Using Secure Signing on Bullhorn to Send
Templates

25 Steps View most recent version (4

Created by Creation Date Last Updated
Shane Burrell Jul 09, 2024 Jul 09, 2024

G- 10f 17


https://app.tango.us/app/workflow/e49aa2e6-4fdf-4057-8274-1be66eb9619c?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

€N Log into Bullhorn 25 Steps (3

STEP 1
From the Company record, locate the CONTACTS tab.

ler Mifflin Paper Co. G ¢

Company Name Main Phone

v Dunder Mifflin Paper Co. @ (5(570) 904-5026

EMAILS NOTES (39) LOCATION CONTACTS (8) INVOICE TERMS DISCOUNTS BIL

B Jobs ‘ ‘

| Submissions ‘ ‘ ¥4 Client Submissi

ADD 4+ =& ® Recent Nt

& 04/29/2024

~ — " - i s b b
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STEP 2

Select the primary contact who will be signing the agreement.

Note: You can add additional contacts later in the process if necessary

OVERVIEW EDIT ACTIVITY EMAILS NOTES (39)

OWNER: All Users ¥ ITEMS PER PAGE: 50 -

oY Name &Y

424720 % Kelly Kapoor
424145 & ® Oscar Martinez
424144 N Jan Levinson
424143 % Angela Martin
424142 & Darryl Philbin
424141 a8 Pam Beesly
424140 &
424139 & David Wallace

STEP 3
Click on the ACTIONS dropdown.

Privacy

LOCATION

CONTACTS (B) INVOICETERMS  DISCOUNTS  BILLING PROFILES
Status C ? Date Added C v

Active 12/06/2023, 413 PM

Active 10/31/2023, 3:41 PM

Left Company 10/31/2023, 3:39 PM

Active 10/31/2023, 3:35 PM

Active 10/31/2023, 3:32 PM

Active 10/31/2023, 3:29 PM

Active 10/31/2023, 3:28 PM

Active 10/31/2023,3:22 PM

Shane Burrell SB

@ Help

OMATION SECURED SIGNING

LAYOUT g2

nterview

) Placements

Q
®
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STEP 4

Select the Secured Signing option.

Decision Maker « Delete Record
michaelscott@dn Manage Distribution Lists
1725 Slough Ave S Manage Tearsheets 2d States

Demo User View Referrals

Secured Signing

Q

~ategories/Skills

Accounting/Business, Customer Service, IT, Sales

Call Center, Sales, Accountant, Accounts Receivable

STEP 5

Use the FormFiller option to send out templates that are already created
within the system.

Q) Find =+ Add

®
SE };,'359 What would you like to do next?

- ® 4 "
Wesign Smart Tag FormFijfer FormDirect»
Invite Yourself & Others to Signing Process Automation  Create Reusable Form Tailor-made Forms by
Sign e Templates Secured Signing
Learn More Learn More Learn More
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STEP 6

Click on Bullhorn Templates to display options that are setup and integrated

with Bullhorn fields.

Canvas
Jobs

Companies

424140 | Michael Scott

Secured Signing

STEP 7

3275 | Dunder Mifflin ...

\7J M=

4 All Templates

1099 Contractor Packet

Bullhorn Templates

Everest Partner Onboard
New USA Partner Onboa

Staffing Agent Setup Pay
S

Form Filler Documents Temj

Name

%) Bullhorn Templ:
%) Staffing Agent ¢
%] Everest Partner
%1099 Contractol
%] New USA Partni
[ Staffing Agent Ac

[ Staffing Agent_Aq

Fh—me = ccms = . -

Select the checkbox next to the template(s) you wish to send.

EGURED’
P

4 All Templates

1099 Contractor Packet
Bullhorn Templates

Everest Partner Onboard

Document Template  send document templ

Form Filler Documents Templates

Name Creai
[ BH: USA Terms & ... Shane
[ BH: Everest Terms ... Shane

New USA Partner Onboa

« < ']> »
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STEP 8

Click on the arrow next to the Send button, then choose Preview & Send

Form Filler Documents Templates

eate New Template I

Name @ Preview & Send st Change Date v Expol
[(BH: USA Terms & ...  Shane Burrell Dec 05, 2023 11:07 a.m.
[3 BH: Everest Terms ... Shane Burrell Dec 05, 2023 11:05 a.m.

STEP 9

The document will appear with prepopulated information if setup via the

Bullhorn integrated template.

STAFFING TERMS AND CONDITIONS OF ASSIGNMENT AGREEMENT

This USA Staffing Services” Terms and Conditions of Assignment Agreement (hereinafter "Agreement”) is made and entered

into by Dunder Miffiin Paper Co. principal place of business
located at |1725 Slough Ave Suit 200, Scranton, PA, 18505, United States hereinafter "Customer”) and
USA Staffing Services, LLC with its principal place of business located at 405 N. Reo St, Suite 250, Tampa, FL 33609 (hereinafter
“USA")

WHEREAS, Customer wishes to obtain certain staffing services ("Staffing Services”) from USA, and USA wishes to provide such
Staffing Services to Customer.

WHEREAS, USA’s Staffing Services consist of providing USA Employees to customers with staffing needs. As used herein, the
term "USA Employee(s)” or “Employee(s)” means a USA Employee temporarily placed with Customer pursuant to this
Agreement

NOW, THEREFORE, Customer and USA, in consideration of the mutual promises contained herein and other good and valuable
consideration given and received, agree to the following terms and conditions:

1. For the services of USA Employees, USA will bill Customer at the rate contained in the Assignment & Bill Rate Summary.
Legally required overtime as mandated by prevailing federal, state and/or local laws will be billed at one and one-half
the billing rate. For projects governed by Davis-Bacon or any Federal or State mandated prevailing wage, USA shall
maintain payroll and Employee records during the course of the project(s) or work and will maintain for a minimum of
three (3] years from the completion of the contract for all Employees included under the contract,

2. USA warrants that its Employees are covered by workers compensation insurance, and that it assumes total
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STEP 10

Click on the pages listed on the right side of the page to confirm the fields
are setup correctly.

STEP 11

rat the rate ined in the Assigr & Bill Rate ¥
eral, state and/or local laws will be billed at one and one-half
any Federal or State mandated prevaiing wage, USA shall

@ of the project(s) or work and will maintain for a minimum of
il Employees included under the contract,

i compensation insurance, and that it assumes total
Il withholding taxes and oy taxes as well a3
yroll charges.

Ive supervision and control of USA Employees is the Customer’s
tsponsible for work performed by USA Employecs even if

mer. Customer will advise USA Employees if they will be subject
performing work under the direction and control of Customer

Customer’s work and be ble for C sb
property;

and provide appropriate information, training, and safety
ances or conditions 1o which they may be exposed at the

' job duties without USA’s express prior written approval;

efit plans, including but not limited to, benefits policies and

dating to USA"s Employees’ compensation or benefits;

obile equipment, keys, merchandise, confidential or trade secret
credit cards, negotiable instruments or other valuables, without

y required by the job description provided to USA.

wcept for workman's compensation of USA Employees, agrees to

Confirm signature fields are in the correct locations and belong to the proper

signers.

R

Select Templates Ei]

select saved Template(s) to
o

BH: USA Terms & Conditi ¥

CEERETel o Edit Template

Documents. @

Settings o

o safey.
ofany speciic safay trairing you wouid Bke s Lo provide.
3

the wortute.

—
and conact USA assoon 5 possble

prope @spoution of porsiie cams

Working safely
163 condtion ofsmployment with USA.

S
@onﬁﬂ] Staffing Services, LLC

EGURED
it
Matthew Kolinski I

Edit Mode 0FF ®
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STEP 12
Click on Next

Click here when you are ready to
start the signing process

Edit Mode OFF @

STEP 13

Adjust the due date if necessary.

Add

Documerﬂ Template Send document template for signature

Invitation Workflow

panies
| Dunder Miffiin .. .
£ Settings # More Features
40 | Michael Scott
i Due Date @
red Signing ue Date

Jul 16, 2024 10:31 am

Effective Date

Enable

Video Signing / RON
. Enable e

Check Invitees

Signing Order Type

Sequential

(i]
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STEP 14

Change the signers (Invitees) if necessary.

Note: By sending a document from the contact record, Invitee 1 will default to that contact.
The remaining signers will depend on the template setup and/or who you add to the
document as a signer (Invitee).

Jul 16, 2024 10:51 am Sequential

Effective Date v
Enable

Video Signing / RON v

. Enable o

Check Invitees

1. Michael Scott (Signer) FFEdit Invitation Email l B Select Attachments

michaelscott@dmifflin.com Michael Middle Name Scott

Email - Pass Code -

Review Before Signing Video Confirmation
2. Matthew Kolinski (Signer) EAEdit Invitation Email l B2 Select Attachments l
mkolinski@staffingmanagemer Matthew Middle Name Kolinski

G S 9 of 17

Group



STEP 15

Click on the Edit Invitation Email option if you wish to change the email
template that the invitees will receive. You can change this for each contact
who is included in the agreement.

— EEdlt Inv}tation Email l =SEIECT AﬂaChntents I

Middle Name Scott

Video Confirmation

STEP 16

Change the email by selecting a different email template or create your email
by using the "Personal Message" option. Click on Update when finished.

Edit Invitation Email

Message ° Selected Email Template o

Personal Message () Email Template USA: T&C Agresment

o

Email Subject Complete with Secured Sit

Edit

B I U # A ., =& Ti-

[!FirstName],

Thank you for your interest in doing business with USA Staffing Services. Please review and
sign our staffing terms and conditions agreement

Feel free to reach out to your Account Manager with any questions

Thank you,

USA Staffing Services
-

Update
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STEP 17

To add people who would like a notification when the agreement is sent or
completed, select the "More Features" tab and then Enable the following
options.

Invitation Workflow

# Settings {98 More Features

Document Negotiation o

Enable (0 credits remaining)

L} L

Additional Completion Recipients

Additional Notification Recipients
Enable Enable

STEP 18
Click on Send.

Additional Completion Recipients o v

Enable
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STEP 19
Click on CLOSE

Sender Form Instructions

Please fill out the necessary information.

Click the "Send’ button at the bottom to send out the signing invitation.

CLOSE

Staffing Services’ Terms and Conditions of Assignment Agreement (hereinafter “Agreement”) is made and entered
n ifflin Paner Co uwdth ite  principal place of business
t

1725 Slough Ave Suit 200, Scranton, PA, 18505, United States (hereinafter “Customer”) and
fing Services, LLC with its principal place of business located at 405 N. Reo St, Suite 250, Tampa, FL 33609 (hereinafter

S, Customer wishes to obtain certain staffing services (“Staffing Services”) from USA, and USA wishes to provide such
wervices to Customer.

S, USA’s Staffing Services consist of providing USA Employees to customers with staffing needs. As used herein, the
5A Employee(s)” or “Employee(s)” means a USA Employee temporarily placed with Customer pursuant to this
nt.

STEP 20

Click on Next to review any fields that require your attention before sending.

U IUaeT vinemnng ..

| Michael Scott

i Signing

This USA Staffing Sery
m into by an batwaanl |

located at[1725 Slough
USA Staffing Services,
“USA").

WHEREAS, Customer
Staffing Services to Cu

WHEREAS, USA’s Stafi
term “USA Emnlovee
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STEP 21

In this case, the sender is required to add the payment terms before sending
officially for signature.

nments. If Customer is dissatisfied with the Employees
rked, provided that USA replaces the Employee(s)
he first four (4) hours worked, then Customer agrees

: to Customer’s representative for verification and
roval thereon by Customer’s representative indicates
me record are accurate and i
vorked. All invoices are due|| Net 30 Days| |
endar days of net terms, unless payment in full has been
halances at the rate of 1.5% per month, unless
naximum allowed by law. Customer agrees to pay USA’s
due, accrued interest, lien filing fees, court costs,

efforts to collect payments due from Customer. At time
eir assignment(s) and payroll will cease immediately.
cretion to restart the USA Employee(s) assignment(s)
en (10) calendar days of the date of the invoice

STEP 22
Click on SEND

discretion to restart the USA Employee(s) assignment(s)
n ten (10) calendar days of the date of the invoice
Il be deemed not disputed, accepted, and payable by the

r laws regarding mandated Paid Sick Leave (PSL) for
liction with mandatory PSL, USA will bill Customer for
labor laws at a pass-through line item cost calculated

A Fmnlaves while the [ISA Fmnlaves ic an ascionment with

_Agreement BTT10T=3 7.1/ m
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STEP 23

Click on CONFIRM when you have reviewed the fields and are 100% ready to
send.

+ Sender Form Instructions |

|

f. i |
f iof
t Please fill out the necessary information

g / e
¢ Click the 'Send’ button at the bottom to send out the signing invitation lor
|

USAand | I conrirm || checkacan [
be subjec ! ance

issues, an

A four (4) hour minimum charge (per person) exists on all assignments. If Customer is dissatisfied with the Employees
assigned to it, USA will not charge for the first four (4) hours worked, provided that USA replaces the Employee(s)
assigned. If Customer does not contact USA before the end of the first four (4) hours worked, then Customer agrees
that USA’s Employees assigned are satisfactory.

USA’s Employees will present a time record, paper or electronic to Customer’s representative for verification and
signature/approval at the end of each week. The signature/approval thereon by Customer’s representative indicates
Customer’s acknowledgment that the hours reflected on the time record are accurate and that the work performed is
acceptable. Customer will be billed weekly for the total hours worked. All invoices are due [Net 30 Days |
Invoices will be considered in default after twenty-four (24) calendar days of net terms, unless payment in full has been
received. Invoices in default will be charged interest on unpaid balances at the rate of 1.5% per month, unless
prohibited by law, in which case, the interest rate shall be the maximum allowed by law. Customer agrees to pay USA’s
costs associated with collections efforts including: the balance due, accrued interest, lien filing fees, court costs,
reasonable attomevs fees and all other costs related to USA’s efforts to collect paymenls due from Customer At tlme

e - 11 e oo [T

o The document is now officially sent for signature. The following steps will review how
to track the document progress.
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STEP 24

On the contact or associated company record, under the notes tab, you can
review any notes provided via the Secured Signing API. These will be updated
when the document is sent, opened, reviewed, and signed.

R Find =+ Add Privacy @ Help | ShaneBurrell (SB!

424140 Michael Scott G in @ 5 r &2 FTX

D Status Company Phone Mobile Phone Primar, y Email

424140 Active = L(570) 204 - 5026 ifflin.com
OVERVIEW ~ EDIT ACTIVITY EMAILS NOTES(l) FILES(l) SUBMISSIONS (2) CONSENTMANAGEMENT  BULLHORN AUTOMATION  SECURED SIGNING AYOUT 38
ITEMS PER PAGE: 20 -
~ Date added $ ¥ author Y action &Y comments Y Primary Department
v IS ¥ 07/09/2024,10:54 AM @ Shane Burrell Secured Signing Date: Jul 09, 2024 10:54 am. Document Name: Michael Sc..  Staffing Management
Comments
Date: Jul 09, 2024 10:54 am
Doct nt Name: Michael Scott - USA_T&C_Agreement
A Nesign Invitation email sent to Michael Scott [michaelscott@dmifflin.com]
ford me: Michael Scott - USA_T&C_Agreement
Reference:
Michael
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STEP 25

On the Contact record, select the SECURED SIGNING tab to view the
progress of the document more thoroughly. Here you can see In progress
documents and Signed documents.

Note: Once a document is signed, it will automatically upload to the Files tab of the
associated Bullhorn record.

w status Company vmone  mopne emone  Rrimary eman
424140 Active v ~(570) 204 - 5026 michaelscott@dmifflin.com
OVERVIEW EDIT ACTIMITY EMAILS NOTES(]) FILES(l) SUBMISSIONS(2) COMSENT MANAGEMENT  BULLHORN AUTOMATION  SECURED SIGNING LAYOUT &%
m -
Q S w0 =
IN PROGRESS + Owner Invitees Start Date Due Date ~ Status Last Signed Actions
Shane Burrell  Michael Sco... Jul 09, 2024 1052 am. Jul 16, 2024 10:51 am.  Filling Not Signed NEe v = iga

- i Showing 1to 1 of 1 entries
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