DocuSend’

Cloud-Based Mailroom

Mail and Email from a Single Cloud-Based Platform

S&ndl

Cloud-Based Mailroom

Eliminates trips to the Post Office

Cuts intemal mailing costs in half

No minimums, contracts or setup fees

Works with any accounting system or software

Eliminates paper, envelope, and stamp inventory.
it

g history
R jth internal

IS
Secure Email Solution

‘Customize your recipient message and from' email address
il n

Send alarge volume of email without fear of blackli
Eliminates internet security issues related to emal atta .
One-click option to mail documents by USPS when links are unopened
Real-tine i no

quessing .

or paper to their
preferences .




Using our DocuSend Certified mail feature
makes it much easier to send sensitive

documents and mandated mailings throughout
the USA.

With Certified mail, the USPS assigns a tracking
number that allows you to verify that the
Certified mail delivered
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Cloud-Based Mailroom

Before you get started, would you like to include a remittance envelope with your
document(s)?

1
‘ Remittance Envelope — Choose an Option *

@ta Upload PDF File(s)

A Be sure to upload PDF documents that have a valid mailing address.
To upload multiple files, press and hold CTRL to select.

Show Helpful Hints & Samples

Uploading tax forms? Simple tip @

Let's Chat? +
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Before you get started, would you like to include a remittance envelope with your Before you get started, would you like to include a remittance envelope with your
document(s)? © document(s)?

Remittance Envelope — Choose an Option * v I ‘ Remittance Envelope — Choose an Option * v

Remittance Envelope — Choose an Option * ]
Do not include Remittance Envelope .
: P &2 Upload PDF File(s)
Include Remittance Envelope |
A Be sure to upload PDF documents that have a valid mailing address. A Be sure to upload PDF documents that have a valid mailing address.
To upload multiple files, press and hold CTRL to select. To upload multiple files, press and hold CTRL to select.

Show Helpful Hints & Samples Show Helpful Hints & Samples

Uploading tax forms? Simple tip @ Uploading tax forms? Simple tip @

Let'sChatz T+ Let's Chat? +
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velope with your velope with your

address. address.

Cancel

Let'sChatz T+ Let's Chat? F+
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[ Docusend Home B JRREIENS M h sll : IH ll Ilo column’
DocusSy select individual envelopes to be mailed

Cloud-Based Mailroom C f. I
U Start Over Wi t Savi [ Ctick "save Changes* when done and your corrected information will be stored and printed on your documens. |

@ The "Options" column allows you to change how you mail your document (USPS vs email), verify multiple page documents,
and reject/remove a document from your upload. Remember to click "Save Changes” before exiting this page.

D Cancel Changes -- Clear Certified

Address Line  AddressLine AddressLine Addressline City State Zip

After uploading your file, go to
Docu

ocuSend Review Individual Documents

U Start Over Without Saving
Review Individual Documents

| &/ Placement looks great!

Invoice Paper type Plain

Invoice #
Date [pick the date] Print: Black Only or Color Color

Special

Handling Reyiew [ stribution Options

Company Address
Company Address
Company Address d Print: One o Two Sided © One Side

Remittance Envelope © ’ Street NY NY 12345 Certified v send via US Mail

Addaninsert @ Upload insert
 name 5

Street Address.

Ciy, State Zip Code
> Job Information Summary  Quantity S/Piece Cost

Document pages received 2

Street NY NY 12345 o Send via US Mail

Envelopefs) Mailed

Upload Batch Fee ©

Total Price - including postage




Docuszsy all envelopes in your files will be

" _flagged for certified mailing

@ The "Options" column allows you to change how you mail your document (USPS vs email), verify multiple page documents,
and reject/remove a document from your upload. Remember to click "Save Changes” before exiting this page.

Address Line  Address Line = AddressLine Address Line ate Zip

Click "Save Changes” when done and your corrected information will be stored and printed on your documents. |

Certified

Special

Handling Review Distribution Options

Street NY N1 12345 Certified v Send via US Mail

Street NY NY 12345 Certified v | se. Send via US Mail

o LT Or click the Apply Certified button and

4 Poral Home FAQs

Docuséndi Be Sure to "Save Changes" when done

Cloud-Based Mailroom

© use thisyage to edit your mailing information in any of the fields below.
U Start Over Wi it Savil Click "Save! anges" when done and your corrected information will be stored and printed on your documents.
® The "Options" column allows you to change how r document (USPS vs email), verify multiple page documents,
and reject/remove a document from your upload. R¢ o click "Save Changes" before exiting this page.

D Cancel Changes -— Clear Certified

Address Line  AddressLine AddressLine Addressline City State Zip

Special

Handling Review Distribution Options

Street NY NY 12345 Certified v P Send via US Mail

Street NY NY 12345 Certified v | se. Send via US Mail
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U Start Over Without Saving
Review Individual Documents

Then "Add to Cart"

FAQs

‘eded below then click Add to

ments that meet DocuSend
ss day. Contact
or scheduling of larger

Company Address
Company Address
Company Address

Street Address.
City, State Zip Code

Invoice e
Invoice # per P

Plain

Date [pick the date] Print: Black Oniy or Color

Color

Print: One or Two Sided ©

One Side

Remittance Envelope ©

Addaninsert @

o I8

Document pages received

Job Information Summary ~ Quantity S/Piece Cost

| envetopas) Matea

Certified ©

Upload Batch Fee ©

A Portal Home
=)
DocuSend’

Cloud-Based Mailroom

T— : Once submitted, your o
reviewing, select your payment
Review PDF Date FileName Paper/ink Remit Env Addl Emails Inserts Total Amount Action
Mailed Pages Pages.
[IReview#ih | ### Imvoicopdt Plan/Coor No 2 0 3
Sub-Total
Upload Batch Fee @

Total Due

I annff

Review your order summary

=2 VISA @0 viscevir 'Paypa,
A\ Fields vith * are required
Credit Card Information

Credit Card Number* Expiration
i w1t

Business Name

Billing Address
Address 1+

|

Address 2

{

ay*

Country "

Email” Phone *
| |

8 | 2ccept the Terms, Conditions & Privacy Notice.




.M Enter payment info, "check the box ..Ml Enter payment info, "check the box

= . = .
Decuond to accept terms" and click "Pay Now" Decudend to accept terms" and click "Pay Now"

@ oiscevin @ oscovir
ed, modified or deleted After|

: Once submitted, your ord
SyE=— ubmitted, your
reviewing, select your payment

A Fields with * are required

: Once submitted, your order can not be retrieved, modified or deleted Afte
SyE=— ubmitted, your d, modifie eted After
reviewing, select your payment

AL Fields with * are required.

Credit Card Information
Review PDF Date FileName Paper/lnk Remit Env Addl Emails Inserts Total Amount Action|
Mailed Pages Pages g
Busiess Name

Credit Card Information
Review PDF Date FileName Paper/lnk Remit Env Addl Emails Inserts Total Amount .ilon
Mailed Pages Pages g
Busiess Name

[JReview ### | ### invoicepdi  Plain/ Color  No 2 o o [IReview ### | ###  Invoicepdi  Plain/ Color  No 2 o o
Card Holdes Name: *Enter name exactly as It appears on your Card ‘Card Holder Name: *Enter name exactly as It appears on your Card
Sub-Total Sub-Total
Billing Address
Address 1+

|

Total Due Address 2

[

city

Billing Address

Address 1+
Upload Batch Fee @

Upload Batch Fee @

Total Due

Email’ Phone

Phane *

N

B 1 sccept the Tems, Conditions & Privacy Notice

@ 1 ccoept the Temms, Conditions & Privacy Notice:



..M Enter payment info, "check the box

DocuS&nd’

ocusend to accept terms" and click "Pay Now" Docu Send °

i Cloud-Based Mailroom

submitted, your order can not be retrieved, modified or deleted After
lect your payment o

A Fields with * are required

Credit Card Information
Review PDF Date FileName Paper/lnk Remit Env Addl Emails Inserts Total Amount Action|
Mailed Pages Pages g
Busiess Name

[JReview### = ### Invoicepdt Plain/Color  No 2 0 o
Card Holdes Name: *Enter name exactly as It appears on your Card

DOCUMENTS ARE MAILED WITHIN A TIME
PERIOD OF NO MORE THAN TWO BUSINESS

Sub-Total
Billing Address.
Address 1

Total Due ?ddm- 2

city

Upload Batch Fee @

Email’ Phone

B ~coept the Tarms, Condiions & Privacy Notice
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A
y

A Home Page

Welcome

Login

Upload PDF File Upload CSV File Search Image Bank Transactions Summary

Email: | Enter your E-mail

Your Activity Reports

& Download Report

2 2 0 0 0 [

XXXX

Password: Enter your Password

Forgot your Password?

XXXX | XXXX Invoice.pdf XXXX

Login to access the DocuSend® Report Portal for activity updates, the Image Bank for document viewing or the
Administration tool to update user access.

2 Not aDocuSend® user yet? Your account will be

Select the number under
The certified tracking number

' the Mailed column to
is posted to your portal the check your tracking
V2 4 4 4 55 o1t day the item is mailed Pt i e e e e e e e numbers

- https://portal.docusend.biz/main.php -



Client Line 1 | Alt Addr Client Line 2 City, State, Zip Special Handling M

XXXXXKXX XXX XXXXXXXX XXXXXXXX 1 XXXX 00000000000 XXXX XXXX

Click on the tracking
number and see where
your document is in the
USPS delivery process.

DocuSéaﬁél ’

Cloud-Based Mailroom

SUPER QUICK AND EASY AND CERTAINLY

FASTER THAN BUYING STAMPS.



