WE USE DOCUSIGN
FOR DIGITAL SIGNING

If you haven’t used DocusSign previously
this guide may help

DocuSign

¥

STEPT-A

Review the DocuSign email

Open the email and review the
message from the sender.

Click REVIEW DOCUMENT to begin
the signing process

Alex Designs sent you a document to review and sign

Agree to sign electronically

Review the consumer disclosure, and Please Review & Act on These Documents
select the checkbox | agree to use . Deana F

Electronic Records and Signatures

. Please reay the Blectronic Record and Signature Disclosure.
’ B | agreq to use electronic records and signatures

Click CONTINUE to begin the signing
process.

Important! To view and sign the
documents, you must agree to Note: To view additional options, click OTHER ACTIONS. For more information

conduct business electronically. of other actions available, Signing Documentati
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Start the signing process

Click the START tag on the left to being the
signing process. You are taken to the first tag
requiring your action. Click the SIGN tag.

Signature: x ——

Adopt Your Signature.

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

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

Adopt Your Signature

Confirm your name, initials, and signature.

Full Name Initials
‘ Michael P| MP
Draw
Preview
DocuSigned by: os
M-ldLAbL P | MP Change Style
02367AIESD33485,

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 signature
or initial

Confirm signing

When you finish clicking all the
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 documents appears in their
DocusSign account.

Sign up for a DocuSign account
SIGN UP HERE
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For more information about DocusSign refer to their website
https://www.docusign.co.uk
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https://www.docusign.com/products-and-pricing?_gl=1*10ao8bn*_ga*Njg1NzQzODIyLjE2MzYwMjQxMTU.*_ga_1TZ7S9D6BQ*MTYzNjAyNDExNC4xLjEuMTYzNjAyNDM2OS4w&_ga=2.100741575.711879321.1636024115-685743822.1636024115

