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Screenshots

The UX design of ADITO is continuously 
optimised for you. Therefore, there may be 
deviations in the screenshots.
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▪ Contexts in connection with the digital 
signature

▪ Context „Signature Templates“

▪ Context „Document Template“

▪ Add signatories

▪ Enter documents for review

▪ Request signature in the offer

▪ Request signature in the contract

▪ Signature link for signatories

▪ Procedure in Sign8

▪ Status changes with signed offer/contract

▪ Reject signing process

Agenda
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To be processed in advance 
by the administrator

Occasional adjustment by
users

Used "daily" by users
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OfferContract

Signature
Templates

Signature templates are used in contracts if 
you want to request digital signatures. You 
don`t need signature templates for offers.

Dokument
Template
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Exkursus „Administration“
Context „Signature Templates“

Select the context to 
which the signature 
template should apply.

Give the signature 
template a name.

Define on which page of the 
contract and at which point of 
the contract the signature 
should be placed by specifying 
the distances from the edges 
of the contract in pixels.

Distance below

Distance left
Distance right

Distance above

For offers you do not need 
signature templates.
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Exkursus „Document Template“

Create an email template with the classification "Digital signature". 
Insert the placeholder "{@signateLink@}" in the template text. A 
link is automatically inserted there when the email is created, 
which can be used to start the signing process.

Specify the contexts in which the 
template should be selectable.
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Digital Signature
Add signatories to the offer/contract

If you enter the contact of 
a company as a recipient 
when creating the offer/
contract and a valid e-mail 
address and a valid mobile 
number are stored for the 
contact, this contact is 
automatically stored in 
the "Digital Signature" tab.You can store one or more contacts in the 

"Digital signature" tab. When the offer/contract 
is sent by email, all contacts stored here will 
receive the request to sign the offer/contract.
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Digital Signature
Add signatories to the offer/contract

The offer/contract will be sent to 
the e-mail address provided here.

An SMS will be sent to the mobile 
number entered here during the 
offer/contract signing process.
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Digital Signature
Add description

The offer date + 4 weeks is automatically 
entered in the "Expires on" field. You can 
adjust the date if necessary.

In the description field, you can enter information 
that the signatories should receive at the start of 
the signature process.
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Digital Signature
Marked documents are also sent

All PDF files for which the "Show in PreviewView" 
button is activated are displayed for checking 
during the signing process.
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Digital Signature – only „Offer“
Request signature in the offer

Click on the "Request signature" button to 
open a SmallEdit. There you can select a 
document template for the email to be sent.
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Digital Signature – only „contract“
Request signature in the contract

The functionality in the contract is the same, but 
you have more fields in the SmallEdit (see the 
following page for an explanation). To be able to 
request the signature, the contract status must 
be set to “Not signed yet".
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Digital Signature – only „contract“
Request signature in the contract

All PDF files stored in the 
"Documents" tab are available 
for selection under "File". Select 
the file to be signed here.

Select the template whose 
text is to be included in the 
e-mail to be sent.

If you select a signature 
template here, the "Page" 
field and all "Spacing" fields 
are filled automatically. If you 
do not select a signature 
template, you must enter the 
details manually.

As "Signers", you can select all 
contacts that you have stored 
in the "Digital signature" tab.
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Digital Signature – only „offer“
After saving the document template

After saving the document template, the status 
of the "Offer" is automatically set to "Sent".

After saving the document template, an 
email download is created. If you perform 
the "Always open files of this type" action, 
the automatically created emails will be 
opened immediately in future.

The contacts in the "Digital signature" 
tab can no longer be edited.
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Digital Signature
Signing the offer/contract

The recipient(s) of the offer/contract 
will receive a link that leads to the 
offer/contract and enables the 
digital signature.
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Digital Signature
Signing the offer/contract

If the link is lost by the recipient, you can 
select the signatory whose link you need in 
the "Digital signature" tab in the offer/contract 
and copy the link to the clipboard using the 
"Copy Signinglink" action.
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Digital Signature
Log in to Sign8

The link takes the recipient to 
a registration form. To be able 
to register, the recipient must 
agree to the data protection 
provisions and the GTC.
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Digital Signature
Sign8 – Check contact details

Once the recipient has logged in, a workflow 
starts that guides them through the signing 
process. First, the recipient must check their 
data. If they are correct, they can confirm the 
contact details.



No document with “Show in PreviewView“ = Yes 

stored with the offer

Digital Signature
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If you have not saved a document with “Show in 
PreviewView“ = Yes in PDF format with the offer, the 
offer is immediately displayed for you to check in the 
“Review document" step.

Sign8 – Check document

If you have saved one or more documents 
with “Show in PreviewView“ = Yes in PDF 
format with the offer, the offer and all 
documents marked and in PDF format will be 
displayed for you to check in the “Review 
document" step.

Document with “Show in PreviewView“ = Yes 

stored with the offer
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Digital Signature – only „offer“
Sign8 – Check offer

The recipient checks the offer. If he 
considers it correct, he clicks the “Next" 
button to proceed to Authenticate.

A separate page is added to the offer for 
the signatures. A placeholder will be 
displayed there for all persons who are 
stored in the "Digital signature" tab in the 
offer. After authentication, the digital 
signature will be displayed here.
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Digital Signature
Sign8 – Check document - One or more documents with “Show in PreviewView" stored in the offer

The recipient clicks on the Edit button 
to call up a document for checking.



23

Digital Signature
Sign8 – Check document - One or more documents with “Show in PreviewView" stored in the offer

Documents that have already been confirmed are 
ticked off in the "Document checked" column.
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Digital Signature – only „contract“
Sign8 – Check document

The recipient checks the contract. If it is suitable from his point 
of view, he clicks on the “Next" button for authentication.

When requesting the signature, all persons who have to sign were 
recorded. In addition, the exact page of the contract and position of 
the signature was specified for each signer. A placeholder is 
displayed at this point in the document. After authentication, the 
signature can be found there.
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Digital Signature
Sign8 - Authenticate

To be able to sign the document, you need a 6-digit 
code. Select here whether you would like to receive 
the code by SMS or by phone call.
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Digital Signature
Sign8 - Authentifizieren

Sobald der Empfänger zur 
Authentifizierung wechselt, 
bekommt er eine SMS mit 
einem 6-stelligen Code. Diesen 
Code muss er in der Authen-
tifizierungs-View eintragen.

Die Authentifizierung muss 
innerhalb der vorgegebenen 
Zeit mit Klick auf den Button 
„Jetzt signieren“ abge-
schlossen werden. Wenn 
das nicht klappt, muss man 
den Signiervorgang von 
vorne starten.



29

Digital Signature
Sign8 - Summary

The recipient has the option of downloading the signed offer, 
the documents with “Show in PreviewView“ = Yes (if available) 
and a report that serves as proof of the signature.
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Digital Signature
Signature

The offer/contract was signed through 
authentication. The note "signed and 
certified with Sign8" indicates that this 
is a virtual signature.
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Digital Signature
Status changes

As soon as all recipients have signed the offer, 
the status in the offer automatically changes to 
"Won". In the contract, it changes to "valid, 
unlimited". The signed offer/contract and the 
report are also stored in the "Documents" tab.

As soon as a recipient has completed the 
authentication with "Sign now", the status 
of the contact in the offer/contract in the 
"Digital signature" tab is set to “done" and 
the status of the digital signature is set to 
“finished”.
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Digital Signature
Reject signing operation

In the offer/contract, the status for the 
contact and in the "Digital signing" area 
changes to "Refused". If the recipient 
has given a reason why they did not 
want to sign, you will find this in the 
“Refuse message" column.

If the recipient rejects the signing process, they 
receive a pop-up in which they can explain why 
they do not wish to sign the offer/contract. 



This document is subject to copyright protection. You may use the contents for the 
intended purpose, e.g. an ADITO training course or an ADITO project (in particular you 
may also save and reproduce them), but only after consultation with ADITO may you 
modify them, pass them on to third parties, publish them or use them for other 
purposes.
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