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Log into Bullhorn 25 Steps

STEP 1

From the Company record, locate the CONTACTS tab.
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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

STEP 3

Click on the ACTIONS dropdown.
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STEP 4

Select the Secured Signing option.

STEP 5

Use the FormFiller option to send out templates that are already created
 within the system.
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STEP 6

Click on Bullhorn Templates to display options that are setup and integrated
 with Bullhorn 7elds.

STEP x

Select the checkbo( ne(t to the template)s8 you wish to send.
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STEP v

Click on the arrow ne(t to the Send button, then choose Pre&iew 9 Send

STEP f

The document will appear with prepopulated in0ormation i0 setup &ia the
 Bullhorn integrated template.
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STEP 1j

Click on the pages listed on the right side o0 the page to con7rm the 7elds
 are setup correctly.

STEP 11

Con7rm signature 7elds are in the correct locations and belong to the proper
 signers.
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STEP 12

Click on Ne(t

STEP 13

AdYust the due date i0 necessary.
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STEP 14

Change the signers )In&itees8 i0 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).
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STEP 15

Click on the Edit In&itation Email option i0 you wish to change the email
 template that the in&itees will recei&e. "ou can change this 0or each contact
 who is included in the agreement.

STEP 16

Change the email by selecting a di00erent email template or create your email
 by using the MPersonal qessageM option. Click on Update when 7nished.
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STEP 1x

To add people who would like a noti7cation when the agreement is sent or
 completed, select the Mqore FeaturesM tab and then Enable the 0ollowing
 options.

STEP 1v

Click on Send.
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STEP 1f

Click on CLOSE

STEP 2j

Click on Ne(t to re&iew any 7elds that reDuire your attention be0ore sending.
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STEP 21

In this case, the sender is reDuired to add the payment terms be0ore sending
 o07cially 0or signature.

STEP 22

Click on SENR
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STEP 23

Click on CONFI%q when you ha&e re&iewed the 7elds and are 1jjG ready to
 send.

The document is now ofkcially sent for signature. The following steps will review how 
to tracO the document progress.
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STEP 24

On the contact or associated company record, under the notes tab, you can
 re&iew any notes pro&ided &ia the Secured Signing API. These will be updated
 when the document is sent, opened, re&iewed, and signed.
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STEP 25

On the Contact record, select the SECU%ER SIHNINH tab to &iew the
 progress o0 the document more thoroughly. @ere you can see In progress
 documents and Signed documents. 

Note: Fnce a document is signed, it will automatically upload to the 3iles tab of the 
associated Bullhorn record.
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