Admin Training
Contract, Offer and Signed Documents Guide

How to upload contracts, offer letters and additional sighed documents.

Initial creation of documents may be done by your implementation consultant, however, should you need to upload
any new contracts you can do so. Note that each onboardee must have a Contract document and may have up to 2

additional Signed Documents.

Click documents on left-hand side of the screen.
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You can then click “add document”.

Webonboarding only accepts Microsoft Word DOCX files to use for these documents. There are several items to make

sure they have before you add them to Webonboarding:

e For Contracts and Signed Documents - Unique text where you want each signature/date/initials to go. The
signing service will use this to find where to add these items

e Merge fields where you want information to be added from the system configuration or the Onboardee record.
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The merge field dictionary can be found underneath the “Document Type” drop down when a document that uses
merge fields is selected.

@ Documents > New
-
General Companies
General
Reference * Contract of Employment B
Description * Contract of Employment
Document Type * Contract e
Show Merge Field Dictionary
Attachment
Attachment Type Document N7

When adding merge fields to documents make sure that you use the whole field including both square brackets at
each end and you include the exact case of the field as shown in the dictionary. E.g. [[ExampleField]]

Merge Template Field Dictionary

This provides the list of available merge fields that can be used in the merge templates for contract and offer documents.

To merge a field into 2 contract or offer letter when the generate fauthorisation process is run, add the placeholder in the word document where the value should be merged.
Field Name v Placeholder ~  Mandato.r  Description

2 £ p Il

neratedDate]
Generated Dats fioe " The date the document was generated.

neratedDateTime]
Generated Date and Time lge 1 ‘The date and time the document was generated.

. Itite] ssa The title ofthe onbaardee

[forena
Forename fforsmencll r The foren nboardes

s
Middie name [midclentame]] » The middie name of the onboardee:

Surname lisumamel) true The surname of the onboardee

[faddresslinelll

Total Items: 69

@ The text case of the resulting merged values can be controlled by adding a filter to the placeholder in the document. Available filters:
* TitleCase: Sets the first letter of each word to upper case and the rest to lower case. Example usage: [[jobTitle:TitleCase] -» "personal assistant” results in "Personal Assistant”
* UpperCase: Sets the entire merged text to upper case. Example usage: ([jobTitle]-UpperCase] -> "personal assistant” results In "PERSONAL ASSISTANT®
* LowerCase: sets the text 1o lower ’ ase] > "PERSONAL assistant” results in "persanal assistant®

NB - if you copy fields straight from the dictionary you might also pick up formatting. Please check this before adding

your document to Webonboarding.
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You can add a signature field anywhere on a contract document or signed document. The system will look for the

unique text that has been added in the Digital Signing Fields section. For example, “Signed:” / “Signature:”.

You can also add an initials field and date signed field with the same principle. Please note that these fields will look
for any examples of that text so make sure the place you want the Signature/Date/Initials is the only place in the

document with that text.

Digital Signing Fields

9 Digital signing fields allow the signing portal to position the user input fields on the contract. Each
signing field has a search term shown in blue. On each instance of the search word within the contract
the relative input will be required. As a minimum each contract document requires a signature field.
How to set the signing fields in edit mode:

1. Click on the blue text within the digital signing field.

2. Edit the search term to match the text at the location in the document.

3. Drag and drop the signing field placeholder (yellow box) to the desired position relative to the

search term.

Signature Sign
4 Signed: .3
Add signature field

9 As well as the signature fields, the date signed and signer initials can be captured.

<Add Initials Field) (Add Date Signed Field)

Once the document is ready to upload select the file and upload.

Ensure that the status is set to Active, this ensures that the new document is available for use in onboarding

processes.
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Status

Now use the companies tab at the top of the page to select the Companies in Webonboarding that will have access to

this document.

Click Save.
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