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Preamble

This documentation is intended to guide you through the usage of e -Signatures made with DocuSign in
Microsoft Dynamics 365.

L e-Signatures require the installation of DocumentsCorePack. For further
p\_EASE information on DocumentsCorePack, have a lmk at our documentation on
NOTE DocumentsCorePack or get your free trial version of the product here.

Target Audience

This guide is intended for users who have DocumentsCorePack in use and have the following minimum
skills

1 Basic Microsoft Dynamics 365 (CRM) knowledge

Supported Web Browsers and versions

Supported Web Browsers:
91 Internet Explorer 10 and higher
1 Chrome
1 Edge
1 Firefox

One of the following versions of Microsoft Dynamics CRM must be available:
1 Microsoft Dynamics CRM Server 2015/2016
1 Microsoft Dynamics 365
1 Microsoft Dynamics CRM Online

The purpose of e-Signatures?

DocumentsCorePack offers the possibility to use e Signatures as an additional feature, supported by
DocusSign asan additional feature, which simplifies the world of e-Signatures. The tool empowers you
to electronically sign documents.

Benefit from the combination and take the usability of Microsoft Dynamics 365 (CRM) to a whole new
level.


http://www.mscrm-addons.com/Support/Documentation#DCP
https://appsource.microsoft.com/en-us/product/dynamics-365/mscrm-addons.476a180b-fafb-46ee-815b-a4bc76134928

1 Optional DocumentsCorePack Feature: DocuSign

DocumentsCorePackhas also the possibility to use DocuSign as an additional feature. DocuSign is a tool
that gives you the chance to manage e Signatures in Microsoft Dynamics 365.

‘SE DocusSign for Microsoft Dynamics 365 supports CRM ONLINE only!
PLEA_‘_E (OnPremise may work- but it is not supported by DocusSign!)
NO

If you decide to use DocuSign as an additional feature, please follow the steps in this documentation.

CREATEA DOCUSIGN BUSINESS-LEXA DVANCEDSOLUTIONSACCOUNT
INSTALLDOCUSIGN_DYNAMICSCRM (AT LEAST VERSION.2 OR HIGHER

SETUPDOCUSIGN TO WORK CORRECTLY DYNAMICS365 (CRM)

INSTALLTHE ADDITIONALDOCUMENTSOREPACKSERVEROCUSIGN.ZIP sSOLUTIONdownload here see step
4)

Please check if you have version 1.7 or above. If not, we recommendupdating your version.
Without the latest version, our new features (Text, Notes or Radio Buttons) are not available.
With the latest version, it is also not necessary to create Custom Actions (please have a look at
CHAPTERL.1.5HOW TO CREATIEUSTOMACTIONSON PAGEL4)

1 AcCTIVATE THEDCPDDCUSGNWORKFLOW

These two steps are only required if you would like to get pushbacks from DocuSign. The
solution and the workflow both require DCP Server version 8.173 or higher and at least
DocuSign_DynamicsCRM version 5.2r higher.

It is also possible to install our DocuSign solution with the Dynamics CRM Version5.0. In this
case the DocuSign Admin will receive all status emails regarding DocusSign, for example with
the subject 0 Fwd: Compl et eddo U maThe: de®ka@ ofittew and
document will not be informed by email. This version also does not support the Document -Push
back function. This means, that the signed documents will not be added to your CRM
automatically.

== =4 =4 -4

For more Information about how to install and setup DocuSign for Dynamics 365 please follow the
Installation Guide written by DocuSign.



http://www.mscrm-addons.com/Blog/PostId/9892/latest-feature-docusign-for-documentscorepack
https://www.docusign.com/solutions/microsoft/dynamics-crm-online

1.1 How to work with DocuSign in DocumentsCorePack

The installation of DocuSign is very easy.

First, every Microsoft Dynamics 365 (CRM) user who wants to use DocuSign as an additional feature in
DocumentsCorePack, must also be set asan active user in DocuSign. For further information on this
topic, please have a look at CHAPTERL.1.1HOW TO ADD A USER TO DOCUSIGN ACCOUNTON PAGEY.

Next, the Send on behalf of -rights must be added to the master DocuSign account. For further
information on how to do so, please have a look at CHAPTEF)



ACTIVATE THEEND ON BEHALF OF RIGHTBAPIin DocuSign ON PAGELO.

Optionally, you may want the corresponding CRM records related to DocuSign to be automatically
updated whenever a signing process has been finished. In order to guarantee this behavior, the
DocumentsCorePack DocumentsCorePackServerDocuSign.zip must be installed. For further information
on how to do so, please have a look at CHAPTER 1.1.3 HOW TO INSTALL THE ADDITIONAL
DOCUMENTEOREPACKSERVEROCUSIGN.ZIP SOLUTIONDN PAGELL.

Having set these steps, you can start to create DocumentsCorePack templates including DocuSign fields.
Learn how to do so in CHAPTER2.1IHOW TO CREATE ADOCUMENTEOREPACK TEMPLATE FOROCUSIGN ON PAGE
20.



1.1.1 How to add a user to a DocuSign account
To be able to add a user to DocuSign, you need a DocuSign account. Pleaseegister to DocuSign here

if you have no account yet.

Once you have created such a DocuSign account, log in to it, go to Admin, and selectUsers

DOCUS@& ADMIN Goto DocuSign  (2) Help - v
ACCOUNT
Users
Billing and Usage k
Account Profile Neme -
Security Settings Q Search
Regional Settings Y FILTERS
Branding
Name Email Crested ~ Permission Set status
USERS AND GROUPS
Andreas List andreas@s o me o n e & 01/20/2018 DS Admin @ Active ACTIONS ~
Permission Sets
Groups Christian Ternek Ghristian.tenek® _ 10/06/2015 DS Admin ® Active ACTIONS ~
SIGNING AND SENDING Frank Haas frank.haas@: o 05/11/2015 @ Active ACTIONS ~

Signing Settings

Sending Settings

Figure 1: DocuSignd Add user

To add a new User simply press on the[Add user] -button and enter the new user.

Now you will see that the status of your new User is Pending.

Hame Email Crested ™ Pearmission Set Status

LEETA manuel someoned . .. OLRSsE 5 Sandar Piansding ACTIOMNS =

Figure 2: DocuSignd User status pending

In the meantime, the user will receive an email cortaining information on how to activate his account
and how to enter a password.

However, if you want to open the currently signed in DocuSign user in Microsoft Dynamics 365 with a
click on the [DocuSign Users] -button, you will not find any related record.

At Microsoft Dynamics CRM ~  # | SETTINGS v  Security Manuel Polzl @ Create
Service Process Sessions

Bl

[=y
[

ACCOUNTS RESOURCE GROUPS BACKGROUND PROCES

Figure 3: Microsoft Dynamics 365 0 DocuSign user not found


https://www.docusign.com/solutions/microsoft/dynamics-crm-online

This is why:
DocuSign will look at the first DocuSign-action. If there is a DocuSign account matching the Microsoft

Dynamics 365 useremail, DocuSign adds the record and it is visible in the DocuSign user section in
Microsoft Dynamics 365. If not, it is invisible.

In order to guarantee the visibility of the user in Microsoft Dynamics 365, the user should open a random
contact or account in Microsoft Dynamics 365 and then press on the Go To DocuSigrfield.

USER ™

Manuel Polzl

The information provided in this form is viewable by the entire organization.

DocuSign User Associated View v

= ADD NEW DOCUSIGN USER L;.". ADD EXISTING DOCUSIGN... II!, CHART PANE ™ EI RUN REPORT ™ ﬂa EXPORT DOCUSIGN USERS
Name DocuSign 1D Created On
No DecuSign User records found. *

Figure 4: Microsoft Dynamics 3650 DocuSign user associated vieWw user is invisible

Zsign
’,.# Get Signaftures

* Go To DocuSign

Figure 5: Go To DocusSigrfield

If DocuSign recognizesthe user, the Welcome-Screen appears:

Docuﬂfﬁnﬁ =

Figure 6: DocuSign Welcome Screen

If not, or if the screen remains white, please contact our support via support@mscrm-addons.com.



mailto:support@mscrm-addons.com

But usually, the DOCUSIGNUSERS record should be visible now

USER ™

Manuel

) The information provided in this form is viewable by the entire organization.

DocuSign User Associated View ¥

=+ ADD MEW DOCUSIGH USER I.?..'. ADD EXISTING DOCUSIGH.. PAME =  [F] RUN REPORT = [ EXPORT DOCUSIGN USERS
' Mame DaocuSign 1D Created On
Manuel ranuel. 1/25/2016 2:30 PM

Figure 7: Microsoft Dynamics 3650 DocuSign user associated view user is visible



1.1.2 Activate the Send on behalf of rights d API in DocuSign

In order to send a DocuSigndocument in the name of a user, the Send on behalf of rightsAPI must be
activated in the master DocuSign-Account.

In order to do so, simply log in to Microsoft Dynamics 365 as the master user (this is the one who is also
connected to the master DocuSigh account. Next, open an account in Microsoft Dynamics 365 and then,
open DocuSign with a click on the [Go to DocuSign] -button.

As soon as you have been logged in to DocuSign, change toPreferencesand select Permissionsin the
Member Menu.

Make sure that the Send on behalf of rights (API) checkbox is checked.

sl —————— ... —————————

Shange Basaward Use the New DocuSign Experience = Optional - User can opt in l] 9

Change Email
Sending and Signing

Ml send Envelopes

V| Allow New Send Ul

¥ Sequential Signing (Ul) L7
M signer Attachments @)

w Member Options

Permissions
Address Book
Custom Tags

Template Matching Signing on Paper Override v

v Account Administration ¥ Notify when Recipients View L0

Address My local time zone | (UTC-08:00) Pacific Time (US & Canada) V] @
Brancing Format my local date and time as | 1/27/2016 1:36 AM PT ij L]

Billing

Invoices VI Allow Bulk Recipients 9

Connect Manage Templates: | Share [v| @

Envelope Custom Fields
Features

Reminders & Expirations
Users

Groups

Manage Signers
Permission Profiles
Envelope Publish
Locked Out Users

Electronic Record and Signature

Disclosure
Application Marketplace
API

S

Address Book: ' Share [v]

DocuSign API
API UserName
AP Accountld

MIAc
I Send On Behalf Of Rights (APl) &

V| Sequentia

[]Enable API Request Logging L)

Advanced

DocuSign Desktop Client L7)]
M DawarEnrme @)

Figure 8: Send On Behalf Of Rights (AP} activated

(0 of 50 used.)
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1.1.3 How to install the additional DocumentsCorePackServerDocuSign.zip solution
Once the additional DocumentsCorePackServerSign.zip solution is installed, DocuSign will automatically
update the corresponding CRM records whenever a signing process has been finished.

Once installed, the update will work automatically for the following entities:
- Account

- Contact

- Lead

- Quote

- Opportunity

- Invoice

- Sales Order

Should you require further entities to be updated automatically, a custom action has to be established

in Microsoft Dynamics 365. Learn how to do so in CHAPTERL.1.5HOW TO CREATIEUSTOMACTIONSON PAGE
14,

However, please follow the instructions below in order to install the solution first.

Step 1: Open your solutions in Microsoft Dynamics 365
In order to do so, please navigate to Settings 5+ and click on Solutions < in Microsoft Dynamics 365.

Settings

Business Customization System

Business Management Customizations Administration Email Configuration
] e vomsnr [ 2, :
Templates Solutions m Security E Activity Feeds Configu..
E Product Catalog Iﬂ Dynamics Marketplace m Data Management E Activity Feads Rules
Service Management Plug-In Trace Log ]

System Jobs b Dynamics 365 App for...

Document Manageme...
E Auditing

Figure 9: Open the solutions in Microsoft Dynamics 365

11



Step 2: Import the solution
In order to do so, simply click on the [Import] -button 5= in the All Solutions-section. In the so opened

Import Solution-window = , select the *.zip file that contains the solution you want to import from the
explorer .- and click on the [Next] -button =

All Solutions + 1
87 New | X Deete CloneaPatch  [f] Clone Solution (53 Apply Solution Upgrade | 8 Import Translations  [8) Export Transiations

- O] x Description

= Import Solution - Google Chrome

@ crm:5555/akumer/tools/solution/import/SolutionimportWizard.aspx

Select Solution Package

e Select the compressed (zip or .cab) file that contains the solution you want to impert and dlick
Next.

© + 4 [l « Users » askumer + Solutions + DocuSign » v c,| [ Search Docuign

Organize *  New folder
N ~ *
i Favorites Name Date modified Type Size

B Desktop ') DocumentsCarePackServerDacuSign 08.02.2017 15:32 Compressed (zipp.. 590 KB

4 Downloads
"5l Recent places
1% This PC

i Desktop

" Documents
% Downloads
W Music

= Pictures

B Videos

i, Local Disk (C1)

€ Network
18 castello.ptm-edv

M renomieane |

v| [Ate Deteien Y]

File name:

B

Figure 10: Import the solution
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1.1.4 How to set the DCPDocuSignWorkflow
In addition to the already installed DocumentsCorePackServerDocuSign.zip solution, also a certain
workflow has to be activated by creating the following settingskey.

This workflow is called DCPDocuSignWorkflow. It sends the documents to DocuSign for signing.

To do so, please navigate to Setings > MSCRM-ADDONS.com Products and selectAutoMerge with a
click on it.

Next, click on the [Add New MSCRM-ADDONS.com Settingskey] -button in the command bar.

In the so opened window, insert the following data:

Name DocuSignWorkflow
IsCached Yes
KeyVdue DCPDocuSignWorkflow

Optionally a second workflow named DCPDocuSignWorkflowGuardedis available. This workflow starts
the first workflow and waits until DCPDocuSignWorkflow is ready. If you receive an error during the
execution of this workflow, the ow ner of the AutoMergeWorkingltems will be informed via e-mail. To
activate  this  workflow please change the KeyValue of the settingskey to
ODCPDocuSignWorkfl owGuarded©é.

Thatds it! For some mor e todredteaaiséttingskey nmafually, pleasei have a o n

look at this blog article.

13
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http://www.mscrm-addons.com/Blog/PostId/9754/How-to-create-a-SettingsKey-manually-in-MS-Dynamics-CRM-2013-CRM-2015

1.1.5 How to create Custom Actions

‘ Using the latest version of DOCUSIGN_DYNAMICSCRM.2 with the additional
p\_EASE DOCUMENTSCOREPACKSERVERDOCUSIGN.ZIP SOLUTIOMUW.®on’t need to
NOTE create Custom Actions anymore. There is a global Custom Action, whichis already

\ installed. This meansyou don’t have to create Custom Actions for every entity.

If you still use version 5.1 follow this instruction:

Next, to automatically updated entities, you may also want to create some individual entities to be
updated automatically. To do so, a custom action has to be established in Microsoft Dynamics 365. This
step-by-step tutorial explains how to do so.

Step 1: Create a new process
First of all, please navigate to Settings > Processes in your Microsoft Dynamics 365. Next, click on the
[New] -button in the My Processessection.

Dynamics 365 ~ Settings ~ | Processes >

@ Your Dynamics 365 trial will expire in 17 day(s)

E— SMARTEAR DIALOG

+ My Processes ~
H B |5 X |© advate (@ Deactivate Mere Actions =

v Process Name Category Primary Entity Status Created On Medified On
DCPDocuSignAction_Account Action Account Activated Z/T/2001T 1042, 27972017 309 PM
DCPDocuSignAction_Case Action Case Draft 2/9/2017 1:03 PM 2/9/2017 4:34 PM
DCPDocuSignAction_Contact Action Contact Activated 2EL2NT ZITPM 2/8/2017 221 PM

Figure 11: My Processes section

Please create a new process in the so opened window. As you can see, you must enter a Process Name,
Category and an Entity.

Create Process
Define a new process, or create one from an existing template. You can create four kinds of processes: business process

flui, actions, dialogs, and workflows,

Process name: * DCPDocusignAction_Co 1trad{ ®

Category: ™ Q Action h Entity: * o Contract W

Type: (@) Mew blank process
() New process from an existing template (select from list):

Figure 12: Define the settings of the new process

14



PLEASE
NOTE

Pleasemake sure that they follow this pattern when creating a new process:
Process name* The process name must start with DCPDocuSignAction_ and

IF

Category:*
Entity:*

must end with the schema name of the entity. In this example,
we refer to the entity Contract, so the Process nane must be
DCPDocuSignAction_Contract

Please selectAction

Please select the corresponding entity (here:Contract)

15



Step 2: Add a Process Argument

Next, add a process argument here. You can add a process argument with a click on tle green [Add] -

button (+) ¢

[H 3 saveand close m © Activate =83 Show Dependencies  J{pActions »
le ~

| Process: DCPDocuSignAction_Contract
]:2. 2 Information

@ Hel

‘Weorking on solution: Default Solutic

General Administration Notes
4 Common
Z. Information + Hide Process Properties
[ Audit History
. ) -
 Process Sessions Process Name [pepoocusignaction_Contract | cntity e
|E] Process Sessions Unique Name * r'ew:l DCPDocuSignAction_Contract Categery [ Action

Activate As Process ™
‘Workflow Log Retention
Keep logs for workflow jobs that encountered errors
7 Hide Process Arguments
LR A
MName~ Type Required Direction
Workingltem EntityReference Required Input

[EAdd Step ~ | Salnsert = X Delet

Select this row and click Add Step.

Figure 13: Add a Process Argument

Please enter the following arguments:
Name: Workingltem
Type: EntityReference
Entity: mscrm-addons.com Workingltem
Required: Yes
Direction: Input

Enable rollback

Mame * Workingltem

Type * EntityReference w
Entity e
Reguired

Direction ® Input ) Output

Description

16



Step 3: Add some steps
Next, you will have to add three steps:

*DocuSignintegration Create Envelope

*DCPDocusSignStep UpdateEnvelope (including the parametersenvelopeand workingitem)
*DocusSignintegration Get Signature (including the parameter envelope

I f you havenodt

article.

created

wor kfl ow in

Mi cr o s dbfod

First of all, please add the DocuSignintegration Create Enveloped Step. It does not require further

attention.

Next, pleasecreate the DCPDocuSignStep UpdateEnvelope. When creating this step, you will have to set
some parameters. To do so, please click on the[Set properties] -button and set the corresponding
parameters shown marked in the Set Custom Step Input Propertieslialog.

— Process: DCPDocusignaction_Contact
L' Set Custom Step Input Properties

Property Name Data Type Required
Envelcpe ID Single Line of Text Reguired
MSCEM-ADDONS.com AutoMerge Wo... Lookup Required
Activate Debugging Two Options Optiona

Figure 14: Add the DCPDocuSignStep UpdateEnvelope

Value

{Envelope{Create Envelope)}

{AutoMergeWorkingltems(Workingltern (MSCRM-A

False rue

-_@]jes-

‘Working on solution: Default Solution

Form Assistant »
Dynamic Values ¥
Dynamic Values -
Look for:
Contact b

17
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http://www.mscrm-addons.com/Blog/PostId/9980/how-do-i-create-a-workflow-with-dcp-sb-online-msdyn365
http://www.mscrm-addons.com/Blog/PostId/9980/how-do-i-create-a-workflow-with-dcp-sb-online-msdyn365

The third step that must be created is the DocuSingIntegration Get Signature step.Also, in this case, you
will have to set some parameters. To do so, please click on the[Set properties] -button and set the
corresponding parameters marked below in the Set Custom Step Input Propertieslialog.

Working on solv : Default Sok

""" DCPDocuSignActior

L5 Set Custom Step Input Properties
Form Assistant

Operator

Look for

Figure 15: Add the DocuSinglIntegration Get Signature

Step 4: Publish the so created action

Once you have added all steps, pleasepublish the so created custom action.

# Create Envelope
Docusignintegration:DocuSign. Dalntegration Activity.CreateEnvelope  View properties

& Update Envelope
DCPDocuSign:UpdateEnvelope View properties

& Send
DocuSignintegration:DocuSign. DSIntegrationActivity. GetSignatures View properties

Figure 16: Created steps

p\_EASE Thatdos all you have to do. It is o®dly impo
NOTE DocumentsCorePack automatically executes the custom action for the

A corresponding entity.

18



2 DocumentsCorePack templates for DocuSign

After you have created a DocuSign user in Microsoft Dynamics 365, and you have made sure that he has
all the rights he needs, you must create a DocumentsCorePack template for DocuSign. This chapter
outlines how to create such templates.

To get a quick overview, pleaseread this blog and follow the included video .

19


http://blogs.mscrm-addons.com/post/2015/08/28/HowTo-DocuSign-with-multiple-Signees-using-DocumentsCorePack-for-Microsoft-Dynamics-CRM.aspx

2.1 How to create a DocumentsCorePack template for DocuSign

To be able to insert fields into Microsoft Word documents, you must use the DocumentsCorePack
TemplateDesigner. To do so, please insert the Insert MailMerge Fields in the www.mscrmaddons.com-
tab of the Word document you wish to create your DocumentsCorePack template for DocuSign with.
Please find all the information about how to use the Template Designer in the Template Designer User
Guide on our website.

First of all, open the [Insert MailMerge Fields] -button in the command bar of the www.mscrm-
addons.com tab of your Word document. Position your cursor in the Word document att he place where
you want the future signature field to be.

Next, open the drop-down menu of the [Insert Field] - button in the DocumentsCorePack
TemplateDesigner.5¢

DocumentsCorePack T... ™ *

Type Account [account)
%f Advanced Template Settings |
tandard | Additional
Je)
Double click the fields to insert them
- Preferred Time -

- Process

- Process Stage

- Record Created On

- Relationship Type

- Send Marketing Materials
- Shares Outstanding

- Shipping Method

- 51C Code

- Status
- 5tatus Reason W
Insert Field ~

Figure 17: DocumentsCorePack Template Designer

Then, select thelnsert DocuSign Item> for example Signature =

Signature Travel Charge

— - Travel Charge (Base)

nta - Travel Charge Type

Date Signed i Traversed Path

Full Marne Insert "Address 1: County' as Picture Field

Email Insert "Address 1: County' as Picture-Link-Field
Company Insert "Address 1: County' as Docurment

Title Insert "Address 1: County' as HTML

Checkbox Insert Static ltem 3
Text Insert Computed ltem 3
Radic Button Insert DocuSign ltem ]
Mote Insert AssureSign ltern

Figure 18: Insert DocusSign Item > Signature

20
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2.1.1 DocuSign Items

Like you can see in Figure 18, here are several DocuSign Itemsyou can select. Theseltems are shortly
explained below. On the left side, you will see the placeholder fields and on the right side the outcome
after you review and sign your document.

The Signature -Field
If you select Sgnature, a placeholder field will be inserted into your Word document.

DoouSigned by:
|ZDSSignature1 | ‘ ﬂ[pm_, Sk Slwf
|<<pSSignaturel>:> e p—

Figure 19: The SignatureField

Please notice

DS stands for DocuSign

Signature for the Type of the DocuSign-Field

1 stands for the next number. (we need this number to make every DocuSign-field unique)

The Initial -Field

With a click on Initial-Item, a placeholder field for the initials will be inserted. As you can see, this
placeholder comes with the next number, in this case2.

|f§5§}'ﬁil tiale2>>| ‘ ﬁuslg

Figure 20: The Initial-Field

The Date Signed -Field
This placeholder field stands for the Date of signing and will automatically generate the current date.

| 2DSDate3 |
<<pSDhate3>>] - 7/3/2017

Figure 21: The Date Field

The Full Name -Field
This Item will insert you a placeholder field for the Full Name. The name, which belongs to the signature,
will be automatically inserted into your document.

|2 DSFullnamed4
|<<pSFullnamed:>> | ‘ Alpine Ski Shop

Figure 22: The Full Name Field
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The Email-Field
By selecting this Item, a placeholder field for the Email will be added to your template.

: DSEMail5
<<PDSEMa115>>| ‘ test@alpine.com

Figure 23: The EmaitField and

The Company -Field
Select the Company Item and this placeholder field will be inserted.

= DSCompanyt
<<DSCompany6>>| B ipine sii shop

Figure 24: The CompanyField

The Title -Field
It is also possible to insert the Title by selecting this placeholder field.

Egﬁtg; tle7>>] ‘ LLC

Figure 25: The Title Field

The Checkbox-Field
This Item will insert you a placeholder field for the Checkbox

: DSCES ‘ o
<<PDSCB8>> | o

Figure 26: The Checkboxrield
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2.2 How to set the properties of a DocuSign field

Aside from the position of the field, you can also assign several properties to the DocuSign fields.

This is only possible when you have already inserted such a field. Please find a brief descriptioron how
to insert a DocuSign field into a DocumentsCorePack template in CHAPTER2.1 HOW TO CREATE A
DOCUMENTSOREPACK TEMPLATE FOROCUSIGN ON PAGEZ20.

However, to assign some properties to a DocuSign field, please click on the inserted field in the template
in order to select it.

EDSSignaturE‘I

<<pSS1gnaturel>:

Figure 27: Selected DocusSign field Signature

Next, click on the [Field Properties] -button in the www.mscrm -addons.com-tab in your Word document
in order to open the DocuSign Properties Window. This window enables you to set all the important
properties for DocuSign.

Please find a brief instruction of the Field Properties functionalities in CHAPTER2.2 HOW TO SET THE
PROPERTIES OFBOCUSIGN FIELDON PAGE23.

23



2.2.1 DocuSign Properties-window functionalities

Depending on the field type you have selected previously, the DocuSign Properties may vary, but most
of the time, you will use only two different properties (the one for the signature and the one for the
name). TheHFeld propertiesfor these fields are to be explained in the course of this chapter.

@ DocuSign Properties

Field properties
Mame: a| DSFullname?

Sign Field properties

belongs to: |5igner1 e V|5ign0rder: |
B o | ] voome [ ]

4 Lucida Consale v| |9 v| |El|ach: W |
carcel

Figure 28: DocuSign Properties Text
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7 NAME
Defines the fieldname in the DocumentsCorePack template.

L BELONGS TO

Enables you to switch between different signers. Because there could be more than one signer, you need
the possibility to switch between them. All possible signers will be shown here (even if in this example,
it is only one). To add a new one or to delete the last one, simply use the corresponding entry.

Add new one

Delete last one

Figure 29: Selectadd, or delete signer

AL X- AND Y-OFFSET

To adjust the DocuSign field, you can set X and Y- Offset. While the X-Offset sets the horizontal offset
of the field, the Y-Offset sets the vertical offset of the field. However, both accept the usage of negative
values.

i FonT
Enables you to change the font setting of the DocuSig n field. The font can be set in different styles, sizes
and colors, as well as in bold, italics or underlined.

4+ SGN ORDER

Allows you to create acertainsign order starting with 0616 for the firs
on. If you leave this field empty, the signees will be structured automatically after the belongs to-field.

Say, signer 1 wil!/ be the first to sign, signer 2 wil
the same ti me, pl eaaderfiélds efalrfield piofedty windowa | | si gn
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3 Additional DocuSign Fields (Advanced)

However, there are 3 more menu entries for DocuSign fields, which are available by using the latest
version of DOCUSIGN_DYNAMICSCRMhe new features enable users to work with DocuSign on an
advanced level. These 3 fiéds are: The Textfield, the Note-field and the Radio Buttonsfield.

The Text-Field
In contrary to usual

(Ol 2 DSText9 _.....{_L)..........................{)

placeholder fields, the placeholder of the text field looks slightly different.

Test Test

[[pre text here

O O

Figure 30 The TextField

—

&
PLEASE
NOTE

)

The symbol above highlighted in yellow stands for Content Control, which saves
additional information about your field. As you noticed before, every field has the
Content Control-Symbol.

In contrary to the other fields, t he TextField allows you to change the default text.

Please be careful and do not delete the Content Control by accident. Without

DocumentsCorePack will not work for this field. You can see theContent Control-Symbol by clicking into

the placeholder field. This information is also valid for the Note-Field.

Also, the text field

properties do have some more settings. Next to the default settings, which are

explained in detail in the previous chapter, they offer some more settings, which will be explained below.
The text from the textbox will be shown in the DocuSign Text field.

Field properties

@ Docusign Properties

(== I

Field properties

Mame: |D5Text3

Sign Field properties

belongs to: |Signer‘|

Ysgnower [ ]

X - Offset: I:I

¥ - Offset: |:| Required

Lucida Console

v||9 v||BIack

] [B][7][g]

Character Limit: |4000

-

\Validation:

b
[[] Hide text with asterisks@

Mone W

[[] Recipients CanCallabarate
Changes Require Initials

Required Field For All Signers

= o=

Figure 31 Field properties for TextField

26



3+ CHARACTER LIMIT
Sets a limitation on the length of the field.

L HIDE TEXT WITH ASTERISKS

Hide the text for the other signers by checking this checkbox.

L vaLIDATION
Select a validation pattern for the field.

A RECIPIENTEAN COLLABORATE
Recipients have the permission to change the inserted value if you check this checkbox.

=|= CHANGESREQUIRHENITIALS
Check thischeckbox in order to save changes together with the initials of the person who has changed
the field previously.

4 REQUIRED FIELFOR ALL SIGNERS
All signers are required to fill out the field if you check this checkbox.
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The Radio Buttons -Field

In contrary to the field above mentioned, the placeholder of the Radio Buttons field looks pretty much

like a usual placeholder.

|2DSRE10 |
| <<PDSRB10:>| ‘

Figure 32 The Radio ButtonsField

But also, the Radio Buttons field properties do have some more settings. Next to the default settings,

which are explained in detail in the previous chapter, and the text field settings, which are explained on
the previous page, they offer some more settings, which will be explained below. The Radio Button is

simply a placeholder for the selectable fields.

Field properties — | = -
@ DocuSign Properties
Field properties
Name: |DSRES |
Sign Field properties
belongs to: |Signer1 ~~"'| Sign Order: V|
¥ - Offset: |:| ¥ - Offset: |:| Required
Group Mame: | |
Value: | |
[ ] Recipients CanCaollaborate
Changes Require Initials
Required Field For All Signers

Figure 33 DocuSign Properties for Radio Buttons-ield

7 GROUPNAME

Here, the name of the Radio button group must be inserted. By this name, the Radio buttons

ared0connected6 to a group.

L VALUE
Please set the value of the Radio button here.

Onl

y one

Radi

(0]

button
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The Note -Field

In contrary to usual placeholder fields, the placeholder of the note field looks slightly different. Due to
the fact that you can change the default text, you should make sure that you do not delete the Content

Control accidentally (see page 26 & Please note)

O
|il ype note-fext

here

) | ‘

o O O
Figure 34 The Note-Field

This is a note field. Here
you can add some notes for
the signer(s)

This is what the note field properties look like. They contain the default settings, which are explained in

detail in the previous chapter.

Field properties |=o -

@ DocuSign Properties
Field properties

Name: |DSNotes |
Sign Field properties

belongs to: |5igner1 V| Sign Order: | v|
x.ofet | | voomer | |

Lucida Consale vl e v [Black v]

Cancel

Figure 35 Field properties for Note Field

The text from the textbox will be shown in the DocuSign Note field.
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4 DocuSign PaymentHeld
&

Before you start to create a template with a payment field, please log in to your

PL\EPSE DocusSign environment. We need one information on the payment gateways to
NOTE enable the setting in your template. You can find them when you click on &d mi n &
S under the group Integrations -> Payments.
DocuSign eSignature

Home Admin

eSignature Admin

Payment Gateways
PTM EDV-Systeme

Account ID.
ADD

Payment Gateway Account Name = Gateway Account ID
ACCOUNT

PayPal

Braintree_2352
Home

B885c47B-bBS1-486f-b2a7-daa7098af38a

BikngEndiisane stripe Stripe_5326 7faf4849-52ae-4498-088a-500279740c%
Account Profile

Figure 36 Information on the payment gateways

We will need the Gateway Account ID, please copy that value.

Now please open your template where

y o ulnsertMaitMergeo a d d
Fields and

t h PAdvanced Temiplate settings ]-button. In the 5+ Electronic Signaturetab, you
can find = two settings. These two options are required to use the payment function. Please select the
currency of the payment in the first field. Then paste the Gateway Account ID of the Payment Gateway
into the second field. Click on the [OK]-button to save these changes.

‘L:} Template Settings

Template Settings )/ e5ign Settings

Document Mame and Subject

DocuSign settings
General

Currency | ‘ jol
Create Activities For Gateway ID | |

Document Protection

Sub Falder
Client Automation Settings

Client Automation

E-Mail (Create Activity}
Advanced Settings
Additional Fields
Sharepoint Metadata
Remaove Watermark
Debugging

Prompts

Electronic Signature a

Figure 37 Required DocusSign settings 30



Now you are able to insert the payment sum field in your document. Click on the [Insert Field}button

there you can select the new field 6Payment Sumd

o UESCTIRTION
- Email Address 0365 Admin Approve Signature
- Entity Image Initial
e,
: - Fax Queue Full Mame
Insert *statecodename’ as Picture Field Email
Insert *statecodename’ as Picture-Link-Field Company
Insert *statecodename’ as Document Title
Insert *statecodename’ as HTML Checkbox
Insert Static ltern 3 Text
Insert Computed Item » Radio Button
Insert DocuSign ltem 3 ! Mote
Insert AssureSign [tem 3 Payment Sum

Figure 38 Information on the payment gateways

After inserting, you will see the payment sum field with the placeholder text. We have designed the field
in that way that the text inside the field will be taken as an amount for the payment. This has the
advantage that you either can type in the amount o r place a field inside there or you could also use a
computed field to do some calculations.

<<parentaccountid_addressl_postalcode>><<parentaccountid_addressl_country>>9

1
Dear-<<parentcontactid fullname>> 1

Thanks for-the-interest-in-our-products.-Regarding your-request-per-e-mail-from-10/1/2013, we-remind-
you-that-you-have-to-pay-the-open-amount-of-Put-payment-sum-here-$.9

<<DSSignature2>={
Figure 39 The payment sum field placeholder

We, for example, have placed the field total amount inside the payment sum field as you can see
below.

-

To:'<<parentaccountid name>>+

<<parentaccountid addressl linel>>«
<<parentaccountid addressl line2>>«
<<parentaccountid_addressl_line3>>+

-

<<parentaccountid_addressl postalcode>><<parentaccountid_addressl_country>>9

1
Dear<<parentcontactid. fullname>> g

1
Thanksfor-the-interest-in-our-products.-Regalpspaysumt ir request per-e-mail-from-10/1/2013,-we -remind-
you-that-you-have-to-pay-the-open-amount-of-<<totalamount>>$ .4

<<DSSignature2>>q

il
1
Informations-of-our-bank: +
BANK: -+ - XXX - - - - Address XXX XXXXX+~
IBAN: - ):9.6.0.9.9.:9.:9.¢.:0.4.6.9.0. 40 -+ BIC: =+ - XEXXEXXXXXXY
1

Figure 40 Example for the payment sum field

31

as



You will have to set an offset for the DocuSign field so that they are in the correct position. The 57  offset
can be set in the Field propertiesof the DocuSign fields (X- Offset and Y o Offset) as you can see below.

- O x

@ DocuSign Properties

Field properties

MName: |DSpay5um1

Sign Field properties

belongs to: |5igner‘| V| Sign Order: 2

¥ - Offset: D Y - Offset: El

Lucida Console vl |9 v||BJack vl B||/||U

Payment Text: | |

| 0K | | Cancel ‘

Figure 41 et offset in the Field properties

Please do some test runs to get the correct offset values. It depends on the position of the fields. The
L payment text setting is optional. You can set an additional text which will be shown in the Payment
dialog.

After that, you can save the template in your Dynamics 365 by usingthed Sa v e t-fumotgoh. dd e 6
test the feature, click on the [Create Document] -button and select attach document 6 as DocuSi gn

e ma-bpitiah.

DocumentsCorePack Dialog

Generates a document based on the records data, Click here to see how to create templates

Filetype docx ¥

¥ Attach document as DocuSign email
In-person signing
Recipient(s) Select a recipient #

E-mail address

Print document You have no printer configurations r
Run workflow Accept Opportunity r
Save Config Mext Cancel

Figure 42 DCP Dialog: Attach document as DocuSing emalil
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The result looks like in the figure below.

Payment
Pay Now Total €£100.00 EUR

Payment Method

Debit/Credit Card
OO 0000 3000 0000 [o]

Expiration Date Security Gode

MM YYYY cw ®

By clicking the button below you are submitting payment in connection
with the transaction between you and Andreas Farber Test. The
transaction terms are containad in your agreement with Andreas Farber
Test. By submitting payment, you agree to the

DocusSign Tems of Usa £ and Privacy Policy &

PAY & FINISH

Figure 43 Payment field result

p\_EASE Currently, it is only possible to insert one payment sum field for one recipient. More
NOTE payment fields are currently not possible due to the limitation of DocuSign and to
avoid mismatches of the payment amount.
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5 Tutorials (O0OHow To06s0)

This chapter provides you with helpful tutorials that show you how to work with DocuSign efficiently.

5.1 How do | merge a document and send it to DocuSign?

In Microsoft Dynamics 365, open for e.g. an account and then press the[Create Document] -button in
order to create a new document.

v h SALES ~ Accounts | v A. Datum Corporati... | v

4+ new  [§ DEACTIVATE “'i CONNECT ~ [ ADD TO MARKETING LIST 5"5 ASSIGN & EMAILALINK 2% DELETE | ss»

E= Form
ACCOUNT ~ 8 Export to Word »
A. Datum Corporation (sample) gqgjg'(m'l k_l
./ Share
CrLimamasre Cal Share Secured Fields

Figure 44: Create document

Select the template you would like to use.

DocumentsCorePack Dialog *

Generates a document based on the records data. Click here to see how to create templates

Search Search for templates Search

Name Category Group
Account_MNEW_DCP_TEST.docx General A
Account_Overview.docx General
Account_QR_Template.docx General

Contemporary Letter.docx General
DocuSignTestDokument.docx General
DocubignTestDokument_¢_Signer.docx General
DocuSignTestDokument_3_Signer.docx General
DocuSignTestDokument_mit_initiale.docx General
DocuSignTestDokumentMultiSigner.docx General
DocuSignTestDokumentMultiSigner_new_tag.docx General v

MNext Cancel
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In case you want to change the Emailrecipient you can do this here:

DocumentsCorePack Dialog

Generates a document based on the records data. Click here to see how to create templates

Filetype docx W
W attach document |as DocuSign email V|
Email Recipient(s) FRH Test Firma (this record) :
E-mail address |frank.haas@mscrm—addons.com (Email) V|
Print document v
[J  save to SharePoint
Run workflow You have no workflows v
Cancel

Click on the [Next] -button and the document will be merged. You can check it before you forward it to

DocusSign.

DocumentsCorePack Dialog

Generates a document based on the records data. Click here to see how to create templates

Here you have the possibility to preview your document.

“: File Attachment

AM_Doc_e74100e9-Bebic-4257-a544-
File Naw. | 36323373100 docx (18,420 Byte(s))

Click finish to proceed with the following steps
- Attach as DocuSign email

Finish

Preview

Cancel

In order to proceed, click on the [Finish] -button and send the document to DocuSign.



5.2 How do | sign a document in DocuSign?
Open the Link in the Email you havereceived from DocuSign to start signing.

Figure 48: DocuSign document

Simply follow the instructions on the site to sign it.

Figure 49: Follow the instructions in order tosign the document
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