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CHAPTER 1: INTRODUCTION

Despite the rapidly developing technologies, many organizations and companies are still struggling
to fully transition to paperless environments. While electronic documents, emails, and databases
have become commonplace, the process of data authentication has remained manual. Traditional
methods, such as printing, signing, scanning, delivering, and archiving paper copies, are inefficient,
costly, and vulnerable to fraud.

The advent of blockchain technology offers a promising solution to this longstanding challenge.
Blockchain-secured digital signatures provide a secure, transparent, and tamper-proof method for
authenticating digital data. By leveraging the hack-proof nature of blockchain, these signatures can
meet the stringent requirements for data authentication:

e Security: Blockchain's distributed ledger ensures that data cannot be altered or tampered
with. Every transaction is recorded and verified by multiple nodes, making it virtually
impossible for malicious actors to manipulate the information.

e System independence: Blockchain-secured signatures are independent of the underlying
data creation system. This ensures that the authenticity of the data can be verified regardless
of the software or platform used to generate it.

e Validation over time: Blockchain signatures are permanent records. Once a signature is
created and added to the blockchain, it cannot be modified or deleted, ensuring that the
authenticity of the data can be verified at any point in the future.

By adopting blockchain-powered signatures, organizations can:

1. Reduce costs: Eliminate the need for printing, scanning, archiving, and shipping paper
documents.

2. Improve efficiency: Streamline workflows and reduce the time spent on manual
authentication processes.

3. Enhance security: Protect sensitive data from fraud and unauthorized access.
4. Strengthen customer trust: Demonstrate a commitment to data integrity and transparency.

As blockchain technology continues to mature and become more widely adopted, blockchain-
powered signatures are poised to revolutionize the way organizations authenticate digital data. By
embracing this innovative solution, businesses can unlock new opportunities, reduce risks, and stay
ahead of the curve in the digital age.

DOCONCHAIN aims to bridge the significant gap between traditional and digital signing. Our
commitment to delivering excellence and ensuring the success of our customers is guided by our core
principles and values. By providing innovative blockchain-powered solutions, we empower
organizations to embrace the digital future with confidence and security.

e
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CHAPTER 2: GETTING STARTED

DOCONCHAIN provides a standalone Software-as-a-Service (SaaS) platform with a suite of products
and services that allow customers to manage documents and collaboration around them using an
innovative digital signature system, a workflow automation, and a secured storage of signed
documents. DOC also provides application programming interfaces (“APIs”) that allow Customers to
use the DOC solutions within a customer’s websites, applications, or other systems (“Customer
Properties”).

2.1. AccoUNnT CREATION

To use DOCONCHAIN's services, including signing documents and accessing features, you (the
Customer), and any authorized users you designate need to create a DOC account. This account
requires accurate, current, and complete information. All account details are subject to DOC's Privacy
Policy, which you can find at https://app.doconchain.com/privacy-policy. To ensure you receive

important information like emails, documents, and notifications, please keep your account
information up to date.

To create an account, a user can navigate to the DOCONCHAIN website (www.doconchain.com) and

click on “Try for Free”, this will redirect to the online web application (https://app.doconchain.com).

User can also create an account directly on our online application (https://app.doconchain.com) and

click on “Sign Up”.

2.1.1. SIGN UP MANUALLY

Upon clicking the SIGN UP button, the user will be prompt to a Sign Up modal where the following

information must be provided.



https://app.doconchain.com/privacy-policy
http://www.doconchain.com/
https://app.doconchain.com/
https://app.doconchain.com/

DOC {CHAIN

First Name (@) - co ) EEEITD

Last Name @ -

Email @ - @ Password

------ @ Confirm Password

Legal acknowledgment 4 L g By wating an scosunt, | gees 10 ha Teems of Use sad Privacy

checkbox o
&

Sign wp wah

1. First Name — Enter your given name
2. Last Name — Enter your family name or surname

3. Email — Provide your email address; make sure that the email is existed and active as it will be
used also for account verification, password recovery, platform notifications, etc.

4. Password — must be eight (8) or more characters long and include at least one (1) of the
following:

e Uppercase

e Lowercase

e Special Character
e Number

5. Confirm password - Re-enter the same password in this field to ensure accuracy and prevent

typos.

6. Legal acknowledgement checkbox — Tick the checkbox labeled: "By creating an account, |
agree to the Terms of Use and Privacy Policy." This confirms your consent to DOCONCHAIN’s

legal terms and is required to proceed.
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Once done, the SIGN UP button below will be enabled and you may click it to proceed and check your
email for the Verification Code.

o By Cruating wn sccount, | agres 1o the Terms of Use and Privacy
Policy "o

@
DOCONCINAIK 3G PTT LTD

DOCONC AN

© 0 ©® @ @

Tevvas of ave Povay Pebey

Sign up with

VERET SWALL

Once done, the VERIFY EMAIL button will be
enabled. You may click the button to proceed.

You may also click RESEND CODE if the initial code
provided has expired or you have not yet received
the email.

You now have access to the DOCONCHAIN platform

services and your account settings.

e



2.1.2. SocIAL SIGN Up

DOCONCHAIN
DOCONCHAIN aims to provide ease of

. wee ) D access to its customers. Hence, to speed

up the process, the user may also use
their Google, Linkedin or Microsoft
Account to login or sign up.

By creating an account, | agree to the Terms of Use and Privacy
Policy

Sign up with

G in &8

Google Login: Click on the Google logo to connect with a Google/Gmail account. You will be prompt
to confirm your Google account details and connect your account to the DOCONCHAIN platform.

(5 Sign in with Google

@

Choose an account

to continue to DOCONCHAIN
(® Use another account

Before using this app, you can review DCOONCHAINS privacy policy
and terms of service

e



S

Linked [l
LinkedIn Login: Click on the LinkedIn logo to
connect with a LinkedIn account. You will be Welcome Back
prompt to confirm your Linkedin account ; e R
details and connect your account to the Email cr Phone ‘
DOCONCHAIN platform.
Password Shaw
Forgot password?
New 1o Linkedin? Join now

| | BWF
ms Microsoft Microsoft Login: Click on the Microsoft logo

Sign in to connect with a LinkedIn account. You will

be prompt to confirm your Microsoft
Email, phone, or Skyp

i

account details and connect your account
to the DOCONCHAIN platform.

MNo account? Create one!

Can't access your account?

Back Next

2.2. ACCOUNT SET UpP

Before setting up your account, if you logout to your account, you can login again by clicking the
LOGIN button.

Once clicked, the login modal will show, where you can enter your email and password, if you sign
up manually (1) or click the social icon that you use when signing up though social account (2)




R @ LOGIN MANUALLY

B Yeep ma togged In

. @ LOG IN WITH SOCIAL

After successfully logging in, you will now be able to set up your DOCONCHAIN account by accessing
the My Account page. This section allows for profile updates, company details, security
configurations, and digital identity setup, as well as signature and initials updates.

1. To go to your My Account page, click the profile avatar located at the top-right corner of the
dashboard.

2. Once clicked, a dropdown window will appear showing your current account information,
such as your full name, email address, plan type, and, if applicable, your job position and
company name. It will also show other menus such as Billing, Account Settings, Organization
(if applicable), and Log Out.

3. Upon clicking Account Settings, you will be taken to the My Account page where you can:

Edit your basic information

Update your company details

Set up your signature and initials.

Upload your digital certificate.

Turn on/off or remove Two-Factor Authentication (2FA)

Change email and password

N

Disconnect your social login

2.2.1. BASIC INFORMATION

The Personal Information section allows you to update your basic details. By default, the profile
picture will be the initials of your first and last name. You may change this by using the update
button, uploading, and editing your preferred photo (1). You can select your preferred title

(Mr., Ms., or Mrs.) and modify your first name, middle name, and last name. Make sure to review
your entries before saving (2).

e s
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The Company Details section displays your organization information, including the company
name, industry, job title and, country. You can edit these fields as needed to keep your profile up to
date. After making any changes, click ‘Save Changes’ to apply and confirm the updates (3).

My Account

________ L Profile
picture

UPDATE

PERSONAL INFORMATION

lies None & Mo My

I Ao Personal
Information

COMPANY DETARLS

RICFLOW CORPORATION

¥ I Company
Details

Haad of Opwrasoms

2.2.2. CHANGE EMAIL ADDRESS AND PASSWORD

If you log in/sign up manually, you will be able to change your email or password by navigating
to Login information section

LOGIN INFORMATION

2.2.2.1. CHANGE OR MAINTAIN YOUR EMAIL ADDRESS

To change your email address, click the change button and a modal will prompt, where your
password is pre-filled:
1. Enter your new email address

e
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2. Click the send code (this button will be enabled once a valid email is entered).

Change Email Address

Please verify your account

Enter your new amall address
¢ I New Email
Address

A code will be sent to this emall for ventication

CANCEL oL Ll | — F— .e sEND coDE

3. A verification code will be sent to your new email address
4. Navigate to the purple banner you will see on the header of your DOCONCHAIN account

and click "Verify Email" button
5. A modal will show, enter the code, and click verify email to confirm the change.

o Your email sttt A S e is not verified yet.

Resend Code Verify email
Please verify using verification code sent in your email

Note: Changing your email will affect where you receive document alerts and account notifications.
Please ensure that the new address is active and accessible.

To keep your previous email, please ensure that you have not verified your new email address
yet. In the login information section, just click the undo changes button above your email address,
and it will show a modal confirming that you want to undo all the changes you've made. and your

original email will be restored.

LOGIN INFORMATION

Email £} UNDO CHANGES

2.2.2.2. CHANGE YOUR PASSWORD

To change your password, click the change button, and an update password modal will prompt:
1. Enter your current password
2. Type your new password
3. Re-type your password
4. Click the update button (it will be enabled, once the password requirements are met)

e
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Update Password
( TE B 0 Current Password
O - e New Password
- 9 Confirm New Password
v (R - R () ciick Update

2.2.3. DISCONNECT SOCIAL LOGIN

If you log in or sign up using your social login (Google, Microsoft, or LinkedIn), you can disconnect it
and switch to email-based login:

1. Click the disconnect button.

LOGIN INFORMATION

& Google

DISCOMMNECT

2. A modal will prompt, confirming the email address that will be used and informing you to
update your password.

X
Disconnect Google Login .

When you disconnect your social login, the
following email will be used:

D G —

A code will be sent to this email for verification.
You will be asked to update your password
afterwards.

3. A verification code will be sent to your email address.
4. Navigate to the purple banner you will see on the header of your DOCONCHAIN account
and click "Verify Email" button.

e



0 Your email s S S e o is not verified yet.

Rosend Code Verify email
Please verify using verification code sent in your emaill

5. A modal will show, enter the code, and click verify email to confirm the change.

6. After verifying your email, the "create new password" modal will show; it will ask you to
enter your new password and retype it to confirm.

7. Click the SAVE button (it will be enabled, once the password requirements are met).

Note: Your social login will be disconnected, and you will now use your email and password to
access DOCONCHAIN.

To keep your previous social login, please ensure that you have not verified your new email address
yet. In the login information section, just click the undo change button beside your email address; it
will show a modal confirming that you want to undo all the changes you have made. Click to
confirm, and your original login will be restored.

LOGIN INFORMATION

& G oo

2.2.4. 2FA

For enhanced security, you can enable Two-Factor Authentication (2FA) in your account settings. This
lets you add an extra layer of protection by requiring a verification code in addition to your password.

Enabling 2FA

1. On the Account settings page,in the Two-Factor Authentication section, click
on ‘Turn On’ button.

“f0
e LLE TR ) ﬂ ey “
9 - <
o
i i
LI APOAME TN
S —— r— ‘Setup
n " =D 2FA
CTWRANYY DU | |
e —
— @ o
—
=D
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2. A modal will appear with instructions to set up your 2FA.

X

SETUP AN AUTHENTICATOR APP

1. To enable two-factor authentication (2FA), you will need an authenticator app (0.0
Google Authenticator, Microsoft Authenticator, etc) which you can download from your
mobile app store.

2. With your authenticator app. scan the QR code below.

_ __ScanQR
code
Can't scan the OR code?
Copy the key below mto your authenticator app:
KSKG - E7IT - HZPW - KT2D - GSEA 1@ |
T the code sbove i copy
3. Enter the 6-digit code from the same app
( 123450) Wit el ________EnterCode from
authenticator app

«e» |- Verify Code

3. Open vyour preferred authenticator app (e.g. Google Authenticator, Microsoft
Authenticator, etc.).

4. Scan the QR code using your authenticator app.
e If you cannot scan the QR code, a code is provided to be pasted to your authenticator
app.
5. The app will generate a 6-digit code linked to your account.
6. Enter the 6-digit code into the provided field.
7. Click Verify to complete the setup.
8. Once verified, your 2FA will be enabled for your account.

Disabling 2FA

1. On the Account settings page, in the Two-Factor Authentication section, click
on ‘Turn off’ button.

=0
[yv——
tesus e ﬂ T n
o

r — Turn Off

‘ r [fﬁi°h 2FA
—- — o
——— |

o0

2. It will then prompt a modal to confirm the action.
3. Click on confirm to turn it off.

e
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Note: Disabling 2FA will only turn it off, it will not remove the current authenticator app that was
added.

Removing Authenticator app
1. On the same area, click on ‘Remove’ button. This will remove the current authenticator
app connected to your account.

T 5 “¢0
st — [ R =
0 =
<>
. R - | Remove
= S — I
o , Auth App
S % o
e e—c— [ —
[ v )

2. It will then prompt a modal to confirm the removal of the authenticator app.
3. Click on confirm to remove it.

Note: Removing the authenticator app will automatically turn off the 2FA. This will not delete the
stored passcode in your authenticator app, please remove it manually to avoid confusion.
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Logging in with 2FA
1. On the login modal, enter your email and password.
2. Once successfully logged in, you will see a modal to enter your security code.

DOCTNCHAIN

Enter security code

digit code generated by your authentcator app

CGan't acoess your authenticator app? Rogues: A Hewt

3. Enter the security code from your authenticator app.
4. Click on verify to check the code.
5. Another modal will show asking if you would like to trust the current device.

Trust this device?

e ‘Trust this device’ — this will save your session on the current browser and you will
not be prompted to enter your code next time you login if you are active. Being
inactive for two (2) weeks will ask for a security code again.

o ‘No thanks’ — you will be asked to enter your code again the next time you login on
the same browser.

2.2.5. DIGITAL CERTIFICATE

The digital certificate is embedded into the document to provide offline authenticity verification with
supported PDF viewers (Adobe, Edge, etc.). To upload and activate your own digital certificate:

1. Go to Account settings and navigate to the Digital Certificate section
2. Click on the upload area or drag your certificate file into the designated field (supported
file: .p12)

e
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DIGITAL CERTIFNCATE

3. After uploading, enter your certificate password and click activate once enabled. If you
want to change or remove the certificate, just click the remove button.

BIGITAL CERTIFICATE

Ed sgnal_sertifinans g2

— s 3

4. Once activated, you may choose your certificate when signing a document. To know
how, click here.

2.2.5. SIGNATURE AND INITIALS SET UP

Apart from your digital documents, DOCONCHAIN also values and secures your information through
blockchain technology. This includes your digital signature/s and initials. As part of your account set
up, and before you proceed with creating projects, you need to configure your signature.

DOCONCHAIN allows users to save multiple marks for different types of documents (for personal or
business use for example). Once a signature/initial is saved, it will be archived in the My Signature
folder which can also be accessed in the Account Settings.

There are four (4) tabs on the ‘set up your marks’ modal, you can choose the type of signature or
initials that you would be using.

TP SO MR n
¥ b m e B9 & e N
1. DRAW: Update your signature manually by

drawing on our designated box using your
mouse, electronic pen (or finger on mobile).

2. UPLOAD: Update your signature by
uploading an image of it. This option supports
photos in JPEG, PNG and JPG formats.
Maximum file size is 2MB. Images with black

text and white background are encouraged.




St'gmz( wre

My Signature Folder

3. TYPE: Update by typing in your desired
signature and using the preset fonts. You may
also customize the font size using the option
below.

DOCONCHAIN allows users to save multiple marks for different types of documents (for personal or
business use for example). Once a signature/initial is saved, it will be archived in the My Signature
folder which can also be accessed in the Account Settings.

SETUP YOUR MARKS
+ SIGNATURE S mmaLs & vmoan & v
— [ |

e

=3
s o

R. Flores
) [
(AN
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This feature provides flexibility to users as well as saves time and effort in manually updating and
changing signatures/initials during the project creation process. A user may be able to save the last
five (5) signatures/initials in the said folder.

SETUP YOUR MARKS

[

s/ oraw o UPLOAD o e

KF




S

CHAPTER 3. DOC ORGANIZATION

3.1. OVERVIEW

DOCONCHAIN Organization allows you to create and manage virtual representations of your
company or institution within our platform. This feature is particularly useful for:

e Managing departments and groups: Organize your teams and assign specific roles and
permissions.

e Onboarding clients and subsidiaries: Create separate organizational structures for external
entities.

e Branding your communications: Enhance your company's reputation and trust with
customized branding elements (emails, certificates and signing pages).

Benefits
e Improved organization: Structure your teams and projects efficiently.
e Enhanced credibility: Establish a professional online presence.
e Simplified document management: Send signature requests with your company's branding.

The DOC Organization feature is available for Business and Enterprise Plan accounts only. To access
and set up your DOC Organization details:

1. Click your profile picture at the top-right side of the page
2. Click the Organization Menu

Noverrber 3, 2025 - 10:20 AM

iw 46

Y

Rico Flores P

Head of Operations ™
RICFLOW CORPORATION:
’

o)

Philippines ,

ENTERPRIS

£& Account settings 4

Organization -

B> Logout

3. You will be redirected to your Organization page

e
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3.2. ORGANIZATION SET UpP

If you are under the Enterprise Plan, you will see tabs to manage your Organization, Manage Credits,
Credits History, and Request more credits. You will also see all the credits left in your organizations.

Credits Management Total Credits left
Crecity Wit n ol pour
Organization | Manage Credits | Credits History | Request more credits e
PN
'.l Organization © ) l 7 — i
eSSy — o«
- Jowed Pendg Oecimes Srenocs a
T
a - I p—— PRTR— — —
g v~ Srin. R SRR O - e %
g e s v - W %

These tabs are used to manage, monitor, and allocate document credits to your team. However, prior
to managing your credits, you need to set up your Parent Organization and add Sub-Organizations.

e
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3.2.1. DOC ORGANIZATION DETAILS

Under the Organization banner is the name of your Parent Organization or the main organization in
your DOC account. On its right, is a gear (%) icon for the settings along with the number of document
credits left for this group. You may customize your organization to match your brand by updating the
logo, website link, and other details by clicking the settings (%) icon.

Meridian Law Firm o

v T CREDITS LEFT:

s

7195

P
//
y
p
E

Organization Details

Organization Logo (rectangle) € Organization Name )

Meridian Law Firm

Logo Link @

°[I"°LAW FIRM

Other Details
Organization avatar (round) € » @

e

DELETE ORGANIZATION CANCEL m

In setting up the Organization Details, the user can upload their organization or company logo in 2
sizes: one rectangular version for the full logo and a circle one for the avatar.

Update Organization Logo (rectangie) O

The rectangular logo will serve as the main logo which can be
seen on the email headers for your document notifications as
well as on the platform page where the recipient will access
your document to either sign, view or approve.

This feature supports images in JPG, JPEG, and PNG file formats
with maximum size of 1 MB. For best results, you may upload a
picture (465 x 130 pixels) with a transparent or white
background.

You may also drag to reposition your logo or use the options
below to zoom in/out, rotate or delete your image.
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The round image is for the avatar of your organization or company.
This logo will appear on the issuer section of your signature
document email notifications as well as on user organization

invitations.

Likewise, this feature supports JPG, JPEG, and PNG file formats
with maximum size of 1 MB. For best results, you may upload a
photo with 300 x 300 pixels in white or transparent background.

You may also drag to reposition your logo or use the options below

to zoom in/out, rotate or delete your image.

Organization Name &
Mardian Law Firm

Logo Link &)

Other Detalls €

DELETE ORGANIZATION

canCEL

Upstate Orgasicntion Avatar (reumet O

- —
0 @D e D

You may also start adding details about your
company such as your Company/Organization
name, logo link, which can be any URL you want
your recipients to be redirected to once they click
your logo on the email notifications or the
branded document page. Other details about
your organization can also be added such as but
not limited to address, phone number, contact
information, email address, etc.

Once you are done, click SAVE button to update your organization details across the platform.

3.2.2. ORGANIZATION INVITES (ADDING MEMBERS)

DOC Organization allows you to add users or seats for your members. If you are on the Business

Subscription Plan, you may add a user by purchasing an additional seat to your organization. Once

the seat is purchased, then you may start adding members into your organization.

Meanwhile, for the Enterprise plan account holders, users can be added for FREE since you are paying
for document credits only. This means that once you have updated your DOC Organization details,
then you may already proceed with adding members.

3.2.3. USER ROLES

DOC Organization offers three User Roles to manage access and permissions:

e Owner: The primary account holder responsible for billing, purchasing document credits, and

managing organization members.

¢ Admin: Can add, remove, and manage members within the organization.

e Member: Has access to the organization but cannot manage other members.

e
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This flexible role-based system allows you to control who can access and use your organization's
resources. It will also help you distinguish the members of your organization from each other as well
as restrict their access to your files and document credits.

1. To add a member, click on the ADD MEMBERS button found on the upper right corner of the
DOC Organization page.

€) ADD MEMBERS

2. A modal will appear, where you can add multiple users in the same organization or sub-
organization at once.
- In user’s personal details section, enter their first name, last name, and email address.
Make sure that the email address is correct and existing.
- In the user’s organization, you may select a sub-organization where the user is part of.
To know how to create a sub-organization, you may refer to page 29.
- Inthe user’s role, you can assign a role to the user

User's personal details User’s Role

ADRD MEMIELRS

Corrpleis the telde below; mlaci ithe szis vl sred chck sod bsthn io sdd e uaer i thas i

EAHSEL

User's organization

3. After inputting user details, click the ADD button once enabled, to include the user in the list.
Once you are done, click confirm to send the invitation via email.
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4. All the users who have been invited will have a “pending” status.

status of all the users in the organization:

To send invites

See the table below, for other

STATUS

DESCRIPTION

Joined

user accepted your invitation

Pending

user still not accepting your invitation

Declined

user refused to join your organization

Removed

user left or removed in your organization

DOCONCHAIN ensures that each user has appropriate permissions based on their roles within the

organization. Here is the list of access rights for each member role in the Organization Settings,

Management and Project Creation Process.

3.2.3.1. USER ROLES IN ORGANIZATION SETTINGS

Create sub-org. and

Edit Master Org. ) Manage and Transfer Access to Credits
Userrole Create Master Org. . Edit Org. details and . ;
details and branding Credits History
branding

Master Org. Owner Yes Yes Yes Yes Yes
Master Org. Admin No Yes Yes Yes Yes
Master Org. Member No No Na No No
Sub-Org. Admin N/A N/A Yes Yes Yes
Sub-Org. Member N/A N/A No No No

*Higher Org. Admins have actions and views on sub-Organizations

*Sub-Org. users have no actions or view on higher Organizations




3.2.3.2. USER ROLES IN ORGANIZATION MANAGEMENT

Gk Add / Remove Promote Member Demote Admin to Move Member to Transfer Org.
Members to Admin Member another Org. Ownership
Master Org. Owner Yes Yes Yes Yes Yas
Master Org. Admin ‘ Yes ' Yes [ Yes | Yes | No
Master Org. Member N; No No No No
Sub-Org. Admin V N/A N/A | Yes | Yes | No
Sub-Org. Member N/A N/A No No No

*Higher Org. Admins have actions and views on sub-Organizations
*Sub-Org. users have no actions or view on higher Organizations

3.2.4. ACCEPTING ORGANIZATION INVITES

When invited to join a DOCONCHAIN Organization, you will receive an email notification. Please note
that joining an organization will upgrade your plan to the host’s plan (Business or Enterprise).

There are two (2) different types of organization invite email that the user will receive.

e For those unregistered users or who does not have an account in the platform, they will
receive an email where they will ask to create an account after clicking the ACCEPT INVITE
button.

e For those users who already registered, they will receive an email where they will be inform
that their plan will be upgraded to the host’s plan and their existing plan that they have paid
for will be temporarily paused and will resume only after they leave the organization.

Organization Invitation

YO C « "
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000 000
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£ orgenzasee
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Riee Flares
Mirspmen ,
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ﬁ‘ Natidhan Law Fem
1% , &

F e above Sk 400w vt werk iy 0opyng and pastng this wh

Mtps Mapp doconchain com/? D s beoweer

arvonTsgnupsemallrgood. onter 7T s A0ma harop coAfire
(: o “ l“ . . "" S i Mz dscorthan cuny  arti ety i herr el rrgten
R PR PR AT TN M S e e vt 3 NI ASOTIN COTRErG fTADe 2SR ICPIMIRE DAuanr
DCNXSSUsEr_type=0OC_APL :
Lype=DOC A%

Unregistered user Registered user
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There are two (2) ways to accept the Organization Invite.

1. By clicking the accept invite button on the email they will receive.
2. Byloggingin and navigating to the organization invite in their DOCONCHAIN account and then
clicking the check (V) icon. This is applicable for users who already have a platform account.

November 10, 2025 - 5:27 PM

i | ©

1Invite/s *

o Meridian Law Firm B i

Upon accepting the invitation, your account will automatically be upgraded to the same plan as the
organization owner. You can then begin collaborating with your team by sharing templates and/or
document credits.

3.2.5. JOINING OTHER ORGANIZATION

To prevent conflicts and ensure the security of digital documents, DOCONCHAIN limit the users to be
part of a single organization at a time. If you wish to join another organization, you can do so by
accepting an invitation. Please note that transferring to a new organization will also change your

current plan.

Once “Respond to Invitation” is clicked, you will be redirected to the Organization invites page on
your DOC Account where you have the option to either accept (V) or decline (X) .
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3.2.6. REMOVING ORGANIZATION USER(S)

If a user of your DOC Organization left your company/team, you may remove them from your
organization, by simply clicking the X button on their name in the Organization list and Confirm.

Attention

Yow wre €304 40 rerwre (he rewter
tram. the coparTrates

When a member is removed from your organization, they will receive an email confirmation. Their
account will then automatically revert to the plan they had before joining your organization.

e
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3.3. SuB-ORGANIZATION

DOCONCHAIN Enterprise plan users can also create Sub-Organizations, which are ideal for managing
diverse teams, departments, or external entities like affiliate companies, partners or clients. These
Sub-Organizations have the same functions and settings as the parent organization but can be
distinguished using unique Sub Org types.

3.3.1. SuB-ORGANIZATION TYPES

Sub-Organization Types help differentiate other organizations from your parent organization. This
makes it easier for members and administrators to identify and manage specific teams or
departments, ensuring efficient collaboration and appropriate permissions.

DOCONCHAIN currently has four (4) Sub Organization Types:

o Department — Used for teams inside a company (Sales, Marketing, Finance, Legal, etc.). It can
also inherit the branding of the parent organization

e Client — Used for external clients or customers

e Partner — Used for partners (suppliers, partners, etc.)

e Company — Used for related organizations (sister companies, agencies, etc.)

3.3.2. CREATING SUB ORGANIZATION

DOCONCHAIN allows you to create up to three levels of Sub-Organizations.
To create a Sub-Organization, you must be the owner or admin.

1. Click the “Create Sub-Organization” button found beside your organization name dropdown.
A modal will pop up where you may input the information for your Sub-Organization. These
include the Main Logo and Avatar images as well as the Org name, logo link, and other details.

3. On the parent organization dropdown, you may choose where to include the new sub-
organization

4. To add your sub-org logo, you may refer to page 21.

5. Click the Sub-organization type dropdown to choose where the sub-org belongs to:

a. For Department Type, you have the option if you want to inherit the branding of your
parent organization. It is checked by default, but if you want to upload your own

branding, you may do so, by unchecking the checkbox and upload your own logo.




Create Sub-organization
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b. For Client, Partner, and Company Type, you can upload the organization own logo

Craate Sub-organization u
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» p
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6. Once done, you may click SAVE once enabled and you will be prompted to the Sub-
Organization page where you can now start adding members into.

3.3.3. UPDATING USER’S ROLE OR ORGANIZATION

If you wish to move user from one org to another, or would like to promote a member to an Admin
or vice versa, you can click on the dropdown arrow beside their Organization Role and select the
action that you wish to take. The dropdown option will depend if you are the owner or the admin
and the user’s role

e s —
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DROPDOWN OPTIONS -
ADMIN MEMBER

Demaote to Mamber Promote to Admin

Make Owner Make Owner

Move To Another Organization Mave To Another Organization

OWNER dropdown view in main organization

Demote to Member Promate to Admin

Move To Another Organization Move To Another Crganization

OWNER dropdown view in sub-organization
and
ADMIN dropdown view in their organization

3.3.4. DELETING ORGANIZATION

If you wish to delete an organization:

1. Click the settings (%) icon beside the name of organization you want to delete
The Organization Details modal will appear, navigate to the DELETE ORGANIZATION button,
and click it.

3. A delete confirmation modal will show, you must read the content of the modal as it will
depend on whether you are deleting the main or sub-organization

MAIN ORGANIZATION SUB ORGANIZATION
DELETE ORGANIZATION DELETE SUB ORGANIZATION u
By defeting this organzation, all members will be removed and ther account Deleting the sub-arganization will also delete all of ks sub-crganization admins
wi be transferred to a Free plan and members, Do you wish to proceed?
Type "DELETE" 10 proceed Type "DELETE" to proceed
CANCEL CANCEL

4. Type DELETE in the text box then click DELETE button. The organization will now be deleted
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3.3.5. MANAGING DOCUMENT CREDITS

For Enterprise Plan account users, the number of projects that can be created depends on the
document credits your organization or sub-organization has.

Organization Owner and Admins can access the Manage Credits and allocate credits to their sub-
organization. They can also export the credit consumption history of the specific organization and
will also see the remaining credits in each organization.

To allocate credits:

1. Click the Manage Credits tab.
Navigate to the Allocation column and click the input field and type the number of credits
you want to allocate on that selected organization.

3. If you have sufficient credits, the transfer (@)icon will show, click it to transfer the credits.

0
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To export the credit consumption history:

1. Click the export (£) icon.
2. The .csv file will be generated and will be sent to your account email.

You may also monitor the credit usage of your Organization through the Credit History and/or sort

out the members of your organization using the tabs above.
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Please note that members do not have any access to Document Credit allocation/Purchase in an
organization. If you wish to purchase more credits, you may click the Request more credits option
and you will be redirected to our contact us page (www.doconchain.com/contact-us) or simply reach

out to your DOCONCHAIN Point of Contact (POC).
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CHAPTER 4: USER INTERFACE

DOCONCHAIN is designed with simplicity and ease of use in mind. Our intuitive interface makes it
easy for users of all technical backgrounds to navigate our platform and leverage the power of digital
signatures. By prioritizing a user-friendly experience, we aim to streamline your workflow and help
you achieve your goals efficiently.

4.1 HoME PAGE

The DOC Home Page provides a quick access to essential features like the DOC Sign Dashboard, DOC
Verify, and the upcoming DOC Protect. You will also find various buttons for different functionalities
and a convenient side panel where all DOC Solutions are easily accessible as well as an icon for the
chat support.

side User Menu
. DOC Verify and
Navigation section Notifications
€ <0
5 TOMPLATSS
O veany ™ DOC Verify
P B Secs W U ariet ovw pivery e seepdy by ok e aburdrd o oo
8 s [ o= ]
& CONTACTS
mANY
) DOC Protect
Chat DOC Sign DOC Protect
Support section

(Corming Soon)
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4.1.1. SipDE NAVIGATION

The side navigation provides quick access to DOCONCHAIN’s core features
such as SIGN, TEMPLATES, VERIFY, PROTECT, and VAULT. It also includes

e CONTACTS and PLANS.

= TEMPLATES

The side navigation can also be maximized or minimized using the arrow
VERIFY
button to give a much bigger window or space for working.

PROTECT

VAULT
 CONTACTS

5 PLANS

. Expand / Collapse
button

4.1.2. CHAT SUPPORT

DOCONCHAIN puts customer support on top of its priorities. Our team of experts are always
ready to provide help and assistance to our users through different means (email, chat, and/or call).
One fast way to reach out is through our live Chat Support on your DOC Account, which can be found
at the bottom part of the Side Panel.

2 SKn

5 TENPLATES

vVERFY

PROTECT s

VAULY
CONTACTS

PLANS

The live chat support has preset options for frequently asked questions (FAQ) or other concerns
which will be addressed directly by our support team.

e
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4.1.3. USeER MENU AND NOTIFICATIONS

Located at the top-right corner of the dashboard, the User
Menu & Notifications panel provides access to account profile

ol and settings; email and organization invite notifications,
|(°‘ ! 0 organization access, billing, and logout, along with a timestamp

for reference.

October 21, 2025 - 3:02 PM

4.1.4. DOC SIGN SECTION

The DOC Sign Dashboard previews the number of all the active documents on a user’s account. These
include the files that are waiting for your signature, the ones you sent out for signature, documents
for manual validation and your drafts.

[* poc sign

Sign documents with full control over privacy and security.

These columns also serve as a shortcut to the list of documents under the same category, which can
be found in the DOC Sign page. Once clicked, you will be redirected to the actual list of files for further
checking or accessing.

You can also start working on a project by dragging and dropping a document on the DOC Sign
Dashboard or by clicking the upload button found at the lower left side.

4.1.5. DOC VERIFY SECTION

™ DOC Verify You can also start verifying and checking the
J— authenticity of your signed documents on the DOC

stantly chack the suthenticay of documents Verify shortcut found at the home page.

e
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4.1.6. DOC PROTECT

Our DOC Protect, designed to enhance the security
and integrity of documents through advanced
protection measures will be launched soon.




DOCONCHAIN

SECURING YOUR DICITAL WOoRLD

CHAPTER 5: FEATURES AND FUNCTIONALITIES

5.1. DOC SoLUTIONS OVERVIEW

DOCONCHAIN is a leading provider of adaptive, scalable, and fully customizable blockchain solutions
designed to streamline the management, exchange, and traceability of digital documents for
enterprises and government agencies. Through extensive testing across various industries, including
legal, real estate, banking, government, and international institutions, we have developed a robust,
hack-proof infrastructure that delivers efficient and reliable solutions.

Our cloud-based platform offers seamless access from any device, empowering businesses to simplify
their document signing processes and enhance security. Our standalone digital signature platform
offers five key solutions to help you manage, protect, and track your documents effectively.

5.1.1. SYSTEM REQUIREMENTS

DOCONCHAIN is compatible with most modern web browsers, including Google Chrome, Mozilla
Firefox, Safari, and Microsoft Edge. Users can expect a smooth and reliable experience across these
browsers. Our platform supports the latest stable release of the following:

STATUS MINIMUM RECOMMENDED

Supported Browser

Google Chrome: Latest version
Mozilla Firefox: Latest version
Safari: Latest version (for
macOS/i0S)

Microsoft Edge: Latest version

Google Chrome: Latest version
Mozilla Firefox: Latest version
Safari: Latest version (for
macOS/i0S)

Microsoft Edge: Latest version

Screen Resolution

1366 x 768

1920 x 1080

DOCONCHAIN SG PTE. LTD. (202006981K)

160 Robinson Road, #14-04, Singapore 068914, Singapore

W w Ww

DOCONCHAIN.

COoOM
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5.2. DOC SIGN

DOC Sign is a new generation of trusted digital signature solution included in DOCONCHAIN’s
Solutions suite. It uses the power of blockchain with signer authentication and custom workflows for
signature and approval. Digital signatures can be used when there is a need to sign and send contracts
or documents to clients, customers, or someone.

DOC Sign also allows to request or collect signatures from people within your organization. With DOC
Sign, document signing is secure, quick, easy, and completely reduces the need for traditional paper
works and wet ink signatures.

No documents will be printed, scanned, or faxed with DOC Sign. You can do the whole process in our
paperless solution.

5.2.1. DOC SIGN PAGE

The DOC Sign Page displays all active documents on your DOCONCHAIN account. This includes
projects you have created and sent for signature, as well as documents awaiting your signature,
approval, or validation.

You may sort out the documents using the tabs (1) All Files, Waiting for me, Waiting for others,
Scheduled, Drafts, Trash. The (2) search tab helps you to look for specific document in your DOC Sign
page based on the file name.

The list of documents can be found on the main area, this can be rearranged based on (3) Name,
Creation Date, Users, Status, and Last Activity.

The (4) Action buttons give you options on the actions that you may do with each document. These
include editing, viewing, resend, validate, and delete.

0 Filter Tabs @ Search bar
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5.2.2. PROJECT CREATION

5.2.2.1. UPLOADING A DOCUMENT

There are two (2) ways to upload a document on DOC Sign. First is by uploading a file using the upload
button on the DOC Sign Page or at the DOC Sign Dashboard on the homepage

(> oocsign &&=D

Sign dotuments with Tl comtral aver peivacy and security. Of gii to the DOC Vsult 1o wew your completed documents

[> poc sign

Sigh dacumans st Suli comiral treer pavicy dnd secunity.

58 &l |1 | 3

S ewrcr

The second one is by using the drag-and-drop option on the DOC Sign Page or on the DOC Sign
Dashboard at the Homepage.

Supported files: PDFs and Office files (DOCX, DOC, DOTX, DOCM, PPTX, PPT, PPTM, XLS, XLSX,
XLSM, PDF, PDF/A)
Maximum file size: 25MB.

e



If Upload Button is used, a modal will appear to allow users to upload document from your chosen

storage.
ﬂ| Local Files: These are the files in
% poc sign .
phad s docament e your local storage or device
 toest Fies
S~ Cloud Storage: These are the files
o [ in your cloud or online storage
S S
52 torpirn < such as Google Drive, OneDrive
5 and Dropbox
Gd .
OOk o ey S Templates: These are the files that
you uploaded and saved in the
Templates of your DOC Account

You may also use the drag-and-drop option in this modal.

0 oocu [ ]
Cptasd ¢ Socarmrt A
[ JPST
O o Susuge
& mynivie
- Oeelnne
U e
If Cloud storage is selected, you | &= ™= B &
will be asked to connect to your e o
- -
preferred file location.
Seppurid e 51t o
prinkistrappie S men
D soc s a
Upicad 8 doosvert o Muvms bractib 3
S i e e e o
O3 Cuvé Damnge Bhas Profussional Caraticate of Comgranae (81 - 4 i L
& e ] Pp— -
A Ouive HOA Dascechain « ABC Campany -—T |
V e 1 NOA Dsreechein Bew 45824 - ‘
57 Twwptaom

Templates folder shows all your

published documents.

‘M‘M ," . " 1

Masimeen fis alsx e~




Fie Uptosded

iy —

121 1%

orngme e
Once file is uploaded, you can either delete -
and re-upload a new document or proceed
with the project creation. ,..Eﬁ,,

CANCIL B oAt pmoscT

5.2.3. DOCUMENT BASsIC EDITING TOOLS

DOCONCHAIN offers a range of customization options and basic editing tools, allowing you to fine-
tune your documents before sending them out. This flexibility ensures that your documents are well-
prepared and meet your specific needs.

These settings include File Name Customization, Thumbnails (Outlines, Annotations, Signature,
Layers, Search Results), Page Settings (Page mode, transition, rotation), Select Multiple annotations,
Pan Mode, Zoom in/out and Page Orientation (Fit Page, Fit Width).
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Page Mode ﬂ m

Page Tramitien | gony
i 9 Q @ m

. —
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5.2.3.1. DOCUMENT ANNOTATION TOOLS

Apart from the basic document editing tools, DOCONCHAIN also provides options for adding
elements on your file such as Images, Stamps and Notes. You can also add and edit text annotations
on your document.
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You may customize the note/text using the tool bars on top of the document. To delete an
annotation, simply click the mark then press the DELETE or BACKSPACE button to confirm.

Are you sure you want to delete
this annotation?
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5.2.4. MANAGING RECIPIENTS

5.2.4.1 ADDING RECIPIENTS

Document settings allow users to customize the signatory type and add recipients on the document.
You can also assign roles to your recipients namely: Signer, Approver, Viewer or Issuee.

biicliods e Under the USERS tab, this is where you can view the recipients
Affidavit of Execution # . . T _—
S 'wo 2 ’:u o and their respective roles. To edit this, click on the Edit list on
& - the upper right corner. Edit User List lets you add other people
p—— (oo | in your document and assign specific roles for them.
fico Fleves L]
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You may search and add (-] [ o~ N
recipients from the
Contacts.
Or manually add recipients
using the fields: Name, Last e D)
Name, Email Address and
Access role. | e - - +) i:‘]

i = ' - - [+ X )
Assign the access role to your recipients based on the following functions: (T )

e Signer: who will sign the document.
e Viewer: who will receive a copy of the document but not asked to sign.

e Approver: who will have the option to approve/decline the document. aETw»
e Issuee: who will receive the document once it is completed. o

Once done, click the ‘+’ button to add them to your recipients and click . B0E
DONE to close the modal. You may also see some action buttons to edit, f I..l m
add the recipient on your contacts list, or delete them.

e
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5.2.4.2. SIGNATURE ORDER

1w Located to the left of each recipient's name, the Signature Order allows you to
determine the sequence in which a single or a group of recipients will be notified and

5 v asked to sign, before continuing to the next recipients. This ensures recipients only
receive the document when it is their turn to sign, preventing confusion and delays.

5.2.4.3. ADDING USER FIELDS

You may further personalize your document with DOCONCHAIN’s Mark Placement Tool
To place marks on your document, follow these simple steps:

1. Navigate: Click on the thumbnail or scroll to the desired page.

2. Highlight: Select the recipient's name and the select a mark using the ‘+’ button.

3. Customize: Choose where to apply the mark on the document. You can also select all pages,
the current page, or a specific page number for each mark.

Current fields available:

Signature & Initials — places the Text — Allows signers to input required
signers’ digital signature or initials on the information or notes.
document. o ) )
Name and Email — Displays the signers
Date - Insert editable date field for the name or email.
signer.
[> oocsign =T
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5.2.5. SETTINGS TAB

DOCONCHAIN

SECURING YOUR DICITAL WOoRLD

5.2.5.1. DOCUMENT SECURITY AND PRIVACY

DOCONCHAIN also provide a variety of options ensuring your document security and privacy:

Make my Organization the Issuer. This allows you to send a
document on behalf of your organization or your company name
instead of the account holder’s name. It is also part of our branding
feature, which allows you to promote your brand with each

document you send.

Allow Signers to Resize and Reposition Their Marks. This option
allows your recipient to move and resize their marks on your

document.

Signature timestamp labels. This provides additional information on
the document: the name, email, date, and time when the document
has been signed. Note: Once the document has been completed, the

labels cannot be removed.

(% pocsign

Affidavit of Execution #

2025-11-05 - 154323 (UTC *0&00)

USERS MESSAGE

Document Security and Privacy

Make my organization the issier
Allow signers 1o resize and reposition their marks
Add signature timestamp labels

Maoual docurment validation

Add docurment OR Code

Select page placement:

LAST PG CURRENT

Add authentication key on all pages

Digital Certificate of Authenticity

fuge A

identifier for additional security.

[> pocsign G
Affidavit of Execution 7

2025 1105 - 1564323 7T +0800)

MIESSAGH

Docsrment Secarity med Privecy e A

£ Make wmy organisation the issser 9]

N e T

‘Ug,]a T A e

e e e e L LR
i Mlow signers to restae and reposition their marke

h Add shgrature timestamp laboks

Mansad Sovument valdation ')
Add documest OR Code )

Add ssthenticatiza key on ol pages o

Digital Cenvificate of Authericity

Manual document validation. This allows the creator to recheck
the document prior to ensuring that all marks are properly
aligned and placed on the document once signed by all the
recipients. The document will return to the creator's DOC Sign
page for their validation.

Add document QR code. The QR code is used for instant
verification of your document. You can also select the page
placement whether it be on the last page, current page, or a
specific page number. The QR code is also resizable and can be
moved anywhere on the page. Another unique feature is that
this QR code is clickable, which provides easier access to the
document.

Add authentication keys on all pages. A unique document

Digital Certificate of Authenticity. A digital certificate is embedded in the document to verify its
authenticity with supported PDF viewers (e.g., Adobe Acrobat, Microsoft Edge).

Certificate: DOCONCHAIN PH INC

Issued by: Government Authentication CA — G2 DICT (Philippines)

Note: You may need to manually trust the certificate in your PDF viewer to validate the signature.

w

DOCONCHAIN SG PTE. LTD. (202006981K)
160 Robinson Road, #14-04, Singapore 068914, Singapore

DOCONCHAIN.COM

w w
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5.2.5.2. AcTIVE DOCUMENT ACCESS

Active Document Access provides the creator with the authority to restrict access on the document
during the signing process. These settings cannot be changed once the document is sent.

Account Restriction. Allows signers to view or sign your
, , (> pocsign TS
document as guests (no account required) or requires
them to create an account and verify their email first Affidavit of Execution 7
Wlth DOCONCHA|N 2025-11-05 - 15:43:23 (UTC +0800)
Signature Type. This restricts which signature type will s M
be allowed to be used by signers.
Document Security and Privacy show Vv
Signature Reminders. This feature provides emails | active Document Access hide A
reminders that are sent automatically, instead of
A Account Restriction
manually resending them. You can set the number of
& No account required «
day/s of the first reminder, which will be counted after |- account crestion requiced o
the document was sent out, and the following reminders | e 7 o
will be counted after the first. Draw [3Uplosd [ Type
‘ nature Reminder
You may select either one or both reminders. Note: the A o
. . . 2 First reminder after 1 days &)
signature reminder will stop once the document has been
signed and completed. Xefowteg Ssmiders svery o s

5.2.5.3. COMPLETED DOCUMENT ACCESS

Completed Document Access provides the creator the ability to restrict access to the document once
it has been signed and completed. These settings can be changed at any time.

Viewer Access. This restricts access to your document once it
(% oocsign —_

Affidavit of Execution @ has been signed and completed. It is an additional security

i e\ I feature to avoid unauthorized access as well as track the users
: who access/download your file.
USRS  SETTG L{_) MESSAGE
Public Access. Anyone with the link to your document can
Document Security and Privacy thow ¥
= access the file. You may also select under the Account
Active Document Actess show v
it St ....| Restriction whether viewers should have no account required
or create an account first before accessing your file.
Viewer Access
® Public Access U . . i
Pbente At o| Private Access. Only logged-in DOCONCHAIN account users will
Account Restriction be able to access your document. This option automatically puts

No accoust required

the Account Restriction to Account creation required.

Account creation required v

Docement Descriptios (Optiosll | Document Description. This optional feature allows you to put

any additional information about your document. This

description will reflect on the email notification to your

o recipients. After inputting any detail, click Update to save it
before proceeding to another tab.

e
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5.2.6. MESSAGE TAB

Message Tab allows you to customize the Subject

Line as well as the message to be sent to your | [% pocsign G
recipients via email.

Affidavit of Execution 7
From field. This will be the ‘sender’s name via | 2025-11-05 - 1545:23 (UTC +08:00)

DOCONCHAIN.” If you selected Make my

Organization as the Issuer option on the Document - ol
Security and Privacy Settings, the sender’s email will

be the “Organization name via DOCONCHAIN". =

Subject field. You can customize the email subject St

line of your signature request thus making it easier to
. . L. i Ssgnature Request via DOC Sign | Affidavit of Execution
be recognized by your recipients. This is available
with the for Business and Enterprise Plans as part of

Complete thes document on the DOCONCHAIN piatiorm

our branding feature.

Message. Put any additional messages to your ‘
document. Note: click “save” first before proceeding |
to make sure the message will be saved/updated. -

5.2.7. SENDING A DOCUMENT

DOCONCHAIN allows two options for sending out a document: Send Now or Send Later.

Send Now. Lets you send the document in real time. Once the document is finalized and all marks
(signature boxes for signers) are placed, the send now option will be activated allowing you to send
out the file.

Send Later. Allows you to schedule documents for delivery at a specific time and date. This is ideal

for recipients in different time zones or those who may be unavailable.
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To use Send Later:

2 .
Affidavit of Execution #
2025-11-05 - 15:43:23 AUITC +0&00)
SETTINGS MESSAGH
Select Date and Time *
USERS LiST ) O £ LT
dd/mm/yyyy |
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B Ut pace of
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DATE TEXT ’
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A /
- A 0 @ mu [+]
oo
 GETEED G

1. Click the “Arrow” button next to “Send Now” and click "Send Later".
2. Select the desired delivery date and time.
3. Confirm your selection.

Your documents will then be sent automatically at the scheduled time.

You may also click “Save” to save your progress and continue working or “Save & Exit” after clicking
on the “Arrow” button next to “Save” to save your file as a draft and return to the DOC Sign page.

SAVE & EXIT

“

The last step prior to sending out the document is to confirm the notifications that you want to

receive via email.

Receive an email notification during the document updates. Be notified or not via email when the
document has some updates (when a recipient signs or approves).

Receive an email notification when the document is completed. Be notified or not via email when
the document has been completely signed.

Attach completed document (PDF). Receive the document by email once it is completed.

Attach certificate of completion (PDF). Receive the certificate of completion by email once the
document is completed.

e



SEND CONFIRMATION u

The document will be sent to these recipsents:
Emma Docs, s e g
Chck “YES® to proceed

s Recove an email notification dunng document updates
& Recene an email notification when document compieted
B Attach completed documaent (PDF)

B Attach certificato of complation (PDF)

¥ the POF sttacherert exceeds T0m8 pou will receive an evand ko 1o your

i -

sigred documment

Note: If the PDF attachment exceeds 25 MB, you will receive an email link to your signed document.
All recipients with a DOCOCHAIN account will have the options to enable or disable the notification
options. Users without a DOCONCHAIN account will receive a PDF copy of the document and
certificate automatically after signing as guests. All completed documents are available in the DOC
Vault even if the user creates an account after sign.

Once you have completed these settings, click [YES] to proceed. You will then be redirected to the
DOC Sign page, where the document status will show as "waiting for others."

% pocsign

Sign dacuments with full control over privacy and sacurity, Or go to the DOC Vault to view your completed documents.

Al files O Waiting for me Waiting for athers () Scheduled O Drafts O
Name ~ Creation Date Users Status
\ . :
S 2005-11-05 - 1543 a4 ar—Trm
LY
= Contract 2025.222 2025-11-13 - 40:23 ee =T
\
) NDA Doconchain Blank(3) 2025-05.26 - 0930 ee P

The recipient will then receive an email notification where they could view and sign the document.
Once the document has been completed, it will be saved to your DOC Vault.

9“ ol 8 Rico Flores CREATOR
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Emma Docs
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Clicking on the users in the dashboard will show you the list of recipients that the document has been
sent to. This shows the Name, Email, Role, Signing order, and Status of the recipient. You can also
resend the document by clicking on the plane icon next to the status.

5.3. DOC VERIFY

DOC Verify empowers users to authenticate the integrity of their documents and information (users,
events, timestamps, devices, etc.). When a document is secured on DOCONCHAIN, its data and
metadata are immutably recorded on our blockchain. Verification involves comparing the
document's information against the blockchain records, proving its authenticity, detecting any
alterations outside the platform, and confirming its recognition status.

5.3.1. DOC VERIFY DASHBOARD

DOC Verify Dashboard shows you the list of all documents that you verified through DOCONCHAIN.
You may sort them using the tabs (1) All Files, Verified, Not Verified, Trash and/or rearrange the files
based on the (2) Name, Verification Date, Status or Methods.

You may also search for a specific file using the name at the designated (3) Search tab. (4) Action
buttons on let you view or delete the verification history.
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5.3.2. VERIFICATION STATUS

DOC Verify has 3 types of verification status:

Verified. (Green status) The document is original and is the exact copy that was secured on the
platform, it has not been altered or tampered outside the platform. This can only be verified by
uploading the document to the platform.

e
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Not Verified. (Red status) The document is not recognized by DOCONCHAIN. It has either not been
created on our platform or the file has been tampered or edited. It cannot show however, which part
of the document has been altered. This can only be verified by uploading the document to the
platform. In this event, ask the recipients of the document to send you an original copy or a document
code for manual verification.

Code Verified. (Orange status) The code redirects to an original document created and secured on
the DOCONCHAIN platform. As the platform cannot verify the secured document with any copy on
hand, a visual and manual verification of any discrepancies is necessary to completely authenticate
the user’s copy. This can only be verified by inserting the document code (only accessible in the
document’s passport), by scanning or by clicking on the QR Code from the document or certificate

pages.

5.3.3. VERIFICATION METHODS

DOC Verify has 2 verification methods:
Uploaded. The document verified using the upload button or the drag and drop option.

Code Verified. This method appears either when the QR code on the document or certificate is
clicked or scanned, as well as when the Document Code is used. Code Verified only shows the original
copy of the document that has been created and signed on the DOCONCHAIN platform.

5.3.4. VERIFYING A DOCUMENT
You may start verifying your document using the following methods:
(1) Using the [UPLOAD] button, you may select a document from either your Local Files or your

chosen cloud storage (Google Drive, OneDrive or Dropbox) to verify. Note that the supported file for
this solution is PDF format only and the maximum file size is 25MB.
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(2) You may also use the Drag and Drop method on this modal or on the upper part of the DOC Verify

Dashboard.
2 00c verity D) 00 vesity
Atfidavn of Exscution pdf DOCONCHAIN P INC. - Company Profile (2025.
05) patf
ooy After uploading, the Document will >
display its verification status to let Users List ©
ng—— - you know if your file is Verified or
oD .
R Not Verified.
oCED

You may also see other information
about your document including the
users that signed, viewed, or
approved your file.

& ' pocumnr o vimnio @ °' ) DOCUMENT 15 NOT vERiED @)

(3) You may also use the QR Code embedded on your document to verify your file. Once signed, you
may click/scan the QR Code, and it will be prompted to the original copy of the document. Note that
if the document has not been signed yet, clicking/scanning the QR code will redirect you to
DOCONCHAIN website.

2 00c vity
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(4) Another way to verify your file is to use the Document Code which can be found in the DOC
Passport.

& UPLOAD

\
Q
Q
[x]
-}
o
]

To manually check for potential fraud, you can compare the document with your physical or digital
copy. If you suspect tampering, upload the document, if possible, to DOC Verify for further
verification.

5.4. DOC VAuULT

DOC Vault is a feature offered by DOCONCHAIN, designed for the secure and efficient management
of documents and digital assets on the blockchain. It leverages blockchain technology to provide a
range of functionalities related to document storage, management, and access sharing.

How DOES IT WORK?

Upon completion of the signing and approval process by all recipients, the document will be
automatically transferred to the DOC Vault. To view the document, access the DOC Vault dashboard
through the Side Menu. You can also organize your documents efficiently by creating custom folders.

5.4.1. SORTING OUT DOCUMENTS

You can sort the items using the (1) tabs for Folder and Files, Folders Only, and Files Only; restore or
permanently delete your files in the (2) Trash Folder; or search for your documents using the (3)
Search Tab.

You may also sort the files and folders according to (4) Name, Completion Date or Size. (5) Action
buttons on the dashboard allow you to move the file to a folder, download, print, view or delete a

document/folder or edit a folder name.
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™ poc vault

Organize, syre and thare your documents in our hack-proot storage

Contract K
Y Contract b
" Contract Rl Fhoes
Y DOCONCHAIN PH INC, - Company Profile (2025-0%) Rico Flores
25 S0

BaLoon
masaen

Baien
msiscooen

5.4.2. ADDING FOLDERS

To better organize your files, DOCONCHAIN allows you to create folders in your DOC Vault. There are

two ways to create folders.

First is by clicking the [ADD FOLDER] button on the upper right corner of the DOC Vault Dashboard.

T3 ADD FOLDER

Input the name of your folder and click
[DONE] to save your new folder.

Falder 1|

ADD FOLDER

Add a folder to manage files.

ADD SUBFOLDER

The second method is by simply inputting the name of your folder in the field found below the labels

and clicking the [ADD] button to create it.

Foldes & Fles O Felders Oy O

Fites Oy O
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5.4.3. ADDING SuB FOLDERS

ALO (b S WO

You may also add a Sub Folder inside your folders for
better management of your documents. To add a sub
folder, click the [ADD FOLDER] button and select the add g

sub folder tab. ™ w0a
- s

Choose the folder where you want the sub folder to be
created and add the name in the field below. Click [DONE]
to create the sub folder.

5.4.4. TRANSFERRING DOCUMENTS TO FOLDERS

After creating folders and/or sub folders, you may NOW [ sucer massr roioen n
start moving documents using the transfer icon found in

the Action Buttons column. Select your chosen folder ™ Contacts
and click the [MOVE] button to proceed.




5.4.5. ACCESSING A DOCUMENT

DOC Vault also lets you access your signed documents, review users’ information and the settings set
during the project creation process. To view, simply click on the view icon @ in the Action Buttons
column.
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You may also navigate the document using the following settings:

oo v Page M« [ 1

PMo2 2 M Q @& m

Or search a keyword inside the document, download and print the file:

On the other hand, options for the Completed Document Access can be
modified. This means that you may change both the Viewer Access and
Account Restrictions for those who will be accessing your document.

5.4.6. SHARING DOCUMENT ACCESS
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Cempintad Dacumem Access e A
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Private Aosess

Accoent Restriction

* N azcosm reguied
Acceust creation resuired

Oocumant Description (Optoosl):

DOCONCHAIN allows you to securely share document access
with others within the platform, eliminating the need to
download and send documents externally, which can increase
the risk of fraud and data leaks.

To share an access to your file, open your document on the DOC
Vault and go to Users tab. Under the user’s information, you will
find the option to Share an access link to the document.

Fill out the needed information (first name, last name, email
address) of the person that you want to provide the link to.

To further protect your file, click on the Password protected and
Include access key in email. This will require the recipient to
input the access key given on your email notification prior to
viewing the document.

You may also restrict access to either For read only or For read
and download.

Once done, you may click [SEND] and the access link will be sent to the recipient via email.
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5.5. DOC PASSPORT

DOC Passport is a DOCONCHAIN solution that provides all the document’s important information,
such as: Certificate of completion, comprehensive event history trail timestamps, the event security
keys, and the identities of the recipients of your document. Leveraging blockchain technology, every
action performed on a document signed through DOCONCHAIN is securely encrypted and recorded,
making it easy to track the history of your file.

DOC Passport is now accessible in:

e Active or in-progress document in DOC Sign (document viewing or quick sign)
e Completed document in DOC Vault
e Verified document in DOC Verify (only for with Verified status)

To access the DOC Passport, open a document and go to the Passport Tab.
For the DOC Sign Passport (document viewing and quick sign):

e Shows the ongoing history trail and unique key hash of user, updated in real time.
e Certificate of Completion is not available (only applies to completed documents).
e Sharing the access link is disabled

e The QR will be a temporary and not scannable; the code will show “N/A”

For the DOC Vault Passport

e Shows the history trail, updated in real time whenever the document is accessed.
e Shows all the unique key hash of each user and the completed document

o Certificate of Completion will be available

e Sharing the access link is enabled

e The QR and code will display

For the DOC Verify Passport

e |t will show the history trail, and will be update in real time every time user accessing the
document

e Certificate of Completion will be available

e Sharing of access link will not be available

e QR code will not be available
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5.5.1. HISTORY TAB

DOC Passport offers a comprehensive audit trail for every document uploaded and signed on the
DOCONCHAIN platform. Blockchain technology ensures that all actions performed on a specific file
are securely recorded, providing a transparent and reliable tracking history.

The history records the actions performed, user, user’s role, IP address, location, and timestamp for
each interaction with a specific file. This detailed audit trail provides a complete record of the
document's lifecycle.
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5.5.2. BLOCKCHAIN TAB

The Blockchain tab displays the encrypted hash codes generated during the signing process and
stored on the blockchain after completion. These hash codes serve as unique identifiers for the
document and are essential for verifying its authenticity and integrity.

HISTORY DC A USER DATA CERTIFICATE OF COMPLETION x

Timestamp O Blockehain transaction key (hash) @
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:, Signature Emma Dacs 2028-11-17 - 17:2812 Bad W E704
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5.5.3. USErR DATA TAB

The User Data tab provides detailed information about the parties involved in the signing process,
including their names, signature dates, and email addresses. This comprehensive view helps you track
and manage the document's lifecycle effectively.
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5.5.4. CERTIFICATE OF COMPLETION




DOC Passport allows you to view and access the
Certificate of Completion of your signed document.
This Certificate records all necessary information
about your signing process including the signed
document details, user information, date and time
of signature, user account details, security keys,
device, and type of signatures used.

DOCOHCHAIN CERTIFICATE OF COMPLETION
Cheveatad o B3 ¢) 10 1€ BMES LIIC 0K
Toe e At w0 1 st )yttt
Ot N3 Ncen -
Crearen PS4 W41 FT-R00
e B0 18- AR A
el N —— .
Sgn Onder: Mo Sigrerin) Approveriny Fhewerin) Mriwe

——
Mew Porne
- - L L R L 2 s
L Vamt o parwnrs Sorenes Lipowd -
Compwry NEHLOM SOMPORETON Doewwe Cwmie
Bascamt g i P Addan T TS
Accens Lagges Lacanen  Mama Pagsre
B behen Cymmas Home — — - - 41
i - = " 2
e Dimen Vimas s 172043 WIT 8

- Sgred e ;o2 ANCa
Tew Commrt Arve PR — e |
Cowgerwy Oel) Dewee- leers
hevnnmt Mg W Rdduan T IR
Accoar Looget v Locesem  Memta Mo

Do of Moo Lt

[PRpRS——————— ) [ 5 L
R
s

ey o = et

CERTIFICATE OF COMPLETION

Geonoadod on 23261118 - 63850 UTC.3.00)

This section displays the document details
such as document name, creator name
and email, creation and completion date

Cocummnt: ANicdart of Exscuton (2 sageosdl
Faustae S o M——— and the unique authentication key of the
Craston. 0251108 - 1503 (UTC.A 000
Cangletion: 118 18308 (UTC-200) document itself. It also shows the sign
wu” Gorm s A - - S —— W A .
order settings and the number of users per
Sign Order: No Signer(s): 2 Appe Issuee:
role
This section displays | wen Sent:  2025-11-13- 15:46:11 (UTC+8:00)
. ] Emma Docs Viewed:  2025-11-17 - 17:28:33 (UTC+8:00)
the signer details such | Z° 0 Signed:  2025-11.17 - 17:29:12 (UTC+8:00)
as name, email, title, Titde: Contart Writer Signature: Draw Lj,p‘
company, and account | Company: DeQ Device: ~ Deskiop g
Account: Regstarad IP Address: 136, 158,37 182
status. It also shows the | access: Logged n Location: Mania, Phillppines
document interaction | Bleckehain Signature Hash: 8 PR e o
timeline including

when it was sent, viewed, and signed, along with the signature method and device used.
Additional metadata includes the IP address, location, and the unique blockchain authentication

hash for verification.
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You will also find the QR
Code embedded on your
document and a note for
verification.

To verify the authenticity of this document,
click or scan the QR Code to access the document

v'u s.//app.doconchain.conmy .u-"y

™ poc vault

Affidavit of Execution

USERS SETTINGS

D J

On the left panel, you will also find the same QR code as well as the
Document Code which you may both use to verify your file, or share
with your network. (See here on how to use Document Code for
verification).
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5.5.5. SHARING ACCESS TO LINK

DOCONCHAIN allows you to send an access link of the whole passport or the Certificate of Completion
only. This option can also be found in the DOC Passport tab, below the document code.

Just like the document access link, you need to fill out the | ™ bocvaunr
information (first name, last name, email address) of the person that Affidavit of Execution

194

you want to provide the link to.

USERS SETTINGS

To further protect your file, click on the Password protected and
Include access key in email. This will require the recipient to input
the access key given on your email notification prior to viewing the
document.

You may also restrict access to either For read only or For read and S T
download. 44 drect o

Once done, you may click [SEND] and the access link will be sent to

the recipient via email.

Deda Trux

jusndetacruz Bemail con|

B Passward protected
8 vekide accuns key in email

For read 5 Forread s o
anly downizad

v




S

5.6. TEMPLATES

DOCONCHAIN Templates are reusable document structures that help standardize recurring
documents, accelerate document preparation, and streamline the signature process. By creating
templates with pre-defined fields and workflows, you can ensure consistency and efficiency in your
document management. You may navigate the DOC Templates on the Side Menu.

5.6.1. TEMPLATES DASHBOARD

The DOC Templates Dashboard shows you the (1) Quick Access menu, My Folders and Shared Folders
which contain templates that is shared among and across your organization.

You may as well view all your templates saved on the dashboard and sort them according to (2) File
Name, Last Modified date, File Size or Status.

The (3) Actions buttons, on the other hand, allow you to perform certain actions to your document:

a. Edit — Edit an unpublished template e. Mark as favorite — Mark your

regularly used template for quick

b. Use — Click to use a published
access

template on DOC Sign
f. View - Viewing the template. (for
c. Share — Used for sharing templates oublished and unpublished)
with  other members of your
organization g. Delete — Temporarily delete a
template. Deleted template can be

d. Move - Move your templates to found in the ‘Trash’ tab.

your desired folder.

You may also search for a specific file based on the File name on the (4) Search bar.
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5.6.2. QuUIcK ACCESS

Quick Access lets you navigate and sort templates according to the following categories:

~ Quick Access
E All Templates
,=, My Templates
2% Shared with Me
22, Shared with Others

W Favorites

000000

ﬁ Trash

All templates — This is the overall list of templates that are published, unpublished, or is being
shared with you.

My Templates — These are the templates that are created by you, this includes published and
unpublished ones.

Shared with Me — You can find here the templates that are shared by other members of your
organization to you.

Shared with Others — This list shows the templates that you have shared with others.
Favorites — List of favorited templates.

Trash — Temporarily deleted documents can recovered or deleted permanently in this tab.

e



5.6.3. TEMPLATE FOLDERS

MY FOLDERS

These are the folders that you create in your personal DOC account which cannot be seen and
accessed by the other members of the organization.

~ My Folders +

L 1]

v [ Personal Folder

(11

[ sales Team

SHARED FOLDERS

These are the folders that are created and shared within and across the organization and sub-
organizations that you belong to.

~ Shared Folders +
(] Product Team

v [ZHR

L1 1) Ll

L1 2]

(] Recruitment

ADDING FOLDER/SUBFOLDER

You may also add a folder or a subfolder under your personal or shared folders using the [+] button.

Add Foider Add Subfolder

Add Folder Add Subfolder

Add 3 subfoider to existing folder

Add folder to organize completed files =
{#] Product Team

v [@HR

(@ Recrutment

v [2 Personal Foider
Cancel
2 Sales Taam

Once clicked, a modal will pop up where you can input the
name of your folder. For Subfolders, you will need to select a
main folder first and then input the name of your folder to

save it. — a

e
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5.6.4. CREATING TEMPLATES

There are various ways to create or upload a template on your DOC account.

First is by clicking the Create template or by using the drag-and-drop option on the upper right corner of your
DOC Template Dashboard.

& CREATE TEMPLATE

e g FOF

[ Templute «@«=I=»

Or you may also click the [+ Create template] option on top of the file name label on your DOC
Template dashboard.

-1+ Create template

Once clicked, a modal window will appear where you can choose where to upload your file from.

[" Templates n‘

Upload a document from:

3 Local Files
&S Cloud Storage

& Google Dilve

& Onelrive a

2 Dropbox o i &
=
52 Tompites

Click to Lpload from files
Suppasted fex:
RS cance
Supported files: PDFs and Office files (DOCX, DOC, DOTX, DOCM, PPTX, PPT, PPTM, XLS, XLSX,

XLSM, PDF, PDF/A)
Maximum file size: 25MB.

e



S

5.6.5. ADDING TEMPLATE ROLES

Once you have uploaded a document, you can start working on it just like any regular document. The
settings are the same with the DOC Sign Project Creation process, with the addition of Template

Roles. This allows you to assign specific roles to recipients based on their responsibilities within the
workflow.

To add a template role, you may click on the Edit List option under the Users Tab.

§ EDIT LIST

USERS LIST ©

S —— «a=» 00
| @ rwomenrcon  nn - N - ¥
- @ e «=» - /e
[ Y e o aEE» swu

B Add myeslt 2 & reciphet CANCEL m

There are two kinds of Template roles:

Permanent Recipient: This is someone who can be identified from the creation process and will be a
permanent or regular person to sign your file

Template Roles: These are placeholder roles for undefined recipients that can be modified during
the project creation process. Assigning a role or temporary label to these recipients can provide your
team with valuable context and information.

Once done, you may start adding marks and working on your template.
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5.6.6. PUBLISHING A TEMPLATE

Upon finalization of your template, you may either Save as Draft or Publish it. Drafts will have an
unpublished status which can be found at the top of your template window. This means that the
document is not yet ready to be used in the project creation process and cannot be shared yet.

On the other hand, once you clicked on the [PUBLISH] button, your document will have a Published
status which indicates it is ready for reuse and can be shared.
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5.6.7. USE A TEMPLATE

Published templates can be used as a project through the Action buttons found at the DOC Template
Dashboard or at the bottom of the document window.

Status v Actions

=]

If the document has a template role, on DOC Sign, you can fill in the details of the signer in one of the
template roles fields. These fields will be highlighted to make sure that there is a recipient assigned
in this role. Once filled in, you can do the following actions;

Clear (%] ) — to clear all details in fields.
Save (@) — to save the current recipient to the role.
Add Me (8) — you can add yourself in the template role.

Delete (M) — to remove the recipient.

USERS LIST ¢

Ouder @) Vowmplate Kot *

[ - @ e D oz F—— D <cou |

[ @ s Dea Cae TS «=»- /+0n |

After saving, you still have the option to edit the user by clicking on the pen icon (#'), or if they are

still not in your contacts, click on the ‘Add to contacts’ icon (iske) found under the Actions column.

e
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FREQUENTLY ASKED QUESTIONS

What is a Digital Signature?

A Digital Signature is a type of electronic signature that encrypts documents, meta date, events, and
timestamps with digital codes that are particularly difficult to tamper. It is the digital equivalent of a
signature or stamp that offers more authenticity and security.

Is there a difference between an electronic signature and a digital signature?

Both types are electronic signatures, but a digital signature is more complex and advanced, which
includes the identification of the signers, tracking, authentication elements, or audit trail that allows
them to be authenticated and associated with the person who executed the signature.

Are digital signatures legal?

Yes, digital signatures are legal and were officially recognized in 1996 when the United Nations Model
Law on Electronic Commerce (‘"MLEC') allowed the use of electronic signatures and declared that they
have the same legal impact as Ink Signatures. Many countries like the United States, European Union,
and others have passed laws and regulations. Electronic signatures are legally recognized in the
Philippines and are provided for in Republic Act No. 8792 and the Electronic Commerce Act of 2000
(the “E-Commerce Act”) and its implementing rules and regulations.

Is digital signing in DOCONCHAIN secure?

Yes, because DOCONCHAIN utilizes the hack-proof advantages of blockchain technology with the IBM
Hyperledger Fabric and leverage the features included in the Fabric network. It means that
Hyperledger Fabric utilizes Crash Fault Tolerance consensus algorithms, meaning it cannot tolerate
malicious actors or unauthorized transactions.

Also, DOCONCHAIN’s digital signature has unique digital identifiers, access controls, encryption, and
other systems to protect the document signing from unauthorized access. Also, DOCONCHAIN’s DOC
Sign makes sure that the document is locked to ensure that no one can change its content.

Does everyone who signs the document needs to register an account?

No, signatories don’t need to register for an account and can be Guest users to sign documents sent
to them through DOCONCHAIN. By enabling the quick sign feature, the signing process is handled in
the platform environment and the guest users are able to sign in without an account. The signature
workflow process highlights each field that the recipient needs to sign. This signing workflow process
ensures a complete document with no missing or omitted authorizations or acknowledgments.

What type of device do users can use to sign a document?

DOC Sign solution is device agnostic. This means that when a document is uploaded and ready for
signing or distribution, signers can use or sign it from any modern and updated device of their choice:
a laptop, desktop, mobile phone, or tablet device.

Is there any cost incurred when signing a document or downloading a completed document copy?

e
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None. Depending on the user plan subscription, the users who create a document for electronic
signature may have to pay a fee. But recipients don’t have to pay to sign, approve, view, receive,

download or print a copy of the completed document.
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TROUBLESHOOTING

This section provides solutions to common issues you may encounter while using the platform. Follow
the steps outlined for each issue to resolve the problem. If the issue persists, please contact our
support team for further assistance.

1. Login Issues

1) What's happening: | can't login to my DOCONCHAIN account.

2) How to fixit:
e Verify that your email and password are correct.
e Try resetting your password using the "Forgot Password" option.
e Clear your browser's cache (see detailed steps below).
e Try using a different browser.
e Contact our support if the issue persists.

2. Forgot Password
1) What's happening: | forgot my password.
2) How to fix it:

e Go to our login modal.

e C(lick on 'Forgot Password'.

e Enter the email of your account and click “Recover”. You will then receive an
email link for resetting your password.

e Check your email. If it is not in your primary inbox, also check your spam or
junk folder in case it ended up there.

e C(lick on 'Reset Password’, you will be redirected to the platform with a
password reset modal. Enter and confirm your new password. Make sure to
enter a new password that meets the conditions.

i. 8 characters, Uppercase, Lowercase, Special Character, Number.

e Click on 'Save' and you're done.

3. Document Upload Issues
1) What's happening: My document won't upload to the platform.
2) How to fix it:
e Ensure your document format is supported
i. Supported files: PDFs and Office files (DOCX, DOC, DOTX, DOCM, PPTX,
PPT, PPTM, XLS, XLSX, XLSM, PDF, PDF/A)
e Check the file size if it exceeds the upload limit.
i. Maximum file upload size: 25 mb
e Check your internet connectivity, a poor unstable network may prevent your
document from uploading successfully.
e Clear your browser's cache (see detailed steps below).
e Try uploading from a different browser.
e Contact our support with details if the issue persists.

e
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4. In a project creation, | can't click on “Send Now”
1) What’s happening: The "Send Now" button is not clickable or appears inactive when
trying to send a document for signing.
2) How to fix it:

Check all signers if they have assigned signature fields

Try to refresh the page

Check your internet connectivity, a poor unstable network may prevent your
document to load properly

Clear your browser's cache (see detailed steps below).

5. Signature or Initials is Not Saving

1) What's happening: My digital signature and/or initials won't save.
2) How to fix it:

Try to refresh the page.
Check your internet connectivity, a poor unstable network may cause your
signature to not be saved.
Try to change your signature type.
i. Draw
ii. Type
iii. Upload
Must be in black text with white background
» Max size: 2 mb
» Supported formats: .png, .jpeg, or .jpg
Clear your browser cache (see detailed steps below).
Try a different browser.
Contact support with a description of the issue if it continues.

6. My Signature does not appear

1) What’s happening: | signed a document but | don't see my signature
2) How to fix it:

You may have incorrectly configured your signature (saved a blank, uploaded
a low-quality picture, etc.)

Try to refresh your page

Check your internet connectivity, a poor unstable network may prevent your
document to load properly

Clear your browser's cache (see detailed steps below).

7. My Signature doesn’t show for Other Recipients

1) What’s happening: One or more participants can’t see my signature.
2) How to fixit:

Try to check the role of the recipient, they are not required to sign unless their
role is 'Signer'.

Try to check the user order, the recipient may be required to signed in a later
order.

e
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e Remind to refresh the page.

e Ask to try clearing their browser’s cache (see detailed steps below) or open in
‘Incognito’ mode.

e Remind everyone to have a stable internet connection, as connectivity issues
can prevent proper syncing.

8. Payment Problems
1) What's happening: My subscription payment failed.
2) How to fix it:
e Double-check your payment method (e.g., card expiration date, CVV).
e Ensure there are no online payment restrictions from your bank or app.
e Tryclearing your browser’s cache (see detailed steps below).
e If the issue persists, contact our support or your bank.

9. Recipient has not received an email for Signature or Approval
1) What’s happening: | sent a document to a recipient (either for signing or approval)
but they didn't receive the email.
2) How to fix it:
e Double-check the email address for typos or unnecessary spaces.
e Ask them to check their spam or junk folder in case the email ended up there.
e Ask if their inbox is full, new emails might be bounced back or be undelivered.
e Ask the recipient if they have a strict privacy setting that block emails from
unknown senders or having attachments of certain formats.
e |f the above solutions don’t work, try resending a reminder:
i. Gotoyourdocumentin DOC Sign.
ii. Select the Resend Reminder under the action’s column. This will send
a new email prompting the recipient to complete the signature or
approval.

10. Invitee has not received an Organization Invitation
1) What’s happening: | invited someone to join my organization, but they did not receive
the invite email.
2) How to fix it:
e Double-check the email address for typos or unnecessary spaces.
e Ask them to check their spam or junk folder in case the email ended up there.
e Ask if their inbox is full, new emails might be bounced back or be undelivered.
e Ask the recipient if they have a strict privacy setting that block emails from
unknown senders.
e [f the above solutions don’t work, try resending the invitation:
- Go to the Organization section of your DOCONCHAIN account.
- Navigate to the 'Pending' column, where you’ll find a list of invitees
who haven’t accepted the invite.
- Select the invitee and choose Resend Invitation.

e
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11. Logged out of your Account unexpectedly
1) What’s happening: You’ve been logged out of your DOCONCHAIN account without
taking any action.
2) How to fix it:
e Login again
e Session time out: During log in, you selected to be kept logged in, your session
automatically logs out after 7 days for security purposes.
e Single Browser Limitation: DOCONCHAIN allows only one active session at a
time per account for security reasons. If you log in on another browser or
device, it will automatically log you out of the previous session.

Clearing your Browser Cache

If you experience persistent issues, clearing your browser cache may resolve the problem as your
browser automatically saves platform data (to provide faster browsing) which may conflict with a
newer version release. Follow the steps below for common browsers:

Web Browsers

Google Chrome
1. Open Chrome and click the icon beside the url in the top-left.

2. Click Cookies and Site Data.

3. Click Manage on-device site data.

4. Navigate and look for all the URL of DOCONCHAIN and click the delete icon beside of the url.

5. Once done, you need to click Reload to refresh your page.
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Mozilla Firefox
1. Open Firefox and click the hamburger menu (three lines) in the upper-right corner.
2. Go to Settings > Privacy & Security > Cookies and Site Data.
3. Click Clear Data and ensure Cached Web Content is selected, then click Clear.
4. For more details, visit this link for Mozilla Firefox.

Safari (Mac)
1. Open Safari, click Safari in the top menu, then choose Preferences
2. Go to the Advanced tab and check Show Develop menu in menu bar.
3. Now, in the menu bar, click Develop > Empty Caches.
4. For more details, visit this link for Safari.

Microsoft Edge

Open Edge, click the three dots in the upper-right corner, and select Settings.
Go to Privacy, search, and services, then under Clear browsing data, click Choose what to
clear.

3. Select Cached images and files, and click Clear now.

4. For more details, visit this link for Microsoft Edge.

Mobile
i0S

Clear Safari Cache
1. Open the Settings app.
2. Scroll down and tap Safari.
3. Scroll to the bottom and tap Clear History and Website Data.
4. Confirm by tapping Clear.

Android

Clear Browser Cache (Chrome)

1. Open Chrome.

2. Tap the three dots in the top-right corner and select Settings.
3. Go to Privacy and then Clear browsing data.
4

Select Cached images and files, and tap Clear data.



https://support.mozilla.org/en-US/kb/clear-cookies-and-site-data-firefox
https://support.apple.com/en-ph/guide/safari/sfri11471/mac
https://support.microsoft.com/en-us/microsoft-edge/view-and-delete-browser-history-in-microsoft-edge-00cf7943-a9e1-975a-a33d-ac10ce454ca4

CONTACT

SuPPORT OFFICE (PHILIPPINES)

Address: Ascott Ayala Center, 7/F, Glorietta 4, Ayala Center, Makati City, 1223, Philippines (by appointment only)
Support email : support@doconchain.com for technical assistance or questions
Sales email : solutions@doconchain.com for commercial questions

Sales phone : +63 917 155 6806 (also on Viber and Whatsapp) for commercial questions

Online meeting : https://doconchain.com/customer-success for commercial questions, demos, and trainings

Contact form:  www.doconchain.com/contact-us for any other requests
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