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Access

Log in to the Openum back office using your username and password.

Q Openum’

Registered electronic delivery

Certify the opening of documents

-
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A

User manual
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Welcome to Openum

First time around here? Sign up for an account
User

Password

Forgot your password?

Access
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Access @ Openum’

Enter your email address.
Enter the single-use code you received.

Q Openum’

Registered electronic delivery

Certify the opening of documents Welcome to Openum

First time around here? Sign up for an account

User

- Verification code

. no-reply-2fa@lleidanet © | © Repmder | & Responderstodos | ) Beenvar ||| Password
ror

me. 18/062024 1335

Forgot your password?

Dear user,

We've received a request to access your account

Your verification code is

119927

If you didn't request this code, someone may be attempting to
access your mux account. Please avoid forwarding this email or
disclosing the code

This message has been sent because this email is linked to your
account If you believe this association is incorrect, please reach out
o our customer support team.

ua

Disclaimer - Data pr
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Initial set-up

Initial set-up Openum’

Template namo

When you first log in to the back office, this initial data collection window will

appear on your screen. e Tox 10 rumber
.
Basic data s e of oy Sasiocs
English Englsh
Company details e s i o i s i Sl i

Name / Company
Tax identification number
Expiration remaining ime
Languages 0 dars 0 o 0 e
Language of the messages
Language of the documentary evidence ( the language of the PDF
document with all technical details and communications of

Openum)
Brand image

Senders

Name or mobile number of the SMS sender

Email Sender: Email address

Company logo
Brand image
Text colour Background colour

@ #FFFPF

Company Logo: Drag or upload

Email text colour i PO OSSOSO
Email background colour Button text Button background
Button text colour srvreE sssaces
Button background colour yeocveed yeeveed
Preview email Preview amail

Preview landing page

Preview signature page



Dashboard

Sidebar menu
Send

Dashboard
Sent
Templates

Stats Chart

Status:

Opened

In process
Cancelled
Incorrect
Expired
Exceeded
authentication
attempts on
viewing page
Rejected

Dashboard

Download
manual

Download manual v,

20.0% Sent

Opened @ In process @ Cancelled @ Incorrect
Excasded authantication attempts on viswing pags

Expired
Rejected

Contact Technical Support =

3

Opened

0

In process

1

o

Cancelled

0

Incorrect

0

Expired

1

Exceeded authentication
attempts on viewing page

Rejectad

Technical support
access

633

jgregori

J
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Top menu

Available credits

Lleida.net cloud:
Contacts

Shortcuts:
Send
New template
Handbook
Purchase

Notifications

User:
Support
Purchase credits
Language
Log out
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Contacts Openum’

Easily manage your usual back-office
contacts.

Dashboard 653 am igregori )
Go to contact management and click
Add Contact. A window will open for

» Lleida.net Cloud

S - 3
you to fill in the contact details.
Opaned 0 Click & Sign
Add Tags to categorise contacts '
internally. 5 a ) Comne
v Contact book
. P — Sent
Actions for existing contacts: o Inprocess o
Tags
View .
Edit 2} Contacts - joregori
Delete
1D NUMBER NAME SURNAME EMAIL PHONE COMPANY NAME TAGS ACTIONS
John Doe john.doe@email.com Job
Add new contact Tags
Name Surnama New label
List of tags
1D number Company Name Job.

Lleida.net
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Send Openum’

Sending documents:

Manually Q Openum’ Dashboard 683 aw Y jaregori |
Manually enter recipients' names,
mobile numbers, and email
addresses.

3 o]

Cancelled
Opened

Using a CSV file Lg‘ . o
Bulk send by uploading a CSV file with
recipient details. m 55‘ 0 fneerect

In process o
Expired
Opened @ 1n process @ Cancelled @ Incorrect () Expired
Exceeded authentication attempts on viewing page @ Rejected - 1
Exceeded authentication
attempts on viewing page
Rejected

Download manual |+, Contact Technical Support =




Send

Manually

1. Select template

Set the ID of the sending and select the
template to use.

By default, there are 2 pre-created
templates:

Openum Email: an email with a link to
the web page where documents can be
viewed.

Openum SMS: an SMS with a link to a
web page where documents can be
viewed.

Send documents

ID of the sending Select the template

Select template
Openum Email

Upload documents

Recipient's data

Finish

Openum SMS

User manual

Openum’



Send

Manually

2. Upload documents

You can upload all the PDFs you want to
send or load them directly from the cloud
(One Drive, Dropbox, or Google Drive).

The PDF file names are displayed on the
screen.

If the chosen template allows sending
additional documents, another section will
appear to upload those documents that
DON'T need to be viewed.

These documents will be attached to the
initial email received by the recipient.

Click Next Step to proceed or click Previous
to go back to the template selection.

User manual

®

Openum

Add the documents to send here

Send documents Click or drag documents here

Only POF documents allowed

You can also upload them directly from the cloud: £33 @
ID of the sending Upload documents

derma_document pat

Add the documents to send here

Upload documents ' Click or drag documents here
t Only PDF documents allowed
Recipient's data

You can also upload them directly from the cloud: {}, 33 @

Add here any documents you want to send but NOT need to be viewed
Finish

Attachments to the initial mailing

Click or drag documents here

You can also upload them directly from the cloud: {§, 33 @



Send

Manually

3. Recipient’s data

Enter all the required details to send the
documents.

When you enter a recipient, the system will
check if that user exists in the contact list. If
not, a link to Add to the contact list will
appear, opening a window to add the
missing details and save the contact.

You can also fill in recipient details using
existing data from the contact list.

Click Add recipients from the contact book;
a side panel will open, allowing you to filter
contacts by their details.

Select the contact and click Add recipients
from the contact book. You can also edit
contact details by clicking the Modify icon.

Send documents

ID of the sending

Recipient's data

Fini~'
Add recipients from the contact book

Fllters.

hame Sunams. Company Nams

Add contact to
contact book

Recipients' contact information

Name and surname Email

John Doe john.doe@email.com

Add contact
from contact
book

User manual

®

Openum

Add as a contact in the contact book

Name Surname
John Doe
Email Phone

john.doe@email.com

1D number Company Name

Cancel

Access code

Add a new
recipient
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Send Openum

Manua"y Send documents

3. Recipient’s data : . . . Add an ID method
ID of the sending Recipients' contact information
Add extra security with an Identification
Method:
Access code Activate passcode for all

One time password

Each recipient can have one or more Name and surname Email Access code

identification methods. If more than one is

assigned, the recipient can choose how to John Doe john.doe@email.com Identification methads that the user
identify themselves when they access the Recipient's data will have available

viewing website to open the document. Access code

. . One time password
You can set a unique alphanumeric code

for each recipient. The recipient must know
this code in advance to access the Finish
document.

Click Next Step to proceed or click Previous
to return to document upload.



Send

Manually

4. Document editing

If you uploaded a PDF with editable fields,
you can configure them in this step.
Otherwise, this step will be skipped.
What do you want to do?

«  Edit the fields in the next step

«  Ignore all fields

Note: Even if some fields are editable, they
will be treated as non-editable.

Choose one of the two options and click
Save and continue.

Your document has fields

‘What do you want to do?
o Edit the fields in the next step
Ignore all fields

Note: Even if some fields are editable, they will be treated as
non-editable

User manual

@ Openum’
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Send

Documents

Manually

4. Document editing

Select the PDF's editable fields to change
their properties.

A side panel titled Field properties will open,
allowing you to add default values to the
selected fields.

Click Next Step to proceed or click Previous
to return to recipient details.

Impuesto sobre |a Renta de las Personas Fisicas  Retenciones sobre rendimientas del trabajo

on de datos al pagador (articulo 88 del Regl del IRPF)

T Dates 0 peveeptar i fechun 3 commencin |
]

[roespe—

5 Shos. o mayores g Gchs sdad o son dicapecitedos. qus conven

azcwese

Comunicacion de datos al pagador (articulo 88 del Reglamento del IRPF)

Impuesto sobre la Renta de las Personas Fisicas ~ Retenciones sobre rendimientos del trabajo

145

Snencite i o ek e,

-
353 15 o e ey 5905, < 7 On e, G ket

r{l Datos. plor que efectia icacion_|

|

e Famun s g

el o4 § e et arburieess

———

[}

Gl
=
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Field properties

Select a field to change its properties

Field properties

Value




Send

Send documents

Manually

1D of tha sanding

5. Finish

Before sending, verify all data is correct and
send it.
From here, you can modify:
The Selected template.
Finish
Documents to send: change the PDF if
needed.
Recipients: edit recipient details.
Document editing: edit the PDF's
editable fields.

Finally, click Send.

User manual
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Openum

Check details and send

1. Selectad template: ’

2. Documents to send ,

Documants to be viewed

demo_document pdf

Additional documents to be sent

Attached 1o the opening emall

Test_document pdf
3. Reciplents »
John Do john doe@email com
4. Document editing ’

The document has fialds



Send

Via CSV file

1. Select template

For guidance on configuring the file, click
How to set up the CSV? A side panel with
the required information will open.

Select a template.

Via CSV file 7 How to set up the CSV

n Select template

Upload documents

2
Upload the PDFs to send
3 €SV file upload
Upload the CSV with the recipients
4 List of recipients
Add your CSV recipient list
Edit Fields
Finish
6

Review and send

Select the template

Sending is carried out with the parameters already configured

Openum Email Openum SMS

Organizacién S.L. Organizacién S.L.

User manual

ﬁ Openum’

Once you have selected a template. here you will find the required columas that the CSV
must have to be sent

How to set up the CSV file

Multiple recipients

When you need documents to be opened by several people, you need to make sure all
recipients have the document i and that they are listed

033 | cme

202 | sser 2,

FIOSHI  wmarIemaid com

POF with Fields

h fc a

+ The PDF document must have fields and no Javascript code of XFA forms.

+ AN messages In the bulk sead must have the same number of reciplents.

+ AN recipients must have a numeric external ID and all processes must have the
same (Ds.

Bl 10820575 | wonc36beena com
PR c088097 | araeme com

16



Send

Via CSV file

2. Upload documents

Upload all the PDFs you want to send or load
them directly from the cloud (One Drive,
Dropbox, or Google Drive).

The PDF file names are displayed on the
screen.

If the chosen template allows sending
additional documents, another section will
appear to upload those documents that
don't need to be viewed.

These documents will be attached to the

initial email received by the recipient.

Click Next Step to proceed or click Previous
to go back to the template selection.

Via CSV file

Upload documents

CsV file upload

List of recipients

Finish

User manual

®

Openum

Add the documents to send here

Click or drag documents here

Only POF documents allowed

You can also upload them directly from the cloud: £33 @
Upload documents

ema_document pat
Add the documents to send here

Click or drag documents here

Only PDF documents allowed
You can also upload them directly from the cloud: ¢, 33 @&

Add here any documents you want to send but NOT need to be viewed

Attachments to the initial mailing

Click or drag documents here

Only PDF documents allowed

You can also upload them directly from the cloud: ¢}, 33 @



Send

Via CSV file

3. CSV file upload

You can upload the CSV file with
recipient details or load it from the cloud
(One Drive, Dropbox, or Google Drive).

You can upload CSV files or ZIP files
containing the CSV.

Click Next Step to proceed or click
Previous to return to document upload.

Via CSV file

CsV file upload

List of recipients

Finish

Adding recipients from a CSV file

Click or drag documents here
‘You can upload .CSV files or.ZIP files that contain the .CSV.

Alternatively, upload directly from the cloud: L P e

User manual

Openum’



Send

Via CSV file

4, List of recipients

Select the type of data corresponding to
each column: identifier, email, name,
surname, etc.

Mandatory fields are marked with an
asterisk (), and these may vary by
template.

You can choose the column delimiter
character if it's not a comma.
You can also skip importing the first row

if it contains column headers.

Click Next Step to proceed or click
Previous to return to CSV upload.

Via CSV file ‘ 2) How to set up the CSV

Select template

v

v Upload documents
CSV file upload

v

n List of recipients

Edit Fields

Finish

Review and send

List of recipients

Add your CSV recipient list

Character field separator

S

A

ID of the sending

13245768
15245768
13245768
13245768

13245768

Previous

X

v

Do not import the first row

Email X

email@email.com

email@email.com

email@email.com

email@email.com

email@email.com

v

Name

Name

Name2

Name3

Name4

Name5

X

D.

Surname

Surname

Surname2

Surname3

Surnamed

Surname5

X

v

1A2B3C4D

1E2F3G4H

112J3K4L

1IM2N304P

1Q2E354T

User manual
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Send

Via CSV file

5. Document editing

If you uploaded a PDF with editable fields,
you can configure them in this step.
Otherwise, this step will be skipped.
What do yo want to do?

«  Edit the fields in the next step

«  Ignore all fields

Note: Even if some fields are editable, they
will be treated as non-editable.

Choose one of the two options and click
Save and continue.

Your document has fields

‘What do you want to do?
o Edit the fields in the next step
Ignore all fields

Note: Even if some fields are editable, they will be treated as
non-editable

User manual

@ Openum’
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Send

Via CSV file

5. Document editing

Select the PDF's editable fields to change
their properties.

A Field properties panel will open to add a
value:

Manually: add a default value.
From CSV: add a value by selecting a

column from the CSV file.

Click Next Step to proceed or click Previous
to return to document upload.

User manual
Openum’

Field properties

Impuesto sobre la Renta de las Personas Fisicas  Retenciones sobre rendimientos del trabajo

Comunicacion de datos al pagador (articulo 88 del Reglamento del IRPF) .
Assign value

E I —

Frescinca

- GE
{1 Dtos de percepior que eteciis on_} Manually ~

Value

L

ST (P ——

Field properties

Impuesto sobre |a Renta de las Personas Fisicas  Retenciones sobre rendimientos del trabajo

Comunicacion de datos al pagador (articulo 88 del Reglamento del IRPF) .
Assign value

From CSV v
Value
 E—
. - i
O
e
| Column B: email@email.cam
{2 ijes y owos ienies menares B¢ 25 ahas, o mayures de dicha £dad 51 son G ‘e canviven con &1 pereeptor ———
o gk Simeut o st o b o s Column C: Namei
= e 2 ' [ S i i Column D: Surname
| I [ | P
Column E: 1
L e




Send

Via CSV file

6. Finish

The system validates the CSV data and
shows the results.

If there are errors, you can download
the CSV with comments on the
incorrect data.

You can continue, but users with errors
will be excluded.

Via CSV file

Check details and send

Result of the validation:

5 Rightrows O Rowswith emors

1. Selected tamplate:

2. Upload documents

Documants 1o be viewsd

edtablo 2t

3. CSV fila upload

€5V Document

hsy

4. List of recipients

5. Dacument editing

The dicumant has fields

emaisaerallom

User manual

Openum’
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Send Openum’

Check details and send

Via CSV file

Result of the validation:

5 Rightrows ! 0 Rowswithamons ]
. L e ‘
6. Finish
PR — .
Before sending, verify all data is correct and
send it. p— .

Documants 1o be viewsd

From here, you can modify:

The Selected template.

Upload documents: change the PDF if

needed. €5V Documant

CSV file upload: change the CSV if =

needed.

List of recipients: edit recipient details.

Document editing: edit the PDF's “‘:w -
editable fields. -

Finally, click Send.
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Sent Openum’

Here you can view a list of sent
communications, their status, and details.
R L. [o) Sent L " Hijgregori )
By default, the list shows communications from Q penum
the last 30 days.

The start and end dates of the query can be sTaTus — RECIPIENTS DATE OF DELIVERY ——— ocumen AcTiONS
changed but must be within a 30-day range.

26/06/2024 26/07/2024
Rejected 1719403945341 emallemall.com

e ematemalLcom 26/06/202 26/07/2024
Search filters 26/06/2024 26/07/2024
' 403802 emai@emalcom
Delivery ID
Email emailvematcom sy as/onrsnt
Mobile
Templates b Snetosmancom 26/06/2024 26/07/2024

Status: New / Opened / In process / Error /
Cancelled / Expired / Exceeded
authentication attempts on viewing page /
Rejected

Date

Export
Generate and download a CSV file with all
filtered data.
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Sent Openum’

Delivery details

Status: overall communication status.
Delivery ID: delivery identifier. If a sending
has the same ID as an ongoing one, it is
automatically cancelled.

Recipients: shows the status and details of
each recipient.

Date Of Delivery: the date the documents
were sent.

Expiry Date: the date the documents are no
longer accessible.

Documents: part of the registered
electronic delivery.

QOpenum‘ Sent 63 & *  Hijgregori )

STATUS ELIVERY ID RECIPIENTS DATE OF DELIVERY EXPIRY DATE OCUMEN ACTIONS

26/07/2024

Rejected

emallemall.com

email@email.com

26/07/2024

1719403884208

26/06/2024 26/07/2024
1719403802771 email@email.com

26/06/2024 26/07/2024

1719402488329 emallemail.com

® email@emaiL.com

26/07/2024
Download the original documents, the e
opened documents, and the evidence
documents, both global and per

recipient.

Sand remindars

Downloads the global documentary All the documents x [—

evidence directly.

Herw v 3ama tha remindar

Original documentation
Listatecipioncs

Actions: possible options for managing

ongoing sendings. Prueba.pdf

Aviso.pdf s
Send Reminders: choose from
scheduled reminders or create new
ones and select the communication
channel and recipients.

Email subjer

Documentary evidence

Cancel: cancels the ongoing

communication. Documentary evidence per recipient
MS517193943990400000_17193943990400000.pdf



Sent

Delivery status

The sending of a document can have one of @& openum Seax

the following status:

Opened
All necessary documents have been opened,
marking the process as closed.

Rejected

In process

The document sending has been completed,
but not all necessary documents have been
opened.

Cancelled
Cancelled by sender.

Incorrect
Something has gone wrong during the opening
process.

Expired
The recipient didn't open all the required
documents in time.

Exceeded authentication attempts on viewing
page

The recipient has tried too many times to
access the documents.

Rejected
The recipient has declined to view the
document. Click the icon (' to see the reason.

ELIVERY ID

1719403945341

1719403884208

1719403802771

1719402488329

13245768

RECIPIENTS

emallemall.com

email@email.com

email@email.com

emalldemail.com

® email@emaiL.com

User manual

Openum’

[ZER joregori )
DATE OF DELIVERY EXPIRY DATE OCUMEN ACTIONS
26/06/2024 26/07/2024
26/06/2024 26/07/2024
26/06/2024 26/07/2024
26/06/2024 26/07/2024
26/06/2024 26/07/2024



Sent

Time line

Click the magnifying glass to view the timeline
of each communication in the first tab.

The timeline visually represents the opening
process for each recipient.

It shows graphically the different events that
happen during the process, along with related
information:

Begin the process: shows the recipient ID,
process, and start time.

End of process: shows when the recipient
opened the documents and different
messages indicating if that completes a
level or the whole process.

Initial Email or SMS and Notifications:
details if it was delivered, if it was
registered, the email address or phone
number, and the time sent.

Reminders: sent reminders.
Last Visit: shows the date and time of the

last visit to the opening page before the
document was opened.

Q Openum Sent

Rejected

Tima line

Begin the process

Signatary ID:
Process ID: 17

Initial email

Ses tachnical dotails

13741 02-07-2024

w3741 (O 02-07-2024

DELIVERY 1D

1719403945341

1719403884208

1719403802771

1719402488329

RECIPIENTS

emallemall.com

email@email.com

email@email.com

emallemail.com

DATE OF DELI

26/06/2024

26/06/2024

26/06/2024

26/06/2024

End of proc:

144153

VERY

ess

02-07-2024

User manual

Openum’

R 3 joregori |

OCUMENTS ACTIONS

26/07/2024

26/07/2024

26/07/2024

* Notification

w4410 O 02-07-2024



Sent

Time line

In the second tab, view recipient details more
technically

«  General
+  Emails
. SMS

Recipient's data.

General

1P address.

G
185.157.6.6

Phane

Last status change date

gnatory_ status_date
07/02/2024 14:41:53

Name
signatory_name)

Namel
Opening 1D
signature._id)

17199238618800000

list_signatory_details_signature_methods

access

Documentary evidence

gratory. evidence_g

A

Failed attempts with one-time password

User manual

@ Openum’

list_signatory_details_signature_method

access

Falled access attempts

o

Identity document number

Surname

Permitted landing access methods.

none

Recipient D

ssign @)
17199238618800000

Date created

(signature_start_ date)
07/02/2024 14:37:41
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Templates Openum’

Here, you can see all existing and active
templates.

. I Openum Template list 683 &m i jgregori )
Templates predefine general characteristics @op
and behaviours of a registered electronic
delivery process, saving users time by avoiding

] . . © NamE OMPANY NAME EXPIRATION TiME LANGUAGE ActioNs
repetitive configurations.

Operim Dosno Organtzacions..
Once created, templates cannot be modified,

Openum sMs Organtzacions.L

but they can be duplicated to create new ones
quickly.

9 Templates

Openum Emai Organizacions.L
Templates can't be deleted but can be
deactivated.
Top section:

Search: filter the list by entering text.

Show disabled templates by checking the
option.

select the button to
choose between Quick set up or Advanced
setup”.

Advanced set up includes extra options for
Reminders and Notifications.
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Templates Openum’

Template details:

ID: template identifier

Template list 683 dm ¥ jgregori )

Name: template name
Company Name: sender :

Openum bemo Organizacionss.L e
Expiration Time: time available for the

- Openum sms Organizacion .

recipient to open the document.

Openum Emal Organizacién s.. y ¢

Language: template language
Actions: template actions

Details: view template details.

Duplicate: redirects to the template
creation page, auto-filling fields with
the original template's values.

Download source code: view and
copy the template's source code.
You can also download and copy the
code.

Send documents: redirects to the
manual send process, skipping the
template selection step.

Activated: toggle to activate/deactivate
the template.



Templates

1. Information and brand image
Fill in the following basic details for the new template.

Template name

Company details
Name / Company
Tax identification number

Languages
Language of the sendings
Language of the documentary evidence ( the
language of the PDF document with all technical
details and communications of Openum)

Senders
Name or mobile number of the SMS sender
Email Sender: Email address

Expiration Time
Days / Hours / Minutes

Brand image
Company Logo: Drag or upload
Email text colour
Email background colour
Button text colour
Button background colour

Preview email
Preview landing page

New template

Basic data of the new template

Brand image

B e

Company logo

@ -

User manual

Openum’
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Templates Openum’

Identification of recipients

2. Identification of recipients

Restrict document access to recipients only by adding
identification. This is required before viewing documents.

How should recipients identify themselves?
Access code: a code the recipient already knows and isn't e
sent in any communication.

One time password: a 6-digit code sent via SMS or regular
email, with a max of 3 resends.

Send via SMS: add the sender's name or mobile
number (if blank, the default from step 1 is used)
and write the message using available tags.

Send via email: add the sender's name (if blank,
the default from step 1 is used). Write the subject
and text using available tags.

if both methods are selected, you can assign one or
both to each recipient, who will then choose how to
identify.
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Templates Openum’

Initial Comemunication with recipients

Mo detining e dpiny

3. Initial Communication with
recipients

The process starts by sending recipients a message that they have
documents to view, including a link to the viewing page This
message includes the link to the page where the documents can be
opened.

Allow declining the display
No
Yes, without asking for the reason for rejection
Yes, and make the reason for rejection optional
Yes, and require the reason for rejection mandatory

If you allow declining the display, you must choose some contact
method.

How would you like to notify recipients?
Notify via SMS: add the sender's name or mobile number (if blank,
the default from step 1is used) and write the message using

available tags.

Notify via email: add the sender's name (if blank, the default from
step 1is used). Write the subject and text using available tags.

| want to add non-viewable attachments: if checked, you can
upload documents to be sent with this email but not viewed.

Both options can be sent registered.
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Templates Openum’

4. Reminders B opanon ew template - ge—

Reminders are automated messages for
pending registered electronic deliveries.

Messages are sent after the defined time for
each reminder, starting from the moment the
documents are sent.

My reminders

© Templates

They can be sent via SMS or email.

After 1 day
Manage Reminders Reiliidirs
smindecs’ @ Mid term
Select one or more options:
Notifications )
After 1 day 1day before expiration
Mid term

1 day before expiration Advanced settings

Finish




Templates

New template

4. Reminders (Advanced)

Advanced Set up provides extra options for Reminders and
Notifications.

Manage Reminders

Choose when to send the reminder.

For SMS and email, indicate the sender (if blank, the default
from step 1 is used) and draft the message using available

tags.

Review the preview and click Save.

Advans

My reminders

30 days

Send reminder after

Email preview

s

-

User manual

Openum’
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Templates Openum’

5. Notifications @ openum
Notifications are automatically sent when _
there is a change in communication status

They can be sent via SMS or email. ® Dashboard

New template 683 Y jgregori )

Management of notifications

& Sent

Notifications cannot be registered

©  Templates

Manage Notifications Process successfully finished
Select one or more options:

- o Process completed with errors
Process successfully finished

Process completed with errors

. Notifications
Expired process o

Expired process

Advanced settings

Finish




Templates

5. Notifications (Advanced)

Advanced Set up provides extra options for Reminders and
Notifications.

Manage Notifications

In the dropdown | want to send a notification, you have these
options (add as many as needed):
Once the documents have been opened
If a sending has been cancelled
If a sending has expired
If a sending has generated an error
When the maximum allowed Access attempts for
document retrieval have been exceeded
Once the opening of the documents has been successfully
completed
If the process has NOT been successfully completed
When a user has declined

Send notifications via SMS or email.

For email notifications, choose:
Attach the documentation opened by the recipient
Attach documentary evidence of the recipient

Please attach those files not requiring to be opened

Add CC and BCC, the sender's name (if blank, the default from
step 1is used), and draft the customisable text and subject.

Review the preview and click Save.

New template

Management of notifications

User manual

Openum’
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6. Advanced settings

This step covers various settings, mostly for
advanced users with integrations.

Show recipients on the display page: displays
each recipient's status.
Add URL's for process event notifications:
Status changes of each recipient
Status changes of the display process
SMS status changes
Email status changes

Status changes performed on the display
page

a Openum

@ Dashboard

& Sent

2 Templates

New template

Advanced settings

Finish

Advanced settings

Show recipients on the display page

Event notification

Status changes of each recipient

SMS status changes

Status changes performed on the display page

User manual

Openum’

683 & " jaregori ]

Status changes of the display process

Email status changes
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New template 0 - joregori |

Check the data and save the template

7. Finish

1. Information and brand image ’

Check all entered information is correct and
save the template.

Template name:
Company or contact name:
Language of the sending:

Mame or mobile number of the SMS sender.

Review each step and
make any necessary changes:

Expiry time of the sending: 3¢
Tau ID numbor
Language of he documentary evidence

Information and brand image

Sender of the emails:

Identification of recipients

Qy Lleida.net’

Initial communication with recipients

Tox caour () Background colour
Reminders Buttan taxt Buttan background
Notifications 2. Opaning sevings .
Advanced setting
3, Intial Communication with raciplants 4
4. Remindens ’
5. Notifications »

6. Advanced settings ’
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What does the recipient receive? ﬁ Openum’

1 . The recipient gets an email We have emailed you some documents to be read STe - <

. . . ous Responder Responderatodos | —» Reenviar
or SMS WIth a Ilnk to the e S::der_Emall openGopemme mi. 03/07/2024 10:33
viewing page

View in browser

The recipient gets an SMS or email, which may

or may not be registered. Qv Lleida.n etg

Click View documents to go to the website to

view the documents. Hello Name Surname,
Sender_Email has sent you the following documents:

Click Decline visualization to refuse to view

the documents demo_document.pdf

The email and viewing page can be

customised with the company's colours. .
View documents

Decline visualization

Or copy this link and paste it into the browser to view the documents:
https:/ /open.openum.eu/h/Q7VTQbmLrz

O to decline visualization
https:/ /open.openum.eu/d/Q7VTQbmLrz

You can read them until 2 August 2024 at 10:52:56 UTC+2.

The electronic delivery through Openum complies with the current national regulations
described in the following link: hup: lleid:

Disclaimer - Privacy Policy

ﬁ Lleida.net’

40
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What does the recipient receive? ﬁ Openum’

2. RecipientID Verify your identity

. . Select one of the available verification methods below:
If the recipient has an ID method assigned, they
must identify themselves to view the documents.
Using a Known Code
If the sender allows, the recipient chooses their Identification using a code previously provided or indicated

preferred ID method.

You will receive the code via email and/or SMS

*%%
Using a one time code

They can choose between:

©  Using a known code: a code the recipient
knows and isn't sent in any communication.

+  Using a one time code: a 6-digit code sent via Access code Access code
SMS or uncertified email, with a max of 3

Enter your acce
resends. o

Enter the code and click Accept to view the

Accept
document.

Back
=3

Access code Access code

Enter your access code

sesnne

e ]
Back Back

41



What does the recipient receive?

3. Viewing Page

The page is divided into two sections:

The central section where opened
documents are shown.

The left column shows opened
documents and a QR code for easy
mobile access.

Documents

demo_document.pdf

Lleida.net”

— + Tamaiio automatico

Lorem ipsum dolor sit amet consectetur adipiscing elit imperdiet sed felis habitant, condimentum
odio in aptent sodales dapibus morbi elementum integer aenean sem convallis, primis curae auctor
taciti massa mattis cum porttitor at facilisi. Pellentesque eros massa hac vestibulum tristique netus
ultrices leo, diam scelerisque faucibus at duis imperdiet natoque eget, auctor ut fames augue sociis
tellus sociosqu. Eget luctus maecenas inceptos enim tempor aliquet nunc posuere ligula proin
augue, vehicula phasellus ultrices facilisi nullam cursus varius congue pharetra pretium purus
natoque, habitasse rutrum aenean habitant leo suspendisse magnis mus eros fames.

Turpis lobortis nullam nec tempor taciti nulla dictumst luctus primis nisl, id commodo imperdiet
potenti accumsan ligula elementum tristique quam, integer eget dis mi auctor sodales lacus natoque
vel. Habitasse viverra dis ullamcorper tempus habitant pellentesque tempor, dui cursus odio varius

potenti montes, suscipit condimentum erat gravida at sociosqu. Dignissim fringilla eu nunc cum
nullam at, in himenaeos taciti ante nisi. Mus nascetur purus odio posuere dictumst euismod id enim
pellentesque neque feugiat inceptos, penatibus viverra gravida dapibus mollis cursus sollicitudin
felis nostra cubilia scelerisque, accumsan congue et cras sociis hac vitae cum nulla quisque morbi.

Eleifend a libero neque lobortis urna ad cursus, mattis mus proin fusce tellus natoque, nibh curae
aliquam metus vel aenean. Ut sagittis nisi rhoncus luctus aliquam hac ultrices magna, cursus tellus
nisl ante risus ad nunc, mattis venenatis pharetra porttitor feugiat auctor enim. Nostra eleifend
consequat facilisi facilisis hendrerit placerat pretium, cursus auctor accumsan nam felis curabitur
sociosqu habitasse, rhoncus sodales posuere blandit libero sed. Hac neque interdum nec integer
scelerisque nunc egestas, cum erat vitae nisl facilisi mus fusce pharetra, phasellus nam auctor
sagittis risus dis.

Prueba

Maecenas egestas fames sem nisl cubilia vitae sodales conubia vestibulum libero in elementum
donec aenean primis, quam aliquet placerat feugiat posuere laoreet vivamus dictumst accumsan
nullam magnis hendrerit cum porta. Est elementum hac natoque ultrices sapien, quam volutpat

User manual
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What does the recipient receive? @ Openum’

4, Opening confirmation Congrats! Documents sent were opened
email Sender_Email <apen@openum.eu> (@) | ) Responder | & Responderatodos | —> Reenviar | | K | | **
Para mi. 03/07/2024 11:06

‘ 17199967760400000_dema_document stamp.pdf H MS17199967760400000_17199967760400000.pdf
e £

Finally, recipients get an email confirming that 208K8 R

the document has been opened.

The email includes documentary evidence. View on browser

Qy Lleida.net’

Congrats!
The following documents have been displayed

demo_document.pdf

Sender: Sender_Email
Recipient: email@email.com

The electronic delivery through Openum complies with the current national regulations
described in the following link: https://www.lleida.net/en/legal-framework

Disclaimer - Privacy Palicy

bLIeida.net'



What does the company receive?

Sent
Status and details of communications. Q Openum sent

Delivery status

sTatus DEVERY 1D

Opened ; .
Rejected mos0ssassa

In process

Cancelled 9403684208

Error

Expired ms4038027n

Exceeded authentication attempts on
viewing page
Rejected

1719402488329
13245768

Documents

Download Documentary evidence
or click View all documents to download:

Original documentation
Open documentation

Documentary evidence

RECIPIENTS DATE OF DELIVERY
26/06/2024
emallemall.com
email@email.com 26/06/2024

26/06/2024
email@email.com

26/06/2024
emallemail.com

All the documents

Original documentation

demo_document.pdf

Open documentation

Documentary evidence

User manual

Openum’

R 3 joregori |

EXPIRY DATE OCUMENTS ACTIONS

26/07/2024
26/07/2024
26/07/2024

26/07/2024



Documents

Sample first page of the document:
- Documentary evidence

- Displayed documents

Lleida.net securely stores documents for 5 years.

Tecrokdgic Agroalimentari de Usida (POTAL) EdficiH1 2a planta 25003 Ueida Spain

Ueidanet Par Cientiic

Documentary evidence

Registered communication certificate

Openum Q Openum

Certificate ID: MS17199967760400000_17199967760400000
Q Lleida.net

The telecommunications operator LLEIDANETWORKS Serveis Telematics S.A. acting as a trust service provider, hereby
certifies that it has generated in its records the electronic evidence of the operations performed on behalf of the registered
sender under the name/company name:

Organization SL. (812345678)

The records are linked to i i according ided by the sender:
Name Surname

On the web address

httpsy/open.openum.eu/h/Q7VTQbmLrz

the following d were avii a0 and

~demo_document.pdf

2024-07-03 11:05:18 UTC+2: You have received an HTTPS request corresponding to the document access event using the
OTP code 425004 sent to the recipient via EMAIL at

2024-07-03 11:05:22 UTC+2: You have received an HTTPS request from the IP 185.157.6.6 corresponding to the access to
the document/s event. Documentary evidence attached: HTTP_LOG_17199967760400000.txt

The type of sigs de in Lleida.net's i includes g elements:
- Addendum of access to content

All the above is certified at the request of the pe f idence deemed
July3,2024
Attachments:
File name
demo_document pdf See attached file. Visible in documents.
HTTP_LOG_17199967760400000.xt See attached file.

User manual

ﬁ Openum’

Displayed documents

Lorem ipsum dolor sit amet consectetur adipiscing elit imperdiet sed felis habitant, condimentum
odio in aptent sodales dapibus morbi elementum integer aenean sem convallis, primis curae auctor
taciti massa mattis cum porttitor at facilisi. Pellentesque eros massa hac vestibulum tristique netus
ultrices leo, diam scelerisque faucibus at duis i i , auctor ut iis
tellus sociosqu. Eget luctus maecenas inceptos enim tempor aliquet nunc posuere ligula proin
augue, vehicula phasellus ultrices facilisi nullam cursus varius congue pharetra pretium purus
natoque, habitasse rutrum aenean habitant leo suspendisse magnis mus eros fames.

Turpis Iobortis nullam nec tempor taciti nulla dictumst luctus primis nisl, id commodo imperdiet
potenti i ‘eget dis mi auctor sodales lacus natoque:
vel. Habitasse viverra dis tempus por, dui cursus odio varius
potenti montes, suscipit condimentum erat gravida at sociosqu. Dignissim fringilla eu nunc cum
nullam at, in himenaeos taciti ante nisi. Mus nascetur purus odio posuere dictumst euismodid enim
pellentesque neque feugiat inceptos, penatibus viverra gravida dapibus mollis cursus sollicitudin
felis nostra cubilia scelerisque, accumsan congue et cras seciis hac vitae cum nulla quisque morbi.

Eleifend a libero neque lobortis urna ad cursus, mattis mus proin fusce tellus natoque, nibh curae
aliquam metus vel aenean. Ut sagittis nisi rhoncus luctus aliquam hac ultrices magna, cursus tellus
nisl ante risus ad nunc, mattis venenatis pharetra porttitor feugiat auctor enim. Nostra eleffend
consequat facilisi facilisis hendrerit placerat pretium, cursus auctor accumsan nam felis curabitur
sociosqu habitasse, rhoncus sodales posuere blandit libero sed. Hac neque interdum nec integer
scelerisque nunc egestas, cum erat vitae nisl facilisi mus fusce pharetra, phasellus nam auctor
sagittis risus dis.

Prueba

Maecenas egestas fames sem nisl cubilia vitae sodales conubia vestibulum libero in elementum
donec aenean primis, quam aliquet placerat feugiat posuere lsorest vivamus dictumst accumsan
nullam magnis hendrerit cum porta. Est elementum hac natogue ultrices sapien, quam volutpat
massa in clas ibero ct ient. Sollici i
habitant venenatis tincidunt malesuada consequat blandit elementum ridiculus maecenas, nibh
ante cursus dapibus tortor vehicula placerat eros felis fusce est gravida. Curabitur fringilla ornare
mattis quisque tellus enim nostra hac aptent non id malesuada porttitor laoreet torquent feugiat,
ullamcorper cubilia semper suscipit sagittis lacinia placerat fames penatibus arcu parturient
dictumst nam et nullam.

Dignissim ornare lacinia donec curae egestas rutrum cubilia, vehicula nullam nec blan
ligula, quis fermentum ac ad curabitur platea. Nisi elementum nam rhoncus convallis purus velit
i suscipit tus cras dictum [ibs {s mattis, ultrices odio ssgitis fusce
erat pretium neque. Fringilla euismod ultricies netus potenti tristique dis id omare laorest feugiat,
varius vestibulum porttitor felis mattis iaculis cursus suscipit sociis pretium ullamcorper, luctus
h: u nisia turpis. i egestas
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