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Steps to Gain Ven

Vendor’s Contract Email Notification

1. Once the GDOT submitter/requestor sends the electronic contract document, the Vendor will
receive an email notification to Review and Sign the document.
2. Select Review Document.

Al Unread ByDatev T 48400-030-IADEG2100330
~ Today -
) & | e
DocuSign Demo System 9%
GDOT To Vendor Name 8:59 AM
48400-030-1ADEG2100330 9:00 AM
@ This item will expire in 30 days. To keep this item longer apply a different Retention Policy.
If there are problems with how this message is displayed, click here to view it in a web browser.

Gaargio
D‘ I Department
of Transportation

John Doe sent you a document to review and sign.

REVIEW DOCUMENT

JohnDoe@dot.ga.gov

Please review contract 48400-030-IADEG2100330 from the Georgia Department of
Transportation and sign where applicable. Please do not reply to this email, if you have
any further questions regarding this contract, please contact:

Solutions Center
404-631-1220
SolutionsCenter@dot.ga.gov

If there is an issue with this contract, please do NOT decline the contract. Please contact
the individual indicated above for further assistance.

Your signature will require you to upload an IMAGE of your hand-written signature next
to your Corporate Seal, OR an image of your hand-written signature and your hand-
written word "SEAL". Please see click the following link for instructions on how to upload
your signature and corporate seal to the electronic agreement. Failure to upload your
signature as instructed will result in delays executing your agreement/contract.
"http://www.dot.ga.gov/PS/Training/ElectronicSignature”

Powered by DocuSign
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Creating your Corporate Seal and Signature

1. Scan ortake a picture of your Vendor’s corporate seal and signature.

2. Upload and change the image type to JPEG.
3. Select Save.

> Pictures >

Status

[CRNONONONO)

~ [$) O Search Pictures
B -

Date modified Type
47472021 10:19 PM File folder
47872021 435 PM File folder
47472021 10:19 PM File folder
3/29/2021 10:03 A..  File folder

12/31/2020 1:52 PM  File folder
3/9/2021 9:16 AM Shartcut

E File Save
=
Organize ~ New folder
~
= This PC Name
. 3D Objects Camera Roll
I Desktop Saved Pictures
Documents Screenshots
¥ Downloads Snaglt Numbers
b Musi Vector VMS
usic
= #» Where are my files
Pictures
i Videos
4 Local Disk (C)
v <
File name: | Seal and Signature
Save as type:l JPEG File Interchange Format

~ Hide Folders

2]

Tools = 3 Cancel
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4. Locate your corporate seal file located on your computer.

=l | = Manage Pictures — O b4
Home Share Wiew Picture Toaols e
(Tl Preview pane i'E Extra large icons Z Large icons ;_‘._ Medium icons l | '] Group by ™ [ item check boxes ;
c=x Small icons List =% [ Add columns ~ [] File name extensions
Navigation == = o Hide selected Options
paﬁe o (3 Details pane == Tijes := Content M by~ £ size all columns to fit [ Hidden items items R
Panes Layout Current view Show/hide
« v 4 =] > ThisPC > Pictures v O & Search Pictures
~ MName Status Date modified Type
3 Quick access
Camera Roll 47472021 10:19 PM File folder
Documents 4 © ’ !
Saved Pictures @ 4/8/2021 4:35 PM File folder
¥ Downloads i 4 ~
Screenshots @ 47472021 10:18 PM File folder
= (GRS * Snaglt Numbers ()] 3/29/2021 10:03 AM  File folder
CATS Vector VMS o 12/31/2020 1:52PM  File folder
GDOT 41 ] picturet ®@ 4/7/2021 11:45 AM PNG File
Manual Drafts @ Seal and Signature o © 4/8/2021 443 PM JPG File
Snaglt Numbers 2™ Where are my files @ 3/9/2021 9:16 AM Shortcut
& gdotgov
S T P 2 >
8items  1itemselected 368 KB  Available on this device =

5. Right-click your file and choose to Open with Paint.

Scan for Viruses...

&] Seal and S
*» Where are

Open with o/ Paint
B raint 3D

- Photos

BJ snip & Sketch

Give access to

¥ Combine Files In Revu
¥ Convert Files In Revu

E Search the Microsoft Store

Hevice Restare Drevious versions

(R e N

Choose another app
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6. Choose the Select command.

CATS — DocuSign for Vendor

. Cut | 12 crop
Copy | L2 Resize
Paste
- - b Rotate ~
Clipboard Image

& & s | Seal and Signature - Paint

7 & A
g 7

Tools

7. Select the Rectangular Selection option.

| Home WView

#

, Cut

o {1 Rectangular selection

Eree-form selection

Selection options

Select all
E;}" Invert selection
£ | Delete

Transparent selection
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8. Select and drag your mouse over your corporate seal and signature.

10.Select Crop.

Home View
3{, Cut T 10
Copy ] Resize
Paste Select |~
- - l Rotate =
Clipboard Image
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11.Select File.
12.Select Save As.
13.Select JPEG picture.

CATS — DocuSign for Vendor

€ open

e
a Save as @
/
-
e =l
|'a |
i

' Print

From scanner or camera

Send in email

Save as

LY

PNG picture

Save a photo or drawing with high quality
and use it on your computer or on the web.

F<]

Y\

&

=1 JPEG picture !p
IE ave a photo with good quality and use it

on your computer, in email, or on the web.

EMP picture

Save any kind of picture with high quality
and use it on your computer.

GIF picture

Save a simple drawing with lower quality
and use it in email or on the web.

Other formats

Open the Save As dialog box to select from
all possible file types.
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14.Name your file.
15.Select Save.

& Save As *
1 » This PC » Pictures * Saved Pictures v @) 2 Search Saved Pictures

Organize v New folder

=- @
~

% This PC No items match your search.
4 3D Objects

[ Desktop

Documents

¥ Downloads

J’ Music

| Pictures

E Videos

Captures

% Local Disk (C) o

Seal and Signature|

Save as type: JPEG (*jpg;*jpeg;*jpeifif) v
A Hide Folders 15 Cancel
Signhing Documents with DocuSign
Signing Documents without a DocuSign Account
1. Place a check mark in the agreement box.
2. Select Continue.
Please Review & Act on These Contract Documents GDT
. Georgia Department of Transportation il

Please review contract 48400-030-IADCT2100314 from the Georgia Department of Transportation and sign where applicable.
Please do not reply o this email, if you have any further questions regarding this contract, please contact:

View More

2

Ple.  _ad the Electronic Record and Signature Disclosure.
» . e CONTINUE OTHER ACTIONS v
| agree to use electronic records and signatures.
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3. Select the Start button to start the signing process.

Please review and sig e applicable the documents below m OTHER ACTIONS v

ign Envelope ID: 8F04BB6B-0CAF-4286-9619-854627EC404C
START 3

PARTNERSHIP AGREEMENT of the
[Name| Investment Club

This AGREEMENT of PARTNERSHIP is made as of [Date], by and between the undersigned Partners.

I Formation

The undersigned hereby form a General Partnership in, and in accordance with the laws of, the State of
State).

4. Select the Sign icon to place an electronic signature, initial, or date.

DocuSign Envelope 1D: 8F04B66B-0CAF-4286-9619-654627EC404C

This Agreement of Partnership shall be binding upon the respective heirs, executors, administrators, and
personal representatives of the Partners.

The Partners have caused this Agreement of Partnership to be executed on the dates indicated below,
effective as of the date indicated above.

SIGN

vendor Name 3/12/2021

Date

Partner (Printed Name) Partner (Signature)
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5. Inthe Adopt Your Signature window, select Upload.

Adopt Your Signature

Confirm your name, initials, and signature.

* Required
Full Name* Initials*
Vendor 1 Vi
SELECT STYLE DRAW UPLOAD
PREVIEW Change Style
DocuSigned by: DS
Vender 1 U
SE2226B1D0084D8..

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | (or
my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial.

ADOPT AND SIGN CANCEL

6. Select Upload Your Signature.

Adopt Your Signature

Confirm your name, initials, and signature.

* Required

Full Name* Initials*
Vendor 1 Vi

SELECT STYLE DRAW UPLOAD

PREVIEW

UPLOAD YOUR SIGNATURE e

For best results use an image that is 400 x 145 pixels

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | (or
my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial.

ADOPT AND SIGN CANCEL

Page 11 of 18



GDQT CATS — DocuSign for Vendor

Georgia Department
of Transportation

7. Locate and choose the signature file location.
8. Select the Preview Pane icon to preview your corporate seal and signature.
9. Select Open.

@ open X
“« v 4 [E] > ThisPC » Pictures v (&) 2 Search Pictures
Organize New folder = 1 @
N ~
W This PC Name Status L
_# 3D Objects Camera Roll [©)] 4
I Desktop Saved Pictures @ 4
Documents Screenshots © 4
& Downloads Snaglt Numbers © 3
. Vector VMS O 1
b Music
= B My Seal and Signature © 3
Pict
feres +™ Where are my files © 1
E Videos
& Local Disk (C:)
L Y >
File name: |My Seal and Signature e
Cancel

10. After making the signature selection or uploading the corporate seal image, select Adopt
and Sign.

Adopt Your Signature

Confirm your name, initials, and signature.

* Required

Full Name* Initials*
Vendor 1 Vi

SELECT STYLE DRAW UPLOAD

PREVIEW

DocuSigned by:
P
oY
e
9E2226B1D0084D8...
UPLOAD YOUR SIGNATURE
For best results use an image that is 400 x 145 pixels

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | (or
my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial.

ADOPT AND SIG CANCEL
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11.Select the Finish button located in the top-right corner of the web application or the bottom of
the document.

11 m OTHER ACTIONS v

Legal Document (2).docx bofb

FINISH g

After you select Finish,
DocuSign will prompt you to
sign up for a free account. If you
create an account with
DocusSign, you will have the
ability to track all contract
approval processes related to
your email account.
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Signing Documents with a DocuSign Account

1. After you log into DocuSign, select the Manage tab.

DocuSign eSignature 1 Templates  Settings

Docusigned by
E .fd" V) in »
O24AZAIFIHIAAD...

Last 6 Months

1

Action Required

Drop documents h

2. Select Action Required.
3. Select your document.

ian i Home Manage Templates Settings
ocuoign esignature 9
NEW ¥ Action Required
ENVELOPES Filtered by: Date (Last 6 Months) | Edit
= Subject
% Sent I @  48400-020-IADEG2100340/GOOGLE INC
> Drafts From: John Doe
;D
B Delsted

PowerForms

QUICK VIEWS

e ) Action Required I

@ Waiting for Others

A Expiring Saon
+/ Completed

A Authentication Failed

¥ FOLDERS -+
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4. Select the Start button to begin the signing process.

Please review and sign where applicable the documents below m OTHER ACTIONS v

DocuSign Envelope ID: 8F04B66B-0CAF-4286-9619-654627ECA04C

4 START

PARTNERSHIP AGREEMENT of the
[Name| Investment Club

This AGREEMENT of PARTNERSHIP is made as of [Date], by and between the undersigned Partners.

| Formation
The undersigned hereby form a General Partnership in, and in accordance with the laws of, the State of

5. Select the Sign icon to place an electronic signature, initial, or date.

DocuSign Envelope ID: 8F04BB6B-0CAF-4286-9619-654627EC404C

This Agreement of Partnership shall be binding upon the respective heirs, executors, administrators, and
personal representatives of the Partners.

The Partners have caused this Agreement of Partnership to be executed on the dates indicated below,
effective as of the date indicated above.

SIGN

Vendor Name 3/12/2021

Partner [Printed Name) Partner (Signature) Date

6. Select Change to adopt a new signature.

DocuSign Envelope 1D: 272F0;\ Required - Signature Applied TB

r— DocuSigned by

(ats Vndor 1
;m-\r»wm?—‘SUPPLE MENr
Change

Clear

v PARTMEN
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7. Select a previously created signature or select Add.

My Signatures and Initials

+ ADD e

DocuSigned by: DS
@ Cats Vendor 1 (ﬁh VUNAOV | ‘ (/V Edit X

024A2A3F2B2A403

ADOPT CANCEL

8. Inthe Adopt Your Signature window, select Upload.
9. Select Upload Your Signature.

Adopt Your Signature

Confirm your name, initials, and signature.

* Required

Full Name* Initials™
Vendor 1 Vi

SELECT STYLE DRAW UPLOAD e

PREVIEW

I UPLOAD YOUR SIGNATURE 9

For best results use an image that is 400 x 145 pixels

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | (or
my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial.

ADOPT AND SIGN CANCEL
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10. Locate and choose the signature file location.
11.Select the Preview Pane icon to preview your corporate seal and signature.
12.Select Open.

€ open x
«— v 4 [&=| » ThisPC > Pictures v Q O Search Pictures
Organize ~ New folder P 0O @
~ ~
= This PC Name status : [Hide the
_J 3D Objects Camera Roll (@] 4
I Desktop Saved Pictures @ 4
B Documents Screenshots @ 4
8 Downloads Snaglt Numbers ® 3
. Vector YMS O 1
J" Music —
I |&] My Seal and Signature © 3
= Pict
== rietures ™ Where are my files ® E
m Videos
% Local Disk (C2)
5= U N M >
File name: | My Seal and Signature ~
Cancel
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13. After making the signature selection or uploading the corporate seal image, select Adopt
and Sign

Adopt Your Signature

Confirm your name, initials, and signature.

* Required

Full Name* Initials™
Vendor 1 vi

SELECT STYLE DRAW UPLOAD

PREVIEW

DocuSigned by:
Py
i Y
s
9E222681D0084D8...
UPLOAD YOUR SIGNATURE
For best results use an image that is 400 x 145 pixels

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | (or
my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial.

I ADOPT AND SIGN @LANCEL

14. Select the Finish button located in the top-right corner of the web application or the bottom
of the document

Legal Document (2).docx 50f5

q FINISH

Getting Help with DocuSign

If you are having difficulty signing a document or have questions, please contact the Solutions Center
at 404-631-1220 or email: SolutionsCenter@dot.ga.gov.
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