‘\ ADITO

Sales —
Digital signature

ADITO Akademie
As of version 2024.0.1 | 29.04.2024



Screenshots

The UX design of ADITO is continuously
optimised for you. Therefore, there may be
deviations in the screenshots.




Agenda

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
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Signature
Templates

[fiDokument 5
Template Contract

Signature templates are used in contracts if
you want to request digital signatures. You
don "t need signature templates for offers.
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B To be processed in advance
by the administrator

B Occasional adjustment by
users

B Used "daily" by users




Exkursus ,Administration” A ~roimo

Context ,Signature Templates”

Select the context to
> | which the signature
template should apply.

25 Filter =

2 Title » | Title

Contet ¢ Tite ¢ Give the signature gl ESE—— e
BE) Contract Beratervertrag tem p | ate a name.
@ Contract Softwareerstellungsvertrag + 7 Ipage _
I Left spacing 1 Bottom spacing .
I Right spacing I Top spacing "
Define on which page of the Distance above

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.

Signature Templates

Distance left y Distance right

Distance below

For offers you do not need o

Required value is missing

signature templates. O Cancel

B, &




Exkursus ,Document Template”
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25 Filter ol

Document templates: 87

Name % Placeholder = =

Language % Description %
» Download (1)

» HTML (2)

» Letter (6)

v Mail (39)

Begleitmail_Angebot_Signiert
Mail
Digital Signature
CAN |

File -
Begleitmail_Angebot_Signierthtm!| @

Attachments a
Allgemein_Standardvorlage German Allgemeine, anpassbare Standardvorlage ¢ Information §F -
Automatische Standardvorlage German Standard automatische Antwortmail 7% Documenttemplate Places Of Usage
Begleitmail Angebot German E
Begleitmail Beleg Bestellbestatigung German E
Begleitmail Beleg Gutschrift German ;
Begleitmail Beleg Lieferschein German SpeCIfy the CO ntexts In WhICh the
Begleitmail Beleg Rechnung German
template should be selectable.
Begleitmail Beleg Storno German
Begleitmail Vertrag_signiert German
I Begleitmail_Angebot_Signiert German

Beschwerde_Standardvorlage Standardvorlage fur Beschwerden

Betriebsferien_Standardvorlage Jbermittlung der diesjahrigen Betriebsferien

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.




Digital Signature

Add signatories to the offer/contract

1022-1

Tom WeiR | Skyscraper Bau GmbH @

w
L |
Tags
Details
Currency
Status
Date
Language
Address
Prices

Further information

cash discount

Bl

EUR

Open

Dec 24, 2024
German

Skyscraper Bau GmbH
Rathausallee 50
22846 Norderstedt

Offeritems Products Receipts Cover letter Activities Tasks Documents Operations/Tasks Digital Signature Logs
Digital Signing
Status draft
Title Angebot 1024-1
Signatories
Contact Status Email Phone Reason for rejection
@ Tom Weil} pending tweiss@skyscraper-bau.de +49 71 8754-32

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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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.

A



Digital Signature

Add signatories to the offer/contract

>

1022-1| Open

v
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Offeritems Products Receipts Cover letter Activities Tasks Digital Signature Contact = | contact ~
Status pending v
Digital Signing -
Email * | Email v
Status draft Phone * | Phone v
Title Angebot 10241
Signatories o]
>
>
| I @
Signatories: 1
Contact Status Email Phone Reason for rejectior =
@ Tom Weif pending tweiss@skyscraper-bau.de +49 711 8754-32 Th e Offe r/co Nntract wi | | 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.

A
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Add description

> Offeritems Products Receipts Cover letter Activities Tasks Documents Digital Signature Operations/Tasks

Digital Signing

o - The offer date + 4 weeks is automatically

o M entered in the "Expires on" field. You can

e adjust the date if necessary.

Description Description
£ Q save In the description field, you can enter information
5 sanstoes that the signatories should receive at the start of
. the signature process.

Signatories: 1
Contact Status Email Phone Reason for rejection =
@ Tom Weify pending tweiss@skyscraper-bau.de +49 7118754-32

<

I A
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Digital Signature

Marked documents are also sent

> Offeritems Products Receipts Cover letter Activities Tasks Documents Digital Signature H
File Upload files
3 1 Drop file here
® | Zriter = = DT
sefectal Documents: 1 Filename » | Filename
Description Description
...... Product information.pdf  Yes
application/pdf 29.3 kB (
Tim Admin (03.09.2025
c
a
aQ
o]
-2
- A D 5
o~ . - O a O a a a
o™~
2 a a a O O
D d ated are aisplayed 10 g
. O a O O . . -
- - -




Digital Signature — only ,,Offer”

Request signature in the offer

7 <
10221
Tom WeiR | Skyscraper Bau GmbH @
4
Tags -
Detalls P
Currency EUR
Status QOpen
Date Dec 24, 2024
Language German
Address Skyscraper Bau GmbH
Rathausallee 50
22846 Norderstedt
Prices -
Further Information -
cash discount
Relevant Documents -

Product information.pdf @

11

Offeritems

Digital Signing

Status

Titln

A Observe dataset

Products Receipts Cover letter Activities

draft

Angebot 1024-1

Digital Signature

Language English v

E-mail Document I
Template »

Oct 1, 2025
w New offer version
By Copy offer ©
B Show offer @
>
»
Request signature
| [ Rea d I Signatories: 1 <
Status Email Phone Reason forrejec =

= New task

P Start workflow
Request approval
(@ New Service ticket

{} Open admin view

pending t.weiss@skyscraper-bau.de +49 711 8754-32

Click on the "Request signature" button to

open a SmallEdit. There you can select a
document template for the email to be sent.

€ Cancel
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Digital Signature — only ,contract”

Request signature in the contract
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Maintenance contract 1014

Markus Altinger | Industrial Steel AG @®

Tags

Enter tag

Detalls
Status
Contract start date
Language

Payment methed

Description

I A

Not signed yet
Jul 28, 2024
German

Quarterly

X

< Activities

Tasks Documents Attributes Digital Signature Logs
Digital Signing a
Status draft
Title Vertrag Wartungsvertrag

M Observe dataset

E= New task

I [# Request signature I T Status Email Phone Reason for reje =
] {} Openadminview | pitinger pending maltinger@industrial-steelde  +49 40 6352109

>

The functionality in the contract is the same, but
you have more fields in the SmallEdit (see the
gl following page for an explanation). To be able to

request the signature, the contract status must
be set to “Not signed yet".

»
>

File » I File

Language *

E-mail Document | E-mail Document 1 emplat

Template *

Signature Template

Required value is missing

€@ Cancel




Digital Signature — only ,contract” A roiro

Request signature in the contract

File = File

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

All PDF files stored in the

"Documents" tab are available E-mail Document | E-mail Document Template
for selection under "File". Select Template »
the file to be signed here. e Tempate  Sionature Template If you select a signature
o template here, the "Page"
field and all "Spacing" fields
As "Signers", you can select all | Signer are filled automatically. If you
contacts that you have stored | Page do not select a signature
in the "Digital signature" tab. template, you must enter the
| Left spacing | Bottom spacing details manua”y.
| Right spacing | Top spacing

L
L

R A
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After saving the document template

ff F < Offeritems Products Receipts Cover letter Activities Tasks Documents Digital Signature Operations,/Tasks
10221 Digital Signing a
Tom WeiB | Skyscraper Bau GmbH <
Status active
s b Title Rl The contacts in the "Digital signature”
Tags . Expires at Oct1, 2025 tab can no longer be edited.

Detalls qi a Signatories =
Currency EUR I
@&
Status
. 2 >
Date 4, 2024

Signatories: 1

Contact Status Email Phone Reason for rejection =

mbH

pending tweiss@skyscraper-bau.de +49 711 8754-32

After saving the document template, the status
of the "Offer" is automatically set to "Sent". 6

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.

R A
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Signing the offer/contract

H = Offer 1022-1 - Nachricht (HTML)

Datei  Machricht  Einfiigen  Optionen  Textformatieren  Uberprifen  Hilfe Q@

.'. Calibri = m |”| 2 Nachverfolgung v

. L] i Wichtigkeit: hoch J S
Einfligen . 3 F K a Adressbuch  Namen Datei  Signatur . Plastischer Vorlagen Viva
# Format ubertragen |- dberprifen | anfigen~ v Wichtigkeit: niedrig Reader anzeigen | Insights

Zwischenablage & x Namen Einfiigen Markierungen & Plastisch | Meine Vorlagen| Add-in

Q

Von v tadmin

Senden An (]

Offer 1022-1

sehr gechrter Herr Wei, The recipient(s) of the offer/contract
thank you foryour request will receive a link that leads to the
Cjed;ssiu:;;e:Z;r:atlnsiirgn;:furrl:\ickherels signate the dccument..l Offer/contract and enables the

We hope that you like our offer and are at your disposal for further questions. d igita | S ign atu r'e .

Kind regards

Herr Tim Admin

meineFirma GmbH
Liebigstrale 3
Germany - 84051 Essenbach

< ]

()

A



Digital Signature A roiro

Signing the offer/contract

e §£ < Offeritems Products Receipts Cover letter Activities Digital Signature E @ X
1022-1 Digital Signing = Tom Weil
Tom WeiB | Skyscraper Bau GmbH ® pending
Status active
§ 2 : Title Angebot 1024-1 .
iy Copy Signinglink
Expires at QOct 1, 2025 Email twdg W oRy SIgningin
Tags -
Phone +49 -4 l-32
Details § - Signatories
Currency EUR
Status Sent H H =Y
i , If the link is lost by the recipient, you can
Date Dec 24, 2024 . . .
Lanouage German Comact  Status Emai select the signatory whose link you need in
Addrece n 131 H n g
Acess Skyscraper Bau Gk (RIS EEReme® the "Digital signature" tab in the offer/contract
Tom Weill

Rathausallee 50 and copy the link to the clipboard using the
S "Copy Signinglink" action.

DE
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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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Sign8 - Check contact details

Sign
WORKFLOW
INITIATOR
SIGNING
@ Please review your personal information carefully. This information is used for identification purposes. Once the recipient haS |Ogged in’ a Workfl OW
. starts that guides them through the signing
process. First, the recipient must check their

E-mail Phane number

data. If they are correct, they can confirm the
contact details.

2024 — © SIGNS GmbH | IMPRINT AND DATA PROTECTION | GTC

R A



Digital Signature

Sign8 - Check document

No document with “Show in PreviewView" = Yes
stored with the offer
Sign

REVIEW DOCUMENT
D B wx OO

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.
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Document with “Show in PreviewView" = Yes

stored with the offer

REVIEW 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.




Digital Signature — only , offer” A roiro

Sign8 - Check offer

Sign

° Check contact details o Review document o Authenticate o

REVIEW DOCUMENT

1] R wx- O @ & View

A separate page is added to the offer for
@emeﬁrma 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.

Signatur Herr Tom WeiB | Skyscraper Bau GmbH
Signature: tweiss@skyscraper-bau.de

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

button to proceed to Authenticate.




Digital Signature A roiro

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

@ -
Signieren
° Kontaktdaten tiberpriifen o Dokument tiberpriifen a Authentifizierer o Zusammenfa
) ) The recipient clicks on the Edit button
DOKUMENT UBERPRUFEN to call up a document for checking.

Name rifen Dokument gepruft

Angebotsanfrage.pdf

Produktinformation. pdf s 0

Zeilen pro Seite: 10 - 12 2
SIGNIERVORGANG ABLEHNEN

R A



Digital Signature A roiro

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

9 Kontaktdaten tberpriifen ° Dokument iiberpriifen e Authentifiziere o Zusammenfas
Documents that have already been confirmed are
ticked off in the "Document checked" column.

DOKUMENT UBERPRUFEN
Name Prifen Dokument gepruft
Angebotsanfrage.pdf 4
Produktinformation.pdf a @]
Zeilen pro Seite: 10 - 1-2von2
SIGNIERVORGANG ABLEHNEN

R A



Digital Signature — only ,contract” A roiro
Sign8 - Check document

Sign

@ Check contact details © Review document © ~uthenticate (4]

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.

The recipient checks the contract. If it is suitable from his point
of view, he clicks on the “Next" button for authentication.
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Sign8 - Authenticate
Sign

Q Check contact details o Review document o Authenticate o Sumr

AUTHENTICATION

SMS Phone number
You will receive an SMS with a 6-digit T You will receive a call in which you will
E be given a 6-digit code

code.

REJECT SIGNING OPERATION ]

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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Sign8 - Authentifizieren

Sign

Q Check contact details Q Review document o Authenticate ° S

AUTHENTICATION

P et o e Die Authentifizierung muss
innerhalb der vorgegebenen
I Zeit mit Klick auf den Button

| JJetzt signieren” abge-

schlossen werden. Wenn
das nicht klappt, muss man
Sobald der Empfanger zur . den Signiervorgang von
Authentifizierung wechselt, @ vorne starten.
bekommt er eine SMS mit
einem 6-stelligen Code. Diesen =3 |
Code muss er in der Authen-
tifizierungs-View eintragen.

28
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Sign8 - Summary

Summary

WORKFLOW: ANGEBQT 1028-1

0 Congratulations! The documents have been successfully signed. You will be notified by email as soon as all signatures are completed

The recipient has the option of downloading the signed offer,

SIGNING . ) k . A X
the documents with “Show in PreviewView" = Yes (if available)
- sreme and a report that serves as proof of the signature.
DOCUMENTS
File name

Audit_Report_Angebot 1028-1.pdf

Angebot 1028-1.pdf

1-2von 2

The certificate can here be revoked.
More information: sign8.eu/trust

B A
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Signature
@eineFirma
meineFirma | Wilhelm-Str. 2 | DE 80807 Munchen
Signatur: ];m.ﬁ/a,f
The offer/contract was signed through
25.06.2024

[om Wei

@ signcd and ¢ cfdw.m@

authentication. The note "signed and

certified with Sign8" indicates that this
is a virtual signature.

A



Digital Signature A roiro

Status changes

ve @ £ < % @ § < Digital Signing

221 | fnshed |

Maintenance contract 1014 Title Offer 10221
Tom Weilt | Skyscraper Bau GmbH @
Herr Markus Altinger | Industrial Steel AG ® Expires at Oct 1, 2025
s Z
s X : Signatories
Tags -
Tags £ -
Detalls & - "
Currency EUR Enter tag
Status W
I - - I > Contact Status
Date Sep 3, 2025 Detalls § a
Language German I Status Valid, unlimited I DO} Tom Weilt
Contract start date 2 Jul 2023

As soon as all recipients have signed the offer, As soon as a recipient has completed the

the status in the offer automatically changes to authentication with "Sign now", the status
"Won". In the contract, it changes to "valid 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

unlimited". The signed offer/contract and the
report are also stored in the "Documents" tab. ufinished”
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Reject signing operation

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.

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.

Reject Workflow

/' Enter comment here

Z

Digital Signing

CANCEL | | SAVE

Offer 1024-1

Oct1, 2025

Signatorles @
Signatories: 1

Contact Status Email Phone Reason for rejection =

. Tom Weitt tweiss@skyscraper-baude +49 176 64144652

030-1| Approval denied
v

A
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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.

e A
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Einzigartige Beziehungen
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