Progress
With deadline overdue

E: date

Task without documents(resol
Upload date

Order is confirmation

Name of active group
Participants of active group  *
Action is expected from

End date

Sum

Autofit columns [ Apply to all sections
Restore dofault settings CANCEL SAVE




The new column will be added to the "Available columns" list, from where it can be moved to the "Current
columns" section by selecting and clicking on the "right" button.

Column settings X

Edit columns for section: All documents

Avaliable columns

|Action is expected from
End date

'Sum

'Base document number
|Status of registration
‘Links

\Error

|My identifier

cted

[varTe U avave group
|Participants of active group /o

Autofit columns [ Acply to ail sections
Restore default settings CANCEL SAVE

Select a column from the list of current columns and use the up and down arrows on the right to set the
desired order of the columns.

The Auto Column Alignment item lists the current columns full screen in proportion to the values specified
for the columns. If you want to adjust the width of the columns for display - uncheck the auto-alignment.

Use the Restore Defaults button to restore the default number and order of table columns.




Sections of documents

All documents in your account are divided into the following sections:

Section name Description of documents
All documents All documents created by you or available to you

My Documents Documents created by you
Shared with me Documents sent to you by other users
To sign Documents sent to you for signing
To sign by stamp Documents sent to you for signing by stamp
To approve Documents sent to you for approval
Checked documents Documents that you have marked with checkboxes for mass actions with them
Archive The section where you can save processed documents
Trash A section where you can save documents that are not relevant to you
Packades The section that displays the packages | have access to, including the

9 account packages associated with my account
My packages

The section that displays the packages that belong to the account under

Tasks which the user logged in

A section that will display tasks that require certain actions on your part
Here are the sections you created

My sections +

Important: Documents transferred to the Archive or Trash are not displayed in the "All
Documents" section.

back to
Content
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Setting the initial section to display

If you most often work with a certain section of documents (for example, "Packages"), you can configure
the system so that after logging in to your account automatically opens this section. By default, the "All
documents" section opens.

To do this, go to Profile Settings.

D DOCUMENT ONLINE  Document name or documant number Q p————

0 B2
e
Documents ~
0O tame
Al documents.

Myact... Status

% 06741920 11 o - . 2
Oomosmenn ON @ £ o

8
Sdes <

-

Contractors list

Flowtemplates ;Y

Your checked documents it bo displyed in s sacton, B Document types

My documents

+  Iowite users
Shared with me

“ Logout
tosign
0 3ign by stamp

In the "My Settings" section, select "Section
Settings".

D DOCUMENT.ONLINE  Document name or documant rusmber Q| ;m:;gg;: o @ p . . &

Documents ~

Al documents Your idontifiors: ()

’EP)KQAKYHIBIII.OHHAP?H
e = = oo
Shared with me Add identifier
Requests:
to sign Emails:
to sign by stamp 2 © donico0Tagmailcom
- NOVUSrenr
Checked documents. Add GLN o stant receiving cocument
©) s crat wen Do O Genorate renter's GLN

@ Packages

(@ My packages

e =

Trash

© LIGA:ZAKON

My sections  +

Send report My settings
Liga@REPORT

B Go to contractors ist B Document types = Section settings

In this window, select the section that will open automatically after entering the office.

Also in these settings, you can collapse the list of main sections, if you mainly work with "My sections",
ie created by you personally. To do this, clear the "Show section list in expanded form" checkbox.

Click "Save".
Section settings X
soctio I 2

Show a full list of sections

—

The next time you enter to your account, the "Packages" section will automatically
open.
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Tariffs and payment

Tariff connection and payment for services
To pay for a package of services, follow these steps:

1. Go to User Profile Settings.
2. Go to the Subscriptions section and click Pay.

Demo 10 documents 27.09.2000 27082022 2 2 v Active

3. You can choose the appropriate tariff and pay in a way convenient for you (pay by card or issue an
invoice).
Choose subscription X

Your 10 free docurments per month have been used. Please choose an appropriate subscriprion to upload more
documents,

Plan

1000
documents per year

Plan

10000
documents per year

Iagree to the terms and conditions of sing “Document Online”

CREATE A BILL PAY WITH CARD

You also have the opportunity to choose an individual package if no tariff suits you. To do this, leave a
request at https://document.online/, indicating your name, e-mail, and phone number on the portal, and
our manager will contact you.

Plan

Advanced

Process more than
10 000 documents per year?

We will create a rate plan exactly for
your company needs.

Name:

Email:

Phone: +380

16




Work settings

How to connect an employee to your tariff?

To share the same subscription with your employees or contractors, follow these steps:

1. Go to User Profile Settings

1) DOCUMENT.ONLINE  Occimans rams o docment e AT Garaenn g, @ @ 2 :""'lj
o= (o= =) == A (o]
Documents « -
O em - W‘rw":: Trve Myact.. Sums Sencer Author oo =27
‘ O sueuocses 09092022 Revecation ® 5 Dewme Kotoacwomt Fiewanc Koroncush Kotoacuwnd flowwc lroposas
documents.
o 0O m 1 W22 Agroement ° &
‘Shared with me.
0O tem 1 09092022 Agreement @ [ .
Requests: - NPEOBPAXEHCHKA 27

2. In the "Users who use my subscription" section, click the "Add" button and enter the email addresses
of the users with whom you want to share a subscription:

The user to whom you have granted the right to use your subscription will receive an email.

If you want to unsubscribe from a user, just click the "x" next to the appropriate user:

Users | share my subscription with

User Date Romave
" “ = —ls)

back to
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Work settings

Editing your profile

In the upper right corner, click on the profile image and then on "Profile Settings".

D) DOCUMENT ONLINE  Document name or document nusnber 2 [Commsedsensn ] arsman g0 @ M & iy -
Fme (o= (6= (7= o) ==
L Somme [ O L O L2 e e e
- Checked documents.
O teme " s Tyoe Wyoct.. Suna Sender Autree Sdm < Flowtempiates ;Y
Document types.
My documents.
4 Inwite users
Shared with me
»  Logout
tosign
1o 5ign by stamp

Then click the "Edit Profile" button and change the required information: last name, first name or phone
number.

Click "Save". Changes will be

saved.
Edit profile X
[} choose file
Maoimum file size i 20 MB

2. Profile info
K
First namae *
Phooe

= 438
Change password

— .




Using the dashboard

Details of the document can be viewed in the list of documents, without opening the document itself -
using the Dashboard. That is, the Dashboard is nothing more than a quick view of the data on the

document.

To use this feature, go to the desired section and click on the "Dashboard" icon located in the header of the

list of documents.

) DOCUMENT.ONLINE  Documont name or document number 2 [

B3 23

A docments
Documents «
O Neme

Al documents —

My documents

Sharod with me 5

tost
Requests:
tosign O TR.POE1@edt

3 067 41929 11 p A L
eden Ommmnn SN @ com
@ o On ® P, . a ~

Posiaes dus Type e — Sander Author Sce =Y
002022 Ravocaton ® 2 o —
oa0a ez ©
08002002 Agreernert o
002022
09092002 Agrosmert G o — [ — “FOKYMENT. OHAAPS"
0002022 NIPEOSPAXENCHKA 27
00002022 Agroerment ) Tanwa Mascas T Mixocss

By clicking on the documents, you can view information about them and perform quick actions. All

buttons are active.

D DOCUMENT.ONLINE  Document name or document number
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Documents ~ At

O Neme
Al documents

My documents

Shared with me
Requests:

tosign

1o 5gn by stamp

10 approve

0 test

] T0_POF 1 @hodt

Checked documents.

(D Packages
@ My packages
Archive

Trash

My sections. +

Send report
Liga®REPORT

09.00.2022
09.00.2022
' 09.0.2022
00.00.2022

' 09.00.2022
00.00.2022

09,00.2022
00.00.2022
1 00.0.2022
00.00.2022
10.08.2022
19.00.2022

19.08.2022
19.08.2022

]

. St

in tha process.

067 41920 11 .
sumuent om @ 0 3 o .2
< cr or ©son /= @ Lk B se0 - 1 vove
Sender Author S = o3 Y
X Aevenc ropoaune
Test document X
T 0 060
B KoToncasom s Kotoscaxl  “AAOKYMEHT OHAZH" Signatures (3) 5
TIPEOBPAXEMCHKA 27
e CoT- (o]
Workflow | participats i A
Action sent by .
Revenc Koroocuom  fleww Kotoscasi
® Gowpl
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Signed
Revanc Koroscxoih 00 S0p 202
e Gow2
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To return to the regular list, click the Dashboard icon again.

To open the required document for viewing when using the Dashboard, simply click on the name of the
desired document or use the document opening window.
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Statuses of documents in the system

In the process of working with documents, their status in the system changes depending on the action.

Uploaded Assigned when downloading a document.

Assigned to the document that was sent by you for the approval of
your counterparty.

It is assigned to the document that was sent by you for signing
Completed to your counterparty.
Assigned to the document when the assigned route of the
Rejected by recipient Agreement has been passed by all participants.
It is assigned if the participant of the Agreement has rejected the
document.

Assigned to the document if it was sent to you to perform a certain
Processed action (signing / approval).

Assigned to the document when you have performed the assigned
action (signed / agreed or rejected).

Assigned to the document if the participant has not performed the
assigned actions with the document by the set time. Any actions
with such a document are prohibited.

Overdue
In the process of revocation

Assigned to the document if the participant has withdrawn the
Restricted access document

The sender or author has taken away your right to access the
document. The ability to perform actions on the document is

suspended.

Revoked The document was annulled, formed "Act of Cancellation"
was signed by all parties who previously signed the
document.

My actions

The "My actions" field indicates the action you have already taken or need to
take.

%) Pending signature

Q’ Pending approval
° Signed

° Approved

. Rejected

° Reviewed

back to
Content
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Work settings

Example:

You uploaded the document to the system, signed it with the QES and sent it to the contractor for signing
by him.

You will see this document in the "My Documents" section;
The status of the document will be "Signature request from recipient”;

Signed icor o /ill appear in the My Actions field.

Name Ne Docume,,, Type My actions  Status Sender Author

D i Creatio,
E

La]

Onl. D Onl.

O AxT puxoHanux pofir N*00000000988 sia 03_10_ 22 pdf 00000000988 03.10.2022 Accepta...
04.10.2022

back to
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Work with outgoing documents

Uploading documents

To upload the document to the portal, click the "Upload" button:

=

n
Documents

O e > o oo Wy actorn Sans Sercr nitrer Som =0 Y

In the modal window that opens, select the desired file from your computer.
The maximum file size that can be uploaded is 20

MB. Fill in the information about the document.

Fields to fill:

:Enter the title of the document. If no name is specified, the document will be given the :
:name of the downloaded file. :

EDate éSeIect the date the document was created from the drop-down calendar or enter it
: :manually in the format "DD.MM.YYYY".

ET e :Choose the type of document from the available list (certificate of work performed,
: yp ‘contract, etc.).

Number ssign a number to the document.

. ‘Select the end date of the document from the drop-down calendar or enter it manually -

. ‘in the format "DD.MM.YYYY". The "end date" can be used for documents such as

-End date : . . . .

: :contracts. If necessary, you can specify this attribute for any document. You will
-receive an email reminder 30 days before the deadline.

:Add a list of parties listed in the document. To do this, just start entering the USREOU :
:code or company name. The system refers to the open state registers and selects the :
:options of the relevant legal entities to choose from. If for some reason the desired :
:company could not be found - enter the details of the company yourself.

‘Parties

:Add additional parameters to the document filter later. Specify the name of the
‘parameter and its value. "Public data" will be visible to all participants to whom the
-document was sent, and "Private data" will be visible only to you. You can also use
- "Additional Data" later to display a list of workspace documents in Current Columns
(see Configuring Workspace Columns).

: Additional data (public) /
‘(private)
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After filling in the required fields, click the "Upload" button.

Important! It is worth noting that these fields are optional, but the entered attributes greatly simplify the
processing of documents on the portal, in particular in the context of their search and sorting. This is
especially true when working with a large number of documents.

Once uploaded, the document will appear in the list of documents in the "My Documents" and
"All Documents".
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Creation of documents according to system templates

You have the opportunity to create documents from the system templates offered on the portal.

Click the "Create" button to create the document.

[ | @it 2 ot or Qs ’ i |[ Bowe- || mre-

A8 docments

O tem » a e My actors Sda Sancer awror Saen = QY

A window for selecting a template for creating a document will open:

Document templates x

Search

‘ Templale name o company name

Search by company

Any template name > Any category name o Any company name

Frequently used e e
Sales agreement
For comperty: *NOHURGOL HOTEL® MMC

Sales agreement
For comparty: “TUFANDAG® QYTIK MMC

Sales agreement

For comparry. "QOBOLAND" MMC

Sales agreement

For comparty. *QAFQAZ-LONKSRAN' MMC

Sales agreement

For comparty. *GLAN HOSPITALITY GROUP* MMC

Tehvil-teslim akt

Vacation Request Application

\fin7alkay

Click on the name of the template. Fill in all required fields. Click the "Save" button.

The created document will appear in the "My Documents" and "All Documents" sections.

WARNING! The list of available templates will be constantly updated on the "Document.Online" portal,
stay tuned for system updates.
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Signing documents

To sign the document, open the required document.

To do this, click on the document name in the work area or use the document opening window:

Documents ~ S
O e . " ow Wyaeos a S e P =8 v

e v wom vt
nwe PHOMAXINCIKA 2 —_—

092022 Upases By Karoscansh
oacemzz

A ocumants 4

My documents

After opening the document, you can view it.

Important! If the document has a wet stamp or a handwritten signature, such a document cannot be
signed electronically. Documents uploaded to the CEP Overlay Portal do not need to be physically
certified beforehand.

To sign the document on your part, click the "Sign" button on the toolbar.

& Croato workflow ‘ L;) Approvo | °s:,r;~. 1 | o Edn ‘ © Link ‘ B save~ ‘ B Move ~ ‘
My actions  Status Sender Author Sides = o
Uploaded Bersc Koroscoxui
Main data Comments
[! Test word

000 00
e

ents using “Create workflow" button

/ Name: Test word
Document dato: 09.09.2022
Creation date: 09.09.2022, 14:38:47
Upload date: 09.09.2022, 14:38:47
Re ]
Author dkotovsky@document.oning
Addttional data (private) °

In the modal window that opens, select how to sign the document.

For example, the way you choose to sign is with file media. To do this, click "Select" and select the
folder with the required file key on your computer.
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Signing X

Private key Smart card DepositSign [is Nigrue Cloud Key

Choose or drag the key here

Pull up the key, enter the password and click "Add key". Then click "Sign".

The signed document will open for viewing. The signature itself will be indicated on the right sidebar, and a
signature icon will appear in the My Actions column.

Important! The display of the QES seal on the signed document is available only for PDF documents. This
print image has no legal force, it is made for visualization.

Documant dute % o & i o S = £

=Q o -+ 9 co= Main data Comments (1)
4{"‘1{"’" tost
Tz |2 200 0 0c¢
g Test ent Linked documents
R y
e 2 s trraens ~
Ns®
Signatures
0 L3 opcems ?IB'-N

The next time you sign documents, your file carrier will automatically appear in the Signature window. To
sign, just click the "Sign" button. You can also add multiple file carriers.
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Document workflow settings

Setting the outgoing document workflow

If you need to send a document to several participants or groups of participants who need to perform
certain actions on the document sequentially, use the "Workflow settings" function.

In addition, with "Workflow Settings" you can apply separate settings for each of the Recipient Groups,
such as the type of action with the document ("Signing", "Agreement", "View"), the end date, and more.
To configure access to your document for other users of the system, first, open the required document.

To do this, click on the document name in the work area or use the document opening window:

Documents ~ Mo
O e " s s o s mna e pos . =8 v

At documents 4
= v ooz Apeerert By Karomcan -
ez @ —_—

My documents
ooz
a0z

After that, click the Customize Route button on the right sidebar.

N docmers
O e » » Tyve Wyacton  Suna Sencwr Maror Son = e

0092022 Areemment L KoToscunsi
as:

=q Tetn = + [mn) co=

Test document

000 000
==

Fill in all required fields in the Workflow Settings form that opens:

1. Enter the name of the group;

2. Leave a note (if necessary) that will be seen by all members of the group;

3. Select the target action to be performed by the group - View, Reconcile, Sign the document;

4. Select the event in which the action will be considered performed:
"One of the participants" - the assigned actions can be performed by one of the added participants;
"All participants" - the assigned actions must be performed by all participants to whom the
document will be sent.

Workflow settings X
7 Group 1 $ Group 2 » Group 3 $ &% Add group
é " 2 Geoup order
ro
= 2 5 B
Note
Workflow participants;
djon om Agpwnl requested
-, Add user
Group settings v
Data on the done action v
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5.1f necessary, you can specify the end date of the action on the document for the Group. The end date
settings for document processing are described in detail below. To set a deadline, check the box next to
"There is an end date for the action" and select the desired date or period. Also select a condition if the
specified action is not performed by the scheduled date:

+ "Expect the participant to take action" - a conditional deadline, ie the document will be in the
Group until the assigned actions are performed.

« "Prohibit action and move to the next group" - hard deadline, ie if the group does not perform the
assigned actions by the specified date, it will no longer be able to perform the assigned actions; The
"status” of the document for this group will automatically change to "Overdue", and the document will
automatically move to the next group.

6.Add a member of the group - specify the email of the desired person and, if necessary, USREOU / TIN
(according to the specified value, the system will test the QES for this USREOU / TIN); You can add an
unlimited number of members to the group using the "Add member" button.

7.To create a new group, click "Add group" in the route settings window to the document and fill in the
fields similar to filling in the information for the previous group.

Workflow settings 23

Group 1 ) Group2 ) Group3 p a

Regardless of the number of groups in the negotiation
- route, your document will be sent to the members of
Yeren e the next group only after the members of the previous
: o group have performed the actions assigned to them.

Add user

=
Workflow settings X
o B u Created groups can be deleted and moved between
/ them. You cannot move the active group, move back the
z first group in the list, and move the last group in the list
r— — forward. You can delete any group (including the active
one) except groups that have already completed the
target action.
—c—

After filling in the required data, click
"Save".

Set an end date for document processing

28




Work with outgoing documents

On the "Document.Online" portal, the contractor can send the document for signing or approval, while
setting deadlines.

To set an end date for actions on your document to other users of the system, check "End action is the end
date" and select the desired date.

Workflow settings b
Group 1 $ &% Add group
Group rame* b ol
Group 1
€ (1> | |
Note
Sendto
Appeoval - By overy user of the group .
Workflow participants:
code Porsonal code
&, Add user

Group settings N

0 Publkc flow (1)

Fiow type

Manual .

[ ™is action has a deadine 1 the deadiine is missed:

@osts Oper ©&mmumﬂmmmmmm

actons

Choose date(dd.mm.yyyy) B Select timefH... (" 3 dght o parcrn ctons o the e et

[ Hido participants of other groups.

Data on the done action »

This date is displayed when opening the document in the letter of agreement.

My workflow A
® Group 1
Deadline: 10/6/2022, 4:00:00 PM

Approval requested @
06 xoar. 2022

If the deadline period is three days, this line is displayed in yellow.

Group 3
Deadline: 10/8/2022, 11:00:00 PM

w Approval requested Q
W iil.com 06 xosT. 2022

In one day, the line is displayed in red.

Group 4

Deadline: 10/6/2022, 5:00:00 PM

Approval requested 0
n 06 xoart. 2022




back to
Content

Work with outgoing documents

If the action was not performed by your counterparty before the specified period, the letter of agreement
shows that this document is overdue.

In the sections where this document is located, the line of the document is displayed in a certain color
(yellow or red) according to the specified processing time of the document.

Documents = -

O e . : - Wyactorn Gotm S rer o =8 v
A documants 4

My documents

The recipient (group of recipients) of the document who did not perform their action is as follows: three
days and one day before the deadline for the action with the document they receive a message in the mail
with a reminder that the expiration of the action with the document.

View the full route of the document

The route of the document can be seen on the right sidebar after opening the document. The author of the
document will be able to view the full route, and other participants will see only those who are in the route
in front of them.

A gray or blue icon will appear in front of each route participant.

Gray icon - The document has not yet been viewed.

Blue icon - The document has been viewed.

My workflow A

Group 1
Note Part 1
y Signed O
09 Sep 2022
@ Group 2
Note Part2

e 09 Sep 2022 14:20
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Editing data on documents

For documents created by you, there is a function "Edit document". To do this, click on the appropriate
button in the information panel of the document:

« Create workflow } | () Asprove ] [ Q sion ] /) Edit [ G Link ] l B save~ J | B8 Move ~

This feature allows you to change the information on the document that was entered at the time of its
download. After making the necessary changes, click "Save".

Edit documents X
File name
Document date {dd.mm... & Type Number
End date a Base document number Sum S
Sides  +
Additional data (public) -+
Save
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Revoke of documents

If you signed the document and sent it to the contractor, the contractor also signed this document, but the
document is incorrect, you can revoke this document.

To do this, open the document and click the "Revoke a document" button.

Main data Comments
[_] Test document
0 0 60
Signatures (3) v
K " Date of signing
r 08.09.2022 14:20
Signature type skillea
K ww Date of signing
~r 09.09,2022 14:18
Signature type skilied

(® Revoke adocument | < Croate workflow

Workflow | participate in = A

A window opens to indicate the reason for revoking the document. Enter a comment and click the "Start
Revocation Process" button.

Revocaion document X

Attention! After starting the revocation procedure, the d it will be Je
blocked for further work.

Reason for revoking a document *

Close Start revocation procedure

After starting this process, you automatically create a "Cancellation Act" which specifies all the data
about the document that is in the process of revocation. The document you are revoking is also
automatically attached to this act.

a

D DOCUMENT ONLINE  onumant oo docsrut e

[ 8o | 0o | ool 2o e |l ne || me

Documents ~ G Docurmert e
O e » ™ Wyactra sina s e o = %
oot 4 == = s A oy e — T —
e =q B C— OO0B e commes
e ra—
e e e 0 000
10 aprave. Bia «09 nepecus 2022 poxy
— “Hkrainian language EEeEa
@ My packages o
e ~get as a default
Trash Jara aoxymenra:
09.09.2022
Py wfor.Cancelation act

Ligs@REPORT
[T p—
falure wit the sum

Miomucysay - 1: Kovoscwarh Jlowne Iroposes (3333717273)
Hareaicri 10 I0paol 0coGu:
Ko oo ocoGn n C/1P:

-

Ceprudi i’

1541

This act of cancellation is sent to you for signing. After signing by you, this document is automatically sent
to your contractor.

After signing by the contractor, the document receives the status "Processed".
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Signing documents

To sign the document, open the required document.

To do this, click on the document name in the work area or use the document opening window:

Documents ~ S
O e . " ow Wyaeos a S e P =8 v

e v wom vt
nwe PHOMAXINCIKA 2 —_—

092022 Upases By Karoscansh
oacemzz

A ocumants 4

My documents

After opening the document, you can view it.

Important! If the document has a wet stamp or a handwritten signature, such a document cannot be
signed electronically. Documents uploaded to the CEP Overlay Portal do not need to be physically
certified beforehand.

To sign the document on your part, click the "Sign" button on the toolbar.

& Croato workflow ‘ L;) Approvo | °s:,r;~. 1 | o Edn ‘ © Link ‘ B save~ ‘ B Move ~ ‘
My actions  Status Sender Author Sides = o
Uploaded Bersc Koroscoxui
Main data Comments
[! Test word

000 00
e

ents using “Create workflow" button

/ Name: Test word
Document dato: 09.09.2022
Creation date: 09.09.2022, 14:38:47
Upload date: 09.09.2022, 14:38:47
Re ]
Author dkotovsky@document.oning
Addttional data (private) °

In the modal window that opens, select how to sign the document.

For example, the way you choose to sign is with file media. To do this, click "Select" and select the
folder with the required file key on your computer.
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Signing X

Private key Smart card DepositSign [is Nigrue Cloud Key

Choose or drag the key here

Pull up the key, enter the password and click "Add key". Then click "Sign".

The signed document will open for viewing. The signature itself will be indicated on the right sidebar, and a
signature icon will appear in the My Actions column.

Important! The display of the QES seal on the signed document is available only for PDF documents. This
print image has no legal force, it is made for visualization.

=Q o -+ 9 co= Main data Comments (1)
4{"‘1{"’" tost
Tz |2 200 0 0c¢
g Test ent Linked documents
. y
L TR D P — [
Ns®
Signatures
0 L3 opcems ?IB'-N

The next time you sign documents, your file carrier will automatically appear in the Signature window. To
sign, just click the "Sign" button. You can also add multiple file carriers.
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Approval of documents

To approve the document, open the required document.

To do this, click on the document name in the work area or use the document opening window:

= = < () 7 a -
Documents i

O e w o) - e sunm S - o = @
Moormuss 4

o = o e s

ez

My documents.

= = CO=  jnas  commems
P
Poquests: Test document.
i ©0 060

—
— — = To-]

Once you open the document, you can view it.

To approve the document on your part, click the "Approve" button on the toolbar.

(oo ] S ] (G | (O ) [ 7 o[
Documents « o =
O teme » ezl type. Mysct.. Suts Sarcer Aitner S = g
Mdocuments
010202 Q@ e s R
My documans
= 1t =lom. 2 CO=  unsm Gomments
F——
i ) Tost document
toson
e ©0 060
toapprove Test document =
Crackad documents
Wt pascpmein ~
po——

© Wy packages

@ Packages
o ot
. =

The document will be approved, the "My Actions" icon and the Status of the document will change,
and information about the time of document approval will appear in the approval letter.

The user who sent you this document will receive an e-mail notifying you that the document has been

approved by you.
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Rejection of documents

If you do not agree with the contents of the document that was sent to you in the system for approval or
signing, you can notify the sender by rejecting this document.

To do this, click on the name of the desired document or use the document opening window.

2 orcumares
Documents ~

Q) w m oo = s s pese poss o =8

u o 4 : oz o p— v
S——— oz & — i
My documents =

In the right sidebar, click

Reject.
[ 6 cmr | 0 | e || e | O e || o] o | w
Documents = 0 depiann,
O e - ocunent o Troe Wyacors S S o Sow =
- > ‘ 10.49.2022 Wvte Magc: Whte Magc
ez
My documents =
WS L) = + [ ] CO= unam A
Shardwih me
by e Tost document
wsn
sty 0200 060
i Tost document mngm
—— WorkBlow | paricipste in A

It is mandatory to indicate the reason for the rejection of the document. Describe the reason and confirm
your intention by clicking Reject.

Reject document X

Comment (the reason for rejection) *

Reject

"Rejected" will appear in the system next to the document in the "My Actions"
column.

x Rejected by recipient

The user who sent you this document will receive an email notifying you that the document was rejected by
you. The status of the document at the author will change to "Rejected by the recipient".
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Sending documents for additional approval

Let's consider a situation where additional approval is required before signing an incoming document. It
is worth noting that you can personally sign the document or delegate the action to another person.
Below, we will examine both situations.

Open the incoming document and click the "Create workflow" button on the right side panel.

All documents

Document...
N N b My... Stat d Auth i My identif D Execution dat =
[0 Name o Greaiins 199 y... Status Sender or Sides ly identifier ocume...  Sum xecution date =i *
O test 10.11.2023  Agreement Uploaded e Koro... dkotovsk...
10.11.2023 A~

=: 9 R AN —
= Q i [t =t coO il = Main data Comments

] test

e 000 0 ©
v -
This agreement between [Company name] and [Contact name] is hereby entered into on this date: [Date
here].

Purpose: [Company name] and [Contact name] will be entering into discussions involving [Company name]'s
development and operation, which require [Company name] to disclose confidential information to [Contact
name] on an ongoing basis. This agreferrfem s pl.llrpose is to ensure confidentiality and to prevent [Contact Share documents using *C workflow" button

name] from di ing such .

[Company name] and [Contact name] hereby agree to the following: Ta— tost

The first group will handle the approval process. Select the target action "Approval" and enter the email
of the person who will approve the document in the "Email/ldentifier" field. Click "Add Group.»

Workflow settings X

Group 1 ) 2% Add group

Group name * Group order

Group 1 _
« ()> u

Note

Sond for
Approval -

By every user of the group -

|
|
Workdlow participants: |
|

[—
logistic._test@document.online

Identification code Personal code

£, Add user
Group settings v

Data on the done action v

The second group will handle the signing process.

1. If you will be signing the document, choose the target action "Signing" and enter your email in the
"Email/ldentifier" field. This way, after approval, the document will be automatically sent to you for
signing. Click "Save.»

Workflow settings X

Group 1 Group 2 ah  Add group

Group name *

Group order
Group 2

NI

Note

Send tor

Signature - By every user of the group -

Signature type
Personal signature is required, stamp is optional -

Workflow participants:

Emaidentier
lawyer_test@document.online| |

code Personal code

£, Add user

Group settings v

Data on the done action v
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2. If someone else will be signing, choose the target action "Delegate” and enter the email of the person
who will sign the document in the "Email/Identifier" field. This way, you delegate the signing action to
the designated person, and after approval, the document will be automatically sent to them for signing.
Click "Save."

Workflow settings X

Group 1 » 2% Add group

Group name *

Group order
Group 1

« (1)> ®

Note

Send for

Delegation v By any user of the group v

Workflow participants:

Email/identifier
lawyer_test@document.onlinel Identification code Personal code

£, Add user

Group settings v

-




Delegation of actions on incoming documents

You can delegate the execution of "Approval" or "Signing" actions on documents that have been sent to
you.

Important Note: If you receive a large number of documents for which you are not the designated
signer, you can create a separate section, apply a search filter to include those specific documents, and
configure automatic delegation for the entire section. This feature may be especially useful during
business trips or vacations. For instructions on creating such a section, refer to the section titled
"Forwarding of documents, for example, in case of vacation" in the instruction manual.

Select the incoming document for which you want to delegate an action, open it, and on the right panel,
click the "Delegate Action" button.

Main data Comments

Workflow | participate in A

Action sent by [ Delegate action ‘4\

In the opened modal window, enter the user identifier to whom this action will be delegated and click
"Save."

Delegate action X

Delegate

The "Delegate Action" button will change to "Remove Delegation," and information about the user to
whom the action was delegated will appear next to it.

Workflow | participate in A

User identifier to delegate action
Iawyer_test@document.onliné

Action sent by [

; Delete delegation ]
Action has been delegated to s

The user to whom the document action was delegated will find it in the "Sent to Me" section of incoming
documents. The right panel will display information about the sender and the delegator.

Workflow | participate in A

Action sent by [

Delegat ti ]
Action has been delegated from n i
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After the delegated actions are completed by the user, the document status will change to "Processed"
and the "My Actions" icon will change to "Signed" or "Approved," depending on the assigned action.

° Processed

Before the user performs the delegated action, you have the option to delete the delegation. In this case,
access to the document will be restricted for the user to whom the delegation was initially sent.

Workflow | participate in A

Action sent by [

Delete delegati ]
Action has been delegated to clete defegation
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Additional actions with documents

Adding and editing data on documents

The document author has the ability to edit data on the document using the respective button on the
document's information panel:

Main data Comments
[l Test_Business-Confidentiality-Agreement.pdf

This function is discussed in the "Editing data on documents" section.

Additionally, each user can supplement the document with private data (visible only to them). To do this,
press the corresponding button on the document's information panel:

= 1ot - . » =
= [ o | 004 COU=E Main data Comments
L~ ]
Workflow | participate in A
Action sent by flennc Koroscekuis
Test document
e Grouwp1
Deadiine: 10/6/2022, 4:00:00 PM
eswc Korosci Approved
donic007@gmai.com 07 xosr. 2022 1327
o Group4

Deadline: 10/6/2022, 5:00:00 PM
White Magic Approved
white. magic.band.ua@gmall.com 07 xo8t. 2022 13:28
Name: Test document
Document date: 06.10.2022
Creation date: 06.102022, 15:07:18
Upload date: 06.10.2022, 14:54:30
Heruc KoTosouinit
Sender: d kotovsky@document.oniine
Heruc Kotososiuit

Author: d.kotovsky@document.oniine

Additional data (public)

In the opened window, use the + and x buttons to add or remove data, respectively. Afterward, click the
"Save" button.

Edit private additional data X

Additional data (private) +/
Name Value

Furthermore, each document recipient can supplement public data on the document.

Added data will be accessible to all service users with access to the document, and only the person who
added them can edit. To add public data, press the corresponding button on the document's information
panel:

fenuc Kotoscskii

Sender. d.kotovsky@document online
Heno Kotososuit

Author: d.kotovsky@document tonline

3‘\
In the opened window, use the + and x buttons to add or remove data, respectively. Afterward, click the
"Save" button.

Additional public data editing X
You are able to edit public data createAdby/you/
Additional data (public) + /
Name Value X
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Linking between documents

The "Link" function is very convenient when you need to establish a connection between one or several

documents in the system, for example, linking a "Work Completion Certificate" to a previously generated
"Invoice.

To do this, on the document's information panel, click the "Link" button:

Main data Comments

[l Test_Business-Confidentiality-Agreement.pdf

In the opened window, choose the name or number of the document in the system to which the current
document needs to be linked:

Attention! If you check the "Public" checkbox, the link will be visible to all document recipients.
Otherwise, the link will be available only to you.

Link the document X

You link the document:
Test_Business-Confidentiality-Agreement.pdf

Select the document:

Document name or document number

[J public link

Link \

You can link one or several documents, simply repeat the actions described above.
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Print and save documents from the system to a computer

To save or print the document, start by opening it.

All documents

Document date
[J Name Ne Type My... Status Sender Author Sides
1 Creation date

1]
&
-

[ Agreemen t 1 04.05.2023 Agreement ° Processed Aenuc Kotosckkuit  [leHnc KoToscsKkuii
05.05.2023

On the information panel (on the right), select the "Save" button:

Main data Comments

[_] Test_Business-Confidentiality-Agreement.pdf

0@0\0@

Depending on the stage of the approval/signing process the document is in and the format in which it
was uploaded, you have the option to download up to 4 document versions. To do this, use the "Save"
button and choose the version you need:

B Download the original document (the document format in which it was created,
before electronic signatures were applied).

B - Download the document with signatures (after electronic signatures have been
W applied to the document).

P75 - Download the document with electronic signatures in the .p7s format.

- Download the document with the signing/approval protocol (a document with a visual

FOF display of applied signatures in PDF format and protocols at the end).

- Save the printed form (the document will be downloaded exactly as it appears in the

T et viewing window).

Important! The route author (the user who initiated the approval or signing process for the document)
can download the document with the approval route protocol, containing information about those
who approved or signed the document, with a timestamp of the action. The option to download the
document with the signature protocol is available to all users.
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Moving documents to "Archive" or "Trash"

On the information panel (on the right), select the "Move" button:

[’] Test_Business-Confidentiality-Agreement.pdf

000 O
2 Move to archive

Signatures (3)

B Moveto trash

And choose the necessary action: move the document to the "Archive" or "Trash.”

Important! If a document or a document package has been sent for specific actions (e.g., "Signing") and

the assigned actions have not been completed yet, the function to move the document to the "Trash" will
be unavailable until the assigned actions are completed.

Restoring a Moved Document:

If you need to restore a document moved to the "Archive" or "Trash," go to the respective "Archive" or
"Trash" folder where the document was previously moved, and repeat the same actions by clicking the
"Move" button, after which the "Restore Document" function will be available.

back to
Content
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Additional actions with documents

Comments on documents

The document information panel consists of two tabs: "Basic Data" and "Comments.”

The "Comments" tab is configured as a chat for exchanging messages with users to whom the
document has been sent.

To view the chat history, navigate to the "Comments" tab. To leave a new comment on the document,
type the message in the window and press the "Post" button.

Important! Notifications about comments are received by all users who have access to the document.
All comments are saved. If important notes are provided in the comments, the chat can be used as a
history of document processing.

Main data Comments

Add comment

S c|B I |E=|iE |k

0/255

49




Mass actions with documents

Mass actions with documents

At the top of the workspace, there are buttons for mass actions with the selected document or
documents:

l < Create workflow ‘ [ @Approve [ ®S|gn

Button Name | Functions |

Sending the document/documents through a route, which may include multiple groups

l 2 Edit H GD Link ]‘ B save~ H B Move ~ |

Create workflow of participants with assigned deadlines for actions on the document/documents being
sent.

Approve Allows performing the "Approval" action on the selected document/documents.

Sign Allows performing the "Signing" action on the selected document/documents.

Save Button for saving the document/documents to the internal storage of the computer.

Move Button for moving the selected document/documents to the "Archive" or "Trash".

To add a document to the list of documents subject to mass actions, check the checkboxes next to the
required documents in the general list. By the way, you can select all documents on the page at once by
clicking the checkbox at the top.

© Upload i « Create workflow J [ () Approve l Qsin [ /' Edit ‘ ‘ @ Link ‘ [ B save~ ‘ l BB Move~ I
Al documents
Documents « o
ocume...
[0 @nName Ne e, WPe M... Status  Sender Author Sides My identifier Docum... Sum Execution d... = * Y
Al \
Agreement 1 04052023 Agree... (Y Compl.. AewncKo... feo Ko.. d.kotovs... 10000 05.05.2023
My documents \ 05.05.2023 .
Agreement Test work 05.05.2023 Uploaded Dewuc Ko... d.kotovs...
Shared with me \ 05.05.2023 <
. B Agreement Test word 2 05.05.2023 Uploaded Renc Ko... dkotovs...
Requests: ] )
1o sign \
Agreement Test word 1 05.05.2023 Uploaded Retwc Ko... d.kotovs...
1o sign by stamp 05.05.2023 54
: nQ; "
Choose the necessary action from the toolbar (e.g., "Sign").
© Upload [ « Create workflow ‘ ‘ (©) Approve i Qs [ /' Edit ‘ ‘ GD Link ‘ l B save~ ] l BB Move~
All documents
Documents « =
O @Name Ne “’Cc:':f “ Type M.. Status  Sender Author sjes My identifier Docum... Sum Execution d... =: a Y
Al q /
Agreement 1 04052023 Agree... o Compl... [flewncKo... [eHuc Ko... dKotovs... 10000 05.05.2023
My documents 05.05.2023 N7
Agreement Test work 05.05.2023 Uploaded Dewic Ko... dXKotovs...
Shared with me 05.05.2023 %
. B Agreement Test word 2 05.05.2023 Uploaded Retc Ko... dKotovs...
Requests: ] v
1o sign
Agreement Test word 1 05.05.2023 Uploaded Retuc Ko... dKotovs...
10 sign by stamp 05.05.2023 54

In the modal window, a list of documents selected for mass action will appear. If, for any reason, the
operation is not possible for the selected document, the system will notify you and indicate the number
of documents that will be processed.

Sign documents X

Selected documents: 4
Agreement Test work
57pas. 2023 p.
ent
Homep: 1
47pas. 2023 p.
Agreement Test word 2
5 pas. 2023 p.

ent Test_word 1
5 Tpas. 2023 p.

In the modal window, a list of documents selected for mass action will appear. If, for any reason, the
operation is not possible for the selected document, the system will notify you and indicate the number
of documents that will be processed.

X X X X
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Mass actions with documents

If a document was added to the queue by mistake, remove it from the list by clicking the cross icon next
to the name of the erroneous document.

Sign documents X

Selected documents: 4

Agreement Test work
57pas. 2023 p.

Howmep: 1

47pas. 2023 p.
Agreement Test word 2
5 Tpas. 2023 p.

XXXX/

Agreement Test_word 1
5 Tpas. 2023 p.

Will be signed: 4 CLOSE SIGN

If the list of documents is correct, press the "Sign" button.
Regardless of the number of documents in the list, all of them will be processed by the system.

Close the mass actions window.

Sign documents X
v
v
v
v

CLOSE SIGN

Selected documents: 4

Agreement Test work
5§7pas. 2023 p.

Howmep: 1
47pas. 2023 p.

ent Test word 2
5 Tpas. 2023 p.

Agreement Test_word 1
5 7pas. 2023 p.
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Processing of document packages

How to open and process an incoming document package

Navigate to the "Packages" section and open the required package by clicking on its hame.

Create °Uploacl l < Create workflow ] l @Approve

[\ Packages

Documents «

Document date
Name e 1 Creation date Type ;.. (e

All documents

® Package 1 1248 05.01.2024 Package of ° Approval requested
05.01.2024 documents from recipient
My documents
° Package 2 GCT... 05.01.2024 Package of ° Completed
05.01.2024 documents
Shared with me
1710... 05.01.2024 Package of Approval requested
® Package 3 05.01.2024 doctkuar?ents ° from recipient
Checked documents
1435 05.01.2024 Package of Completed
Requests: Q@ rackage+ 05012024  documents o
to sign
g ° Package 5 1715...  05.01.2024 Package of ° Completed
to sign by stamp 05.01.2024 documents
Package 6 1429 05.01.2024 Package of Signature requested
to approve ® 05.01.2024 documents ° from recipient
Packages ‘ ° Package 7 1426 g; (1:53222 :ackage ng ° Completed
.01.. locume
® My packages ° Package 8 425  31.12.2023 Package of ° Completed
05.01.2024 documents
Archive ® Package 9 1710...  05.01.2024 Package of ° Approval requested
05.01.2024 documents from recipient
Trash A lenas o =

)
1
| H
H
i

After opening the package, you will see a list of documents included in it. You can view them by clicking
on the name of the desired document.

Create l < Create workflow ‘ l @Appmve

Packages
Documents « e
Document date
2
Name N 1 Creation date Type M Stanis
All documents
u Package 3 1710... 05.01.2024 Package of ° Approval requested
05.01.2024 documents from recipient
My documents
O Act 1436 31.12.2023 Acceptance c Approval requested
05.01.2024 certificate from recipient
Shared with me
[ Invoice 1245 31.12.2023 Invoice ° Approval requested
05.01.2024 from recipient
Checked documents

Important! If you open any of the documents in the package, on the right side panel in the “Linked
Documents" section, the package will be indicated. This is how you can determine that the document
belongs to a specific package.

Main data Comments

[ Invoice

200 060

Linked documents

1 Package 3 @
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Processing of document packages

Now you can send the package to the next processing stage according to the specified route. To do this,
click on the "airplane" icon.

© upload [ « Create workflow I l @Approve

P
Documents « koo
Document date
~ Rame he 1 Creation date Type M. Stalug
All documents
Pack: 3 1710... 05.01.2024 Package of Approval requested
h ackage 05.01.2024 documents ° from recipient
My documents
O Act 1436 31.12.2023 Acceptance ° Approval requested
05.01.2024 certificate from recipient
Shared with me
[J  Invoice 1245 31.12.2023 Invoice ° Approval requested
05.01.2024 from recipient
Checked documents

fter performing this action, a message about sending the package will appear. In the "Status" column
opposite the package and the documents included in it, the label "Processed" will appear, and in the
"My Actions" column, the icon indicating the action completion will appear.

Packages

Document date = i
Name Ne R M... Status S.. A.. Sides Sum E.. C.. C.. D.. Be.. W= £ Y

Package 3 04.09.2023 Package of Processed Ar... Ar..
@ N 04.00.2023 e KK o v
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Processing of document packages

How to reject a package if an error is found in one of the
package documents

Open the document in the package that needs to be rejected by clicking on its name.

Create [ < Create workflow ‘ l @Appmve

(1 Packages
Documents ~ oo
Document date
N 2
Gl N 1 Creation date Type M Statuy
All documents
u Package 3 1710...  05.01.2024 Package of ° Approval requested
05.01.2024 documents from recipient
My documents
O Act . . o 1436 31.12.2023 Acceptance e Approval requested
05.01.2024 certificate from recipient
Shared with me
[ Invoice 1245 31.12.2023 Invoice ° Approval requested
05.01.2024 from recipient
Checked documents

On the right side panel, click the "Reject" button.

Main data Comments

[7] TecToBblii gokymeHT.pdf

Linked documents

1. Package 3

Specify the reason for rejection and click "Reject.”

Reject document X

Comment (the reason for rejection) *

Reject

The counterparty will receive a notification about the rejection of the document and, consequently, the
package of documents with an indication of the rejection reason. In the "Status" column opposite the
package and the documents included in it, the label "Processed" will appear, and in the "My Actions"
column, the icon indicating the action completion will appear.
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Processing of document packages

How to deleg

ate actions across a package

After opening the package, click on the "Delegate Action" button at the top of the mass action buttons

© Upload —+ Delegate action [ « Create workflow | I @Appmve [ ®Shgn l ‘ 2/ Edit I [ GD Link ] [ B save~ ] [ B8 Move~ ]
Packages
Documents « s
Document date )
Name Ne e a8 M... Status Sender Author Sides Q
Al
B Package 3 Packageol .. (7)) Pending o N
My documents
[J IESTDOCUMENT.pdf q234 16.01.2024 Acceptance ... @ Pending for
25.01.2024 v
Shared with me
[0 TESTDOCUMENTpdf 10.01.2024 Invoice ® Pending for
Requests: 25.01.2024 v
to sign

t cinn s otamn

Specify the User ID to whom the action is delegated and click "Save."

Delegate action

User identifier to delegate action
d@doument.online

X

Delegate

At this stage, there will be no changes in the "Status" and "My Actions" columns opposite the package

and the documents included in it.

© Upload [ —+ Delegate action [ . Create workflow | I @ Approve [ ®sion ] ‘ 2 Edit l [ GD Link ] I B save~ ] [ B Move~ ]
Packages
Documents « + cat
Document e
Name Ne el M... Status Sender Author Sides F o]
All
Package 3 Packageor .. (3) Pending o .
My documents
[0 TESTDOCUMENTpdf G234 16.01.2024 Aoceptance .. () Pending for
25.01.2024 v
Shared with me
[] IESTDOCUMENTpdf 10.01.2024 Invoice ® Pendingtor
Roquasts: 25.01.2024 v
to sign

P R—

However, when opening each document in the package, on the right side panel, it will be visible that the

action on the document is delegated,

but the ability to perform the action remains.

[ — Delete delegation [ « Greate workfiow l [ (© Avprove l ® s ’ [ /' Edt ] [ @D Link ] | B save~ ] [ i Move~ ]
Packages
Documents « e
iment date
Name Ne Fiaieivaly | J M... Status Sender Author Sides F o3
All
[J TESTDOCUMENT.pdf q234 16.01.2024 Acceptance ... @ Pending for ... [leHmc KOTOBCK... [lemyc KOTOBCK...
25.01.2024 A
My documents
=: f1 —_ 19 r =
= Q :I° + e 2 CO U= Main data Comments Internal comments
Shared with me a
Requosts; [J TEST DOCUMENT.pdf
to sign
—" TEST DOCUMENT 000 0 00
1o approve Linked documents

Checked documents
@ Packages {
@ My packages

Archive

Trash

1.Maket noKymenTis Ha onnary ein JOE Ne 234 @

Workflow | participate i~ A

Action sent by fienuc KoTosckuit

©  Action has been delegated to
d.kotovsky@doument.online

Delete delegation ]




Processing of document packages

To view the route details in detail, press the "View Full Route" route icon on the right side panel next to
the document in the package.

[ s || o I | 7= BN 8o || M |
Pach
Documents v oo
Name N ?‘Z‘e’:‘?;:‘;:z Type M. Status ‘Sender Author Sides -3
(@ Packages 4
[) TESTDOCUMENTpdt @ 16012024 Acoeptance . () Percngor.. fewo Koromck... flowe Korosc...
2024 x
( My packages =
=& [0 = COu=E Main data Comments Internal comments
Archive
Trash [] TEST DOCUMENT.pdf
Problem signs TEST DOCUMENT 000 00O

Linked documents

My sections ok 1.[laKeT AiokymenTis 1a onnary sin JOE Ne g234 @

Workflow I participatein A

Send report
Liga@REPORT

Action sent by flenwc Kotosckuit

Action has been delegated to
dkotovsky@doument.online

To view the route details in detail, press the "View Full Route" route icon on the right side panel next to
the document in the package.

Full flow display X

e S

| Hide legend
. Legend

- document's author

- pre-specified action is done

- pre-specified action is rejected Huc KoToBCckuii

di%ﬁﬁﬁﬁ )gmail.com

« - pre-specified action hasn't been done
| @~ myuser within the flow

& - list of participants is hidden by the
7 author of a flow

AeHuc KoToBcKuii
djonic007@gmail.com

d.kotovsky@doument.online




Search for documents in the system

Search for documents in the system

On the portal, there are two available search options — quick search by name or file number and
extended search based on various document attributes in the system.

For quick search, enter the name/number of the required file partially or completely in the search field.
While entering the data, the system will suggest options that match your query, indicating the name,
number, and date of the file. You have the option to select a specific file by hovering over it and clicking

on it.

Important! Quick search looks for files in the "All Documents" section.

Document name or document number

D DOCUMENT ONLINE | aor

Q

Extended search

Agreement
Number: 1

O Upload Date: 20.06.2023
Agreement Test_word 1

Documents «

All documents

My documents

Shared with me

Requests:

to sign
to sign by stamp

to approve

Date: 05.05.2023

Agreement Test word 2
[ Date:05.05.2023

‘ | Agreement
Number: 1
Date: 04.05.2023

g Agreement
Number: 1
Date: 04.05.2023

mM

Document...

1 Creation... Tipe Myen St

09.09.2022 =

09.09.2022  Agreement ° In
09.09.2022

09.09.2022  Agreement ° In*

0O 0O O

Test word

The system will immediately open this file.

-
) DOCUMENT ONLINE a0

ot name o decument rumter

R [ Edended search

4380674192811 Rowwc Koror
®ismosmrezeii O @ M e o

09.09.2022

1 09.09.2022  Agreement @ Pe
09.09.2022

1 09.09.2022  Agreement Ap
09.09.2022
09.09.2022 Up

(Ko | [Or | [© ] [7 ] [ | (B | (W
Search results Create custom sectin based ontis search teria Download n CSY fomat
Documents =
O Name N O My... Status Sender Author Sides My identifier = 0
All documents
O Agreement 1 20.05.2023 Q Senavera [ewic Koroscuxaii  BIPISIOK BIKTOPIS OIEKCAHIIPIB. . d kotovsky@do.
2002028 ~
My documents
= or1 = : =]
SA& i COLE  incan Conmonts
Shared with me
Requests: ) Agreement
to.dgn Tizm Business Confidentiality Agreement ° e e o o e
tossign by stamp This [Company name] nd [C is hereby entered into on this date: [Date.
to approve Here]:
Signatures

Purpose: [Company name] and [Contact name] will be entering into discussions involving [Company name's
Checked documents development and operation, which require [Company narme] to disclose confidential information to [Contact
name] on an ongoing basis. Thi s purpose is to ensure ality and to

( Packages name from disclosing such confidential information.

[Company name] and [Contact name] hereby agree to the following:

(© My packages A: Throughout this agreement, the term “confidential information” will refer to any information related to

[Company name] that is generally not known to any third parties, and is owned by [Company name].

Archive Confidential information includes, but is not limited to;

Trash 2. Finances

Product strategies

3. Contract discussions
4. Trade secrets

Problem signs 5. Investing strategies
6. Markeling strategies
7. Business plans

My sections + 8.

> Test documents

Other business affairs of [Company name]

B: [Contact name] understands that any intentional o unintentional disclosure of confidential information may
be detrimental to [Company name] and accordingly agrees:

Date of signing
021120231336

My workllow A
logistic:
gistic_test@document online Approved
logistic_test@document.oniine 20 op. 2028 14:43
jocument onine
@  bookkeeper

bookkeaper_test@document.oniine
bookkesper. tsst@document.online

If you need all files that match the query, enter the file name completely and press the magnifying glass
icon or "Enter." The system will generate a list of all files that match your query.

D DOCUMENT ONLINE

o

Document name or document number

agreement Q Extended search

Jearch results  Create custom section based on this search criteria Download in $SV format
Documents «
Document date
Name e 1 Greation date|  P®
All documents
0 Agreement 1 20.06.2023
20.06.2023
My documents
]  Agreement 1 04.05.2023 Agreement
05.05.2023
Shared with me
0 Agreement 1 04.05.2023 Agreement
Requests: 05.05.2023
to sign [0  Agreement Test work 05.05.2023
05.05.2023
to sign by stamp
]  Agreement Test word 2 05.05.2023
05052023

PR
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Search for documents in the system

Extended document search

On the portal, there are 2 search options — quick search by name or file number and extended search
based on various document attributes in the system.

For advanced search, click on the down arrow icon " Extended search."

D DOCUMENT.ONLINE  Document name or document num... Q (

1

o Upload <: Create workflow } [ @Apprc

Search results Create custom section based on this search criteria  Download in CSV format

Documents «
Document date
" N T My... Stat Send
- - 1 Creation date ype y atus ender

All documents
[0 Agreement 1 20.06.2023 €N Signaturereq...

In the extended search window, choose the attribute by which you want to find documents:

Extended search X .

* section;

Section A * document type;

e v * my identifier;

ot . » document author/sender identifier;

* recipient identifier;

agreement ¢ document date;

* information about parties;
* efc.

Workflow status ~ My actions -

Author email/identifier Sender email/identifier

Receiver email/identifier

From sum s To 3

Sides =+

Identification code Name

R e m

For example, let's consider two situations. Suppose you need to find:

1. All incoming Agreements from client 2. All documents in a status waiting for approval
Extended search X Extended search X
s

Section - All documents. -

x v Te v

My identifier v My identifier v
Name Name

Number Base document number Number Base document number

Workflow status ~ My actions - Workflow status ¥ Pending Approval e
lawyer_t online Sender il i Author il ifi Sender

Receiver email/identifier Receiver email/identifier

From sum : To s From sum 2 To

Sides + Sides +

Identification code Name Identification code Name

Bt m Besetenare) m




Search for documents in the system

Upon successful search, you will see a list of found documents and possible functions — "Create a
section based on this search criterion" and "Download in CSV format."

D DOCUMENT.ONLINE  Document name or document num... Extended search

[+ Upload [ -(: Create workflow ] [ @App

| Search results Create custom section based on this search criteria  Download in CSV format |

Documents «

Document date
jo s
O Name N i Type My... Status Sender

All documents

The "Create a section based on this search criterion" function is similar to creating a new subsection in

the "My Sections" section, but the "Create Section" modal window is pre-filled with the criteria used for
the search.

The "Download in CSV format" function allows you to download documents as a list to your computer in
Excel for further work with the list, for example, to create a register of documents for a specific period.




Search for documents in the system

Creating a document report

To generate a report on documents, you can use advanced search to filter documents. To do this, click
on the arrow icon "Advanced Search" at the top.

D DOCUMENT.ONLINE  Document name or document num... & Extended search (
P i

Create [+ Upload < Create workflow } [ @Apprc

Search results Create custom section based on this search criteria Download in CSV format

Documents «
Document date
D Name Ne ¥ Graatibriat Type My... Status Sender

All documents
[ Agreement 1 20.06.2023 €N Signaturereq

In the opened window, specify the necessary criteria to form the report.
After that, click the "Search" button.

Extended search X

Section
All documents -
Type v
My identifier v
Name
Number Base document number

My actions
Workflow status b Pending Approval -
Author email/identifier Sender email/identifier
Receiver email/identifier
From sum ¢ To &
Sides +
Identification code Name

femetasen m

The system will filter your documents based on the specified criteria.

To create a report on these documents, click "Download in CSV format" at the top.
D DOCUMENT.ONLINE Document name or document num... Q Extended search

[+ Upload [ < Create workflow ] [ @App

Search results Create custom section based on this search criteria]| Download in CSV format

Document date
N he T My... Stat
H = 1 Creation date ype y... Status Sender

Documents «

All documents

Subsequently, a report will be downloaded based on the found documents.




Creating additional sections for documents

Sorting documents in the system

On the platform, you can create a custom section with documents filtered based on specific criteria
(filter).

Important! Custom sections can be used not only to organize documents with the ability to generate
standard reports on section documents in the future (see section "Creating Standard Reports on
Documents"). Custom sections also provide the ability to set up automatic delegation and workflow
of documents within the entire section.

TA Avanta vanir A aantian alinl Ak tha ' inan navt {0 the "My Sections" title
D DOCUMENT.ONLINE  Document name or document num... & Extended search

E

Al documents
Documents «
0O Name e Doouments os My... Status
I Creation... P Yee
All documents, 4
0O Test gg.‘n‘g.%g Agreement o Uploaded
My documents o
O  Axrasynosans 09092022  Revocati... () Pending
09.00.2022
Shared with me
0O Accanymosanms 09.09.2022  Revocati... @ Pending
Requests: 09.00.2022
tosign O test 1 09002022 Agreement @Y Inthe pr
09.09.2022
to sign by stamp
test 1 00.09.2022  Agreement Inthe pr.
to approve o 09.09.2022 °
Checked documents O test 1 09.00.2022  Agreement @ Pending
09.09.2022
O test 1 09.09.2022  Agreement Approva..
(6] Packages 06.09.2022
My packages O Testword 00.00.2022 Uploaded
@ myp g 09.09.2022
i O ID_PDF 1(@).pdf 09.00.2022  Agreement Pending
Arghive 09.09.2022 ©
O T PDE 1(2.pdf 09.00.2022  Agreement Pending
Teash 09.00.2022 ©

Problem signs /
:

5 Test documents [0 Testdocument 1 00.002022  Agreement () Processed
09.09.2022

09.09.2022
09.09.2022

In the section creation window, specify the section name and choose filters according to which
documents will be included.

Create section X

1.Search criteria ; 2.Workflow settings
Agreements
Section -
“v
My identifier v
Name
Number Base document number
Workflow status ¥ My actions b
Author email/identifier Sender email/identifier
Receiver email/identifier
From sum 2 To 3

Sides +

Identification code Name

CREATE WORKFLOW ~ SAVE




Creating additional sections for documents

If your account is linked to multiple identifiers, meaning multiple accounts, you can create custom
sections separately for each identifier (learn more about using identifiers here). In the "My Identifier"
field, choose the relevant account whose documents should be included in your section. For example, if
you have an archive mailbox among your identifiers, select it to create a separate section for archival

P IR

Create section X
1.Search criteria 4 2.Workflow settings
Agreements
Section v
‘v
“n

[:J Select all identifiers r
Q search
d.kotovsky@document.online

[ djonico07@gmail.com L

If you need to set up a route or automatic redirection for all documents in this section, click *"Workflow

Details of these functions are covered in the sections below under the titles "Automatic Sending of
Documents (only for new documents)" and "Redirection of Documents. for example, in case of
Setting up access is optional for creating a section.

The section you create will be displayed within the "My Sections" section.

To edit or delete a section, click on the "three dots" icon that appears when hovering over the name of
the created section.

You can also create a subsection within a section on the portal. Details of this function are discussed
below under the title "Creatina a Subsection in a Section.”

Trash -4 Create subsection
Problem signs 2 Edit section 3t work
My sections + ¢ Delete section 3t word 2

o
> Test documents :‘\:ﬂ Agreement Test_word 1




Creating additional sections for documents

Creating a subsection in a section

To create a subsection in a previously created section, click on the "three dots" icon that appears when
hovering over the name of the created section and select "Create Subsection.”

In the subsection creation window, specify the subsection name and choose additional filters according
to which documents will be included here.

Important! The subsection will apply the search settings of the section and additionally selected
subsection filters. This means that all documents entering the subsection will also be located in the
top-level Section.

Click "Save."

Create section X

1.Search criteria 2.Workflow settings

Agreements

Section =

xv

My identifier v

Name

Number Base document number

Workflow status ~ My actions 4

Author email/identifier Sender email/identifier

Receiver email/identifier

From sum : T

Sides  +
Identification code Name

CREATE WORKFLOW  SAVE

If you need to set up a route or automatic redirection for all documents in this subsection, click
"Workflow settings.”

Details of these functions are covered in the sections below under the titles "Automatic Sending of
Documents (only for new documents)" and "Redirection of Documents, for example, in case of
vacation.”

Setting up access is optional for creating a subsection.

The subsection you create will be displayed within the "My Sections" section under the previously
created section. To expand the list of subsections in the section, click on the "arrow" icon next to the

cartinn namea

Problem signs
My sections +

~ Test documents

> Test agreements

You can create an unlimited number of subsections in a section and subsections in subsections, and
each of them can have its own approval route configured.

Important! If there is an approval route set in the section or subsection, and the document falls under
the configured subsection search parameters, only the approval workflow of the subsection will be
applied to the document.

Important! If, according to the search parameters, a document falls into several sections with
configured access parameters, the document will be subject to the approval workflow created last in the
system. In the other sections, there will be an "exclamation mark" icon with information that no route is
configured for the document from that section.

Content
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Creating additional sections for documents

Automatic sending of documents (only for new documents)

To set up automatic sending of documents, you need to create a custom section with documents filtered
by specific criteria.

Click on the "+" icon next to the "My Sections" title.

D DOCUMENT.ONLINE  Document name or document num... & Extended search

E

All documents.

Documents «

D i
Name N ooumen Type My... Status
1 Creation.
All documents 4
0O st 23002022 Agreement (Y Uploaded
23.00.2022
My documents
O A asynosanss 09092022 Revocati... () Pendng
09.09.2022
Shared with me
O A asynosaius 09.09.2022  Revocati.. Pending
Reaquests: e ®
tosign O test 1 09002022 Agreement (@Y In thepr..
09.00.2022
to sign by stamp
O test 1 09002022 Agreement (Y Inthe ...
to approve 09.09.2022
Chedked B6GURBHIE O test 1 09.00.2022  Agreement Pending
09.09.2022 ©
O test 1 09.09.2022  Agreement Approva.
(D Packages 09.09.2022
0 Testwod 09.09.2022 Uploaded
© My packages 09.00.2022
i [0 TD_POE 1 (2).pdf 09002022 Agreement Pending
Auchive 09.00.2022 ©
[0 TD_PDF 1(2.pdf 09.09.2022  Agreement Pending
Trash 09.09.2022 @

Problem signs /

" Restrict.
My sections +
> Test documents O  Testdocument 1 09002022 Agreement (@ Processed
09.09.2022

In the section creation window, specify the section name and choose filters according to which
documents will enter it. Click on "Workflow settings."

Create section X
1.Search criteria : 2.Workflow settings
Agreements
Section b
"
My identifier v
Name
Number Base document number
Workflow status ¥ My actions g

Author email/identifier

Sender email/identifier

Receiver email/identifier

From sum ¢ To

Sides =+
Identification code Name

CREATE WORKFLOW SAVE

Choose the type of access setting as "Workflow settings”.

Create section x

_—

1.Search criteria 2.Workflow settings

Test section workflow

Optional settings: create a workflow to apply it to all documents in this section.

Create workflow

Delegate document actions




Creating additional sections for documents

Create approval workflow for the section, and they will automatically be assigned to all new documents
that meet the criteria of the section. Click "Save."

Create section X

1.Search criteria b 2! settings

Test section workflow

Optional settings: create a workflow to apply it to all documents in this section.

Select type of workflow

Create workflow »
pyna 1 ) &% Add group

Group name * Group order

pyna 1

« 1> @

Note

Send for
Approval ~  Byevery userof the group -

[ The recipient s indicated in the document attributes (i)

Workflow participants:

£, Add user

Group settings v

Data on the done action ¥

BACK SAVE

Important! All documents that meet the specified criteria will appear in the section. However, approval
routes will be automatically assigned only to new documents entering this section.
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Forwarding of documents, for example, in case of vacation

To set up automatic documents forwarding, you need to create a custom section with documents
filtered by specific criteria.

Click on the "+" icon next to the "My Sections" title.

D DOCUMENT.ONLINE  Document name or document num... & Extended search

Documents «

4]

All documents.

Document...

Name Ne Type My... Status
1 Creation.
All documents 4
0O st 23002022 Agreement (Y Uploaded
23.00.2022
My documents
O Acranynosass 09082022 Revocati. (&) Pendng
09.09.2022
Shared with me
O A asynosaius 09.09.2022  Revocati.. Pending
Reaquests: e ®
tosign O test 1 09002022 Agreement (@Y In thepr..
09.00.2022
to sign by stamp
O test 1 09002022 Agreement (Y Inthe ...
to approve 09.09.2022
Chedked B6GURBHIE O test 1 09.00.2022  Agreement Pending
09.09.2022 ©
O test 1 09.09.2022  Agreement Approva
(D Packages 09.09.2022
0 Testwod 09.09.2022 Uploaded
© My packages 09.00.2022
i [0 To_PDE 1(@.pdf 09.09.2022  Agreement Pending
Auchive 09.00.2022 ©
[0 TD_PDF 1 (2).pdf 00002022 Agreement Pending
Trash 09.00.2022 ©

Problem signs /
+

> Test documents O  Testdocument 1 09002022 Agreement (@ Processed
09.09.2022

To do this, click on the "+" icon next to the "My Sections" title.

For example, if you need to delegate document actions to your colleague during your vacation, choose
the following filters to create the section:

» Section: Shared with me

+ Status: Pending for processing

» Vacation period: Created date from ... to ...

You can also specify additional parameters, such as Document Type or Email/Sender Identifier, if
necessary. Click "Workflow settings.”

Important! If you want to forward packages of documents for execution, choose the filter "Section -
Packages" instead of "Section - Shared with me."

1.Search criteria ) 2.Workflow settings

Test section workflow

Section
Shared with me -

Type .
My identifier .
Name

Number Base document number

Workfow status .

Pending for i My actions

Author email/identifier  Sender email/identifier

Receiver email/identifier

From sum 2 To

Sides  +

Identification code Name

Additional data (public) ~ +

Name Value

Additional data (private)  +

Name Value

From documen date o

1/30/2024 ® 2/7/2024 o]
From upload date B to [a]
From creationdate & to a]
From end date Bt [a]
From execution date &) To execution date a

CREATE WORKFLOW  SAVE
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Choose the type of access setting as "Workflow settings" and the action as "Delegate." Click "Add
User.”

Enter the email of the user to whom the actions on the documents of this section will be delegated. This
feature is convenient, for example, during business trips or vacations when there is a need to process
incoming documents. Click "Save.”

Enter the email of the user to whom the actions on the documents of this section will be delegated. This
feature is convenient, for example, during business trips or vacations when there is a need to process
incoming documents.

Click "Save."

Create section X

1.Search criteria —_——) 2.Workflow settings

Test section workflow

Optional settings: create a workflow to apply it to all documents in this section.

Select type of workliow
Create workflow -

Group 1 ) &% Add group
Group name * Group order
Group 1 _
« 1> ®
Note
Send for
Delegation ~ | Byanyuserofthe group -
[ The recipient is indicated in the document attributes (i)
Workflow participants:
Emailtdentier
lawyer_test@document.online ion code Personal code
8, Add user
Group settings v
BACK  SAVE

Important! All documents that meet the specified criteria will appear in the section. However, automatic
forwarding will only work for new documents entering this section.




Creating additional sections for documents

Creation of standard reports on documents

Creating standard reports for documents is convenient when you need to generate multiple reports with
different parameters. To avoid specifying these parameters each time in the advanced search, create
relevant sections corresponding to the required reports.

The process of creating a section is explained in the section above titled "Sorting Documents”.

When you need to generate a report, go to the respective section and click the Extended search button.

D DOCUMENT.ONLINE  Document name or document num... & Extended search (
>4

/
)

Search results Create custom section based on this search criteria  Download in CSV format

Documents «
Document date
nem Ne T My... Stat nder
- e 1 Creation date ype y... Status Sende

All documents
[0  Agreement 1 20.06.2023 €N\ Signature req.

In the search window, all parameters of the section you created will already be filled in. You can then edit
specific search criteria (e.g., set a new criterion like "Pending Approval"). After that, click "Search."

Extended search x

Secton
All documents -
Type v
My identifier v
Name
Number Base document number

My actions
Workflow status " Pending Approval -
Author email/identifier Sender email/identifier
Receiver email/identifier
From sum T
Sides -+
Identification code Name

A list of documents that meet the specified filters will appear. To generate a report, click "Download in
CSV format," and a list of found documents with all the columns displayed on the screen will be
downloaded to your computer.

D DOCUMENT.ONLINE Document name or document num... Q Extended search

[+ Upload [ < Create workflow ] [ @ App
Search results Create custom section based on this search criterigl Download in CSV format
Documents «

Document date
D Name Ne P — Type My... Status Sender

All documents
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Combining several accounts in the system

Bind additional identifier

If you have multiple accounts or several email addresses registered in the Document.Online system and
want to work with all documents in a single account, use the functionality of binding an additional
identifier.

An identifier is a user account that can be linked to your account. You can add an unlimited number of
identifiers to your account and gain access to all documents belonging to these identifiers. This is very
convenient if you have multiple accounts (you can combine them and work in a unified space) or if you
need to monitor the work of subordinates.

Important! When working with documents of added identifiers, you will have access to all functions
except editing data on the documents.

To link a new identifier, click the "Add" button in the "Your Identifiers" section.

Your identifiers: @

=
=
"
Add identification code

Emails:

® accounti@document.online

Email: account1@document.online © account3@document.online X
Phone.011-111-11-11

o Add chat with Document.Online

Edit profile

Log out

In the dialog box that opens:

1. Specify the email address (or list of addresses separated by commas) of the documents you want to
see in your account.

2. Choose the level of access you want to have with the added accounts: "Full (all actions with
documents)" or "View only."

3. Click the "Add" button.

Important! Documents of added identifiers will be accessible in your account after confirmation of the
binding by the users of the added email addresses.

Add emails x

We will send an email message to the specified email(s) and ask to confirm your request
for binding

Emails

| account2@document.onlline &

Enter the email address(es) you want to bind to your profile (multiple emails should be separated by
commas)

Access level
Only viewing -

CANCEL ADD

4. The identifiers you added will appear in the list with the status "Not confirmed" (symbol "?" before the
identifier name).

5. If an added identifier does not confirm your request for a long time, resend the request by clicking on
the envelope icon.
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4. The identifiers you added will appear in the list with the status "Not confirmed" (symbol "?" before the
identifier name).

5. If an added identifier does not confirm your request for a long time, resend the request by clicking on
the envelope icon.

6. After confirmation of the binding by the identifier, the identifier's status will change to "Identifier
active."

Your identifiers: @

m Notification settings
Add identification code

@ accounti@document.online

account3@document.online X
? account2@document.onlline

Only viewing

From this moment, your account will display not only documents that were created or sent to you but
also all documents created or sent to the linked identifier.

back to
Content
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Combining several accounts in the system

Deleting an additional identifier

An identifier is a user account that can be linked to your account. You can add an unlimited number of
identifiers to your account and gain access to all documents belonging to these identifiers. This is very

convenient if you have multiple accounts (you can combine them and work in a unified space) or if you

need to monitor the work of subordinates.

If, for some reason, you no longer need to receive documents from an added identifier, you can delete it
by clicking the "X" icon next to the relevant identifier.

Your identifiers: @

m
Add identification code

® accounti@document.online

Email: accounti@document.online © account3@document.online

Phone.011-111-11-11

0 Add chat with Document.Online

Edit profile

You can delete both active and unconfirmed identifiers.
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Confirmation of actions by the binding identifier

An identifier is a user account that can be linked to your account. You can add an unlimited number of
identifiers to your account and gain access to all documents belonging to these identifiers. This is very
convenient if you have multiple accounts (you can combine them and work in a unified space) or if you
need to monitor the work of subordinates.

1. Confirmation of Binding Your Account to Another User

If your account (or email) has been linked to another account in the Document.Online system, you will
receive an email requesting confirmation of this action. The email will specify the email of the account
that wants to access your documents and the access level—either "all actions" with documents or only
"view.”

To arant nermission to access vour documents, click the "Confirm Binding" button.
D) DOCUMENT ONLINE ioadocumentorne

Dear User!

Confirmation of email binding.

Userd online requests ission to bind your profile to his/her profile.

After your ion User d online will get full access to all your

documents(both created/uploaded by you and shared with you).

Confirm email binding

https://document.online/app//link/addclaim?accountid=c1de9a93-491b-4d2b-9adf-
1c0ce629deab&claimid=6de295e1-5cf4-447d-bff2-107d6899fa46&otp=68dc44cs-
aa68-4250-bf83-781dd6a50cc9

Sent by

Document.Online

If you have any questions, please, contact us via phone 099 499 29 11 © 2022 Document.Online

or e-mail info@document.online

You will be redirected to document.online and see a notification of the successful binding of your email.
Click "OK.”

Request from user d.k Y online for email
binding djonic007@gmail.com has been successfully

confirmed

OK
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Search for documents belonging to a certain identifier

An identifier is a user account that can be linked to your account. You can add an unlimited number of
identifiers to your account and gain access to all documents belonging to these identifiers. This is very
convenient if you have multiple accounts (you can combine them and work in a unified space) or if you
need to monitor the work of subordinates.

Go to ‘Extended search' by clicking the arrow in the top search panel.

D DOCUMENT.ONLINE  Document name or document num... Q (

—

[+3 Upload < Create workflow } { @Apprc

Search results Create custom section based on this search criteria Download in CSV format

Documents «

D it date
[0 Name Ne oy Type My... Status Sender
{ Creation date

All documents

[0 Agreement 1 20.06.2023 €N Signaturereq

In the ‘Extended search' window, use the criterion 'My Identifier.'

Extended search X
Section -
Type v
My identifier %

Choose the identifier for which you need to find documents and click the 'Search' button."

Extended search X
Section v
Type v
My identifier A

[ ] select all identifiers =
O\ Search

[:] account1@document.online

VVUIRHUW Status vy asuuns v




Notifications settings

Setting up notifications from binded IDs

An identifier is a user account that can be linked to your account. You can add an unlimited number of
identifiers to your account and gain access to all documents belonging to these identifiers. This is very
convenient if you have multiple accounts (you can combine them and work in a unified space) or if you
need to monitor the work of subordinates.

If you want to receive notifications about actions on documents from linked identifiers, click on the
"Notifications settings" button in your profile window:

Your identifiers: @

m Notification settings
Add identification code

® accounti@document.online

Email: account1@document.online © account3@document.online X
Phone.011-111-11-11

o Add chat with Document.Online

Edit profile

Log out

In the opened window:

Notification settings X

@ select identifier

accountl@docu... . [ Apply settings to all identifiers

o Select contact to send notifications to
o Check all the events you want to be notified about

o Language of notifications

Save

1. "Choose an identifier to configure" - a user/identifier for which actions will trigger notifications.
Choose one identifier from the list or check the box "Apply settings to all identifiers" if you want to
configure notifications for all linked identifiers at once.

2. "Select a contact for notifications" - the user/identifier who will receive email notifications configured
in the first step. This can be your account or any other from the list of identifiers.

Notification settings X
° Select identifier

o Select contact to send notifications to

account2@docu... .

[ Apply settings to all contacts




Creating additional sections for documents

3. Mark events for which you want to receive email notifications" by placing or removing a checkmark
next to the corresponding document action: Choose events like "Document Created," "Document
Approved," etc.

Notification settings X
° Select identifier
° Select contact to send notifications to

0 Check all the events you want to be notified about

New document sent for signature

[[J New document sent for approval

[C] New document sent for review

Document has been rejected

[J My workflow is completed

[J Deadline for performing the action has passed
[CJ New comment to document

[J Restricting access to a document

Expiration deadline reminder

o Language of notifications

4. Select the language of notifications in which you want to receive messages via email.
5. Click the "Save" button.
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System notifications in the account

As changes occur to documents in the system in real-time, notifications will appear next to the bell icon
at the top of the screen:

7 +38 067 41929 11
®iss0004092011 DUVA @
@ Document TEST DOCUMENT.docx has @ UA
5

been sent for approve

f Penarysatu

[ GD 3s'azan

Clicking the bell icon will prompt the system to display notifications with information about the incoming
action:

7 +38 067 41929 11 ]
®.380004992011 SN @ A .
Notifications X

P Document TEST DOCUMENT.docx

has been sent for approve

By clicking on a specific notification, you will open the corresponding document:
7< +38 067 419 29 11 De
®.330004992011 SEN @ A dio

Notifications X

PY Document TEST DOCUMENT.docx
has been sent for approve

Open document

Clicking on the "three dots" located next to the notification opens a window to clear the notification

d aIa%m 4192911 Rennc Kotoscxut
Oisoonmzats  BEN @ A G neom M
. Notifications X

] [or] (=)

@ Document TEST DOCUMENT.docx
has been sent for approve

Delete this noification v

[envic KoToseukui Unsubscribe from this type of notifications.

Additionally, upon refreshing the browser page, all previously sent notifications will be cleared.
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Setting up notifications in Telegram

You have the option to use Telegram as a communication channel with Document.Online. To do this, you
need to connect to our chatbot, where notifications from the service will be sent.

Click on the profile picture, and then on 'Profile Settings.” and click 'Add chat with Document.Online."'

Email: account1i@document.online

Phone.011-111-11-11

O Add chat with Document.Online

Edit profile

™~

Your identifiers: @

m Notification settings
Add identification code

@ accounti@document.online

® account3@document.online >4

Use the 'Send message' button if you have the Telegram app installed on your computer or click '‘Open
in web' to access the web version of the messenger.

e Telegram

Don't have Telegram yet? Try it now! >

D

Document.Online

@DocumentOnline_bot

OPEN IN WEB

Click 'start.' The chatbot is already connected.

Document.Online Q H

Thursday, September 24, 202

What can this bot do?

0

Cywachwih eneKTPOHHII ROKYMEHTOOGIr
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Also, after linking Telegram, a corresponding message will be displayed in 'Profile Settings.'

Your identifiers: @

m Notification settings
Add identification code

Emails:

@ accounti@document.online

Email: accounti@document.online © account3@document.online X

Phone.011-111-11-11

R B Add chat with Document.Online
Chat with Document.Online created \
Edit profile

Now you need to configure which notifications will be sent to Telegram. Click on the * Notifications
settings' button in your profile window:

Your identifiers: @

m
Add identification code

@ accounti@document.online

Email: account!@document.online ®@ account3@document.online X

Phone.011-111-11-11

° Add chat with Document.Online
Edit profile

Log out

In the opened window:

Notification settings X

a Select identifier

account1@docu... . [7] Apply settings to all identifiers

e Select contact to send notifications to
o Check all the events you want to be notified about

° Language of notifications




Notifications settings

1. 'Select an identifier to configure' - choose a user/identifier for which actions will trigger notifications.
Choose from the list or check 'Apply settings to all identifiers' if you want to set up notifications for all
linked identifiers at once.

An identifier is a user account that can be linked to your account. You can add an unlimited number of
identifiers to your account and access all documents associated with these identifiers. This is very
convenient if you have multiple accounts (they can be combined and work in a unified space) or if you
need to monitor the work of subordinates.

2. 'Select a contact for notifications' - Your Telegram.

Notification settings X
0 Select identifier

o Select contact to send notifications to

Telegram: DeniwREde..~ |1 Apply settings to all contacts

2. 'Uncheck events for which you want to receive email notifications' by checking or unchecking the box
next to the corresponding document action:

Notification settings X
o Select identifier
Q Select contact to send notifications to

e Check all the events you want to be notified about

New document sent for signature

[[J New document sent for approval

[C] New document sent for review

Document has been rejected

[J My workflow is completed

[J Deadline for performing the action has passed
[J New comment to document

[J Restricting access to a document

Expiration deadline reminder

o Language of notifications

4. Select the language of notifications in which you want to receive messages via email.
5. Click the "Save" button.




Domain administrator settings

Confirmation of registration in the service by the domain
administrator

On the portal, there is a function for administrator confirmation of user registrations working under a
specific domain.

To access the administrator settings, click on the user icon and choose 'Administrative Settings' from
the dropdown menu.

T~

D) DOCUMENT.ONLINE  Document name or documentrum... & Extended search DIl e @ P P — <
e s e
All documents []  Company settings
Documents ~
0O Name Ne ?z‘i’:ﬂ Type My... Status  Sender Author Sides My icentifier  Docume... Suf A 4
(7) Packaaes . £t Profile settings
. . . \ . . \ .
Click on the gear icon in the 'Domain Settings' section.
D DOCUMENT.ONLINE oo i & [ erwaers | sEEmual em @ M mmmme ().

Administrative settings.
Documents ~

Domain settings:
@ Packages

Domain: document.online -
() My packages —

In the 'Registration Confirmation Email Recipient' section, choose 'Administrator' and enter the
administrator's email below.

Domain settings X
@ These settings will be applied to all users in the domain.
Domain: document.online

Setting of receiver of registration confirmation letter domain users

® Receiver of registration confirmation letter for users

| Administrator v|

To email address:
Admin@document.online

- TIETET ST TS 10 De S TTemmer ot the toTatT

ion and ization of users

[ Allow registration and authorization of users only through LivelD

Access to domain users' documents

© E-mail of the administrator who has access to the domain documents

Enter the user's e-mail (one, or after a comma - several)
Entered emain has to be a member of the domain document.online

© Level of access to domain user's documents

Read v

Uploading domain documents

® Connector for receiving documents of domain users

CANCEL SAVE

After completing the registration procedure:
The user who registered will receive an email to confirm their email address.

D DOCUMENT ONLINE

Dear User!

Registration on the Dokument.Online portal. Please confirm your email to complete your
registration.m

https: te document online/C -076€a050-1914-4836-8d9e-23adb3025(d5&
code=CfDJBBQ 1YlyuPu4jAOcwYOPmIyGEQIgJZRXNC| UMYE2kRHI2FW962F(
%3D%3D8ui_locales=uk

Sent by

Document.Online

If you have any questions, please, contact us via phone 099 499 29 11 © 2022 Document.Online

or e-mail info@document online
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2. After the user confirms their email, the administrator will receive a confirmation registration email to
their email address.

3. Once the administrator clicks on the 'Confirm' button, the user will be registered.

D DOCUMENT.ONLINE B>

Dear User!

Registration on the Document.Online portal.
A user with the e-mail address 1@document.onlineg wants to register on the
Document.Online portal. To complete the user registration, please confirm his e-mail.

hitps: staging.document online/Ce 7¢ 10f4-4¢ -4 fc
code=CfDJBBQ; YlyuPu4jAOcwY QP JZRXNC UMYE2KRHJ2FW9%62F(
%3D%3D&ui_locales=uk

Sent by

Document.Online

If you have any questions, please, contact us via phone 099 499 29 11 © 2022 Document.Online

or e-mail info@document.online

4. The user will receive a notification that the registration was successful, and they can log in to the
system.

D DOCUMENT.ONLINE 10 2911

Dear User!

Registration on the Document.Online portal.
The account has been verified by the ini You can now log in.

hitps: staging, document online/C: 7 1014-4: L i
code=CfDJSBQ Y JAOCWYOPMI JZRXNC; J2FW%2F(
%3D%3D4ui_locales=uk

Sent by

Document.Online

If you have any questions, please, contact us via phone 099 499 29 11 © 2022 Document.Online

or e-mail info@document.online




Domain administrator settings

Control and blocking of user access to the system

The domain administrator has the ability to both confirm the registration of users for a specific domain
and block them. The domain administrator can view all users registered under the company's domain.

To access the administrator settings, click on the user icon and choose 'Administrative Settings' from
the dropdown menu.

T~

Q = ¢ 438 067 419 20 11 P .
D DOCUMENT.ONLINE  Document name or document num Extended search ®.330994092011 SEN @ M P
© Upload « Create workflow () Avprove J [ ® sion ‘ /' Edit ]
Alldocuments [ Company settings
Documents ~
O Name Ne ?Dcc‘::‘:": Type My... Status  Sender Author Sides My identifier  Docume... Suf [ 4
(1) Packaaes £x  Profile settings —

Next to each user, there is a 'Block' button. If needed, the domain administrator can block specific

users."
D) DOCUMENT.ONLINE  Document rame o document um.. %[ exandoa soaren_| HaSBOETA901 . @ P -

® +38 099 499 29 11 r@document.onl...

Administrative settings.
Documents ~

Domain settings:

@ Packages
Domain: document.online > 5
@ My packages —_——
Archive
Users Directories Flow templates
Trash
Users:

Problem signs

My sections + m

N Name Email Phone Registration date Status Access information Actions
> Test documents
Send report
Liga®REPORT & User 1 User1@document.online +1011-111-11-11 02.04.2019 Active View Block
2. User 2 User2@document.online +1011-111-11-11 13.11.2017 Active View Block
3. User 3 User3@document.online +1011-111-11-11 18.12.2017 Active View Block
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