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Sign a Document 2/2

5. Click on Signature and select location for your Signature.

6. Select your signature. You can choose among Select style,
Draw or Upload to upload a file that has your signature.

7. Click Adopt and Sign.

8. You can preview the document as well as download the
signed document. Click Finish to complete the process.

9. You can share your signed document with additional
recipient. If not, click No thanks.

Done! Select Finish to send the completed document.
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Send your signed document to anyone you would like. Enter an optional
email address below.
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Send an envelope 1/2 e Add Documents to the Envelope
START ¥ e
1. Click on Start and then Send an Envelope. | — 1 e _
2. Click on Upload and Select the document you want to add to Send an Envelope r
the envelope. " Sign a Document | \ %+
3. Add recipients to the envelope. You can customize signing |
Use a Template UPLOAD 2

order and/or if the recipient needs to sign.
4. You can customize the email message to all your recipients. Create a PowerForm
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5. Select recipient, click on Signature and select location ——
for your Signature for the respective recipient. 8¢ @O | mwr
6. Click Send to send the envelope to your recipients for G e § e
their signature. Your recipients will receive an email stendardFece Recient ~
requesting their signature. B /£ s RS A ’
7. You will receive an email with the signed document g B
once your recipients have signed and sent you the B oS festdociment Fomatig .
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Download the certificate of completion

1. Click on Manage and then select the document.

2. Click on the Download icon.

nature Home

Inbox

Manage

Fitered by: Date (Last 6 Months) | Edit

Note : Click Signed in location if you want to see location of where the Subject
document was signed (only if the recipient has authorized the location

feature) .
3.
4,
DOWNLOAD

Select which files you want to download:

All 2 files

Document 1 PDF

NENEN

Certificate of Completion 1 PDF

ine all PDFs into one file

-

DOWNLOAD CANCEL

Select Certificate of Completion and click Download.
On the certificate of completion, you can see some information such as [ Please Docusign: test esignature file.pdt
email address of the recipient, signature, IP address or timestamp.

Templates

@ Please DocuSign: paymentreguest_form_0125_2021_save

To: marc signatalre

To:

Vi

Signed

L |B

T= SIGNING ORDER

on 4/21/2021 | 03:56:46 pm

Signed in location

igner Events
ohn Doe
@mcegill ca

ecurity Level: Email, Account Authentication
MNone)

Signature

(oA~

e

Signature Adoption: Drawn on Device
Using IP Addressf 142.157.151.76

Timestamp

Sent: 4/21/2021 12:53:10 PM
Viewed: 4/21/2021 12:53:21 PM
Signed: 4/21/2021 12:56:46 PM
Freeform Signing
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