| OP Procurement Contracts
Electronlcally with Docusign

SupplierGuide

OP-Public



© 0P

Contents

How to Sign a Contract
Using Access Code Authentication

Assigning Signing Responsibility to Others

OP-Public

P )



How to Sign a Contract

Receiving a Signing Request via Email

You will receive a request to sign a contract via email

sent from DocuSign. Click on Review Document to access
/4
the agreement

Seppo Saha sent you a document to review and sign.

REVIEW DOCUMENTS

m Seppo Saha

Seppo Saha

Please DocuSign SaaS_Appendix-6_Price-Schedule docx, SaaS_Appendix-
5 SLAdoc, SaaS_Agreement 2 2017 (Autoplace).docx

Thank You, Seppo Saha
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O How to Sign a Contract
" B Reviewing the documents requiring signature

CONTINUE

1. First click Continue

Sign Envelope 1D: DCD75798-BAAC-48C9-854F - 157F4BCF2D6E

2. Click Start to begin reading the contract documents

on screen
Title

Lorem ipsum dolor sit amet, i elit nec metus vel tellus pellentesque . .
tempus at et dolor. Ut id blandit elit. Quisque sed diam eu mauris viverra facilisis vel a mauris. Lorem

ipsum dolor sit amet, consectetur adipiscing elit. In a felis dui. Etiam eget orci erat. Curabitur blandit porta 3 - Remember to also reV|eW th e appen dlces before
auctor. Etiam augue nisl, tristique eget felis vitae, cursus condimentum dolor. Vivamus at lacus in erat

faucibus commodo. Vivamus sollicitudin eu leo vitae pretium. Mauris consectetur purus sed dictum S|gn|ng. Th ese can be accessed by Cl|Ck|ng on the

lobortis. Vestibulum efficitur purus eu lorem ornare, id porttitor urna tempus.

Prininaugue pbina, placarat purus sed. gt arat g sclensaueobrs i, ogt s document symbol and selecting the document to read.

justo mattis in. Lorem ipsum dolor sit amet,
pellentesque nibh. Phasellus luctus ac libero quis omnare. Etiam eleifend nulla eget ante vulputate, at
faucibus metus aliquam. Quisque pretium feugiat purus. Nulla congue augue enim, non auctor elit finibus
sed. Vestibulum congue sem nec tristique egestas. Pellentesque risus dolor, fermentum eu molestie non,
tristique congue dolor. Praesent non nisi sem. Aliquam sodales mauris sit amet est tristique ultrices.

Duis eu tellus in magna scelerisque porta faucibus tristique diam. Donec gravida purus vitae tempor
finibus. Lorem ipsum dolor sit amet, consectetur adipiscing elit. Nunc aliquam eget dolor nec ultrices.
Quisque magna tellus, eleifend vehicula pellentesque nec, mollis quis neque. Duis tincidunt, libero id
dictum ultrices, tortor metus cursus justo, quis dapibus ante elit sit amet felis. Morbi ullamcorper, enim sit
amet facilisis ultricies, eros leo euismod risus, eu suscipit sem velit sit amet nis|

Suspendisse eu ante id neque fringilla posuere at nec ante. Aliquam varius sapien et cursus finibus.
Etiam fermentum ut nisl non vulputate. Praesent hendrerit turpis quis quam omare convallis vehicula a
odio. Etiam eget risus velit. Nullam tincidunt lectus sit amet uma suscipit, ut pulvinar erat semper. -
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Sign field to create and add

= =

MORE OPTIONS ~

Signer 82 Signature: . ) —_— - - , oS 13.doex
Pages: §
Signer 82 Name: Joe Bloggs
Signer £2 Title: president
Signer #3 Date: 12.09.2018 | 16:07 EEDT
s
= 3 B
* Signer 83 Signature: - ]
S
Signer #3 Name: Seppo Saha
Signer 13 Title l Eenior vice President | I 3
DocuSign, & Change Languags - Englsh UK ¥ Terms Of Use 8Pmacy v | Copynght ©:2018 DocuSign ke | V2R
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How to Sign a Contract

Electronic Signature

1. Click Sign to jump directly onto the signature page on
the document

2. Click on the Sign symbol to electronically sign the
contract. If itis the first time you are signing a contract,
you can choose a signature font, draw your own signature
on the screen, or upload an image file containing your real
signature.

3. Enter your Title in the corresponding field
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Done! Click Finish to send the completed document. FINISH MORE OPTIONS ~ HO W tO S[gn a Con tra Ct

Separ 42 Sgprature: e . Finalising Your Signature
\_saccearmuna » oSignature 13.docx

Pages:

Signer #2 Name: Joe Bloggs

1. Check that your signature appears in the correct
place, that your title is correct and that your signature is
Signer #3 Date: 12.09.2018 | 16:11 EEDT tlmeStamped

Signer #2 Title President

[ wor s, WAl 2. Click on Finish
' e W

Signer #3 Name: Seppo Saha
Sigrar 43 Title: [enior vice President |
»
Powsred by DocuSsgn. @ change Larguage - Englsn (UK} ¥ Torms Of Usa & Privacy ¥ Copyright © 2018 DouSign Inc. | V2F
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m Seppo Saha

Your document has been completed

VIEW COMPLETED DOCUMENTS

All parties have signed the envelope 'Please sign with DocuSign:'.

Powered by Docu%
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How to Sign a Contract

Notification of Completed Document

When all signatures have been collected, you will
receive an email notification. You can review the signed
document by clicking on View Completed Documents.
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Please enter the access code to view the document

Antti Satama
OP-T

The sender has requested you enter a secret access code prior to reviewing the document. You should
have received an access code in a separate communication. Please enter the code and validate it in
order to proceed to viewing the document.

Access Code
1. BCcw12345 | NEVER RECEIVED AN ACCESS CODE
Hide Text p

© 0P

Access Code Authentication

Using Access Code

For data security reasons, Access Code authentication can
be in use. When you click a link from an email notification,
you are taken to the Access Code request page.

1. Enter the Access Code in the corresponding field. You
should have received the Access Code from your OP

contact via a separate e-mail

2. Click on Validate to access the documents

OP-Sisainen OP @
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Please review and complete the recipient information.

1.
m Seppo Saha

Joe Bloggs
Please DocuSign SaaS_Agreement_2_2017.docx

Thank You, Seppo Saha
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Assigning Signing Responsibility

Request to Assign Responsibility for Signing

The Supplier contact person may be asked to assign
signing responsibility for the contract within their own
organisation. Clicking on Review Document takes you to
a page where you can name the signers for your
organisation for this contract.
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@Qan 8o a|  Assigning Signing Responsibility
Name Contract Signers in your Organisation

DEMONSTRATION DOCUMENT ONLY
PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE

You have been asked to review and add recipient information.

Please enter the e-mail address and name for the associated role and click 'Comeleteand Send'. 1 Suppller ContaCt Derson haS to ﬂ“ m the emall
Role 1. Peman o : addresses and names of the contract signers within

il |Edw-vate message his/her organisation. If the contact person also acts as
Toinen toimittajan allekirjoittajal Edit private message

the signer, they can fill in their own details in this screen.

3

2.You can also add a private message only visible to the

pendix 6 is an integral part of the Service Agreement. signer if ne cessary.
(2) This Appendix 6 sets forth exhaustively the fees payable by the Customer to

the Vendor under the Service Agreement and such fees constitute the sole and entire
remuneration payable by the Customer to the Vendor under the Service Agreement i i

and covers all deliverables, resources, services, investments and costs delivered, re- 3 Flna“y CIICk on Comp/ete Clnd Send tO Send the
quired or incurred by the Vendor for or in relation to the Services. The Customer shall

not have any other payment obligations to the Vendor under the Service Agreement. Contra Ct tO th e name d S | g ners fO r prO cess | n g

MORE OPTIONS ~
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