Adding E-Sign Tags to a Letter Template @;iibperty
in CRM e

This guide provides a step-by-step process for adding E-Sign tags to allow a letter to
be e-signed in CRM via DocusSign.

This guide makes the assumption that you are already comfortable adding and
editing Letters in CRM. Regardless of Letter type the process to add E-Sign tags is the

same.
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Alert! When creating a letter in CRM it is important you create the correct letter
type in the Add New Letter section. If you select Lettings Applicant as the letter
type, this letter will only be available in the Lettings Applicant area of CRM and
NOT in another section e.g. Landlord. If you want a letter in multiple places it
needs to be created into those areas.

Click here to edit the letter.
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2  To add or update the merge fields. Click "Insert Merge Field"

Landlord Particulars
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<<LandlordTitle>> <<LandlordForename>> <<LandlordSurname>=>
<<landlordAddressHouseNo> > <<LandlordAddressAddressi>>

<<landlordAddressAddress2>>
<<LandlordAddressTown >
<<LandlordAddressCounty>>
<<LandlordAddressPostcode>>

Ref: <<LandlordInternalReference=>

<<TodaysDate>>

3 Click onto the letter where you want the tag to be placed.

Click the "Fields:" search option at the top of the screen. Search for the tag you
want to use in this case E-Sign .

N.B. Scrolling will not always find you the option required.
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Company Name .
Company Display As

Company Phonel
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Insert Close

<<LandlordTitle>> <<LandlordForename>> <<LandlordSurname>>
<<LandlordAddressHouseNo>><<LandlordAddressAddress1>>
<<LandlordAddressAddress2>>

<<LandlordAddressTown>>

<<LandlordAddressCounty>>

<<LandlordAddressPostcode>>

Ref: =<<LandlordInternalReference=>

<<TodaysDate>>
Dear ,
Re: .

I have the pleasure to enclose a copy of our completed lettings particulars for
your property. It is very important that you advise us immediately if there are
any material changes to the property during the time it is being offered to let,
=iwrh ac fivhires and fittinne carviree nr channee tn tha nranerty iteslf



4  Click the "Fields:" field and type "esign"
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Ref: <<LandlordInternal
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Dear <<LandlordTitlg
Re: .

I have the pleasure t
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Yours sincerely
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5  To add the tags for a Landlord to esign. Click "ESign Landlord1Sign Here"
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6  Click "Insert"

such as fixtures and fittings, services or changes to the property itself.

Should you have any queries, please do not hesitate to contact me.

Insert Merge Field 52 Yours sincerely
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iasign

[ Esign Landlord1sign Here i <<UserTitle>> <<UserForename>> <<UserSurname=>
ESign Landlord1Date Signed
ESign Agent Sign Here <<UserlobTitle= =

ESign Agent Date Signed T:<<UserPhone> >

E: <<UserEmail>=>

Enc.

Approved by:

Insert Close

7  Then click "Esign LandlordDateSigned". Click "Insert"

‘ Should you have any queries, please do not hesitate to contact me.

Insert Merge Field 52 Yours sincerely
Fields:
esign
' ESign Landlord1Sign Here <<UserTitle>> <<UserForename>> <<UserSurname>>
ESign Landlord1Date Signed y
ESign Agent Sign Here <<UserlobTitle>>
ESign Agent Date Signed T:<<UserPhone>>

E: <<UserEmail>>

Enc.

Approved by: f-<ESignLandIordlSignHere>=|
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Click "Close"

Should you have any queries, please do not hesitate to contact me.

Insert Merge Field 52 Yours sincerely
Fields:

esign

ESign Landlord1Sign Here <<UserTitle»> <<UserForename>> <<UserSurname>>
ESign Landlord1Date Signed :

ESign Agent Sign Here <<UserlobTitle= =

ESign Agent Date Signed T:<<UserPhone> >

E: <<UserEmail>>

Enc.

Approved by: <<ESignLandlord1SignHere>><<ESignLandlord1SignHere>>

Close

The E-Sign tags will show where you opted to place them. Once added it is good
practice to 'hide' the text to do this...
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<<lUserTitle>> <<UserForename>> <<UserSurname>>

<<UserlobTitle>>
T:<<UserPhone>>
E: <<UserEmail>=>

Enc.

Approved by: <<ESignLandlord1SignHere>><<ESignLandlord1SignHere>>
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Click "Home"

Landlord Particulars
In Lettinge Lendlord
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any n-'lat.erial.changes to the property dljring the time it is being offered to let,
such as fixtures and fittings, services or changes to the property itself.

Should you have any queries, please do not hesitate to contact me.

Yours sincerely

<<UserTitle>> <<UserForename>> <<UserSumame>>

<<UserJobTitle>>
T:<<UserPhone>>
E: <<UserEmail>>

Enc.

Approved by: i dlord1Si ignLandlord

Select the text showing the E-Sign tags. Click here.
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any n“lat‘erial.changes to the property dljﬁng the time it is being offered to let,
such as fixtures and fittings, services or changes to the property itself.

Should you have any queries, please do not hesitate to contact me.

Yours sincerely

<<UserTitle>> <<UserForename>> <<UserSumame>>

<<UserJobTitle>>
T:<<UserPhone>>
E: <<UserEmail>>

Enc.

Approved by: <<ESignLandlord1SignHere>><<ESignLandlord1SignHere>>




12 hide the text.

Landlord Particulars
In Lettinge Lendlord

Click here to select white or whatever colour your paper is. This will effectively
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13  Click "Mail Merge
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any n“lat‘erial.changes to the property dljﬁng the time it is being offered to let,
such as fixtures and fittings, services or changes to the property itself.

Should you have any queries, please do not hesitate to contact me.

Yours sincerely

<<UserTitle>> <<UserForename>> <<UserSumame>>

<<UserJobTitle>>
T:<<UserPhone>>
E: <<UserEmail>>

Enc.

[ Appralzed by:

“——Text 'hidden’




14 Click "Save this Letter"

Landlord Particulars
In Lettinge Lendlord
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any n-'lat.erial.changes to the property dljring the time it is being offered to let,
such as fixtures and fittings, services or changes to the property itself.

Should you have any queries, please do not hesitate to contact me.

Yours sincerely

<<UserTitle>> <<UserForename>> <<UserSumame>>

<<UserJobTitle>>
T:<<UserPhone>>
E: <<UserEmail>>

Enc.

Approved by:

15 Click here to enable E-Sign on the letter when it is created.
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Click here.
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You will know a document is E-Signable as it will show "Save to E-Sign" in the

any nzmatéria\-changes to the property du}‘mg the time it is being offered to let,
such as fixtures and fittings, services or changes to the property itself.

Should you have any queries, please do not hesitate to contact me.

Yours sincerely

<<UserTitle>> <<UserForename>> <=UserSurname>>
<<UserlobTitle>>

T:<<UserPhone>>

E: <<UserEmail >>

Enc.

Approjred by:
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menu bar. You should be able to see where you are asking the recipient to sign
their name, but NOT the esign tags as these have been hidden.
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<<LandlordTitle=> <<LandlordForename== << andlordSurname=>
<<LandlordAddressHouseNo>><<LandlordAddressAddress 1>

<<LandlordAddressAddress2>>
<<LandlordAddressTown>>

<<LandlordAddressCounty>> <<LandlordAddressPostcode>>

Ref: <<LandlordInternalReference==>

<<TodaysDate>>

Dear <<LandlordTitle>> <<LandlordForename=> <<LandlordSurname=>,
Re: <<Property1ShortAddress>> <<Property1Postcode>>.

Thank you for appointing us to let your property. | would like to confirm the main
points of our recent discussion and make sure that you are happy with our plans.

Asking Price

As agreed we will set the rent at £<<Property1AskingRent>> and aim to attract
offers at or close to this figure. Once an offer has been received we will call you to
discuss it and follow that conversation with confirmation in writing.

*Nintinnal naraaranh (Nalata if nat annlicrahlal




18 Click "Save to E-Sign"
If this is successful you will see this message top right of the screen.
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<<LandlordTitle>> <<LandlordForename=> <<LandlordSurname=>
<<LandlordAddressHouseNo=><<LandlordAddressAddress1>>
<<LandlordAddressAddress2>>

<<LandlordAddressTown>>

<<LandlordAddressCounty>> <<LandlordAddressPostcode=>

Ref: =<LandlordInternalReference=>

<<TodaysDate>>

Dear <<LandlordTitle=> <<LandlordForename=> <<LandlordSurname==,
Re: <<Property1ShortAddress>> <<Property1Postcode>>.

Thank you for appointing us to let your property. | would like to confirm the main
points of our recent discussion and make sure that you are happy with our plans

Asking Price

As agreed we will set the rent at £<<Property1AskingRent>> and aim to attract
offers at or close to this figure. Once an offer has been received we will call you to
discuss it and follow that conversation with confirmation in writing.

*Nintinnal naraaranh (Nalata if nat annlicrahlal

Success
Document is ready to send. Please check
your E-5ign dashboard.
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