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Overview

Joint NetDocuments and DocuSign users who utilize the DocuSign eSignature product can now take advantage of the NetDocuments DocuSign integration

documents automatically uploaded into NetDocuments once signed. This is available with the NetDocuments ORGANIZE solution. Any Organization interested in
utilizing this integration should reach out to their NetDocuments Account Manager to enable this feature.

Enable

To enable the DocuSign Integration, a user must be a Cabinet Administrator in the cabinet in which they wish to enable the integration. A cabinet administrator will
need to log into the NetDocuments admin console, navigate to the Cabinets page and select the appropriate cabinet. Once on the cabinet configuration page, scroll
down the the bottom of the page where a check box next to the words Enable DocuSign Integration will be available. Check the box to enable the integration and
hit Submit.

How to Use the Integration

Send a Document For Signature

To send a document for a signature using DocuSign, simply select a document and either choose Send to DocuSign by right clicking on the document or navigating
to the More menu and click Send to DocuSign.



IMPORTANT: The NetDocuments integration with DocuSign adheres to the same character, page and size restrictions as Docusign's eSignature product. Most
notably, it doesn't allow documents to be uploaded that are greater than 25 MB. Additionally, the max number of pages allowed in a single document is 2000 and the
max number of documents that can be sent at one time is 20. To see a full list of size limits for DocuSign, click here
(https://support.docusign.com/s/articles/DocuSign-Document-and-Envelope-File-Size-Limitations ?language=en_US&rsc_301).

A modal will appear detailing the steps of the process, click Continue to start the Send to Signature process.

The new screen will allow users to enter recipients who either need to sign or receive a copy of the document. An envelope will be created. Users will also be able to
craft their email subject line and email message:

There is also an option to Save signed document as a new version of this document. If this option is chosen, once the document has been signed by the
recipient, a new version of the signed document will be added to the existing document in NetDocuments. If this option is not selected, the signed document will be
put into NetDocuments as a separate document with a new documentID.

Once submitted, users will be directed to an embedded DocuSign screen that will allow them to choose where on the document the signature should be placed, the
date, along with a large array of options:



Once complete, hit Send and the document will be sent to the recipient(s) their designated email. In the document list view, the document will now have a logo next to
the name that reads Sent via DocuSign:
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Once completed (signed), the new, executed document will show up in the original folder inside of NetDocuments with the word Signed in parentheses. If the Save
signed document as a new version of this document option is selected, a new version will appear in the version menu of the originally sent document instead.

The original document will no longer have a Send via DocuSign logo next to it and will be linked to the signed document:

Sending Multiple Documents for Signature at One Time

If multiple documents need to be sent for signature in one envelope, the process is similar to sending one document for signature.

In NetDocuments, select the checkboxes next to the documents you would like to send for signature. There is no limit on the number of documents you can select.
Once the documents have been selected, go to More>Send to Docusign.

Just as with sending a single document for signature, a modal will appear. Click Continue to start the Send to Signature process in a new tab.

The user will be presented with the same screen used for sending a single document. They will see in the Files to be Included in this Envelope field, the names of
the documents selected from NetDocuments. The document names will be separated by a comma as shown below:



Once the fields have been filled out, select Submit to generate the envelope.

After the envelope has been generated, the documents will all display in that singular envelope. The user may choose where a signature or any other DocuSign
options should be placed and then click Send in the top right corner.

In NetDocuments, within the document list view, the document will now have a logo next to the name that reads Sent via DocuSign. Once completed (signed), the
new, executed document will show up in the original folder inside of NetDocuments with the word Signed in parentheses. If the Save signed document as a new
version of this document option is selected, a new version of each document will appear in the corresponding version menu of the originally sent documents
instead.

Note: If multiple documents are sent for signature and the recipient only chooses to sign a singular document in that envelope, all documents will show as signed
within NetDocuments, even though only one document within the envelope was signed.

Clear DocuSign Status

If a user wishes to clear the DocuSign status from a document, the Clear DocuSign Status option is available in the More menu, the PowerBar, and the right-click
menu. When selected, users will see a confirmation dialog before the status is cleared. Clearing the DocuSign status removes the DocuSign icon from the document
and allows the document to be sent again through DocuSign. However, the document name will still show Signed and signer information will remain visible in
SmartView.
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