
Signing a
Document:

Docusign



First Create
your Signature

Ensure you are on the
home screen by looking
at the top toolbar. You
can see the home screen
is selected here. 

Add or change a
signature by clicking on
your name on the
toolbar. 



First Create Your
Signature: Choose

Type your full name into
the box titled "Full Name."

Select "Choose" to select a
pre-made signature. 
If you'd prefer to add a
custom, drawn signature
proceed to to page 3 of this
guide now. 

Select the pre-made
signature of your choice,
and click "Create." This will
save a signature to
DocuSign that will be used
to sign your documents. 



First Create Your
Signature: Draw
This shows how to draw a custom
signature. If you prefer to choose a
premade signature, the instructions
are on page 2, and this section can
be skipped. 

Type your full name into the box
titled "Full Name."

Select Draw.  This will allow you to
create a custom signature using a
trackpad, or your mouse. 

Use your mouse, or finger on a
trackpad to write your signature
on the line. You must also write
your initials. If you are unsatisfied
you can click "clear" in the top
right corner.

When you are satisfied with your signature and initials, click "create." 
 This will save your signature and initials to sign documents. 



Next, open the file and
drop to get started

Open your file explorer, and navigate to the PDF
File you want to sign.

Once you've found the file you want to sign,
hold your mouse, click on the file, and drag it to
the box on the home sceen. 

As soon as you drop the document
into the box, you will see
"Uploading now"



See your uploaded
document, add signers
and recipients. 

After you've dropped your file, it
will automatically open the
document to prepare you to add
recipients and sign. You'll see the
file you added appear on the
screen. 

You'll need to add recepients and
identify the signers. You'll do this
by selecting the small arrow to
the right of "Add Recipients"



 Add Recipients 
(if required)

Now that you've clicked the arrow, you can add recipients. If there are no other
individuals that need to sign or receive the document select "I'm the only signer." 
If you are the only signer, you can proceed to the bottom of the page and select sign.
(proceed to page 8 of this document.)

If there are other
individuals that need to
sign or receive this
document, type their
name and email. 

You can select from a
drop down list of options  
for the recipient to
recieve this document. 



Include a Message
(if required)

After you've identified
any recipients and their
needs, you can add a
message to be included
in the email. 

If you are the only
individual to sign the
document, adding a
message is unnecessary
and not required. 

Click next to open and
sign the document. 



Add your signature 
to the document
Now that you've identified any
recipients and added a message (if you
are not the only signer), it's time to add
your signature.  If you are the only
signer, you'll simply sign and save. 

Click on signature and move  the
yellow sign icon to the area you wish
to add your signature. Click to sign. 



Double Check
your Signature
and Finish

After you select "Sign" your
signature will be added to the
document. You can resize by
dragging one of the corners of
your signature. 

When you are satisfied with your
signature, click finish in the top
right corner. 



DocuSign will
ask if you want
to share

A pop-up will ask you if you want to send a
copy of this completed copy. You can
enter the details or select no thanks. 

See how to open your completed doc on
the next page. 



View and
Download your
Signed
Document

Navigate to "Manage" on the
top toolbar to see your
completed document. 

You can see your document is
signed under status, which
shows complete when the
document is signed. 

You can save your completed
document to your files by
selecting "Download." 


