Sending a Letter Via E-Sign in CRM. @'”,‘;@,perty

This guide provides a step-by-step process for sending an E-Sign letter to allow a
letter to be E-signed in CRM via DocuSign.

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.

& This guide assumes you have a Business Docusign Account, it is set up in CRM and
you have credit on your docusign account.

Sending Via E-Sign

A Alert! The process to create and send a letter is the same regardless of what type
of record you are sending the letter from and what type of letter you are sending,
the only criteria is the E-Sign tags must be added and the letter enabled for E-Sign.
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1 Click "Lettings" or "Sales" depending on document type or search for the Record
you are sending the letter from. Alternatively use the 'Search' function.
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2 For example here we will look at sending a Landlord Letter.
Click "General"
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3  Click "Landlords"
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4  Find your landlord and click "View Landlord"
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5 Once in the selected record, click "Letters"

LL (~) PROSPECT L\ Set GDPR

SO0008

- } [ Branch: Morgan & Co 7*1 [Si’al‘us: Active v*}

-

Financial Information

6 From the drop down menu select the letter you are sending.
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7  Click "Generate"
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Click on Generate to select the records you wantf in the letter.

Depending on the letter, you may have options to select at this point, complete as
appropriate.
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9 Click "Generate" the letter will now be created and show on the screen with all
merge tags visible.
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10 You can check the Merged Data by clicking on the 'View Merged Data' icon in the
menu bar (highlighted) Click "Save to E-Sign"
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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
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11 Click "Save to E-Sign"
If this is successful you will see this message in the top right of the screen.
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<<LandlordTitle>> <<LandlordForename=> <<LandlordSurname=>
<<LandlordAddressHouseNo>><<LandlordAddressAddress1>>
<<LandlordAddressAddress2>>

<<LandlordAddress Town>>

<<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
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Success

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

12 The E-Signed document will be created and added to E-Sign message list to be
sent, to send the e-sign envelope.




13  Click "Lettings"
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Click "General"
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Click "E-sign"
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17 Click "Send"
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18 Click "Send Envelope
Landlord-Instructions to let - Sender: Training Dave"

Send Envelope

Email Subject -
Email Subject

=|1. Landlord(s)
Name Email Status Sent Completed
&* David Morgan david morganl@iamproperty.comCreated - -

=|2 Agentls)
Name Email Status Sent Completed
2* Training Dave david morgan@iampropertycomCreated - -

© You need fo login info your DocuSign account fo allow OpenView to send the documents
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19 Click "Send"

Send Envelope

Email Subject
Email Subject

=|1. Landlord(s)

Name Email Status Sent Completed
2% David Morgan david morganll@iampropertycomCreated

=|2 Agentis)
Name Email Status Sent Completed
&* Training Dave david.morgan@iamproperfy.comCreated = -

® You need to login into your DocuSign account to allow OpenView to send the documents
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20 The E-Sign document (known as an envelope) will be sent and when signed will

show in the e-sign tab of the record it was sent from e.g. in this case in the
Landlord record
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