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About DocVerify

Important! To sign a contract, agency’s do not need to create a DocVerify account. Please
refer to the DocVerify FAQ's.

DocVerify is a cloud-based electronic signature solution that is widely used in many business
sectors and is compliant with electronic signature regulations and industry standards.

DocVerify has multiple layers of protection, including:

o A DocVerify cover page with bar coding and watermarking technologies
¢ Time stamping, bar coding, encryption, and watermarking for every page

e Unique 128-bit DocVerify IDs
e Unique Digital Signatures

DocVerify will be used by authorized GovGrants users to digitally sign contracts generated
through the system. The contract will be sent to both internal and external users identified as
the Authorized Signatory (AS) for signature. The individual signing must have the
authorization to sign contracts on behalf of the agency/organization.
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Email notification

You will receive email notification from GovGrants when your application moves to the award
phase and a contract is going to be sent for signature. You can click on the hyperlink to be

taken into the system for additional details related to that funding award.

Hi UAT,

for signature.

This email is to inform you that the contract for 1/9 -- EO Announcement has been sent

Click here https://dev-granteeportal-tso3-165aftf823b.cs92 .force.com/a203F000000XK xx

to view the Award details.
Award Details:

Award Number: AD-0109E-02
Award Title: 1/9 -- EO Announcement

questions or need assistance.
Thank you,

Region of Peel

Please do not reply to this email. You may contact the Region of Peel, if you have any

Additional DocVerify Notifications and Expiry

After the first email, DocVerify will send a notification to the primary user every 3 days (up to
7 times), when the signature was not actioned. After 21 days, the DocVerify link will expire.

If the DocVerify link has expired, you will need to contact the Region of Peel at

Zzgeyccsgovgrantsadmin@peelregion.ca to determine next steps.
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How to e-sign a Contract

When you receive a second email stating that the ‘Region of Peel has sent you a document
to review and sign’, you have two options. You can:

e complete the e-signature by completing steps 1 — 5 below or,

e Forward to Authorized

1. Click on ‘Review Transaction to Sign’ in the email notification from DocVerify

Region Powered by
[P of Peet docverify
working with you

REI Svsie. < INC 1as sent you a document to review and sign.
REVIEW TRANSACTION TO SIGN

REI Systems INC
govgrants admin@reisystems.com

2. Review the Electronic Signature and Records Disclosure then:

a. check the box beside the phrase: “I agree to use electronic signatures and
records.” and
b. click ‘1 Agree’ Continue

[Peoen
0

DocVerify during the cours

PRIVACY POLICY

DocVerify has created a specific y Policy with respect to its collection, processing, storing and sharing of personal data
collected from you in relation to performance of its services for you. DocVerify would like for you to understand that it is
necessary to collect various personally identifiable information in order to perform our services for you. The personal
information is required by various State and Federal laws to be collected and stored by us in order to verify your identity and to
allow us to perform the services you have requested and for other limited purposes. For more information about what personal
information we collect, why we collect it and what rights you may have with respect to your data please review the Privacy
Policy in its entirety. The Privacy Policy also describes DocVerify's manner and scope of collection, use, sharing and storage
of your personal data. Please see our Privacy Policy located at: https:/www.docverify.com/Our-Company/Privacy-Statement.

-
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3. Review the document page by page

4.

Note:

The contract pages are numbered on the left for ease of navigation
Click on Action Menu for additional options such as Download Document and
Forward to Authorized.

GT.FLN0S-00000 Contract

‘ Click for 1 click sign ¥

E3

CAPACITY BUILDING SERVICES AGREE! <NT

w

THIS VENDOR AGREEMENT is made as of the_1s! '@
Y ENHANCEMENT PROGRAM

F
CAPACITY BUILDING THROUGH A Ql
TO SUPPORT PEEL'S Ci R EARLYON SYSTEM
BETWEEN
REGIONAL MUNICIPALITY OF PEEL
E (the “Agency”)

“the Vendor” - Legal Name08/17 - Early Years Head Offi

[eo] 1| | ]

@ WHEREAS the Agency issued a Request for Proposal dated Wednesday, June 21, 2019 as
Document Number 2019-430P (the “RFP"). for the ration of the city Building through a

Input your signature as follows:

a.

b.

Click on the ‘Show Signature Pad’ button to write your digital signature (optional)
Note: The button changes to ‘Hide Signature Pad’ once clicked

Enter the required details in the ‘Signature Required Below’ section

Click the ‘Sign This Document’ button once you have signed

Signature Pad - Optional. Click “Show Signature Pad” to begin.

Simply draw your signature in the box below, and that's it.

\ ~ 0 Draw
Signature Required Below

Enter Company
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4. Once the signature is added, the document will be processed and the message ‘You
have successfully Signed the document’ will be displayed on your screen.

IForPee

working with you

You have successfully Signed the document.
You may be notified by email when every party involved has Signed the document.

If the signing process has completed, you may receive a copy of the signed document
in a moment.

If you are a DocVerify member, the document will appear in your "Signed or Notarized"
tab after you have successfully signed in. If you are not a member, you can easily
create a new free account.

Powered by doc\/en'fy

Forward to Authorized

If you cannot or do not wish to sign the contract sent to you through DocVerify, you have the
option to forward the request to another person authorized to sign, within the same agency.

Forwarding the original DocVerify email is not recommended, please follow the process
outlined below.

To forward the e-signature request, complete the following:

1. Click the Actions Menu on the top right of the screen

2. Select Forward to Authorized button

Action Menu

Originator is notified that you decline to sign the Download the current document to view
document, and will stop the signing process or review at 2 later time

| 9 Forward to Authorized

Forward the request to the authorized person to sign Print the current document to view and

review at a |ater time
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3. Enter the email address of the person that you want to forward to in the box that
appears.

Region
of Peel

working with you
Forward to Authorized Person

Please enter the person’'s emall address authorized to sign this request

Change Signer

Note: Once email is changed, you will no longer be able to sign the document(s).

Remember! The assigned person musts be an authorized signing authority
4. Click the Change Signer button

5. The designated person will receive an email from DocVerify to complete the e-signature
and you will receive this verification

The email has been successfully changed. The new signer will be receiving the
request momentarily.

[ Result: The new signer will complete steps outlined in How to e-sign a contract J
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Viewing e-signed contract in GovGrants

When the document is digitally signed, by both parties, it gets attached to GovGrants in the
Attachments section of the Attachments tab.

Note: Contracts will not be available for viewing until it has been signed by both parties.
Complete the following to view the document:

1. Sign in to your GovGrants account

SignIn

* Username:

* Password:

2. Click on the Home tab located along the horizontal navigation menu on the top of your
Home screen

D Applications

3. Click on Service Provider Profile from the left navigation pane.

4. Select the Contracts tab

Bl Head Office Profile @ Site Information Profile History

5. From the Fee Subsidy Agreement or the Active Grants section, click on the view icon
beside the Agreement or Contract.

Actions

@

Tip! To locate grants not currently Active, select the drop-down arrows beside Active
Grants (see image below) and select an option.

~ Active Grants ¥
Inactive Grants
Active Grants

Pending Closeout Grants

GovGrants 1D Grant Title Program
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6. Select the Attachments tab

7. Locate the Signed Contract PDF document and click the download icon found in the
Actions column to view the contract.

Attachment Name Description Type Date Attached Attached By Actions
Signed Contract.pdf 23/11/2020 10:07 AM | f

Note: The digitally signed document will be available with DocVerify security details included
(example of cover page below).

~ docverify

GT-searc-00001 NOGA

DocVerify ID: 42ECO04AD-E888-4183-9AB2-C78AE1CC31E2
Created June 10, 2019 07:11:46 -8:00
Pages

E-Sig

DSZ7461E] (96,169 74.234)

E-Signature 2: B Recipient (BR)
4un 10,2019 07-16:44 -8.00 [SIASDF4B6FC7) 198.169.74 234
vgrntrecpera@gmal cam

I 0
1)
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How to print and manually sign a contract

Note: Opting to print and physically sign a GovGrants contract will result in a delay to the
Award. To eliminate the delay, it is recommended the e-signature process be completed.

To print contract for signature, complete the following steps:
1. Click on ‘Review Transaction to Sign’ in the email notification from DocVerify

2. Click on Action Menu

GT-FLN09-000 ontract = Action Menu

“O» | Click for 1 click sign ¥
A Y

CAPACI" Y E Jb DNS SERVICES AGREEMENT

THIS VENDOR A NT is made as of the 1st day of March, 2020.

3. Click Download Document

Action Menu

X Decline to Sign ? L & Download Document J
Originator is notified that you decling to Download the current document to view
85

!
document, and will stop the sign) ngP or review at 2 later time

brized person to sign Print the current document to view and
review at 3 later time

Save Contract document on your computer

4
5. Close GovGrants

6. Print and sign contract
7

Scan and email the signed contract to: zzgeyccsgovgrantsadmin@peelregion.ca
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