Using DocuSign with TrialWorks
Version 11 and higher
DocuSign® provides a service for electronic signatures removing the need to overnight, fax or
email documents. Recipients can sign documents anywhere from any device. Documents
are encrypted, and a complete audit trail is maintained. DocuSign requires a user to have an

account. Automating the placement of the executed document to the Additional link of the
TrialWorks, DocuSign request requires the TWService installation.

Setting Up DocuSign

Enter User Credentials

Click on Settings > Global Settings >
AddiIns (2) > DocuSign Settings

Firm Settings
Settlement Calculator

W e ration ool ades ax Settings
Formatting l Other Settings l Addins || Addins (2)

[

iManage Settings:

Enter the Username and Password iManage Server:

[
iManAdmin: [
iManPswd: [

\
[

If a single account, the user only needs to

iManMatter:

enter credentials in Global Settings as it is iManClient:
only one account. Single mode uses the Docusign Setings
y . . g . User License: @ @

credentials entered in Global Settings to both , [ \
Send the requeSt and download the SIgned *Enterusers‘passwcr-dir: Default Values or change to Single User,
docu ment' Stamps.com Settings:

. User: ‘ ‘
If group account (multiple accounts), enter Password: | |

the admin account credentials and users will
need to also enter their credentials in User
Default Values. Group mode uses the
credentials in User Default Values to send the
request but uses the credentials in Global
Settings to download the signed document.
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For single accounts, leave on single to type in username and password then click Global Settings.

PLEASE SELECT THE FOLLOWING TRIALWORKS
SYSTEM WIDE DFFAULTS FOR THIS USFR

iManage Sellings
User \
Password [

T Use Windows Authentication

Auto Terminate msaccess.exe Settings:
Delay in seconds
[The current msaccess.exe process will be

lautomatically terminated (30) seconds after
|1riatworks closes

User Settings and Help | Case List Filters | Template Settings Calendar and Contact Settings| Global Settings (Read Only) Other

[~ ]

Document Versioning

Campare Tool Command

st include the variables <Docl> and <Doc2>.
sce those variables with (he actual path o

EXAMDLE
“CAProgram Files\y

arc\DeftaViw.cxe”
sorininal <D 25"
* Leave blank to use Mi

Word as the compare tool,

Stamps.com Settings

User.

Password

Docusign Settings:
fem

* Enter user/password in Global Settings

Creating Documents using DocusSign

TrialWorks integrates with DocuSign using the Ancillary(Miscellaneous), Correspondence, Discovery,
Memo(Documents) and Pleadings tabs in TrialWorks.

Choose the document type you wish to create by clicking on that tab. Click the green plus icon to create the
document.

Correspondence
Detail Info Links
Date: [10/2572017 | To \Hm Eric v|@ 6 Lk [ |
Author: s (oo —/_] B @ Additonal: |
Party: Bec: Y@@ More: i
Category: 2 From: 1 72]
Sent/Received: [ |[ | statusNote: | ]
Templates
Category: Wzl [J Multiple Templates
Template: Docusign Bookmarks FULL ]
Caption: [v]
Insurance: B
Client: Ray Ganske E] Other Party: [ 3
[=] Write to All Attorneys on Service List
Subject
Data Review w
Add... Edit... Delete...
Extra Info v
Create Correspondence Docket Print Envelope Certified Mail I Send via DocuSign I -Em

Complete the desired fields in the detail window to property create the document. Author, Party Name,
Document Category, Title or Subject, and TO: CC: or BCC on Correspondence
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Choose a Template Category and your DocuSign template. Documents to be sent through DocuSign require
special bookmarks for signatures, make sure to include them to enable electronic signatures.

Click the Button to Send via DocuSign

Select the Recipients by clicking the name(s). This List is populated from the Contacts Tab of the Case. If
you document includes signatures for multiple parties, you can include them.

Select Email Address:

o NG @IMAILCOM
Abrams, Seth C. abrams@anylaw.com

Akins, Nancy nancy@danahyandmurray.com

Al Smithe SmitheB@yahoo.com

Allen, Barry barry.allen@ccpd.gov

Allen, Barry barry@justicesociety.com

Allen, Travis (Allen & C marcus@net.com.ca

Alvira, Jennie jennie_alvira@hotmail.com

Aphelps, Michael (USA MPhelps@USASwimTeam.com
Baker, Phil (PaeTecg) Phillip.Baker@paetec.com

Baptist Hospital Smithdr@aol.com
Blige, Mary J. Mary@bligemusic.com
Brooker, Chip pitmaster@grill.net

Brouard, Fritz C (ABC L jfbooya@aol.com
Cagner, Eryn (Twinz R' Eryn@Indiaway.com
Cardoso , Theodroe (£ michael@phelps.com
Cardoso, Tod Samantha@acorn.com; v
<

’ Ins

Complete any edits necessary in the document and Save and Close it. You may receive a message to remind you
to close the document to complete the DocuSign upload.

Once the document merges, you will receive confirmation that the

ig The document must to be closed in order to upload it to DocuSign. d ocume nt u p I Oa ded su CCESSfu I Iy'
ERCY
After you are done editing the document, press OK to continue the
upload.

Press CANCEL to cancel the upload process.

Document Uploaded Successfully

o ]

Recipient receives an email advising them that they have a document from you via DocuSign

Emmanuel Latorre via Doc. Please Review and DocuSign this Document: docusign test w bk - Emmanuel Latorre sent you a document to review and sign. REVIEW DOCUMENT Emmanuel Latorre en

When they open the email, they select Review Document
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Docu%

Emmanuel Latorre sent you a document to review and sign.

REVIEW DOCUMENT

Emmanuel Latorre
emmanuel@trialworks . .com

Please Review and DocuSign this document. Thank you.

Do Mot Share This Email
This email contains a secure link to DocuSign. Please do not share this email, link, or access code
with others.

Adlternate Signing Method
Visit DocuSign.com, click "Access Documents’, and enter the security code:
S89D00TS1CEF4409EATS0C3E191396EAE1

About DocuSign

Sign documents electronically in just minutes. It's safe. secure. and legally binding. Whether you're in
an office, at home, on-the-go — or even across the globe — DocuSign provides a professional trusted
solution for Digital Transaction Management ™.

Meed Help?
Visit our Support Site or contact us at service@docusign.com.

& Download the DocuSign App

This message was sent to you by Emmanuel Latormre whao is using the DocuSign Electronic Signature Sernvice. If you would
rather not receive email from this sender you may contact the sender with your request.

When the document opens, the Recipient must acknowledge and agree to sign the document electronically

Please Review & Act on These Documents Docug{gn

- Emmanusl Latorre
Lawex Corp

Please Review and DocuSign this document. Thank you

Please read the Electronic Records and Signature Disclosure
D - CONTINUE OTHER ACTIONS +
1 agree to use electronic records and signatures.

The Document must be bookmarked for the electronic signature

Recipient selects Start and are prompted to SIGN the document
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DEMONSTRATION DOCUMENT OMNLY
DocuSign Envelope ID: 9969D7B7-6E48-4074-9037-4A920CTB4AG2E FROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE
START 1301 2nd Ave, Suite 2000 « Seattle « Washington 98101 « (206) 219-0200
www.docusign.com

TITTETS T _TCPTeSC IO O T TSI, T aOTTiey S are STTe 10 e TeTTOrSTl 10T ST oS 08 Tve TeeTT
SIGN
SIGN reasonabl v addfecod on behalf of the client.
Dated this day of .20
- ATTORNEY/CLIENT PRIVILEGED INFORMATION -
{1- client initials) (3- client initials)
4
(2- client initials) {4- client initials)

After selecting Sign > Recipient is prompted to Adopt Your Signature

e Recipient should Confirm Name, Initials, and Signature and has the option to change the Font Style

e Select Adopt and Sign

Adopt Your Signature

Confirm your name, initials, and signature.

Full Name Initials

Pamala L. Hodge PLH|
Dra

PREVIEW

DocuSigned by: DS
EM“LJ& (/- H’Oﬁlﬂb ‘ P{/H- Change Style
1BTCESEB4TF24DT ...

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | {or
my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial.

ADOPT AND SIGN CANCEL

You can also include fields to enter dates and additional text fields. Always check the DocuSign Available
Bookmarks list.

e Completing the required fields, click Finish after signing the document.

Done! Click Finish to send the completed document. m OTHER ACTIONS ~
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The recipient can select Other Actions to:

Finish Later OR Print & Sign OR Assign to Someone Else OR Decline to Sign

FINISH LATER PRINT & SIGMN
Save the document in its current state Print the document and sign in ink.
and finizh the signing proceas at a later Then either scan and upload or fax
time. back the document.
ASSIGM TO SOMEONE ELSE DECLIME TO SIGN
Should someone else be signing? Motify the sender that you refuse to sign
Provide the new signer's email address the document.

and send the document to them for
signature.

Help & Support About DocuSign 2
View History View Certificate (PDF) .

View Electronic Record and Signature
Di=sclosure

After selecting Finish, the Recipient is prompted to save document

a. s,
Save a Copy of Your Document

Sign up for a FREE DocuSign account today and sign all your documents electronically.

Email Electronically sign any

phodge9404@gmail.com document.

Password
Get signatures from

others.

Confirm Password . .
Sign on the go with

DocuSign Mobile!

S)NPRD)

By clicking SIGN UP, you agree to DocuSign Terms and
Conditions F

SIGN UP NO THANKS
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Once the Document is Signed/Finished the Recipient receives confirmation for DocuSign that the Document has
been signed

for signing with Docusz'ﬁ”-m

Sender and Recipient(s) will receive an email that the document has been signed by the Recipient(s) and have
the ability to review the completed Document

Docuﬁig-n%

Your document has been completed

REVIEW DOCUMENT

Emmanuel Latorre
emmanueli@irialworks.com

All parties have completed Please Review and DocuSign this Document: docusign test w
bk

Please Review and DocuSign this document. Thank you.

The signed Document will be uploaded to the specific tab attached to the Word version of the document.

It can take up to 15 minutes for the signed document to be download from DocuSign to TrialWorks
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Users can check the Status of outstanding DocuSign documents from the User Tools Menu choosing DocuSign

Status
Home Current Case Templates Reports User Tools Settings Admin Tools Help

mm—

2 = oz 2 BB B[

X =t x £ £ s

Default Recreate Atty/ Current DB ReAttach Restart Compact  Import  Exportto Equitrac Equitrac/Copitrak §DocuSign

Values Support List  Connection Database Trialworks Documents Summation Import Summary Import l§j Status

User Specific Utilities Transfer

A list of requested documents appears showing a Status of Sent or completed

Tab:

(Al

]

Show All Requests For All Cases

Date

-

Description

-

Tab - Docusign Sta -

Link - Additional ~

Author -~ Case Name 57

“~

22 yPAokl| Client Settlement Do« Correspo Sent
10/27/2017 Insurance Affidavit
10/18/2017 Evidence Release

Correspo Sent
Ancillary Sent

Client S¢ Patrice Gimen¢AAA MICHAEL PHELPS
Insuranc Patrice Gimen¢ AAA MICHAEL PHELPS
Evidenc Patrice Gimen¢Gimenez, Miguel Auto .

Testing Testing Docu: Seth Gram

Wells, Harrison

10/02/2017 Testing Docusign fror Correspo Completed

08/15/2017 Test Item Correspo Sent Test Iter Eric Hill DocuSign

08/15/2017 Testing Docu Sign ~ Correspo Sent Testing Eric Hill DocuSign

05/16/2017 DocuSign Bookmarks Correspo Sent DocuSic Seth Gram Wells, Harrison

04/14/2017 test123123 Ancillary Sent test123" Emmanuel Latt AAA MICHAEL PHELPS

04/14/2017 TEST TEST TEST Ancillary Sent TESTHE! Emmanuel Latt AAA MICHAEL PHELPS

01/12/2017 Docusign test multi re Ancillary Sent Docusig Patrice Gimen¢TW Tech Tips & Reminc

01/12/2017 DocuSign Bookmarks Intake ~ Sent DocuSic Emmanuel LatiLatorre, Emmanuel J.

01/12/2017 test 2 Memo  Sent test 2 Emmanuel Latt AAA MICHAEL PHELPS |+
Record: M <[10f74 | » M » | % NaFiter |[Search ]

Common Errors

You must include DocuSign bookmarks in your document to use the DocuSign Service. If you receive a message
that the document doesn’t include a valid DocuSign bookmark, recreate the document using a template created
with the DocuSign Available Bookmarks.

You must also choose a recipient with an email address to deliver the document to. Make sure to edit the
contact to include an email address prior to creating the document.
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DocuSign Available Bookmarks

SignAbove — use this bookmark to add a complete signature of for the recipient

InitialAbove — use this bookmark when you need to have individual pages or paragraphs initialed

DateAbove — use this bookmark to have the recipient date their signature

TextAbove — use this bookmark to include additional text within your document

When you need signatures from multiple parties, use the bookmarks above adding 1, 2 or 3. Be consistent with

all the related fields

Recipient 1 SignAbovel InitialAbovel DateAbovel TextAbovel
Recipient 2 SignAbove?2 InitialAbove2 DateAbove?2 TextAbove2
Recipient 3 SignAbove3 InitialAbove3 DateAbove3 TextAbove3
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