Managing E-Signatures and Forms in Buildsign /

SignNow

This document explains how to connect your SignNow account (or purchase signature credits),
upload forms, send them for e-signature, and organize completed documents and folders

within the system.

Step 1: Access Profile and E-Sign Settings
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Step 2: Connect SignNow or Purchase Signature Credits

If you would like to connect your
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existing SignNow account, use this e-sign settings space to complete the connection. If you do not
want to connect an existing account, purchase signature credits from Bid, Build, Sign by selecting the
“Buy Now Credits” option. Once you purchase,

Settings » E-Sign
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Step 3: Open the Forms Section

Navigate to the Forms section in the left-hand menu; this is where all of your signatures
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Step 4: Upload a New Form
To add a new form, click Upload Form. Select the document
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Step 5: Add Recipients and Signers

Next,
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by selecting the appropriate option. Once you have added all recipients, click Save and Continue.

Step 6: Place Signature and Form Fields

From
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Fitvers ® Dave G 0 fialas 880 Carisbad Village Dr Suite 202 SIOCKUTaINSDd .
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— (949) 5733333 Fax (949) 373-3350
i [ i CC961988
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[ 1S RESPONSIBLE
- SELECTED FIELD
D
ing
d Connect | Mamber's Order Date: 08/112026 To Vendar: G
d Marketing Ship Date Ship Via FOB Poln
[ ASAP || Mast Economical ] Veniura, 1
d Marketplace
Quantity Model # Description Unit Price
1 20ea PGI0 Light Gray Perfact Circle 243,54
+ Requests
Product Total
racking ——
| Comments Carecraft : 2.5%
sryissets e =
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3, NON REPLY CONSTITUTES ACCEPTANGE OF THIS ORDER.
4, ABOVE PRICING IS ACCURATE TO THE BEST OF OUR ABILITY.
5. HOWEVER, IT IS SUBJECT TO ADJUSTMENT PENDING RECEIPT OF VENDOR INVOICE.
“PLEASE USE THIS NUMBER AS A E WITH ANY INQUIRIES REGARDING THIS
1 Adrmin 2 PURCHASE ORDER

them as needed, along with date fields.
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880 Carlsbad Village Dr Suite 202 | SIOCKUTaINSs1 120

Garlsbad, CA 92008 Member PO#
(946) 373-3333 Fax (948) 373-3350
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Product Total $4,870.8
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Total $4,992.5
1. THIS IS OUR ORDER CONFIRMATION.
2. PLEASE REVIEW IT CAREFULLY AND ADVISE US IMMEDIATELY IF THERE ARE ANY DISCREPENCIES.
3. NON REPLY CONSTITUTES ACCEPTANCE OF THIS ORDER.
4. ABOVE PRICING IS ACCURATE TO THE BEST OF OUR ABILITY.
5. HOWEVER, IT IS SUBJECT TO ADJUSTMENT PENDING RECEIPT OF VENDOR INVOICE.
*PLEASE USE THIS CC961988 NUMBER AS A REFERENCE WITH ANY INQUIRIES REGARDING THIS
PUACHASE ORDER.
880 Carisbad Village Dr Suite 202 | STOCKUTAINSS1 120 |
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[ ASAP || Most Economical ] [ Venfura, CA |
Quantity Model # Description Unit Price Ext.Price
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Product Total $4,870.80
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T |
1. THIS 1S OUR ORDER CONFIRMATION
2. PLEASE REVIEW IT CAREFULLY AND ADVISE US IMMEDIATELY IF THERE ARE ANY DISCREPENCIES.
3, NON REPLY CONSTITUTES AGGEPTANGE OF THIS ORDER.
4, ABOVE PRICING I8 ACCURATE TO THE BEST OF OUR ABILITY.
5. HOWEVER, IT IS SUBJECT TO ADJUSTMENT PENDING REGEIPT OF VENDOR INVOICE.
*PLEASE USE THIS NUMBER AS A E WITH ANY INQUIRIES REGARDING THIS
PURCHASE ORDER.

text fields as required. You can also specify whether each field is required,
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1. THIS IS OUR ORDER CONFIRMATION.

2, PLEASE REVIEW IT CAREFULLY AND ADVISE US IMMEDIATELY IF THERE ARE ANY DISCREPENCIE
3, NON REPLY CONSTITUTES ACCEPTANGE OF THIS ORDER.

4. ABOVE PRICING IS ACCURATE TO THE BEST OF OUR ABILITY,
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Step 7: Send for Signature

From
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this screen, select Send for Signature to send the document out to the designated recipients for
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Step 8: Create Folders and Move Items

You can organize your files by creating folders. Select New Folder to create a folder. Once
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Folder name

Sales Orders

you can move items into that folder.
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KHERN - FiTER 2 Siene t, Primary Agent RYAN AMERN - SERVI 1

(- |

Final Plans

those items will be saved inside the folder.
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documents will

#bidbuild L Forms

@ wahoo Pools BidBuild Release V2.22.0 *See "Whats New!" within your profile® Oct 20,

J3-Maw folder

GetSalesOrder

be saved if they are configured to be saved against a job or a sales lead.

Step 9: Access Saved Forms from Jobs

In your Jobs section, you'll



see an area

labeled Forms. This is where any forms associated with that job or sales lead will be saved and

accessible.
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