Sonovate

Uploading signed contracts

to the Sonovate Portal
A step-by-step guide
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1. Go to your agency admin page, click contract template along the top and select a default for all placements. This
will appear as the default across all placements. Select the contract you’d like to appear across all placements. /f you
are using you own agency terms click | want to use my own terms, then upload your contracts. These should be the
master unsigned versions and not client or candidate specific contracts.

@ You have to choose the terms you will use for future placements
Choose between using Sonovate standard terms or upload your terms from your LTD plocements.

For Limited Co

e

Please be aware that your terms need to conform with the terminology of the schedule in the contract. Open and read the schedule before uploading your terms.
View Candidate (LTD) Terminclogy
View Client {LTD) Terminology

Candidate LTD Terms

Client LTD Terms




2. Go to placements and select the placement you wish to uiaload your signed contracts. The
placements you need to action will say ‘Requires Contracts Issue’. By uploading the signed
contract you will override the ability to issue the contract through the portal.

REVOLUT LTD

KPMG AUDIT PLC




3. Once in the placement click the contracts tab along the top. This will take you to the screen
below.

= 20882808-0bb2-43c... 1 /17 o Client Contract

RedTech




4. You will now be looking at the candidate contract section. To upload an existing contract
click the edit button on the right hand side.

Requires Contracts lssue

[#] Candidate Contract

cb4d5cf3-94c¢9-4ch... 1 /19 Candidate Contract

State Requires lssue
Issu
Not fssusd yet
To
U153/ CP ACTIVE LIMITED _

Viewed

Signed by

hedule template

Do you have ang nts to make to the terms?

Documents you need from the candidate to ensure legal compliance with the contract




5. Once you've clicked the edit button you will be taken into the following screen. Whereby
you will need to click Upload & use a signed contract. Then click Upload PDF File. Here you
can upload your pdf. Once complete click Finished.

# Edit Candidate Contract

€ The uploaded contract will be checked by Sonovate once you have submitted it for approval.

Your file will appear here once it has been uploaded




6. The candidate and client contracts are independent from one and other. If you need to upload
a contract for both then you will need to toggle to the other contract using the tabs and repeat
tostep 4t & 5.

Placement PM6%

Tom Allen & REVOLUT LTD

=  77c87700-b2a2-45e.. 1 /717 -_

RedTech




/. Once you have finished uploading your contracts you are now ready to submit them
to Sonovate. Click the blue button at the bottom of the screen.

Placement PM&5

Tom Allen & REVOLUT LTD

=  82e78466-8f0c-4cb.. 1 /14 =

RedTech




8. By clicking the blue bottom you will be taken to the screen below. From here if you
are also issuing a contract, you will be asked to select a contact to issue the contract
to. If you have uploaded both candidate and client contracts there should be no

contact option to select. You now need to click submit.

Send Contract

2 contracts are ready to send

Who would you like to Issue the contracts to?

Cllent Contract

The uploaded client contract will be submitted to Sonovate for approval

Candldate Contacts
i~
Charles Parker CP ACTIVE LIMITED

Developer salessonovate+LTD@gmail.com

salessonovate+LTD@gmail.com




Congratulations you
have uploaded your

signed contracts! &
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