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When a firm wants you to sign a document electronically you will receive an email notification from
CCH Signatures.

If this is the first time you have been asked to signed documents electronically, you will need to set
up your account within CCH Signatures.

1. You will receive two emails. The first contains the information and link you need to setup an
account.

Welcome to » the chosen digital signature & document delivery solution of
Wolters Kluwer.

Wolters Kluwer has sent you a document to review via the secure portal.

To sign view this document, you must first set up a secure account with

Clico go to the secure website.

Enter your username and password.

Add your name or initials to be used in your electronic signature.
Create a new secure password.

Username: This email address

Password: A temporary password will be sent in a separate email.

Click on the training guide link for complete instructions on setting up your account and sign
your documents.

If you have any concerns about the content of this email, please contact Wolters Kluwer.

Kind regards

The Team

CCH Signatures Support Training Information
0800 500 224 Training Guide
NZ-Support@wolterskluwer.com CCH Signatures Information

2. The second email contains your temporary password.
Wolters Kluwer has invited you to digitally sign documents using
This is your temporary password to complete your account setup.

Tw3wB3R

If you have any concerns about the content of this email, please contact Wolters Kluwer.

Kind regards

The Team

CCH Signatures Support Training Information
0800 500 224 Training Guide
NZ-support@wolterskluwer.com CCH Signatures Information

Note: The sender may customize the email templates to their own branding or style.
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3. Click on the link provided in the first email to go to the secure website.

4. Enter your email address(username) and the temporary password.

Welcome to CCH Signatures

Please enter your username and password

Username Need Help? Contact the Help Desk

janeexample@gmx.com (R Customer Services & Technical

B4 NZ-Support@wolterskluwer.com

0800 500 224 (9:00 - 17:00)
Password

.......... <: -
Questions? Contact Customer Support
Forgot Password? Minimum System Requirements (R} ABC Accounting Limited Your company
& 0800111222333 information

5. You will be prompted to change your password and add additional details of your name and
time zone:

—  Name
— Time Zone
— New password

-_) Wolters Kluwer Help @  Logout &
First Name Middle Initial Last Name

Jane Example
Time Zone

{(UTC+12:00) Auckland, wellington b

Change Password

Passwords must not contain all letters or numbers, and be at least 6 characters and no more than 10 characters long

Old Password
New Password
Confirm Password

Password Hint

CCHSign1s

6. Enter your first name, initial and last name.

Note: These are the details that will be used to construct your electronic signature. You can
choose to provide your full name(s), initials or any combination of these.
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You must agree to the Terms of Use — by selecting the icon “l Consent to Electronic
Package”.

You Are Responsible For Reading And Understanding These Conditions Of Use And Terms Of Service Before Clicking "I Consent to Electronic Packages" To Complete Your User
Account Registration In The Portal.

‘You are verifying that you are able to view, read and understand all of these conditions of use and terms of service; and that you alone are responsible for reading and
understanding all these conditions of use and terms of service before you agree to be legally bound by these conditions of use and terms of service. If you have any questions
for us about any of these conditions of use and terms of service before you agree to become legally bound by them then you may use the Contact infoermation described above
to ask us these questions before you decide to proceed with completing registration of your user account with the portal.

If you disagree with any of the conditions of use and terms of service associated with CCH Signatures for ABC Accounting Portal then click on the "I Do Not Consent” button
below.

Clicking on the "I Do Not Censent” button will prevent you from viewing any information and disclosures in CCH Signatures for ABC Accounting Portal because you are refusing
to accept the conditions of use and terms of service associated with the portal.

CCH Signatures for ABC Accounting will therefore always send you information and disclosures for the transaction and/or service you requested from CCH Signatures for ABC

Accounting on paper using a courier selected by CCH Signatures for ABC Accounting.
1 Do Not Consent

| Consent to Electronic Packages '

7. If you prefer to sign documents manually you can select “I Do Not Consent”.

The To Do tab, will display the Packages that requires your attention to sign.

5 wolterskluwer.co.nz/CCH—Signatures/
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1. Sign into the CCH Signatures Portal via the email link.

2. Select the item in the To Do tab.

-_D Wolters Kluwer Help @ Jane
All T Completed

To Do Subject Ref Number Number of Documents Date

ra Please sign attached ABC_123 1 Document 8/31/2020 13:55 NZST

Note: There may be additional information that the sender may need to clarify with you that
will not appear in the notification email regarding the documents requiring to be signed.
You will see this in the next screen.

3. Select Esign button to open the package. Your package may contain more than document to
be signed. It may also need to be signed by more than 1 person.

Please review and sign

Review & eSign ‘ ‘ The sender of this package has requested that you eSign it — use the eSign button to do so.
Sender Hi
tracey.archer@wolterskluwer.com
Recipient di a " . A retur " )
janeexample@smx.com As discussed, can you please sign and return at your earliest convenience
Subject Any queries, please let me know
Please review and sign
Date received Attachments (2/2)

25/03/202114:36 NZDT
0 4A Tenancy.pdf

[ ] 2019 Fixed Asset Additions.pdf

6 Wolterskluwer.co.nz/CCH—Signatures/
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4. The navigation pane will inform you of how many documents require signing and prompts
you to the location fields for signing.

5. You can either choose to sign or reject the document.

Note: if you reject one document in the package all documents are rejected.

“1 SAVE & RETURN @ REJECT DOCS

This is your document to review | — s ——
and sign.

The red arrows below will direct you to places you need
to sign. Note: If there is more than 1 document in this
envelope, use the blue arrows below to move between
documents.

BN

3

i
i
i

i
|
i
¥

The sender of this package has requested that you eSign it — use
the eSign button to do so.

2 Documents - 0 Complete

HEEERREES

£3 2019 Fixed Asset Additions.pdf

& < 202 <=

You must complete the fields below before signing this
document.

Sign here 4

SEEEEEEITE

6. To sign the document, simply click into the box.

7 SAVE & RETURN @ REJECT DOCS

This is your document to review | . e e bl o P P e o e
and sign.

The red arrows below will direct you to places you need
to sign. Note: If there is more than 1 decument in this
envelope, use the blue arrows below to move between
documents.

T

4

i
i
n
i
i
g

The sender of this package has requested that you eSign it — use
the eSign button to do so.

BREREEESE

2 Documents - All Complete

2 2019 Fixed Asset Additions.pdf ~/
K < 20f2

T ERTYErT]

You must complete the fields below before signing this
document.

Sign here 4

7. Once all fields are signed, check the navigation pane. You need to ensure that it states all
completed and all you will see the arrows are green.

8. Click on the ESIGN button.

This completes the process and sends notification back to the originator of the documents.

7 Wolterskluwer.co.nz/CCH—Signatures/
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Multiple Signatories
Documents may need to be signed by more than one person.

The sender will decide if multiple signatories can sign in any order or in a specific order.

If the sender has set a signing order you will not be able to sign until it is your turn to do so.

:c: Wolters Kluwer CCH Signatures H ~ Help @ Steve v

Package Queued

This package is to 2 participants and has to be viewed and signed in sequence. You are participant number 2.
Participant 1 has not signed yet so you cannot yet view the package. Please wait a while and try again.

S TovAgin

Once all parties have signed you will receive an email notification that the document is complete and
ready to download.

Change the signature style
You can change your signature style or even write your own signature on screen.

1. Click within the signature box and a pop-up box = will appear.

2. Select Change Signature to either draw your own signature or select from a predetermined
list available.

Note: the name provided is what was originally set when you first signed into CCH Signatures portal.
If you wish to change, please contact CCH Support Team.

# Signature Creation %

We require a graphical representation of your signature to use for signing, please select one of the following options:-

I

urown signatu select rrom the Ust or availadle toptions

o Sane Example
o Jue Example

o Jane example

O Gane-Erarmele

Clear O Tanellwamels
. o Jane Examgle
Sign Above ]
o Yane Grample
)
o r?w,fmmdgm
Note: This signature will be used to eSign all documents moving forward.
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Rejecting documents

You can reject document.

REJECT DOCS
1. click on the reject button

2. It will prompt you with a confirmation screen

IMPORTANT - PLEASE READ THE FOLLOWING: You have been
given the option to eSign the package. If you reject this
option, then a wet ink signature in paper form will be
required. If any of the details within the documents are
incorrect you may reject eSigning the package and a
representative will be in contact with you shortly to discuss

the rejection. Do you wish to continue?

This will send notification back to the originator, that the documents have been rejected.

Note: If you have received multiple attachments this will reject all documents

9 wolterskluwer.co.nz/CCH—Signatures/
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Download your sighed document

CCH Signatures portal is not a Management Document System. It will only remain in the portal for
90 days.

You should download and keep a copy of your signed document.

Within CCH Signature portal under the Completed tab, click on the document you require to
download.

1. Select the attachment, this will open the PDF.

i.:’ Wolters Kluwer

Signed: Need signature urgently

Sender
raceyt13@gmail.com

This is a signed copy of the package you received with Tracking Number 17562-51:

Recipient

tracey.archer@wolterskluwer.com Attach ments (1 I1)
Subject

Signed: Need signature urgently B Employee Data Privacy Notice (Ne...
Date received

25/03/2021 13:20 NZDT
Ref Number
abc_a123

2. Click on the green document button to download, save and print a copy.
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