SIGNETEC

Preparing and sending documents

A short guide for Administrators, Managers and Agents:
templates, merge tags and where their values come from, and generating documents
on the fly.

Version 1.4 - 30 October 2026
All screenshots use a made-up demo agency (“Blue Crane Realty”) and made-up people. No real client data is shown.
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Signetec

The sign-in page.
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1 How it fits together

Every document starts as a template: a master document with merge tags such as {{tenant_full_name}}
where the details go. Templates are prepared once. Each time someone needs a document they generate a
fresh copy from the template, the tags are filled in, and the copy is sent for signing. The template is never

changed.
Template Generate Send Signed
prepared once > tags are filled > to one or more > PDF, audit trail
(Admin / Manager) (Agent) signatories and timestamp

Who does what

Role What they do in this guide

Admin Everything a Manager does, plus Settings: logo, legal notice, profile fields, Google Sheets
data sources and mappings. Manages users.

Manager Creates and imports templates, sets up their fields, syncs Google Docs templates.
Agent Keeps their own profile up to date, generates documents from templates, sends them for
signing.

The three kinds of field

Every merge tag in a template is set up as one of three kinds. The colours are used throughout the app.

Kind Who supplies the value Typical examples
@ System Signetec, automatically, when the Agency name, agent name and mobile, FFC
document is generated (from the number

agent's profile and your connected
Google Sheets).

® Agent The person generating the document,  Tenant name, property address, rent, dates
on the Generate screen. Can be pre-
filled from a client sheet.

Signatory The signatory, on the signing page, ID number, place of signing
just before they sign.
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2 Preliminary preparation (Admin / Manager)

Do this once per template, before agents need it. There are two ways to get a template into Signetec: type it in
the built-in editor (2.1), or write it in a Google Doc and import it (2.2).

2.1 Create a template
o Open Templates and click + New template.
a Give it a name, category and description.

e Write the document in the Visual editor (or switch to HTML to paste ready-made content). Wherever a
detail will change from document to document, type a merge tag in double curly brackets.

o Click Create template. Signetec finds every tag in the text and lists them as the template’'s merge fields.
r ™
New template X
Template name *
Residential lease (dema)
Category * Version
Lease v 1.0

Description

Standard residential lease used for the manual.

Content * HTML
Narmal $: B I US == = I

Residential Lease Agreement

Signed at {{place_signed]}

{{field_name}} f f zone:zone_name}} f

Cancel Create template

The New template window with merge tags typed into the text.
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You type It means

{{tenant_full_name}} A merge field: one short value. Use lowercase letters, numbers and underscores.
Capitals and spaces are tidied up for you ({{Tenant Full Name}} becomes
{{tenant_full_name}}).

{{zone:special_terms}} A content zone: a block of free text (clauses, a property description). See 2.4.

Tip. Use the same tag name wherever the same detail appears, in every template. That is what lets one
agent profile and one client sheet fill many different templates.

Changing a template later. Click . Edit on the template (templates made in Signetec only; a Google Doc
template is edited in the Doc and re-synced, see 2.2). The text opens exactly as stored, in the HTML view.
Save, and Signetec finds the tags in the new text, keeps how your existing fields are set up, starts any new
field with the default set-up (for you to adjust in & Fields) and raises the version number. Documents
already generated keep their own copy of the old wording. Switching to the Visual editor can drop
formatting it does not support, such as tables, so stay in HTML to keep the text exactly.

Edit template

Documents already generated keep their own copy of the text. New documents use the new wording. Tags you add
show up in & Fields for you to set up; tags you remove simply stop being used.
Template name *

Lease copy (edit test)

Category * Version

Lease v 10

Description

standard residential lease used for the manual.

Content * Visual EanUN

<p>Residential Lease Agreement</p><p>landlord: {{agency_name}} (reg.
fjagency_registrationi}), [iagency_addressii</p><psManaging agent: {{agent_full_nameil,
ffagent_mobile}}, FFC Ifagent_ffc_numberli</p><p>Tenant: {itenant_full_namel}, ID number
Iftenant_id_numberll</p><p>Tenant contact: I{temant_emailll, [I{tenant_mobilell</ps>
<p>Tenant address: {[{tenant_addressll</p><p>Premises: {{property_address}}</p><p>Monthly
rent: R {fmonthly_rent}}, payable on the firent_due_day}} of each month.</p><p>The lease
starts on {{lease_start datei} and runs for {{lease_monthsi} months.</p><p>Special
terms</pr<p>{{zone:special _terms}i</p><p>Signed at {{place_signed}l</p>

Use {{field_name}} for merge fields, {{zonezzone_name}} for content zones. Switch to HTML for raw editing or to paste complex
content. Switching to Visual can drop formatting the visual editor doss not support, such as tables. Stay in HTML to keep the text

exactly.
Cancel Save changes

Editing a template: the text opens as stored, with a warning about the Visual view.
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Templates are master documents. Generating always creates a new copy — the original is never modified.

Signetec Manual DEMO - Confidentiality Agreement Google —
Docs active U Sync = Praview Use @ Fields E Duplicate | Archive |

D R?ﬁlqe_r_ﬂ_l_al_ I_ea.st.e_(d.t.en.‘lf)_) - draft = Preview Use @ Fields E Duplicate | Archive |

The Templates list. Each row shows how many merge fields and content zones the template has.

2.2 Import a template from Google Docs

If your wording lives in Google Docs, write it there and use the same tags. Signetec reads the Doc, keeps its
formatting, and re-reads it whenever you ask.

Signetec Manual DEMO - Confidentiality Agreement & % b & 0 B |
File Edit View Insert Format Tools Extensions Help

1
«
-
m
I
b
‘
iii
4
iii

A & ¢ & A F 100% - Normaltext ~ | Arial =[]+ B I UAZ eo@@Q

. 2 3 a 5 6 7 8 9 Je AT a3 a8 a4 a5 g6 AT IE

e
i Document tabs +
B Tab1 : MUTUAL CONFIDENTIALITY AGREEMENT
s Effective date: {{effective_date}}
Headings that you add to the Between {{agency_name}} (r {{agency_1 ion}}), repi d by
s document will appear here. gagemjul\iname}} (the Agency), and {{counterparty_name}} (the Counterparty)
urpose

{{zone:purpose}}

Each party will keep the other party’s confidential information secret and use it only for the
purpose above.

Signed at {{place_signed}}.

A Google Doc template. The tags are typed as normal text.

Put the Doc in a templates folder in your Google Drive, and share that folder with Signetec’'s Google
address (Viewer access).

In Signetec open Templates and click Drive library. The first time, paste the folder’s link (the address in
your browser when the folder is open) and click Link folder (an administrator does this once). The library
then lists every Doc in the folder. Change folder links a different one.

Click ¥ Import next to the Doc. It now appears in your Templates list with a Google Docs label.

Later, after editing the Doc, click U Sync (on the template, or in the Drive library). Signetec re-reads the
Doc, raises the version number (for example 1.0 to 1.1), and detects any new tags. Sync all does this for

every Doc in the folder.

To let Signetec read a Google Doc, Sheet or Drive folder, share it (Viewer access is enough) with:  signetec-run@signetec-prod.iam.gserviceaccount.com Copy

Link your template folder

1. In Google Drive, make a folder for your templates and put your Google Docs in it.
2. Share the folder with the Signetec address above (Viewer access is enough).

3. Open the folder and paste its link (the address in the browser) here.

https://drive.google.com/driveffolders/1VpeW|B-KH5pS1IMpHP_KwkzufDDIg7 Pj?usp=sharing Link folder

The first time, the Drive library asks for your folder’s link. Share the folder with the address in the blue box, paste the link and click
Link folder.
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Signetec Manual DEMO - Templates
() Onen in Drive Change folder

To let Signetec read a Google Doc, Sheet or Drive folder, share it (Viewer access is enough) with:  signetec-run@signetec-prod.iam.gserviceaccount.com Copy

0 Signetec Manual DEMO - Confidentiality Agreement

Imported U Sync
Openin Docs

Once the folder is linked, the library lists its Docs. “Imported” Docs can be re-synced at any time, and Change folder links a different
folder.

Note. The Drive library button only appears where Google integration is switched on for your account. If
you do not see it, ask Signetec support. The Drive library page shows the Signetec service account’s address
with a Copy button: share your templates folder with it (Viewer access) or Signetec cannot read your Docs.
Only an Admin can link or change the folder; Managers can import and sync from it. Each organisation has
its own folder, which nobody else can see.

Linked, not copied. Signetec does not keep the text of a Google Doc template. It reads the Doc from
Google each time it is needed (generating a document, previewing) and keeps it in memory for a few
minutes at most. Edit the Doc and the next document uses the new wording straight away. The Doc must
stay shared with Signetec, or generating from it fails (6.3).

Note. Tags that are new after a sync start out as ® Agent / Text fields. Fields you already set up keep their
setup.

2.3 Set up the fields

After a template is created or imported, open its & Fields page. This is where you decide, tag by tag, who fills it
in and how it looks on the Generate screen.

Click & Fields on the template.
For each tag choose the kind: @ System, ® Agent or @ Signatory.

Choose how it is entered: Text, Number, Currency (R), Date, Dropdown, Radio buttons, Checkbox or
Text area. For Dropdown, Radio and Checkbox, type the options separated by commas.

Tick Required for anything the agent must not skip, and give each field a friendly label.

Click Save field definitions.
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Field types: @ System  auto-filled from agent/agency profile - @ Agent  filled by agent during generate - () Signatory  filled by signatory during signing

ifagency_name} Agency name @ system v Text v [ Required
{{agency_registrationt? Agency registration @ system v Text ~ [ Required
{{agency_addressi? Agency address @ system v Text v [ Required
Ffagent_full name?? Agent full name @ system v Text v [ Required
fiagent_mobilei} Agent mobile @ system v Text v [ Required
fiagent_ffc_numberi} Agent FFC number @ system v Text v [ Required
fitenant_full_namell Tenant full name @ ~gent v Text v Required
fitenant_id_numberi? Tenant ID number (O signatory b Text ~ [ Required
fitenant_emaill} Tenant email @ ~gent v Text v Required
fitenant_mobilei® Tenant mobile @ 2zent v Text ~ [] required

The field editor for the lease template: agency and agent details are System, the tenant’s ID number is Signatory, everything else is
Agent.

Required and optional fields. A field marked Required must have a value before a document can be
generated: the Generate form shows a red asterisk and refuses to continue, and Signetec checks again on
its side. An optional field left empty comes out blank in the document, and before generating Signetec
lists those fields so you can go back and fill them. Signatory fields and the signature, date and place are
completed at signing and are never blank.

2.4 Content zones

A {{zone:name}} tag becomes a larger text box on the Generate screen. Agents can type, or paste text from
elsewhere. Simple formatting is accepted: a line starting with - becomes a bullet. Zones can carry default
wording that the agent may edit.

2.5 Logo and legal notice (Admin)

In Settings:

® Agency logo. Upload a PNG or SVG (up to 500 KB). Put {{agency_logo}} in a template to print it, and it
also appears on signing pages.

® Custom legal disclaimer. Switch it on and write your own notice (for example a statutory exclusion that
applies to your business). It then shows on the Generate screen and is printed on every document. Signetec
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does not pre-fill any legal wording; ask your legal counsel.

Branding

Agency logo
Upload your agency logo. It will be embedded in generated documents as {{agency_logo}} and displayed on signing pages. PNG or SVG
ax 500 KB.

recommended, m

[T Cheose logo

Profile fields + Add field
What you want to know »ut each persen in your organisation — for example a licence or registration number. Each field ap on everyone's Profile page and is filled
automatically into the documents they generate as {{agent_<key>}}. Name, email, mobile and branch are built in. ¥You can also edit a person's values under Users.

FFC number Active Edit | Delets |

Settings: branding, profile fields and the legal disclaimer (data sources are further down).

2.6 Look after your templates

Button What it does

@ Preview Shows the template with its tags highlighted, so you can check the wording. Use template
jumps straight to Generate.

Use Opens Generate with this template selected.

~, Edit Changes the name, category, description or text of a template made in Signetec (see 2.1).
Not available for Google Doc templates, which you edit in the Doc.

& Duplicate Makes a copy under a new name, including how each field is set up (useful for a variation).

Archive Hides the template from use. An Admin can Restore it, or Purge it permanently.

Residential lease (demo) Use template « Close

Residential Lease Agreement

Landlord: [agency name] (reg. [agency registration] ), [agency address]
Managing agent: [agent full name] , [agent mobile] , FFC [agent ffc number]
Tenant: [tenant full name] , ID number [tenant id number]

Tenant contact: [tenant email] , [tenmant mobile]

Tenant address: [tenant address]

Premises: [property address]

Monthly rent: R [monthly rent] , payable on the [rent due day] of each month.
The lease starts on [leass start date] and runs for [lease months] months.

Special terms
[special terms content zone]

Signed at [place signed]

Template preview: tags are shown as highlighted placeholders.
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3 Merge tags: where values come from

When an agent generates a document, Signetec fills each tag from the first suitable source below. This chapter
explains each source, who looks after it and where.

3.1 The sources at a glance

Source Fills tags like Looked after by Where
Agent profile {{agent_full name}} Each person (branch: Click your name, bottom left: My
{{agent_email}} Admin) profile

{{agent_mobile}}
{{agent_branch}}

Profile fields (your {{agent_ffc_number}}, Admin defines them; Settings — Profile fields; My
own extras) {{agent_licence number}} each person fillsintheir  profile; Users

own
Google Sheet: {{agency_name}} Admin The Google Sheet itself; Settings
organisation data {{agency_address}} and — Data sources

anything else that is the same
for everyone

Google Sheet: {{tenant_full _name}} Admin The Google Sheet; connected in
client lookup {{tenant_email}} .. (one Settings; used on Generate

row per client)
Agency logo {{agency_logo}} Admin Settings — Branding

Typed on Generate  Any ® Agent field, and The agent generating Generate
content zones

Filled by the Any @ Signatory field The signatory The signing page
signatory

If two sources offer the same tag, the order of priority is: 1. what the agent types on the Generate screen;
2. the agent’s profile; 3. the organisation Google Sheet. A value typed on the Generate screen always wins;
an empty box never overrides anything.

3.2 Agent profile and profile fields

Every person has a profile. Four values are built in: {{agent_full_name}}, {{agent_email}}, {{agent_mobile}}
and {{agent_branch}} (the branch is set by an Admin). Whatever you put in a template is filled from the person
generating the document, so each agent’'s documents carry their own details.

Extra details your organisation needs (a licence or FFC number, an employee ID) are profile fields:

0 Admin: open Settings — Profile fields — + Add field. Give it a label and a key. The key becomes the tag:
key ffc_number gives {{agent_ffc_number}}.Choose text, number, date or a dropdown. Tick Required if
people must complete it before they can generate documents.

e Each person: click your name (bottom left) to open My profile and fill in your values. The Merge field
reference panel at the bottom lists every tag your profile fills and its current value.
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e Admin can also fill in or correct a person’s values under Users.

r N r
Add a profile field *
Quick add: = FFC number Licence number Employee ID
Label * {(what people see
e.g. FFC number
Key * (merge Type
ffc_number text -
Help text (optional)
[[J Required — paople must fill it in before they can generate documents
Cancel Add field
W
. 4

Admin: adding a profile field. “Quick add” offers common ones.

My profile

A Sam Agent

sam@bluecrane.example - Agent -

AUTO-FILL PROFILE

Edit membership

Sam Agent
sam@bluecrane.example

Role Branch
Agent A Mo branch assigned
FFC number

FFC-2024-0457

Admin: Users — Edit. Set a person’s role and branch, and fill in
their profile field values (here the FFC number).

Blue Crane Realty (Demao)

These fields xl ate {{agent_. merge fields in documents
Full name Mobile number
Sam Agent +27 82 5550199
Branch Language
= English (UK) -
FFC number

FFC-2024-0457

Fidelity Fund Certificate number

Merge field reference

Use these field names in your templates to auto-populate from your profile:

{fagent_full_name}} — Sam Agent

{iagent_mobile}? — #2782 5550199

{fagent_ffc_number}i — FFC-2024-0457

ifagent_emailit — sam@bluecrane.example

ifagent_branchii — notset

An agent's My profile page. The Merge field reference at the bottom shows which tags it fills.

Tip. If a required profile field is empty, generating is blocked with a message naming the missing field. Fill it
in on My profile and try again.
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3.3 Google Sheets: organisation data (Admin)

Details that are the same for every document your organisation produces (agency name, address, registration
number, principal) are best kept in one Google Sheet that you maintain in one place. Change the sheet, and
every new document uses the new value.

Prepare the sheet

Use two columns: column A is the name of the detail, column B is the value. Names can be written naturally:
“Agency Name" becomes the tag {{agency_name}} automatically (lowercase, spaces become underscores).

Signetec Manual DEMO - Agencydata & + 0 &

File Edit View Insert Format Data Tools Extensions Help

QA b e & F 100% ~| £ % 0 00 23| pefaul. ~ | — I 0|+|B I 5 A L
D4 - fic
A B c i) E
1 Agency Name Blue Crane Realty (Demo)
2 Agency Address 12 Harbour Road, Cape Town, 8001
3 Agency Registration 2019/123456/07
4 Agency Phone +27 21555 0100
5 Principal Name Alex Admin
6

A "key-value” sheet: names in column A, values in column B.

Share the sheet (Viewer access is enough) with Signetec’'s Google service account. Its address is shown for you
in Settings — Data sources, with a Copy button. Without this, Signetec cannot read the sheet.

Data sources + Connect sheet

Connect Google Sheets to auto-fill System fields in documents. Each source's column A (key) maps to merge fields via the mapping editor below.
To let Signetec read a Google Doc, Sheet or Drive folder, share it (Viewer access is enough) with:  signetec-run@signetec-prod.iam.gserviceaccount.com Copy
Client list Preview Mappings
Sheet: 15xn8vwO9ZQPY_GGU__a... - Tabular - Clients!A:E
Agency profile Preview Mappings

Sheet: 15xn8vw09ZQPy_GGu__a... - Key-Value - Agency'A:B

Settings — Data sources shows the address to share your Google Sheets and Docs with.

Connect it
a Open Settings and scroll to Data sources. Click + Connect sheet.

e Name: anything you will recognise, e.g. “Agency profile”. Spreadsheet ID: the long code in the sheet's
web address, between /d/ and /edit.

e Sheet / Range: the tab and columns to read, e.g. Agency!A:B. Format: Key-Value. Click Connect.
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Connect Google Sheets to auto-fill System fields in documents. Each source's column A (key) maps to merge fields via the mapping editor below.

lodatas = k "+ Connect sheet" to add one
Connect a Google Sheet
Name * SpreadsheetID *
Agency profile 15xn8vw09Z0Py_GGu__ahADgyg8FBwpbsp-0ShexkMes
Sheet [ Range Format
Adency!AB Key-Value (col A = key, col B = value) v

Connecting a Key-Value sheet.

Check it and map it

Click Preview to see exactly what Signetec reads: each value with the tag it will fill. If a name in your sheet does
not match the tag in your templates, open Mappings, type the tag you want in the right-hand box, and click
Save. (For example, map agency_phone to office_number if that is what your templates use.) Auto-map all
saves the tidied-up names in one go.

Connect Google Sheets to auto-fill System fields in documents. Each source's column A (key) maps to merge fields via the mapping editor below.

Client list Preview Mappings | Dele
Sheet: 15xn8vw09ZQPy_GGu__a... - Tabular - Clients!AE —

Agency profile Preview Mappings

Sheet: 15xn8vw09Z0Py_GGu__a... - Key-Value - Agency!A:B

Live data (5 resolved fields)
{fagency_name?? — Blue Crane Realty (Demo) {iagency_addressit — 12 Harbour Road, Cape Town, 8001 {iagency_registrationit — 2019/123456/07

{fagency_phoneil — +27 21555 0100 {iprincipal_namei} — Alex Admin

Field mappings — 5 sheetkeys Sct how each sheet key translates to a merge field {{name(}
Sheet key (col A) Merge field name {{...}}
agency_name —  agency_name Save
agency_address —  agency_address Save
agency_registration —  agency_registration Save
agency_phone —  agency_phone Save
principal_name —  principal_name Save

Auto-map all (normalize)

Preview (live data) and Mappings for the Agency profile sheet.

Note. A Key-Value sheet applies to every document automatically; you do not choose it per document.
Tags set up as @ System fields are the natural fit.

Signetec user guide - page 13 of 26



3.4 Google Sheets: client lookup (Admin sets up; Agents use)

A Tabular sheet is a list of records: one row per client or property, a heading row at the top. Agents pull one
row into a document using Prefill from Google Sheets. It never fills documents by itself.

Signetec Manual DEMO - Agencydata & + B &
File Edit View Insert Format Data Tools Extensions Help

QA 6 ¢ & 5 00% ~ | £ % 0 00 23| pefaul. ~ - I |+ B I 5 A%

E14 > | &
A B c D E F

1 tenant_email tenant_full_name tenant_id_number tenant_meobile  tenant_address
2 thandimokoena@example.com Thandi Mokoena 8001015009087  +27 82 555 0101 5 Protea Street, Claremont
3 pietervdm@example com Pieter van der Merwe 7503125800086 +27 83 555 0102 18 Oak Avenue, Sea Point
4
5

A “tabular” sheet. The headings are exactly the tags they will fill.

Name the headings exactly like the tags you want filled ( tenant_email, tenant_full_name ...). Prefill

matches by heading.

Share the sheet as in 3.3, then Settings — Data sources — + Connect sheet. Choose the range
(Clients!A:E) and Format Tabular (row 1 = headers).

Data sources + Connect sheet

Connect Google Sheets to auto-fill System fields in documents. Each source's column A (key) maps to merge fields via the mapping editor below.

Agency profile Preview Mappings

Sheet: 15xn8vw0IZ0Py_GGu__a... - Key-Value - Agency!A:B

Connect a Google Sheet

Name * Spreadsheet ID *
Client list 15xn8vw09Z0Py_GGu__ahADgyg8FBwpbsp-0ShexkMes
Sheet [ Range Format
Clients!A:E Tabular (row 1 = headers) ~

Connecting a Tabular sheet: choose Format “Tabular (row 1 = headers)".

Data sources + Connect sheet

Connect Google Sheets to auto-fill System fields in documents. Each source's column A (key) maps to merge fields via the mapping editor below.

Client list Preview Mappings Dele
Sheet: 15xn8vw09ZQPy_GGu__a... - Tabular - Clients!AE —

Agency profile Preview Mappings

Sheet: 15xn8vw09ZQPy_GGu__a... - Key-Value - Agency'A:B

Both sources connected: one Key-Value (automatic), one Tabular (lookup).

Format matters. Choose Key-Value for organisation-wide details and Tabular for lists of clients. Do not use
Key-Value for a client list: it would apply to every document.
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3.5 Typed on the Generate screen

Anything not supplied by a profile or a sheet is typed by the agent while generating (chapter 4). Whatever is
typed here wins over every other source. When a client row has been pulled in with Prefill, the agent can still
correct any value before generating.

Matching profile values to tags. If your profile contains a value the template does not use by that name, the
Generate screen shows an orange box listing it. Choose the tag it belongs to and click Apply now (just this
once) or Save (remember it for next time). Choose Don’'t map to ignore it.

3.6 Filled by the signatory

Mark a tag ® Signatory in & Fields (2.3) when only the person signing can supply it: their ID number, for
instance. The agent leaves it blank and sees it listed as “Signatory will fill”. The signatory completes it on the
signing page, and it is inserted into the document before they sign.

3.7 Troubleshooting

What you see Likely cause and fix

A tag such as {{tenant_id_number}} It is a @ Signatory field (or the signature, date or place): the signer

still shows in a generated document completes it when signing. Optional fields left empty come out blank and
are listed after generating; mark a field Required (2.3) if it must always be
filled.

“Required fields missing” when Fill in the fields named in the message. Required fields come from & Fields

generating (2.3); a required field supplied by your profile or sheet (a @ System field)

must have a value there.

A System field is empty Check the Sheet name or mapping produces exactly the tag used in the
template (Settings — Data sources — Preview). Or the agent's profile
value is empty.

Preview shows an error or no data The sheet is not shared with the Signetec service account (its address is in
Settings — Data sources), the Spreadsheet ID is wrong, or the range (tab
name) is wrong.

Prefill says “No matching row found” The match column must be a heading in your sheet, and the match value
must equal a cell in that column exactly.

“Complete your profile before A required profile field is empty. Fill it in under My profile.
generating documents”

New tags added to a Google Doc do not  Click U Sync on the template (2.2), then set the new fields up in & Fields.
appear

4 On-the-fly preparation (Agent)

This is the everyday job: turning a template into a finished document for a particular client, in a couple of
minutes.

a Click Generate (or Use on a template). Read the legal notice at the top.

e Choose the Template (Step 7 on screen).
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e Optional: choose a sheet under Prefill from Google Sheets, type the match column (for example
tenant_email ) and the match value (the client’s email), and click Prefill fields from sheet.

o Complete the remaining @ Agent fields (Step 2). A red outline means a required field is empty.

e Write or paste the content zones (Step 3).

e Check the name under Document name and click Generate document. A red asterisk marks required
fields, and the form will not continue until they are filled. If optional fields are empty it lists them and asks

you to confirm.

Signetec must not be used for documents that require a notarial deed, a wet-ink signature, or that are excluded by law in your region (for example transfers of Acceptable Use

property, or wills). See the Policy
A new document is always created from the template — the original is never modified.
Step 1 — Select template & data source
Template Prefill from Google Sheets
Choose a template... v Manual entry v
Generate: the legal notice, then Step 1.
Step 1 — Select template & data source
Template Prefill from Google Sheets
Residential lease (demo) v Manual entry v
¥ 3 fields auto-filled from your agent profile and office settings.
& Some profile fields could not be auto-matched. Map them below to fill automatically next time. X E
agent_email — Don't map A Save Apply now

Step 2 — Agent fills — Document details

Tenant full name Tenant email

tenant full name tenant email

Tenant mobile

tenant mobile

Tenant address

tenant address

Choosing the template shows Step 2: the fields the agent fills in. Your own details and the agency’s are filled automatically.
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Prefill from a client sheet

Step 1 — Select template & data source
Template

Residential lease (demo)

Match column

tenant_smail

1 Prefill fields from sheet

Prefill from Google Sheets

v Client list

Match value

[ thandi.mokoena@example.com

Choose the sheet, then say which client to look up.

Step 1 — Select template & data source
Template

Residential lease (demo)

Match column

tenant_smail

1 Prefill fields from sheet

+ 4 fields prefilled from sheet

Step 2 — Agent fills — Document details
Tenant full name

Thandi Mokosna

Tenant mobile

+27 82 5550101

Tenant address

5 Protea Street, Claremont

The four matching fields are filled in from the client’s row (briefly highlighted). Anything can still be edited.

Prefill from Google Sheets

v Client list

Match value

thandi.mokoena@example.com

Tenant email

thandi.mokoena@example.com
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Finish and generate

Property address

14 Kloof Road, Gardens, Cape Town

Rent due day

Monthly rent

14 500.00

Lease start date

1st v 2026/12/01 =]

Lease term (months)

@12 O24 O3

Place signed

Cape Town

Step 3 — Content zones (m

special terms

- One small dog is permitted.
- The tenant may hang pictures with picture rails only.

@ Auto-filled fields (6)

Q) signatory will fill (1 fields)

These fields will be c ted from the signatory during the signing process.

{{tenant_id_number}} — text

Document name

Lease - Thandi Mokoena - 14 Kloof Road

Reset Generate document

The completed form. “Auto-filled fields” (green) shows what Signetec fills itself; “Signatory will fill” (amber) is left for the signatory.

Signetec creates the document, and shows it with the Draft status, with a note listing any optional fields that
were left blank. Read it through. From here you can download the PDF, view the Evidence package, or click
Send for signing.

— Documents Lease - Thandi Mokoena - 14 Kleof Road Draft 1 PDF 4 Evidence 2 Send for signing

Document generated — ID: fef2540b-97b5-4cb2-86e8-752e87fe1171

Residential Lease Agreement

Landlerd: Blue Crane Realty (Demo) (reg. 2019/123456/07), 12 Harbour Road, Cape Town, 8001
Managing agent: Sam Agent, +27 82 555 0199, FFC FFC-2024-0457

Tenant: Thandi Mokoena, ID number [{tenant_id_number}}

Tenant contact: thandi.mokoena@example.com, +27 82 555 0101

Tenant address: 5 Protea Street, Claremont

Premises: 14 Kloof Road, Gardens, Cape Town

Manthly rent: R 14 500.00, payable on the 1st of each month.

The lease starts on 2026-12-01 and runs for 12 months.

Special terms

One small dog is permitted.

The tenant may hang pictures with picture rails only.

Signed at Cape Town

The generated document. Tenant ID number still reads as a tag: the signatory will fill that in when signing.

Tip. Click Reset to start the form again. A document that is wrong can be archived from the Documents list;
generating again always starts from the template.

Signetec user guide - page 18 of 26



5 Sending and signing

5.1 Send for signing

From the document (or from Documents, using B Sign) set up the signing workflow:

0 Under Signatories, enter each signer's name, email and, optionally, mobile, role and ID number. + Add
signatory adds more, who sign in the order listed.

9 Choose the verification method for each signer: Email OTP, SMS OTP (a one-time code they must enter)
or No verification.

e Add CC recipients if others should be notified, and click & Send for signing.

r Al
Set up signing workflow X
Signatories (in signing : + Add signatory

Signatory 1
Full name * Email *
Thandi Mokoena thandi.mokoena@example.com
Mobile Role [ capacity
+27 82 5550101 Tenant
ID number Verification method
8001015009087 Mo verification A
CC recipients (notified at tep +Add cC
Cancel & Send for signing
. J

Setting up the signing workflow.

Each signer receives an email with a personal link that expires after a few days. The document's status moves
from draft to pending; open [5] Workflow on the Documents list to follow progress.

5.2 What the signatory sees
The signatory needs only the email link, with no account. They are taken through four short steps:
1. Review the document and confirm they have read it.
2. Verify their identity (enter the code, if you asked for one).
3. Provide information: complete any @ Signatory fields (this step appears only when the template has some).

4. Sign: confirm the signing location and sign.
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Signetec oo Signetec o0 v

Lease - Thandi Mokoena - 14 Kloof Road Lease - Thandi Mokoena - 14 Kloof Road

© o o ®

Review document Please provide the following information

Residential Lease Agreement Please complete all fields below before signing.

Landlord: Blue Crane Realty (Demc) (reg. 2019/123456/07), 12 Harbour Road, Cape Town, 8001
Managing agent: Sam Agent, +27 82 535 0199, FFC FFC-2024-0457

Tenant: Thandi Mokoena, ID number 8001015009087 [ 3001015009087 J
Tenant contact: thandi.mokoena@example.com, +27 82 555 0101
Tenant address: 5 Protea Street, Claremont

Monthly rent: R 14 500.00, payable on the 1st of each month.

The lease starts on 2026-12-01 and runs for 12 months.

Tenant 1D number

Special terms
+ One small dog is permitted,
+ The tenant may hang pictures with picture rails only.

Signed at Cape Town

Step 3: fields marked Signatory are filled in by the signer.

Signatory details

Name: Thandi Mokoena

Email: thandi.mokoena@example.com

Verification method: NONE

I have read and understood this document —

Step 1: the signatory reviews the document.

5.3 Three ways to sign

Draw signature Sign with a finger, stylus or mouse in the box.
Type signature Type their name; it is shown in a signature typeface.

Upload an image of a handwritten signature: a scan or a photo (PNG, JPEG, GIF or WebP).
On a phone, the file picker offers the camera and the photo library. Signetec trims the
empty space around the signature automatically, leaving a small margin, and shrinks very

Upload signature

large photos.

sign document Sign document

Draw signature Type signature Upload signature Draw signature Type signature Upload signature

Chaoose file | phone-photo.jpg

7%

EE——

Upload signature: a photo of a signature on paper, trimmed to

the signature automatically. The preview is shown before
signing.

Draw signature.

Tip for signatories using a photo. Sign on plain white paper in good light and photograph it straight on.
There is no need to crop the photo first.
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5.4 Done

When every signatory has signed, the document status becomes signed. Signetec records a full audit trail, fixes
the document'’s fingerprint (hash) and timestamps it. Download the signed PDF and the Evidence package from
the Documents list. If your organisation has linked a Google Drive (6.2), both are also saved there automatically,

and Signetec deletes its own copy after a set number of days, so keep the Drive copy safe.

Signetec English {UK} v

Lease - Thandi Mokoena - 14 Kloof Road

Document signed successfully

Your signature has been captured and recorded with a full audit trail.

Signed by Thandi Mokoena at 28/10/2026, 21:29:58
Signature type: uploaded
Document hash: 27d4s83c2265a0066338017d8Fc5482636c8dbcladez2coasacd=eT 38h2EFd8c

The signatory’s confirmation.

Search by name or agent... All(1) v

Lease - Thandi Mql;tpel?a_l 1£‘1. I_(_lot_]f _R:oac_i ) signed ) PDF g4 Evidence

Residential lease (demo) - Sam Agent - 2026/10/29

@

The Documents list. The 8% Evidence button opens the evidence package.
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6 Where your documents are kept (Admin)

Signetec keeps what it needs to run the service and nothing it does not. This chapter says what is stored, where,
for how long, and how to keep your own copies. The Terms of Service (section 12A) is the authoritative
statement; the figures below are the ones in force when this guide was written (data policy version 2026-10-1).

6.1 What Signetec keeps, and for how long

What Where, and for how long

Templates made in Signetec On Signetec until you delete them or the account is closed.

Templates linked to Google Docs Not stored. Only the Doc’s ID, name, field list and field set-up are kept. The
text is read from your Google Drive when needed and held in memory for at
most 5 minutes.

Generated documents and signing On Signetec from the moment they are generated: the text, the details typed
details in, and what signatories supply (name, email, mobile, ID number, signature, IP
address, location).

Signed documents, no Google Drive On Signetec until the account is closed.

linked

Signed documents, Google Drive Copied to your Drive when the last signature is in. Signetec then keeps its
linked own copy for 90 days and deletes it. Nothing is deleted before the copy to

your Drive has succeeded.

Proof record Document fingerprint, signing times, signer names and emails, timestamp
reference and the audit trail: 7 years after completion, then deleted.

Evidence packages Not stored. Built when you ask for one. After Signetec has deleted its copy of
a document, only the copy saved in your Drive remains.

If you close the account Everything is deleted at once and cannot be recovered. You are asked to
confirm first.

If access ends (cancelled, or a trial that ~ You can no longer open or download documents. Content is kept for a period,
lapsed) then deleted; you can subscribe again before then. You are emailed when
access ends and before deletion.

Backups Deleted data can remain in encrypted backups for up to 7 days.

Keep your own copies. Signetec cannot get back what it has deleted under these rules. Keep a copy of
every document you may need in future somewhere secure that you control.

6.2 Save signed documents in your Google Drive

An organisation Admin can link a Google Drive in Settings — Google Drive storage. From then on, each fully
signed document is saved as two PDFs (the signed document and its evidence package) in a folder called
“Signetec” in that Drive.

a Open Settings — Google Drive storage and read what it says. Click Link Google Drive.

Signetec user guide - page 22 of 26



a In Google, choose the account and allow access. Signetec asks only to see and change files it creates
itself, nothing else in the Drive. Leave the Drive permission ticked.

e You return to Settings, which now shows whose Drive is linked, a link to the folder, and how many
documents are copied.

Google Drive storage

Keep your signed documents in your own Google Drive instead of relying on Signetec to hold them.
* When a document is fully signed, Signetec saves the signed PDF and the evidence package in a folder called “Signetec” in that Google Drive.
* Signetec can only see and change the files it created there, nothing else in the Drive.

* Once the copy is safely in your Drive, Signetec deletes its own copy (the stored PDF, the document text and the personal details in it) after 90 days. After that, the documents
exist only in your Drive: Signetec cannot get them back.

+ Signetec keeps a small proof record (document fingerprint, signing times, timestamp reference) for 7 years.

* The files belong to the Google account you link. Use an account your organisation controls, not a personal onet if that account is closed or loses access, the files go with it.

Link Google Drive

Settings — Google Drive storage, before linking. It states exactly what will happen.

Google Drive storage

Linked to drive-owner@example.test
Dpen the Signetec folder - Working - last copy 2026/10/29

2 in your Drive and still held by Signetec. 0 only in your Drive (Signetec's copy deleted).

* When a document is fully signed, Signetec saves the signed PDF and the evidence package in a folder called “Signetec” in that Google Drive.
» Signetec can only see and change the files it created there, nothing else in the Drive.

Once the copy is safely in your Drive, Signetec deletes its own copy (the stored PDF, the document text and the personal details in it) after 90 days. After that, the documents
exist only in your Drive: Signetec cannot get them back.
= Signetec keeps a small proof record (document fingerprint, signing times, timestamp reference) for 7 years.

s The files belong to the Google account you link. Use an account your organisation controls, not a personal onet if that account is closed or loses access, the files go with it.

Link a different account

After linking: the account, the folder, and how many documents are in Drive.
Documents

Search by name or agent... All(2)

@ Photo upload tes

. | . signed 1 PDF &4 Evidence < In DOrive
esidential lease (demo) - Sa

ent - 2026/10/29

® Lease - Thandi Mt:n\koel}a_— 14_!_([001 Road 257 (1 ror || s Evidence || & InDrive

Res demo) - Sam Agent - 2026/10/29

Documents that are also in Drive show an In Drive button. Once Signetec has deleted its own copy, the PDF and Evidence buttons
become PDF in Drive and Evidence in Drive.

Use an account your organisation controls. The files belong to the Google account you link. If that
account is closed or loses access, the files go with it. If Signetec can no longer reach the Drive, Settings

shows “Action needed” and signed documents stay on Signetec until you link it again. Nothing is deleted
while the link is broken.

Unlink removes the link. Files already in your Drive stay there. Documents not yet copied stay with Signetec,
and new documents are no longer copied. Copy waiting documents now retries any that have not gone
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through.

6.3 Templates linked to Google Docs

Because Signetec reads a linked Doc live, it must still be shared with Signetec’s Google account (the address is
shown in Settings — Data sources and on the Drive library page; see 3.3). If the Doc is deleted, or sharing is
removed, generating from that template stops with a message saying so. Documents already generated are
unaffected; they carry their own copy of the text.

6.4 Before you cancel or close an account

On Account (the Billing link) the Cancel subscription and Delete organisation buttons open a warning that
lists, from your own account:

* how many signed documents exist only on Signetec, how many are also in your Drive, and how many are in
your Drive only;

® how many unsigned documents and in-app templates would be lost, and how many templates are linked
Google Docs (which stay in your Drive);

* what happens to your access, and your data afterwards.

To close the account you must also tick that you have saved your own copies and type the organisation’s name.
Closing deletes everything immediately and cannot be undone. Signetec cannot recover it.

Cancel your subscription?

Close this account and delete everything?

‘You can keep using Signetec until the end of your current period. After that you

Closing the account deletes your organisation, every user in it, and all .
can no longer sign or send documents, and you can no longer open or download

documents, templates and signing history straight away. This cannot be
. i your documents.
undone, and Signetec cannot recover any of it.

After that date your data stays on Signetec for 90 more days and is then
« 2signed document(s) also have a copy in your Google Drive (drive- permanently deleted.

owner@example.test). » 2 signed document(s) also have a copy in your Google Drive (drive-

« 1template(s) made in Signetec are stored only on Signetec. owner@example.test).
« 1template(s) are linked to Google Docs. Signetec does not keep a copy of

those, so the Docs stay in your Drive.

« 1template(s) made in Signetec are stored only on Signetec.

« 1template(s) are linked to Google Docs. Signetec does not keep a copy of

those, so the Docs stay in your Drive,
Before you go on, make sure you have your own copies of everything you

need, kept somewhere secure of your own. Signed PDFs and evidence . ;
Before you go on, make sure you have your own copies of everything you

need, kept somewhere secure of your own. Signed PDFs and evidence
packages can be downloaded from Documents.

Go back Cancel subscription

Cancelling a subscription: when access ends and what happens
to the data.

packages can be downloaded from Documents.

[ 1 have saved my own copies of the documents I need, in a secure place of my
own.

Type the organisation name to confirm: Blue Crane Realty (Demo)

Go back Close account and delete everything

Closing an account: what would be lost, and a required
confirmation.

To get copies, open Documents, download the PDF and Evidence of each signed document, and store them
somewhere secure of your own. Documents already in your Drive are there already.
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7 Quick reference

Checklist: a new template, start to finish
1. Write the document with {{tags}} and {{zone:name}} blocks (in Signetec, or in a Google Doc and import
it).
2. Open & Fields: set each tag to System, Agent or Signatory; set input types, options and Required; save.

3. Make sure the System tags have a source: an agent profile field, or a name in your organisation sheet (check
with Preview).

4. Generate a test document and read it. Check the list of fields left blank, and that required fields are really
marked Required.

Checklist: before an agent generates

1. My profile is complete (name, mobile, FFC number or other required fields).

2. | know which template to use, and which client row to look up (if using a sheet).

Which source should supply this tag?

The detail is... Use
About the person generating the document Agent profile / profile field
The same for the whole organisation Key-Value Google Sheet

About one client or property, and already recorded  Tabular Google Sheet + Prefill

in a sheet

Different every time, known to the agent Agent field, typed on Generate
Known only to the signer Signatory field

A paragraph or clauses Content zone
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Words used in this guide

Template A master document containing merge tags. Never changed by generating.

Merge tag / merge field A placeholder such as {{tenant_full_name}} thatis replaced by a value.

Content zone A placeholder for a block of free text: {{zone:special_terms}}.

Data source A connected Google Sheet that supplies values.

Mapping A rule that says "this name in the sheet fills that tag”.

Profile field An extra detail your organisation records about each person (e.g. FFC number).

Signatory A person who signs the document.

Linked template A template whose text stays in your Google Doc. Signetec reads it when needed and does
not store it.

Proof record The small record kept after a document’s content is deleted: fingerprint, signing times, signer

names and emails, timestamp, audit trail.

Evidence package The audit trail, document fingerprint and timestamp that prove who signed what, and when.
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