1. How to read and sign documents using Workiro

Step 1: Click the ‘View Details’ button in the email received from notifications@workiro.com:

Emily Hunt {Avonlea Advisory) <nctificstions@worki... BApr 2026,

Avonlea
W\ Advisory

Emily Hunt added you to...
Test - task

I *Test - task"

50 4

Step 2: Click the ‘Read & Sign..." button:
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O .. @ Attachments X
Signature: EH TEST Signing Created
Emily Hunt 3:04 PM
Dear Emily,
Read & Sign Please review the attached and if all is in order,
sign and return to us at your earliest

convenience.
Kind regards, Emily
3:04 PM

g TEST Signature document

3:04 PM Added

Step 3: Review the document, and if all is in order, click on each highlighted field and enter the relevant details:

X L 1 of1 Q (

TEST Signature document
Read thr cument, Avonlga
the in u'll o ‘ AdVISOrY

CHARTERED ACCOUNTANTS

Signature O

Name O Name hé

Step 4: Once you have completed all fields (shown by a tick on the left-hand side) the ‘Finish’ button will be available
to click:

TEST Signature document

oug our cument, a signin

Avonlea
Advisory

CHASTERSD ACCOUNTANTS.

E Page1 67;;45/ L lunt

Signature

Note: By clicking Finish, the signed document will automatically be returned to us. You will automatically be
returned to the messaging window, where you can add a comment if you wish.
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2. Downloading your signed documents

Step 1: Double click any of the document buttons within the message chain (no matter which document you click, the
signed version will be opened).
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Signature: EH TEST Signing Created

Emily Hunt 3:04 PM

Dear Emily,

Please review the attached and if all is in order,
sign and return to us at your earliest
convenience.

Kind regards, Emily

3:04 PM

g TEST Signature document (Signed)

3:04 PM Added

g TEST Signature document (Signed) -

3:10 PM New Version

Marked complete
Emily Hunt 3:10 PM

Note: You can also open the document by single clicking it, then clicking *Open in Viewer":
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TEST Signature document (Signed)
Apr 21,2026 by Me

Step 2: Once the document is open in the Viewer, you can click the ‘Download’ button to save it to your device.
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TEST Signature document @ The document has been digitally signed and all signatures are valid.
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Please call 03 8560 4377 if you require any assistance.
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