
GATEWAY TO CONTACT-LESS SIGNING



to automate work flow using Lex-Sign.

How to create template 



Select “TEMPLATES” tab from the top navigation of the dashboard



Click on “CREATE NEW TEMPLATE” button to draft a new template



Enter Template Name 

Enter Name for the
template that will be
relatable to respective 
teams. For e.g.: 
1. HR - Employment 

Agreement
2. NDA – Technology 

Integration



Select Document Type 
to tag the document 
for future reference. 

Select Document Type from the dropdown



Copy data from word & 
paste the draft of the final 
document with variable 
fields marked as blanks. 

Copy & Paste final draft in the editor panel

Drag this icon to extend editor 
panel to be able to read more 
content as per your screen 
resolution.



Editor panel offers various
editing tools similar to word 
document to enhance look 
and feel of the draft.

Second, Click on TEXT FIELD
icon to create forms based 
input options for variable 
input fields in the document. 

Double click on variable field in the draft to create a form input option

First, double click on the 
variable input field to create 
form based layout.



Enter above required information to create input forms for this template

Enter ”Name” for the
respective variable field that
user needs to input. 

”Character Width” defines 
the length of the box of the 
form so as to justify the 
length of the data input in 
“Value” field.

Incase the data input is 
mandatory, tick check mark 
to enable “Required” option.

“Maximum Characters” 
defines the max limit of data 
that a user can enter in this 
field while filling the form to 
draft document.

Enter “Value” to explain the 
input requirement in detail if 
required, else can be same as 
Name.

You can limit data input type 
between Text or Numbers as 
per requirement.



Variable field is now converted into a form

Once the field is created, the 
variable field will be replaced 
with input box. To re-edit this 
field, double click on this box.



Enter above required information to create input forms for this template



Variable fields will be replaced with input field text box in the document

NOTE: Ensure the values 
entered are unique for various 
parties and not repeated. For 
e.g: If there are 2 parties in 
the agreement and you need 
to capture name of the 
parties, do enter PARTY ”1” 
NAME for the first and PARTY 
“2” NAME for the second as 
shown in the image.



Enter above required information to create input forms for this template



Enter above required information to create input forms for this template



Enter above required information to create input forms for this template



Enter above required information to create input forms for this template



Review final template draft and click “SAVE” to complete template creation



Awesome! You have successfully created template to automate workflow 



Click on CREATE DRAFT to use this template & draft document for execution



Enter document name and type and click NEXT to draft document



The template input fields are shown on the right side panel for team to enter data
** Input all values of the form, add signee details, preview and execute to send invitation to signees.



- reduce errors in your legal documents

Templatize your documents to…

- save time in reviewing frequently used draft

- add efficiency to your teams performance



THANK You


