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How to send signature requests and track their progress

1. Creating a Signature Request

This guide walks you through sending a document for digital signature. The process

takes just a few minutes.

Start a New Request

From the dashboard, click the "Signature request" button. The signature request form

opens.
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The signature request form with all required fields

Fill in the Request Details

Topic

Give your request a descriptive name (e.g., "Employment Contract - John Smith") and select

the language for notifications.

Documents & Attachments

(

Important: Documents vs Attachments

Documents — Files uploaded here will be signed by all signatories.

Attachments — Reference materials only. Delivered with the request but
NOT signed. Use for appendices, terms & conditions, or supporting
documents.

\

Upload your document in PDF/A format (max 100MB). Standard PDFs may be rejected.

Signature Settings

The default settings use strong authentication — signers must verify their identity (via Bank
ID or Mobile ID) before they can view and sign the document.

Hashing the personal ID

Encrypts the signer's personal ID number in the signed document. The signature
remains legally valid (name, timestamp, and IP are still recorded). Recommended
for privacy protection.

Expiration

Choose when the request expires: 7, 14, 30, or 90 days. After expiration, unsigned requests

can no longer be completed.



Document Retention: 90 Days

Signed documents are stored in the portal for 90 days after signing. Make
sure to download your signed documents before this period ends — after 90

days, they are permanently deleted from the portal.

5 Add Signatories

Click "Signatory" to add each person who needs to sign.
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The add signatory dialog with all configuration options

First name, Last name, Email Required

The signer's details. They'll receive the signing invitation at this email address.

Mobile phone number

Optional. Used for SMS notifications if enabled.

Personal ID



Optional but powerful. When provided, the system verifies this ID during
authentication — only that exact person can sign. Double-check carefully — a typo
or mismatch will prevent the signer from completing the process!

Signing order

O = Simultaneous — All signers receive invitations immediately and can sign in
any order.

1, 2, 3... = Sequential — Each signer is invited only after all previous numbers
have completed.

Authentication service Required

Select the signer's country to show them the correct authentication options.
Finland offers Finnish Mobile ID and bank credentials. Sweden offers Swedish
BankID.

Signature is required
(
Checked = This person MUST sign before the request can be completed.

Unchecked = Optional signer. They can view and sign if they want, but the
request completes when all mandatory signers are done. Useful for CC'ing
managers or adding optional withesses.

Send the Request

Review your request and click "Send". The signer(s) will immediately receive an email
invitation with a link to sign the document.

You can also click "Save as draft" to finish later.



2. What the Signer Experiences

Understanding what happens after you click Send helps you support your signers

and troubleshoot any issues.

The Signing Journey

1 Email Received

The signer receives an email with a link to access the document.

Signature request - Signature Flow Example D inboxx e &
noreply+skidsolutions@teliasign.com 7:33PM (Ominutesago) ¥r @ €
tome =

Hi Egert Vainaste,

We have sent you a document to be signed digitally. You can sign the document here: hitps /imylink-stage teliasign com/2ff19717-71d9-
4297-98b1-10d4980f347a/2bc0ab90-8cbb-43a6-a007-84a23dbd97f1/30bcde44-5dif-472f-acd0-fce573335f5¢

The signature request is valid until 10/02/2026 23:59 (UTC +02:00).

Best regards,
SK ID Solutions AS

2 ldentity Verification

The signer authenticates using their Finnish Bank ID, Mobile ID, or Swedish
BanklID.



Select Mobile certificate

Select certificate card (insert card)
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Review & Sign

After authentication, the signer reviews the document and clicks Sign to apply
their digital signature.

Sign documents

You are about to sign the following documents:

@© TEST DOCUMENT 1.pdf

1 have read and understood the contents of the
documents listed above and | am ready to sign. |
understand that by personal information (including
personal identity code, electronic unique, identification
number, or other identifier) is stored in the data content of
the document to be signed.




Completed — Valid Digital Signature

The sighed document is sealed with a digital certificate in PAJES format. It can be

verified offline in Adobe Reader — no vendor lock-in.

ALLEKIRJOITUS

SIGNATORIES

Name Authentication method Date and time

EGERT VAINASTE Strong 03.02.2026 19:40:13 UTC+02

This fle is sesled with a digital signature.
The seal is.a quarantes for the authenticity
of the document

www.allekisjoitus i ‘The signed document follows on the next page

3. Tracking Your Requests

| Monitor the status of all your signature requests from the dashboard.

Dashboard Overview

The Sent tab shows all your sent signature requests with their current status.
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Status Indicators

The dashboard showing all sent signature requests
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Closed — All signatures complete

Expired — Deadline passed

Click any request to view its details, download the sighed document, or see the full audit trail.

Events Log

Each request has a detailed Events tab showing the complete audit trail — who did what and

when.
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Signature request Closed

02/02/2026 3:28 PM
Branding Test 2
Signature request | Events
Type Performedby  Action Timestamp
Webhook ~ System “SignatureRequestCompleted" webhook sending failed: The SSL connection could not be established, see inner 02/02/2026 6:07:01 PM
exception.
Signatory  EGERT Signatory downloaded the signed document "Pricelist Draft__pdf". 02/02/2026 3:31:44 PM
VAINASTE
Signatory  EGERT User authenticated on MySignatures site. 02/02/2026 3:31:12 PM
VAINASTE
Notification ~ System System sent "One Time Password" SMS notification to recipient +37256633351. 02/02/2026 3:30:59 PM
Notification ~ System “Signature request completed" email notification was delivered to recipient egertv@gmail.com. 02/02/2026 3:28:59 PM
Notification ~ System “Signature request completed" email notification was delivered to recipient egertvainaste@sk.e. 02/02/2026 3:28:59 PM
Notification ~System “Signature request completed" email notification is on the way to recipient egertvagmail.com. 02/02/2026 3:28:58 PM
Netificabinn  Cuctam uctam eant 1G et T . Wi 109094 20850 DM

s A Delete the signature request

The events log showing all actions on the signature request

The log includes:

Email notifications sent and delivered

When signers opened the signing portal
When signers read and signed the document
When the request was completed
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