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Integration User Guide



Confidential
The contents of this document are strictly confidential. No part of the contents of this document may be reproduced or transmitted in any form or by any means without the written permission of Accentra Technologies Limited.
Disclaimer
While all reasonable efforts have been taken to assure the accuracy and correctness of this manual and software, Accentra does not assume any liability whatsoever directly or indirectly for any errors or omissions and for its suitability for any specific purpose. The content of this document and software may change without notice and without any commitment on the part of Accentra.
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Getting Started
· Open the API tab in Primo Payroll by clicking on the plug icon in the top right corner of the home page
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· Click on the Signable logo 
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· Click on the ‘I wish to Signup’ button 
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· Your username and email ID will be prepopulated. Make sure these are correct, but you can edit the fields if needed. 
· Click ‘Signup’
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· You should now see the below message to confirm your signup has been successful
· Click on the ‘Generate Password’ button
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· Enter the email address you used to signup and click the ‘Request a new password’ button
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· You will receive an email from Signable containing a link to request a new password
· Click on the link
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· Click on the ‘Click here to login’ link
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· Login to Signable using the password Signable emailed to you (you can change your password in your Signable account) 
· This will open your Signable dashboard 
· Click on ‘Templates’ in the main menu
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· Click on ‘+ New Template’ at the bottom of the screen
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· Upload your contract document
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· Your document will now show in Signable
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· Use the buttons on the right side of the screen to add any required Text, Date, Dropdown, Tick Box and Signature fields to your document
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· [image: ]Note: The layout of these boxes will determine the layout of the data entered. Make sure each box is aligned correctly
	













· Click on each text box to assign a name and font style for the box  
· [image: ]Click on ‘+ Assign’ under Merge Fields 




· Enter the relevant label for the field in the ‘Add merge field…’ box
· [image: ]Click on the ‘+’ icon to add the merge field to your list









· The new merge field will appear light blue with a check mark next to it once assigned
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· Repeat this process until all text boxes have a merge field assigned to them
· Signable will automatically save and the template is now complete
· Note: This entire process will need to be repeated for each individual contract if you use more than one
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· Navigate back to the Signable API screen by clicking on the plug icon on the top right corner of the home page then clicking on the Signable logo
· You should see the below screen
· Click on ‘Download Templates’ to transfer the contracts you created in Signable to Primo Payroll

[image: ]

· Click ‘Map Data Fields’

[image: ]

· Select the desired template from the dropdown menu
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· Use the dropdown menu under ‘Field Name’ to select the corresponding field title.
Example – Map Field Name = Title -> Field Name = Employee Title
		     Map Field Name = Forename -> Field Name = Employee Forenames, etc.
· Complete this for all fields
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· Select all items in the list of fields
· Click ‘Save’
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· Setup is now complete and you’re ready to send your contracts
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· Select ‘Manage Contracts’ from the dropdown menu on the right-hand side of the Primo Payroll home page
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· This will open the Signable dashboard where you can track and manage contracts still to be issued and those that have been issued, signed, cancelled, expired, rejected bounced or failed.
· Click on ‘To Issue’
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· Select all employees you wish to send contracts to (you can filter the employee list by pay frequency and contract template)
· Click on ‘Send Contracts’
[bookmark: _GoBack]
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· A pop-up box will appear to give you the option to send automatic reminders or automatically expire the contract after a set time period
· Set these values if required
· Click ‘Send’
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· If successful, the following message will appear
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· Click on ‘Issued’ on the Signable Tasks page to manually send a reminder, cancel or expire issued contracts
(Home Page -> Dropdown Menu -> Manage Contracts -> Issued)
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· If you need to resend a contract that has been cancelled you can do so from the ‘Cancelled’ section on the Signable Tasks page.
(Home Page -> Dropdown Menu -> Manage Contracts -> Cancelled)
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Support
If you have any questions or are experiencing any issues with the software please email the support team at support@accentra.co.uk before you call. This will generate a support ticket and allow our team to respond promptly. Please include your Payroll company ID and contact details in the email.

Support Team
Accentra Technologies Limited
Warnford Court
29 Throgmorton Street
London
EC2N 2AT, U.K.
Phone: 0845 456 7181
www.accentra.co.uk
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