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1. Onthe left-hand side of the Transaction Summary tab, select Seller.
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2. Make sure that your seller’s First and Last Name are filled in, as well as their Email Address.
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3. Start the signature process by clicking on the E-Sign button
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4. Click New to start a new signature packet
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5. Select the TDS and/or SPQ, as well as any other documents needing to be signed, then click Close
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Select the forms or documents to sign or use Upload to add from an external source
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6. Add a Packet Name and click Next
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7. Select Seller One as a signing party, as well as any other parties that need to sign this packet. Click Close.

Note: Only Seller One will be able to check boxes and type in text boxes.
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8. Click Next, and you will see that all the Check Boxes and Explanation Text Fields are ready for your

clients to complete. Review the tags and click Send.
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