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Use DocuSign

Overview

Traditionally documents were signed using a ‘wet’ signature and in some cases,
a wet signature must still be used. However, the majority of documents can be
signed by electronic means. To facilitate this, the option to use DocuSign has
been added to Keyhouse.

NOTE: This feature must be activated by the System Administration in
conjunction with Keyhouse Support.

Adding Signatures to a Document

1. Click to the Document Manager and right click on the document or
documents to be signed.
2. Select ‘Request selected document(s) for signing’.

Case: [HARD03/0002 4P| .. | Brenda Hartley
Sale of 5 The Haywain, Sallins, Co Kildare
[[] Search Contents
Document Name Version | Diary Date
E Section 150 Letter costs known 1,10 Sep 2020

Client Questionnaire House Sale 1 10 Sep 2020

4 -.- Letter of Autho

E Initial Letter to | »

Document Properties
Document Text
Document History

‘He

Documents Near This

Import New Version

Re-classify document(s)

Print documents)

Print document(s) as PDF

Convert document(s) to PDF

E-mail document(s)

E-mail document(s) as PDF

E-mail original document(s) and PDF versions
E-mail document(s) as Password Protected PDF

SO EMmME N @&k

Request selected document(s) for Signing
Qpen in Case Diary
[ copy
@ Copy to another Case
(2] Copy path ta Clipboard
- Import Document 4

&) Export Document 4
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3. The following window opens. It can be resized for ease of use.

Eevhouse Computing Ltd Call +353 1 2902222
IMI Business Campus, Email info@keyhouse.ie
Sandyford Road, Dublin 16.

Action

” b
© 04 %
send | Manage Add  NewClient | Delete Sign Delete All Sign

Document(s) | Signer(s) Assaciate Contact field fields

Select a signer Select the document

Letter of Authority to take up Deeds2807.pdf (1/1)
2ank of Sutton v Letter of Authority to take up Deeds 2...|v
£ signature

LETTER OF AUTHORITY

Adiess, IMI Campus
8 initial ytord

8 company

& Date Signed

S Email

. Title

@ Approve

SIGNED: Dated:

First Page | | Previous | | 1 Next Last Page

4. The panel on the left lists the values that can be added to the document,
while the panel on the right will show the documents selected and the
pages of the current document. Clicking on the page will move the
document to that page. Use the dropdown arrow beside the document
name to change to the next document.

5. To add the headings to the document, select the client or associate name
from the dropdown option.

©O @ & ¥V ® ©

Send Manage Add  MNew Client | Delete Sign Delete All Sign
Document(s) | Signer(s) Associate Contact field fields

Select a signer

Bank of Sutton

]

Code

Name

Email

TYPE

Colour

> Bank of Sutton L lendinginsii 2

4|Page

Web:

Keyhouse Support:

www.keyhouse.ie

support@keyhouse.assist.com

JOEBOL Bloggs & Associates info@bloggs.ei  Solicitors
HARDO1 Brenda Hartley Client | Colour |

| HAROO1 Brenda Hartley bhartley@key... Client -
Duo0o2 Dublin City Council dubcorp@iclie | Local Authority
GRADO4 Grace & Associates info@grace.ei | Auctioneers
JOEBOL James King Jking@bloggs... | Solicitors Colour
SMI003 John Smith jsmith@fccie | Engineers
MELOD1 Julie Mellon J-mellon@gm... ' Vendor Colour
OERON Kara Smith kemithdihloa | Salicitars | oio
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6. The name in the dropdown box will change to the selected name.
7. Dragand drop the field required for each signer and position them on the

page.

LETTER OF AUTHORITY

Address: IMI Campus
Sandyford
Dublin 16

Sutton
Co. Dublin

Accountable Receipt for thy

Brenda Hartley Brenda Hartley

bhartley@keyhouse.ie bhartley@keyhouse.ie
SIGNED!! Date:

Brenda Hartley

bhartley@keyhouse.ie
NAME:

SIGNED: Dae:

NAME:

8. Addifferent Colour is allocated to each signer.
9. If the required Signer is not in the list, they can be added using one of 3

options.
Action
p - 1
(<) & K
Send Manage Add  Mew Client | Delete Sign Delete All Sign
Document(s) | Signer(s) Associate Contact field fields

Manage Signer(s)  Will enable a signer to be added for this document
only

Add Associate Will enable a new Associated to be added to the
matter using Associates Screen

New Client Contact W.ill enable a new Client Contact to be added to
the Client using the Client Contact Screen

10. Once the name has been added, select from the drop-down list and drag
into position.

Web: www.keyhouse.ie 5|Page
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Action
©O 04 %
Send Manage Add  New Client | Delete Sign Delete All Sign
Document(s) | Signer(s) Associate Contact field fields
Select a signer
Bank of Sutton E|
| |
Code Name Email TVPE Colour
Jooase Jsenkofsuton | iending nstit.. | Colour [
JOEBOL Bloggs & Associates info@bloggs.ei  Solicitors olour
HARDO1 Brenda Hartley Client
HARDO1 Brenda Hartley bhartley@key... Client
Du0002 Dublin City Council dubcorp@icl.ie | Local Authority
GRADD4 Grace & Associates info@grace.ei  Auctioneers
JOEBOL James King jking@bloggs... | Solicitors
| HAROO1 Jiby Jacob Client Contact
SMI003 John Smith jsmith@fccie | Engineers
MFLAN llie Mellon imallan@am  Vendor .

11. To remove a field from the page, click on the field and select ‘Delete Sign
field’. To remove all fields, select ‘Delete All Sign fields’

Action
p n B
(<) 3 1
Send Manage  Add  MNew Client [|Delete Sign Delete All Sign
Document(s) | Signer(s) Associate Contact field fields

12. When ready, click ‘Send Document(s)

Action
p ] B
O @« U
Send Manage Add  Mew Client | Delete Sign Delete All Sign
Document(s) | Signer(s) Associate Contact field fields

13. The following dialog box appears. This will enable you to change the

order of the signers, using the ‘Move Up’ and ‘Move Down’ options.
Change Signer Order X

Change the document signers signing order using Move up and Move
Down buttons.

oo . Name Brenda Hartley
. Email keyhousetrainer@gmail.com

‘ an Name Jibby Jacob ‘

| Move Up || Move Down

Email_jjlacob@keyhouseie

Send document Cancel

14. Click ‘Send document’ when ready.
15. An email will then be sent to the first signer and a message will appear to
say the document has been sent.

DocuSign
o The document have been sent successfully.
Ok
Web: www.keyhouse.ie 6|Page
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16.

Kevhouse Computing Ltd
IMI Business Campus,
Sandyford Road, Dublin 16.

Call +353 1 2902222

Email info@keyhouse.ie

An action will also be created on the Case Diary once the document has

been sent.

Case: |HAR003/0002 4

WARNING : Please correspond by Email

Brenda Hartley
Sale of 5 The Haywain, Sallins, Co Kildare

5 Date ¥ | Time Handler Synopsis Team
2 @ 08 Oct 2020 10:36 CN Critical Date - Completion Date comM
10 Sep 2020 16:18 CN Remind Client to return signed Authority COM

I £ 10 Sep 2020 10:3¢ CN The below document(s) were sent for signing by DocuSign - (Signing Status : sent) ICOM

08 Sep 2020 16:20 CN Remind Clients to provide AML Documentation CoOM

Tel: 086-9874563
F/e: CN

Standard View = |

Action Co...

PELEIT]

G23

ADMAA

I
PsLO2 =
"
"

ADMAA

NOTE: This can also be done from the Case Diary Attachment section.

Cancel the Signing of a Document

If a document has been sent in error, it can be recalled.

1.

Web:
Keyhouse Support:

Click the Refresh button to update the document. If the document has
been signed, it will change to a PDF document and it cannot be cancelled.
Right click on the document and select Check Signing Document Status.

@ Document Properties
# Document Text
Document History
Documents Near This
Import New Version
Re-classify document(s)

Print document(s

Print document(s) as PDF

Convert document(s) to PDF

Correct PDF

£-mail documen t(s)

E-mail document(s) as PDF

E-mail original document(s) and PDF versions

E-mail document(s) as Password Protected PDF

SERDDGBEQLES

Check Signing Document Status

Open in Case Diary
1@ Ccopy

[ copyto ancther Case
[ Copy path to Clipboard
< Import Document

& Export Document

www.keyhouse.ie

support@keyhouse.assist.com

7|Page
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3. The Status Window will open.

Document Signing Status. X
Carol Nolan [ -] 11 Sep 2020 1:51:00 PM sent
Requested by Ry Requested Date Current Status
Download Resend E Cancel .@.
Signed Document Resend Document Cancel Signing
Update
Get Current Status

Routing Order | Signer Name Signer Email Occupation Status Track Reference | Document

[l 1]BrendaHartiey keyhousetrainer@gma... [Client  |sent [N 7198 Contract for Sale

< > < >

4. Cancel Signing and click Yes to confirm.

DocuSign

v Do you want to cancel the signing process?

Yes Mo

5. Click the Refresh Button on the Document Manager.
6. Right click on the document again and select ‘Check Document Signing
Status’.

Web: www.keyhouse.ie 8|Page
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7.

8.

9.

Web:

Keyhouse Support:

Kevhouse Computing Ltd
IMI Business Campus,
Sandyford Road, Dublin 16.

Call +353 1 2902222
Email info@keyhouse.ie

The Status window changes to show the request has been voided.

Document Signing Status

x
Carol Nolan [ ] 11 Sep 2020 1:51:00 PM voided
Requested by PR Requested Date Current Status
Download Update
Signed Document Get Current Status
Routing Order | Signer Name Signer Email Occupation Status Track Reference | Document
< > < >

I —
Click Download to update the document. A PDF version of the document

will be added to the Document History with a Watermark stating VOID.

@ Preview

Contract for Sale

o x

o]

O® o) xB  1/25
,

DociuSign Envelops 0: TESCE107-DOC1 48FD-90E8- 38328CT40ICE

WARNING.
IT 1S RECOMMENDED THAT THE WITHIN SHOULD NOT BE COMPLETED WITHOUT PRIOR LEGAL ADVICE

a)
: S OF s i
CONDITIONS OF SALE fiq%{gif?/\
2019 EDITION oA

PARTICULARS

and

CONDITIONS OF SALE

of 5 the Haywain, Salins, Co Kidare

Vendor Brenda Haiay.
Vendor's solicitges gl Brabbit & RuNGEILLP
Address {i¥igh Street,

Bundrum

Bubin 16

Reference: HARDOX/ 0002/l

Click the Refresh button to update

www.keyhouse.ie
support@keyhouse.assist.com

the Document Manager.

9|Page
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Review the Signing Status of a Document

1. Refresh the Document Manager by clicking on the Refresh button.
2. Right click on the document and select ‘Check Signing Document Status’.

Case: | HAR0D03/0002 4| »| .. | Brenda Hartley

Sale of 5 The Haywain, Sallins, Co Kildare

[ Search Contents

Document Name 0s ersior

I o

Section 1§ ¢
1B client qu{ @
B Initial Lett)

BEREMN N @ E

Document Properties
Document Text

Document History
Documents MNear This
Import New Version
Re-classify document(s)
Print document(s)

Print document(s) as PDF
Convert document(s) to PDF
E-mail document(s)

E-mail document(s) as PDF
E-mail original document(s) and PDF versions

E-mail document(s) as Password Protected PDF

Check Signing Document Status

@
@
@

S

Open in Case Diary

Copy

Copy to anather Case

Copy path to Clipboard

Import Document r

Export Document >

3. The Document Signing Status Window opens.

Document Signing Status x

Requested by I

Carol Nolan -

10 Sep 2020 10:39:00 AM A

Requested Date )

sent Download
Currant Status Signed Document

Resend E
Resend Document

Cancel @. Update
Cancel Sigring Get Current Status

Routing Order | Signer Name

2 Jibby Jacob

« I T S [P
acob

Track Reference

Document
3 Latter of Authority to take.

Signer Occupation | Status
iersrer@ma- |cient—|

Client
@keyh: Client Contact _ create:

< > < >

4. The status will change depending on the number of signers and the stage
of the document.

Sent

Created

Completed

The document has been sent to the signer. | will only
move the next signer once it has been signed by the
proceeding signer.

The document has been created to go to this signer once
the proceeding one has signed the document

The document has been signed by the signer

Web: www.keyhouse.ie 10|Page
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Declined  The signer has declined to send the document. In this case
the document will not be sent to the next signer on the list.

Assigned  The signer has sent the document to another person to
sign.

Download a Sighed Document

Once the document has been signed by all Signers it must be download to the
case and the action in the Case Diary completed. The document can be done
from either the Case Diary or the Document Manager.

From the Case Diary
1. An Email is received confirming document has been signed.
@v:’l.:“ ‘ ‘ dse._don cusign.net:

2. Double click on the action in the Case Diary. Note: the action is a required
action and cannot be deleted.

Case: [HAROO1/0001 4| | .. | Brenda Hartley
Sale of 5 The Haywain, Sallins, Co Kildare

Tel:
F/e: CN
Standard View ® [ |

Date ¥ | Time Handler Team Synopsis Action Co...

LENTIT]

uopy

18 Dec 2020 16:32 CN COM Remind Lender to send Title PSLO4 =
18 Dec 2020 16:28 CN COoM The below document(s) were sent for signing by DocuSign - (Signing Status : completed) ADMSG %p|
PSLO1 =

i 18 Dec 2020 16:31 CN Ccom Take Instructions, initial Letters

Web: www.keyhouse.ie 11|Page
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3. The Document Signing Status Window opens, and a message appears

confirming the Signed document has been downloaded.

= 1(
11 Sep 2020 2:44:00 PM j ‘ completed Q ‘

Update ‘

Carol Nolan -

Routing Order | Signer Name. signer Enmail Occupation | status Track Reference | D

710 et ot Authoity o toke

4. Click OK and close the window

5. A PDF copy of the document will be downloaded.

6. To view the history of the document, right click on the document in the
Attachment section of the Case Diary and select History.

G| Leter of Autharty 1o take up Deeds

NOTE: For more information on Version Control, see the Word and
Outlook Manual.

Web: www.keyhouse.ie 12|Page
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8. To view the action properties, open the action and click on the Properties

Tab. The action type is ‘Signed Document’

Action

Change Action ( 8866 )

B Generate Document €D Post Time . Note { High

[ Take Action
« Complete i Email

i save
4 Open Attachment

Normal | & Assign Action

& Play Dictation Email (Template) | 4§ Low

= Print

Default Actions Priority Assignment

General | Properties | Aftachment/Documents | Action Assignments | Other Notes
Action Status | na

| Not Applicable
Flag

i Clear Flag v
Publish Priority Category
® None High Action Statute Date
Publish Only Sl Fixed Dated Action () Critical Date
Low
Export Only Note Court Date
All Scanned Post/Mail
Reminder Cheque Request
Email Photo ID
Phone Message Non Photo ID
Publish Status Other Properties
Dictation Corporate Entities
Communication Sent Milestone
Complete Undertaking SMS Message
Billable

® Signed Decument

Documents Processed

Know Your Client

ok Cancel
9. Complete the Action.

From the Document Manager
1. Right click on the document to be updated and select ‘Check Document
Signing Status’.

%
Carol Nolan - 11 Sep 2020 3:57:00 PM GEEEA | | completed O ‘
Download 9 Update ‘

Reuting st e Signer £l Occupaton |t ack Recerce | Document

B s ey e ousiindgra L ciori | concic el

2 bty hcch ipcobhayhozsee  Clent Contact | complet

2. Click Update.

3. The following dialog box appears. Click OK to close.

Web: www.keyhouse.ie

13|Page
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DocuSign

o Signing document information updated successfully.

Ok

4. A PDF version of the document will be download.
5. Use the History option to view previous versions of the document.
NOTE: See the Word & Outlook Manual for more information of Version

Control.
6. From this screen we can see the status of the document.
Document Signing Status x
Carol Nolan ) 10 Sep 2020 10:39:00 AM :
Requested by i . A Requested Date .

sent Download Resend E
Current Status Signed Document Resend Document

Cancel .@. Update
Cancel Signing Get Current Status

Routing Order | Signer Name Signer Email Occupation Status Track Reference | Document
2 | Jibby Jacob Jjacob@keyhouse.ie Client Contact  created
< > < >

Requested by Will show the name of the handler who sent the
request
Current Status Will show the current status of the document —

In this case that it has been sent.

Web: www.keyhouse.ie 1l4|Page
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Cancel Signing Will enable the handler to cancel the request for
a signature

Requested Date Will show the date and time that the document
was sent

Signed Document Will enable the handler to download the signed

document as a PDF

Get Current Status Will enable the handler to update to the current
status of the document

Resent Document Will enable the handler to resend the document
if necessary.

The document is sent to the first signer. It will only move to the next
signer once it has signed by the first one.

Signing Documents

How to Sign a Document
1. Open the email notification will be received.

2

2. Click ‘Review Document’.

Web: www.keyhouse.ie 15|Page
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Please Review & Act on These Documents DocuSign

3. Then tick the box to agree to use electronic records and signatures. Click
Continue to sign the document.
4. Click on the Sign button to add your signature.

[CRECHE AN - B =ANO)
Address: IMI Campus

Sandyford
START Dublin 16

RE:  Property: 5 The Haywain, Sallins, Co Kilare
Account No. 85236987

Hartley & Jiby Jacob hereby i
Sc acton our behalf in respect of
Runne to take up our Title Deeds on Accountabl

orise the firm of Soo Grabbit & Runne,
house and we hereby authoriscSoo Grabbit &
for the purpose of the sale of the property.

sn
Al i

SIGNED: Date; 1771272020

NAME: Brenda Hartley

SIGNED: D

NAME:

5. From this screen you can modify your name and/or initials. Click ‘Change
Style’ to choose a different signature.

Adopt Your Signature

Gonfirm your name, initials, and signature

* Required

Full Name" Initials”
e iy

SELECT STYLE DRAW

—

(et (o0

A61208549028456,

B

ADOPT AND SIGN CANCEL

Web: www.keyhouse.ie 16|Page
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6. To create your own signature, click the Draw option and add your
signature.

Adopt Your Signature

CONNIM, yoLr NAMe, INMals, and Signature.

- Required

Full Name* Initials*
Brenda Hartiey BH

SELECT STYLE

DRAW YOUR SIGNATURE

ADOPT AND SIGN  CANCEL

7. Click on the signature or initials to be uses to sign and then click Adopt
and Sign.

LETTER OF AUTHORITY

Address: [

Sandyfon:
Dublin 16

SIGNED:, Date:

8. Click Finish at the top of the page. The document will then be sent to the
next signer or returned to the sender.

m OTHER ACTIONS ~

9. You will be asked to if you want to set up a DocuSign account.

Save a Copy of Your Document L 8

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

Email
bhartley@keyhouse.ie

Password

Confirm Password

ﬁ Sign on the go with
DocuSign Mobile!

Country

- sslect - -

B cliking e SUBMIT” bufen you sgre o e
Terms & Conditions (2 and Prvacy Folcy

suBMIT NO THANKS

10. Complete the required information to set up the account, otherwise click

No Thanks.
Web: www.keyhouse.ie 17|Page
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Other Options

In addition to signing a document, other options are available. To see these
options, click Other Actions.

1. Click Other Actions and the following dropdown list appears.

CONTINUE OTHER ACTIONS ¥

Finish Later

Print & Sign
Assign to Someocne Else

Decline to Sign

Help & Support
About Docusign

View History

View Certificate (PDF) &

View Electronic Record and Signature
Disclosure

Session Information

Finish Later Will save any changes made and allow the user to
return at a future time.

Print & Sign Will enable the user to sign the document and
print it.

Assign to Someone Else | Will enable the user to forward the document to
another person with having signed it.

Decline to Sign Will allow the user to refuse to sign the document
and send a notification to the sender.

Help & Support Help & support on the DocuSign website

About DocuSign Information about DocuSign from their website

View History Will enable the user to see the history of the

document — when it was created, sent, viewed and
signed and by whom.

View Certificate (PDF) | Provides a copy of the Digital Certificate for the
document

Web: www.keyhouse.ie 18|Page
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View Electronic Record | Provides a copy of the Agreement agreed to when

and Signature the user ticks ‘l agree to use electronic records and
Disclosure signatures’.
Session Information Will give information in relation to the sender,

recipient, document version.

Assign to Someone Else
If you choose to assign the document to another user:

1. Open the email notification will be received.

Dy

nd sign
REVIEW DOCUMENT

Keyhouse
admin@keyhouse i

Brenda Hartley,

Please DocuSign Letter of Autharity to take up Deeds_7176 pdf

Thank You, Keyhouse

cuments’, and ent
OATCSI006330408TBOF 225CADMDDIEID

2. Click ‘Review Document’.

Ploase Roview & Act on These Documents DocuSign

3. Then tick the box to agree to use electronic records and signatures. Click
Continue.
4. Select Other Options.

Web: www.keyhouse.ie 19|Page
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5. Select Assign to Someone Else.

ent. FINISH OTHER ACTIONS ~
Q Q i". v E c: ® l Finish Later ]
DEMONSTRATION DOCUMENT ONLY Prlnt&S\gm
DocuSign Envelope 1D 2931F429-0929-4916-BFOC-C61A4AS0DE1A PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE I Y — I
999 3rd Ave, Suite 1700 - Seattle » Washington 88104 » (206) 219-0200
LETTER OF AUTHORITY " " Decline to Sign
Address:  IMI Campus Help & Support 2
Sandyford
Dublin 16 About Docusign
View History
View Certificate (PDF)
The Manager, PoR
Bank of Ireland View Electronic Record and Signature
23 High Street Disclosure
S‘ullun 3 Session Information
Co. Dublin

RE: Property: 5 the Haywain, Sallins, Co Kildare
Account No. 85236987

6. The following dialog box will appear

Assign to Someone Else

7. Enter the details for the new signer and the reason for the change.
8. Click Assign to Someone Else.

Decline to Sign a Document

Occasionally it may be necessary to decline to sign a document. This can be
done using the Decline to Sign option under ‘Other Options’.
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1. Open the email notification will be received.
@\ 18m <dse demod = -

Keyhouse
sdmin@keyhousee

Brenda Hartley,

Please DocuSign Letler of Autherity 1o take up Deeds._T176.pdf

Thank You, Keyhouse

Do Mot Share This Email
This email contains & secure fink 1o DocuSign. Please do not shars this emal. link. or access code

3. Then tick the box to agree to use electronic records and signatures. Click
Continue.

4. Select Other Options.

5. Select ‘Decline to Sign’ from the dropdown list.

LETTER OF AUTHORITY'

Address: IMI Campas
Sandyford
Dublin 16

RE:  Property: § the Haywain, Sallins, Co Kildare
Aceount No. 85236987

Web: www.keyhouse.ie 21|Page
Keyhouse Support:  support@keyhouse.assist.com



mailto:info@keyhouse.ie
http://www.keyhouse.ie/
mailto:support@keyhouse.assist.com

I<e y h O u S e K eyhouse Computing Ltd Call +353 1 2902222

Your practice partners.

IMI Business Campus, Email info@keyhouse.ie
Sandyford Road, Dublin 16.

How To Guide

6.

7.
8.

The following warning appears.

Caution

If you select CONTINUE, this document will be voided.

To request changes to this document, please select GANCEL and contact the sender directly with your
request.

You can exit signing and save the information you've entered by using the FINISH LATER option in the
OTHER ACTIONS menu.

CONTINUE CANCEL

Click Continue to proceed
You can enter a reason for declining and then click Decline to Sign.

Decline to Sign

Please provide a reason for declining:

Please modify the account number to 8526897

457 characters remaining

DECLIME TO SIGM CAMNCEL

The document will not be forwarded to the next person in the list.

Adding the Signing Status to the Grid

To enable users to monitor the progress of a document sent for signature, the
Sign Status can be added to the Grid.

1.

2.

Right click on the Headings Row and select ‘Show Column Chooser’.

Case: |HAROD3/0002 4| »| .. | Brenda Hartley Column Chooser NI
Sale of 5 The Haywain, Sal Action D
Diary Time
[ search Contents Document Time
Precedent
LI Letter of Author| __
B2 Show Group Panel
iz Section 150 Lett|” _ -
. B Show Column Chooser
[E Client Questionr]” —
- o Best Fit
E—_ Initial Letter to
Best Fit (all columns)

Drag ‘Signing Status’ to the Headings Row and drop where required.
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3. Then save the view by clicking on View Button then, right click on View
and select Add or Edit Views.

Standard View

Standard View
DocuSign

By Document Class
By Document Types
Email Received
Emails

Exclude Dictations
Shared Documents

AL 1 Add or Edit views

4. Enter aview name. If you want this to be the default view for this screen,
tick Default and then click Add View. If you have Supervisory access, then
the view can be made available to all users by clicking Shared View.

Standard View & |

MName: |DocuS|gn\

| [ Defautt [ Shared View |Add View Q

Standard View

By Document Class
By Document Types
Email Received
Emails

Exclude Dictations

Shared Documents

View Default Shared

Ooooooo®
NERERREE

5. Thefield is now permanently available on the Heading Row.

Web:
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