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Microsoft 365 add-in: Seamless workflow creation
SigniFlow’s add-ins were designed to improve the workflow creation experience for our users by making it seamless,
faster, and more practical.

SigniFlow for Microsoft 365 is a free add-in that enables users to directly send documents for signing in SigniFlow from
Outlook, Word, Excel or PowerPoint.

How SigniFlow for MS365 works

The methods described below will be the same for each of the following Microsoft applications:

Desktop Applications:

e Microsoft Word 2019 and later (including Office 365)
e Microsoft Excel 2019 and later (including Office 365)
e PowerPoint 2019 and later (including Office 365)

e Outlook 2019 and later (including Office 365)

NOTE: If you have the previous
version of SigniFlow’s MS365
add-in, you will need to
uninstall this before installing
the current version, as outlined

Office 365 for Web: below.* If you do not have this,
e Word 365 you can skip ‘How to uninstall
e Excel 365 the old add-in’ below and jump
e PowerPoint 365 straight to the ‘How to install’
e Outlook 365 section.**

User requirements

To be able to make use of the SigniFlow for Microsoft 365 add-in, you need to:
1. Have a SigniFlow account on at least one SigniFlow server; and

2. Have a subscription to MS365; or

3. Have purchased MS Office’




How to uninstall the old add-in

To uninstall the former Microsoft add-in, you first need to uninstall the entire Visual Studio

Tools for Office (VSTO) base toolset.

*You can do this by following the steps below:

1. On your computer, navigate to Settings -> Apps -> Apps & Features

2. Locate the SigniFlow Toolset

3. Double click on ‘SigniFlow Toolset’ app (Windows 10) or on the three dots in the right-
hand corner (Windows 11) and follow on-screen prompts to uninstall the package.
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How to remove the old add-in if required

If you need to remove the SigniFlow add-In from the Office add-Ins page in each respective
Microsoft Office application, you can do so by following the steps in Microsoft's Support
page on how to View, manage, and install add-ins in Office programs:

https:/support.microsoft.com/en-us/office/view-manage-and-install-add-ins-in-office-
programs-16278816-1948-4028-91e5-76dca5380f8d

View installed add-ins B Microsoft 365 x

1. Click File > Options > Add-Ins. Accelerate your

learning journey with
2. Highlight each add-in to see the add-in name, its publisher, compatibility, it's location on your Viva Learning

computer, and a description of its functions.
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How to install SigniFlow for MS365 for your business

1. The business’s IT Administrator for SigniFlow will be responsible for enabling and
applying the add-in for all employees in the organisation.

2. For employees to do this, they first need to download the manifest file from the
Software Download page, under the Software tab in SigniFlow.

3. The manifest XML file required to enable the add-ins can also be requested via
support@signiflow.com or downloaded from the software page in the user Profile tab in
SigniFlow.
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4. Once the manifest file has been obtained, your organisation’s IT Administrator can
upload it as a Microsoft Add-in and apply it as an organisation-wide add-in for all users
in the company.

5. For users who want to side load the add-in more information can be found via Microsoft
Learn: Sideload Office Add-ins to Office on the web
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How to install SigniFlow for MS365 for individuals under a business

1. Open the application you want to activate the SigniFlow Add-in on. For the sake of this guide, we have used
Microsoft Word, but all Office applications work on the same premise.

2. Click on ‘My Add-ins’ under the ‘Insert’ tab in your Microsoft Word toolbar.
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3. The Microsoft Office Add-ins Store will open.
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4. Your company’s admin user will be responsible for adding the Add-in to your Microsoft Office organisation tab, or

the ‘ADMIN MANAGED’ tab under Office Add-

Office Add-ins

MY ADD-INS | ADMIN MANAGED: | STORE

SigniFlow for Office
> SigniFlow

5. Select the SigniFlow for Office add-in.
6. Click ‘Add’.
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How to use the SigniFlow for MS365 add-in

1. Once the add-in has been installed, it will appear in your toolbar.
2. Click on ‘SigniFlow".
3. You will now see a ‘Send to SigniFlow’ option in the top-left corner of your toolbar:
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4. You are now ready to use the SigniFlow for MS365 add-in to send documents for signing directly from the relevant
MS application, to SigniFlow.
5. After clicking on the ‘Send to SigniFlow’ tab, the SigniFlow for Office panel will open:
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Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore
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ut placerat orci nulla. Quis viverra nibh cras pulvinar mattis nunc sed blandit libero. Feugiat in ante
metus dictum at tempor commodo ullamcorper a. Nec feugiat in fermentum posuere urna. Sagittis
purus sit amet volutpat consequat mauris nunc congue. Laoreet id donec ultrices tincidunt arcu non ;

sodales. Mauris rhoncus aenean vel elit scelerisque mauris. Aliquet enim tortor at auctor urna nunc E Email |

id. In egestas erat imperdiet sed euismod. Fames ac turpis egestas sed tempus urna et pharetra
pharetra. Eu augue ut lectus arcu. Amet massa vitae tortor condimentum lacinia quis. Sed risus
pretium quam vulputate. Ipsum dolor sit amet consectetur adipiscing. Montes nascetur ridiculus
mus mauris vitae ultricies leo integer malesuada.

Don't have an account? Sign Up

Donec pretium vulputate sapien nec sagittis aliquam. Proin sagittis nisl rhoncus mattis rhoncus urna
neque viverra justo. Consectetur purus ut faucibus pulvinar elementum integer enim. Quisque non
tellus orci ac auctor. Turpis egestas pretium aenean pharetra magna. Ornare aenean euismod
elementum nisi quis eleifend quam adipiscing vitae. Massa id neque aliquam vestibulum morbi
blandit cursus risus at. Laoreet id donec ultrices tincidunt. Purus in mollis nunc sed id semper. Amet
dictum sit amet justo donec enim diam vulputate ut. Et netus et malesuada fames ac turpis egestas
sed. Pharetra diam sit amet nisl suscipit. Aliquet risus feugiat in ante metus. Egestas integer eget
aliquet nibh. Sed viverra ipsum nunc aliquet bibendum.

C dipiscing elit pell habitant morbi tristique senectus et netus. Egestas congue

quisque egestas diam. Lectus proin nibh nisl condimentum id venenatis a condimentum. Quam id leo [——
in vitae turpis massa. Platea dictumst quisque sagittis purus sit amet. Pharetra sit amet aliquam id. Et
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6. Enter your email address and click on ‘Continue’.

7. If you have account on multiple SigniFlow servers, a drop-down list of these will be displayed to allow you to select
which server you would like to use to workflow your document.

8. Click on your server of choice and then click on ‘Continue’.

9. Enter your login credentials, i.e., your email address (Username) and your SigniFlow account password.

10. Click ‘Login’.

11. Once you are logged in, you can open your document in SigniFlow by clicking on ‘Open Document in SigniFlow".
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Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore
et dolore magna aliqua. Euismod elementum nisi quis eleifend quam. Ultrices gravida dictum fusce
ut placerat orci nulla. Quis viverra nibh cras pulvinar mattis nunc sed blandit libero. Feugiat in ante
metus dictum at tempor commodo ullamcorper a. Nec feugiat in fermentum posuere urna. Sagittis
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id. In egestas erat imperdiet sed euismod. Fames ac turpis egestas sed tempus urna et pharetra
pharetra. Eu augue ut lectus arcu. Amet massa vitae tortor condimentum lacinia quis. Sed risus
pretium quam vulputate. Ipsum dolor sit amet consectetur adipiscing. Montes nascetur ridiculus Upload Document to
mus mauris vitae ultricies leo integer malesuada. SigniFlow

Uploading this document to SigniFlow will

Donec pretium vulputate sapien nec sagittis aliquam. Proin sagittis nisl rhoncus mattis rhoncus urna open up our preparation interface and allow

neque viverra justo. Consectetur purus ut faucibus pulvinar elementum integer enim. Quisque non you to sign the document or send it out for
tellus orci ac auctor. Turpis egestas pretium aenean pharetra magna. Ornare aenean euismod signing.
elementum nisi quis eleifend quam adipiscing vitae. Massa id neque aliquam vestibulum morbi
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blandit cursus risus at. Laoreet id donec ultrices tincidunt. Purus in mollis nunc sed id semper. Amet
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12. This will send your document to SigniFlow and start the workflow process.
13. You will immediately be taken to the following page:
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14. You can then add participants to your workflow and send the document for signing.

NOTE: If, for any reason, you were not able to log into SigniFlow after opening the document, you will be able to find

the document in your Drafts basket, which you can access via your SigniFlow Dashboard.
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