Track Documents
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e Click on the “Manage” tab
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Track Documents

3
e To filter, click on “Filters” in the upper-right-hand

corner
e Click “Search Sent and Folders”

e Click “Apply”

( | Q Search Sent and Folders *< FILTERS

[ ] include envelope custom fields

Status

|AII "

Date

| Last 6 Months v ‘

APPLY RESET

*From here you can search for any name/number
included in the subject line, filter by the status of the
envelope, and/or filter by date
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Track Documents
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e Hover over the “Waiting for Others” status on an
envelope to see whom the envelope is currently
waiting for a signature from

Status

Waiting_for Others

Waiting for

Looking for more? | |

= Cathy Pasquantonio
Sent on 11/16/2023 | 11:11:36 am
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Track Documents
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e Click anywhere on the envelope listing. This will
open a new screen with just that envelope.
Information includes:

o Who has already signed the envelope and
what date/time they did

o Who the envelope is with currently, if they
viewed it, and what time/date they did

o Who is waiting to receive the envelope

Sent
Filtered by: Date (Last 6 Months) | Edit

Subject

|— @ This is a test to be used for training purposes
' To; Cathy Pasquantonio, Jill Booras
+3 more

® Private Message
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