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About  Percept i ve  eAuthor i ze 
Perceptive eAuthorize is a solution that enables you to send documents for electronic signature to any 
authorized signatory, including non-ImageNow users. You can send documents, residing within or 
outside of ImageNow, to a single or multiple authorized signatories who sign the documents after 
receiving email alerts. The signed documents are automatically uploaded and stored in the ImageNow 
repository. If the signatory declines the document, you receive an email notification. A signatory can also 
forward the email with the link to the documents to any person inside or outside your organization. 

This solution offers the following advantages. 

• The electronic process of signing saves you time.  

• Anyone, inside or outside your organization, can sign the documents. 

• Signatories do not need access to Perceptive content. 

• Signatories receive email notifications of documents to sign. The email contains a link to the 
document and instructions.  

• You can send a single document or an Envelope containing multiple related documents. 

This document illustrates the instructions to send documents to AssureSign for signature. 

Important  You can use this document to test your Perceptive eAuthorize installation. 

Requ i rements 

Software prerequisi tes 
Before you run the eAuthorize solution, ensure that your system meets the following prerequisites.  

• ImageNow Client is installed and running properly. 

• You can log in to an ImageNow user account. 

Submi t  documents  in  AssureS ign  fo r  s igna ture 
This section contains the steps to submit documents to AssureSign to obtain a signature. You can 
submit a single document for signing as well as a envelope containing multiple documents. 

Create a new ImageNow capture prof i le  to submit  a document for s ignature 
To create a capture profile to submit a document for signature, complete the following steps. 

1. On ImageNow toolbar, point to Capture and click Manage Capture Profiles. 

2. In Capture Profiles dialog box, click Create. 

1. In New Capture Profile dialog, on the General tab, perform the following substeps. 

1. Under General, in the Name box, type a name for the capture profile. 

2. Under Type, in the Source list, select File, and in the Mode list, select Single. 

3. Under Workflow, in the Send To list, verify that None is selected. 
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2. On Document Keys tab, double-click each Document Key and change the Type using the 
following settings. 

• For Drawer, in the Type list, verify that System Drawer is selected and in the Value list, and 
verify that Default is selected.  

• For Doc Type, in the Type list, select Document Type, and in the Value list, select the 
document type created earlier for sending a single document for signing. 

• For Name, in Type list, select User Entry. 

• For all other document keys in Type list, select Unique ID. 

3. Click OK. The new capture profile appears under Capture in the ImageNow toolbar. 

Submit  a document for s ignature 
To submit a document for signature, you must first capture it in ImageNow with the new capture profile 
and route the document to the SubmitForSignature ASQ in workflow. 

Capture a document using the new capture profile 
To capture a document, complete the following steps. 

1. On ImageNow toolbar, point to Capture and click your new capture profile. 

2. In the Proposed Keys dialog box, in the Name box, type a name for the document, verify or edit the 
Document Keys as required, and click Capture.  

3. In the Import files window, select the file you want to capture and click Open. 

4. The captured document opens in ImageNow Viewer. Change the Custom Properties of the 
document as follows. 

• Under Document Keys, for Document Type, select the document type created for sending a 
document for signature. 

• Type the signatory’s full name and email ID in the respective boxes. 

• For AS_FAILURE_NOTIFICATION_TYPE, select the type of notification from list. The default is 
Email.  

• For AS_KEEP_ORIGINAL_DOCUMENT, select True or False. Refer to the Add Signed 
Document as New Document section for more information. 

5. Click the Save    button. 

6. In ImageNow Explorer, right-click a document and click Add to Workflow. 

7. In the Add to Workflow dialog box, in the Select a list, select the SubmitForSignature queue and 
click Add. 

Submit  mult ip le documents for s ignature 
You can submit multiple documents to single or multiple signatories for signing in an envelope. You can 
create folders in an envelope and submit documents in it. However, if any document is declined in a 
folder or in the sublevel folders, then the entire envelope is declined. While submitting multiple documents 
to a single signatory, the full name corresponding to the email ID should remain the same. 
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To submit multiple documents, the following items are required. 

• A folder in ImageNow that contains the documents required for signature, which is explained in the 
Create folder and move the documents to the folder section. 

• A folder type in ImageNow. Contact your administrator in case of any difficulty. 

• A document type that has only the output parameters, namely, AS _ID, AS_AUTH_TOKEN, and 
AS_SIGNATURE_STATUS. Contact your administrator in case of any difficulty. 

Capture documents using the capture profile you created 
To capture a document, complete the following steps. 

1. On ImageNow toolbar, point to Capture, click the capture profile that created to capture multiple 
documents for signing, and capture the documents.  

2. In Import files window, select a document you want to capture and click Open. 

3. The captured document opens in ImageNow Viewer. Change the Custom Properties of the 
document as follows. 

• Type the signatory’s full name and email ID in their respective boxes. 

• For AS_FAILURE_NOTIFICATION_TYPE, select the type of notification from list. The default is 
Email.  

• For AS_KEEP_ORIGINAL_DOCUMENT, select True or False. Refer to the Add Signed 
Document as New Document section for more information. 

4. Click the Save    button.  

Create a folder and move the documents to the folder 
To create a folder, complete the following steps. 

1. On the ImageNow Explorer toolbar, click File, select New, and then click Folder. 

2. In the Name box, type a name for the new folder. 

3. Under Properties, for the Type list, select the document type created for sending a single 
document. 

4. In Custom Properties table, type the signatory’s full name and email ID in the respective boxes. 
Ensure, under Advance, that Send to workflow queue is not selected. 

Note  Values for AS_AUTH_TOKEN, AS_ID, and AS_SIGNATURE_STATUS are automatically 
populated on submitting the document for signing. 

5. Click OK. 

6. In ImageNow Explorer, in the left pane, select All Documents. 

7. Right-click the document that you want to send for signing and click Move.  

8. In Set Location window, search for the folder name, select it, and click OK. 

9. Repeat steps 6 through 8 for the documents that you want to send for signing. 
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Add the folder to workflow 
To add a folder to a workflow, complete the following steps. 

1. In ImageNow Explorer, in the left pane, select All Folders. 

2. Right-click the folder that you created for sending multiple documents and click Add to Workflow. 

3. In the Add to Workflow dialog box, in the Select a list, select the SubmitForSignature queue and 
click Add. 

The folder containing multiple documents is sent to AssureSign as an envelope. An email to the 
signatory is sent with the link to the envelope for signing the documents.  

Add a  document  or  f o lder  to  vers ion  cont ro l  
To add a document or folder to version control, complete the following steps. 

1. On the ImageNow toolbar, point to Document and click All Documents. 

2. Right-click a document and click Version Control. 

3. Click Add and enter your comments in the given dialog box. 

4. Click OK. 

Check  the o f  a  submi t ted  document  
After a document is submitted for signature, it passes through various queues, and on reaching each 
queue a notification, is sent to ImageNow, which informs the sender of the status of the document in the 
signing process. The queues through which the document passes are shown in the following table. 

Queue Name Description 

Signature requested Document is submitted for signature and email is sent to the 
signatory. 

Signature started Signatory begins the signing process. 

Signature progress Signatory clicks on the email link to start signing. 

Signature completed Document is signed. 

Signature failed If the process fails in any of the above queues or if the 
document expires before all required signatures are 
obtained, the document is sent to this queue. 
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View status of  a document submit ted for s igning 
To view the status of a submitted document, complete the following steps. 

1. On the ImageNow toolbar, point to Document and click All Documents. 

2. Right-click a document and click Properties. 

3. In Document Properties window, in the left pane, click Document, and in the right pane, click the 
Custom Properties tab, and then verify the status for AS_SIGNATURE_STATUS. 

4. In the left pane, expand Workflow and select the workflow item. 

5. To view the status of the document, in the right pane, click History. 

Note  AS_SIGNATURE_STATUS and workflow history together show the status of the document. 

View the audit  h istory 
Audit History is a non-editable form containing notifications sent from AssureSign about a document 
submitted for signature in AssureSign. To view and refresh the audit history, complete the following 
steps. 

1. On the ImageNow toolbar, click Documents. 

2. Open a document from the document list ImageNow Explorer. 

3. In the ImageNow Viewer, select View and click Forms. 

4. In the Forms pane, from Select a form list, select AuditHistory. 

5. Click the    button to refresh audit history form. 

Submit  a document f rom a th ird-party  appl icat ion 
You can submit documents in AssureSign from third-party applications, that is, applications other than 
ImageNow. After signing, these documents are downloaded in ImageNow and you can check their 
status. For more information, refer to the Perceptive eAuthorize Installation Guide 1.1. 

• To submit a document for signature using third-party tools, use the template specifically created in 
AssureSign for this purpose. Contact your administrator for more information or refer to the 
Perceptive eAuthorize Installation Guide 1.1. 

Submi t  documents  w i th  dynamic  Jo tB locks fo r  s igna ture 
You can submit a document containing dynamic JotBlocks for signature. Consider important points 
listed below when creating dynamic JotBlocks for signature. 

• You can add dynamic JotBlocks to PDF, DOC, and DOCX files. In the case of PDFs, irrespective of 
the content of the file, dynamic JotBlocks are text fields only.  

• You can add dynamic JotBlocks only through Text Tags. Refer to https://assuresign.tenderapp.com/ 
for instructions to create dynamic JotBlocks. 

• If the dynamic JotBlock contains the SignatoryEmail property, the email address should match 
with value given for AS_SIGNATORY_MAIL. 

• If the dynamic JotBlock contains the SignatoryEmailParameterName property, it should match 
the parameter name of a valid parameter for this document. 

https://assuresign.tenderapp.com/
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Add a  s igned document  as  a  new document  
If you set the value as True for the AS_KEEP_ORIGINAL_DOCUMENT custom property, then the 
original document will remain as is in the DocumentStore work queue in ImageNow workflow and a 
copy of it will be created with the document name_<ImageNow document ID> for a single document 
and document name_<unique ID> for a folder. This document or folder is routed to the next queue in 
workflow process, and the signed document is added as a new document in ImageNow. 

If you set the value a False for AS_KEEP_ORIGINAL_DOCUMENT custom property, then the original 
document is assigned to the workflow and the signed version replaces it. 

Sign ing a  document  th rough an  eForm 
To sign a document via eForm, complete the following steps. 

1. Open the eForm and fill in the information requested. 

2. Click Submit and wait for the Begin signing link to appear. This may take some time. 

3. Click Begin signing and sign the document. 
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