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How do | Sign a DocuSign Document?
When someone sends you a DocuSign document for your electronic signature, you first receive an
email from DocuSign sent on behalf of the sender.

1. Review the DocuSign email: Open the email and review the message from the sender.
Click REVIEW DOCUMENT to begin the signing process.

#lex Designs sent you a document to review and sign

REVIEW DOCUMENT

2. Agree to sign electronically: Review the consumer disclosure and select the checkbox | agree to
use Electronic Records and Signatures. Click CONTINUE to begin the signing process.

Please Review & Act on These Documents

. Deana F

- Please read the Bectronic Record and Signature Disclosure.

[ agree to use elecironic records and signatures

Important! To view and sign the documents, you must agree to conduct business

electronically.

Note: You can use the OTHER ACTIONS menu at the right of the browser to select a different
option for the documents, such as Finish later, Print & Sign, or Decline to Sign. The available
options depend on sender settings; see Other Signing Actions for more information about these
options. For more information of other actions available, please review Other Signing Actions
below.

3. Start the signing process: Click the START tag on the left to begin the signing process. You are
taken to the first tag requiring your action. The tag will say FILL IN or SIGN. Once the field has
been completed select the tag on the left to move to the next field. Continue this process until
all fields have been completed. This action could be to complete a field or to sign.

S5IGN

SIGN ‘

algnature: x —

4. Click the SIGN tag.



5. You are asked to Adopt Your Signature.

Adopt Your Signature

Confirm your name, initials, and signature.

Full Name Initials

Michael P| MP

Draw
Praview
DocuSigned by: DS
‘ M,ld,{,d,d, P MP Change Style
0238TA3ESD33485..

By clicking Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all
purposes when | {or my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signaturs
or initial

ADOPT AND SIGN CANCEL

6. Verify your name: Verify that your name and initials are correct. If not, change them as needed.

7. Adopt a signature

8. Click ADOPT AND SIGN to adopt and save your signature information and return to the
document.

9. Confirm signing: When you finish clicking all signature tags in the document, confirm signing by
clicking FINISH. A message appears stating that you have completed your document. You can
now download a PDF copy or print a copy of the document. The sender receives an email with
the signed document attached, and the signed document appears in their DocuSign account.

10. Sign up for a DocuSign account: Sign up for a DocuSign account and save the document in your
own account.

Other Signing Actions
The Other Actions tab contains additional actions available to you when signing documents in
DocuSign. For example, if you run out of time to complete a document, you can elect to finish later.
Alternatively, if the document was sent to you by mistake, is incorrect, or you're not the right signer,
you can either decline to sign or assign the document to someone else.
Note: Depending on the settings the sender has enabled for your documents, some options might not be
available.

o Finish Later: Exit the signing process, saving any information you entered. Return to finish

signing the document by using the link in the original email notification.

Don't Forget to Finish
Later

You r.',:lr1i.>ur11e back using the original link iu complete the
document.

e Print & Sign: Print and sign the document on paper.

¢ Decline to Sign: Decline to sign the document. You might be asked to provide a message for the
sender of the document indicating why you have declined to sign. In cases where there are
other signers, those who have already completed signing receive an email stating that you have

3


https://www.docusign.com/products-and-pricing

declined to sign. Other signers who have not completed signing will not be able to access the
documents.

o Help & Support: Opens the DocuSign Support Center in a new browser window.

e About DocuSign: Opens the DocuSign corporate site, which has more information about
DocuSign and available features.

e View History: Displays the sending and signing history for the documents.

¢ View Certificate (PDF): Opens a new browser window with a PDF version of the certificate of
completion, which includes information about the events, and the disclosure. The PDF can be
saved or printed.

¢ View Electronic Record and Signature Disclosure: Displays the sender’s Electronic Record and
Signature Disclosure.

o Session Information: Displays session related details, such as the Envelope ID, Recipient ID, and
the Signing Version.

Who Do | Contact with Questions about this Document?
DocuSign sends email notifications on behalf of its users. You can simply "reply to" the email
notification to contact the sender of the document with questions.
Often, only the sender of the document can assist you with inquiries regarding the following:
e The contents of the document / errors in the document
o For questions about the contents of the document or to request correction of errors in
the document please contact the sender.
e Access codes / Authentication
o If you never received an access code or are having trouble with the access code, the
sender can provide the correct code or resend the envelope with a new code.
o Failed authentication
o If you fail authentication three times, you must contact the sender to have them resend
the envelope with a new code.
e Envelope not accessible / Envelope correction in progress
o If the sender is correcting the envelope, they must finalize their corrections before you
can access the document. Please contact sender regarding the corrections.
o Finish button does not appear
o If the Finish button is not appearing, it is due to one or more incomplete required
fields. Once a page has had all required fields met — A green check mark appears. If this
does not resolve the issue, please reach out to the sender of the document to ask them
to investigate. One possibility is that the document has overlapping tags, which can only
be corrected by the sender.

Why am | Being Asked to Answer Authentication Questions?

To help protect your personal information, all envelopes are sent with authentication attached. Most
often this authentication will be done with Knowledge Based Authentication questions. These are used
to help proper identify the intended recipient of the envelope and a security feature to ensure the
correct person is completing the document(s).



How do | Know Who Sent Me this Document?
The notification email you received contains the name and email address of the sender - to contact the
sender, please use the email address included in the notification.

DocuSign

Sample Sender sent you a document to review and sign.

REVIEW DOCUMENT
Sample Sender
jeremystestdsacct@gmail.com

Example Signer,

Please DocuSign Order Form.doc

Thank You, Sample Sender ‘

Why do | Keep Getting Notifications and How do | Stop These?
DocuSign sends email notifications on behalf of its users. Each sender has the ability to set how often
to send email reminders.
Your options to stop receiving email reminders to sign:
e Decline to sign
e Complete signing
e Contact the sender and ask them to Void/Cancel the document. You can simply "reply to"
the email notification to contact the sender of the document.

DocuSign Signing Terminology

¢ Email notification - The means by which signers are informed that they have an electronic
document to sign. The email notification includes a link that takes the signer directly to the
document.

e Envelope - The container that holds one or more documents. The envelope also holds the
recipient information and the fields placed on the documents

e Sender - Users who can create, send, and manage DocuSign envelopes

e Signer - An envelope recipient who is required to take action on an envelope or documents
within an envelope



How do | Access the DocuSign Documents that | Signed?
Did you sign up for a free DocuSign account during the signing process?
e If YES, go to account.docusign.com and log in with your email and password. On the DocuSign
Web Application, select the Manage tab. Your documents are listed there.
e [f NO, you can contact the Mabrey Bank Team Member who sent you the email or access the
document by opening the DocuSign "Completed" email. This email is sent to you once you have
finished signing a DocuSign document. See the instructions below.

How to Open Completed eMail

1. Open the DocuSign "Completed" email.
2. Do one of the following:
a. Click REVIEW DOCUMENT to open the documents in your browser.

Alex Designs sent you a document to review and sign

REVIEW DOCUMENT

b. Copy the multi-character security code at the bottom of the email, go
to www.docusign.com, and click Access Documents.

Announcing Agreement Cloud: 2020 Release 3 > Sales 1-877-720-2040 Support Access Documents Log In

DocuSign Products  Solutions  Developers  Pricing CONTACT SALES m

Paste the security code from the DocuSign Completed email and click GO.

ACCESS YOUR DOCUMENT

an emai -':‘L-'\k ng you to si gn or v a
can access that document by entering the
de found at the bottom of the notification email.

Security Code

GO

The document that you signed opens. You can now print or download your documents.
Download Print

v B
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How Do | Download Documents from My Account?
To download your completed documents from your account, follow these steps:
1. Loginto your DocuSign Account.
2. Open the completed document that you would like to save.
3. You will see this menu at the top of the page, click the icon with the down arrow.

ﬂ v
4, You will get the option to download as separate PDFs or combined PDFs.
o Separate PDF - This will download the documents as the sender uploaded them. (For
example, an envelope sent with two different documents will be downloaded as a ZIP
file containing the two documents).

o Combined PDF - This will combine all documents into a single PDF.
5. Choose where you would like to download them on your computer.

Note: Documents over 5MB will not be attached to the confirmation email after signing, you
will have to download them using this method

To Download Documents
1. From the Manage page, locate the envelope that you want to download.
2. Depending on your envelope status, do one of the following:
o If the envelope is completed, click the DOWNLOAD button.

Completed ‘ Q “= FILTERS

Filtered by: Date (Last 6 Months) | Edit

Subject Status Last Change ¥ Folder

Please DocuSign: ... 10/13/2020

| v To: Melanie E. Completed Sentinb DOWNLOAD | [v
‘_| o: Melanie omplete 11213 am entinbox

Deschutes

o If the envelope is still in progress, click the envelope name to go to the Details view, and
then click the Download icon at the top of the view and select which files you want to
download:

Please DocuSign: Vehicle Sales Agreement.pdf @

Last change on May 1, 2012 | 02:41
Sent on May 1, 2019 | 09:39

(®) Waiting for Others

RESEND MOVE CORRECT MORE ¥ AN )

3. To download the envelope contents,
o For separate files in a ZIP file - check All for all files, or check the files you want to
download as separate files in a ZIP file. Document gives you all of the documents in the

envelope.



o For asingle PDF of all files in the envelope - check Combine all PDFs into one file.

X
DOWNLOAD

Select which files you would like to download

[v] Al @fies
|v] Document 1 POF
+"| Certificate of Gompletion 1 POF

+| Comments History 1 PDF
Combine all PDFs into one file

DOWNLOAD CANCEL

4. The selected files download to your local Downloads folder.

To Print Documents
1. From the Manage page, locate the envelope that you want to print.
2. Depending on your envelope status, do one of the following:
o If the envelope is completed, click the action menu and select Print.

Completed | Q, search Quick Views | % FILTERS

Filtered by: Date (Last 6 Months) | Edit

Subject Status Last Change ¥ Folder
Please DocuSign: ...
— 10/13/2020
\ | v To: Melanie E. Completed Sentinbox DOWNLOAD v
— 11:21:32 am
Deschutes
Print {b
Please DocuSign: ...
] 9/30/2020 Move
\ | v To: Abby Angle, Fred Completed _ Sent
— 05:27:50 pm
Marshall Forward

o If the envelope is still in progress, click the envelope name to go to the Details view, and
then click the Print icon at the top right of the view.

Please DocuSign: C-2SampleLEASE.pdf, TR RS
LeadPaintDisclosure.pdf, Parking Space Assignment.docx

Last changs on 27/4/2018 | 12:38
Sent on 27/4/2018 | 12:38

+ Completed

MOVE MORE ¥ A

The PDF appears containing all documents in the envelope and the Certificate of
Completion. If the envelope has a comment history it is printed along with the
documents and Certificate.

3. Use the controls provided to print or save a copy of your document.



To Download Individual Pages from a Document
You can download full resolution images of any page in any document that you either sent, received, or
manage. Pages are available to downloaded as PNG files. You can print or save the PNG file to PDF or
other formats, as needed.
1. From the Manage page, locate the envelope containing the document from which you want to
download one or more full resolution pages.
2. Click the envelope name to go to the Details view.
3. Inthe document panel on the right, locate the page you want to download and click the
download icon.

Please DocuSign: Poplar Street Lease - Unit 12 Abby Angle Johann Angle
®

Envelope ID
Last change on 10/15/2020 | 03:36:47 pm
Sent on 10/15/2020 | 03:36:12 pm

@ Waiting for Others

3 &
RESEND MOVE CORRECT MORE ~ AR =)
Recipients Tz SIGNING ORDER
~/ Abby Angle #  Signed
1 angle@dsxir.com on 10/15/2020 | 03:36:47 pm
Signed in location # L/"'
Parking Memo....
Johann Angle #  Needs to Sign Pages: 1

nhannfdevtr nam

4. The selected page opens in a new browser window. You can use the browser controls to print
the page to a PDF, or you can right click and save the image.

Document Retention Notifications

All envelopes sent through DocuSign remain in the DocuSign system for a set number of days. Please
refer to the Electronic Record and Signature Disclosure and Consent for the set number of days. Once
the number of days has been reached, they will automatically be removed from the system.

When an envelope enters the purge queue, email notifications are sent as follows to the sender and
any recipients associated with the documents who have a DocuSign account.

1. A warning email notification is sent informing that the documents will be deleted in 14 days.
The email provides a link to the documents, providing an opportunity to view, print, and
download the documents before they are deleted.

2. Asecond email is sent 7 days later with the same message.

Note: If any party on a DocuSign transaction deletes an envelope before it is purged, they will still
receive the purge warning notifications. The only way for a sender or recipient to not receive these
notifications is to disable the notification option in their My Preferences > Notifications.



Miscellaneous
Q: What if I no longer want to agree to use electronic signature on future documents?

A: You will be required to consent and agree to use electronic records and signature each time you
receive an envelope from DocuSign. If you do not want to use electronic signature in the future,

you’re able to decline to sign electronically.
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