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DocuSign 

Note:  It is not recommended to add New Users through DocuSign.  Add New Users as set out above 
to start the registration process.  Document Recipients must complete the registration process 
before accessing documents. 

1. Enter the Effective Date and click Next Step. 

 

2. At this point, the standard Email Subject and Body can be used or modified.  Select the Recipient using 
the dropdown.  Use the Add Recipient button if the documents are being signed by more than one 

person.  The order of names can be changed by dragging the  handle to reorder.  Checking the Sign 
in this order tickbox will send the notification emails in that order. 

Note:  All Contacts in Legal Kiosk are available in the dropdown.  If the wrong contact is selected, they 
will have access to the document, but not the related file.  

3. Select the Signing Requirements.  Receives a Copy will send the email with a link to review the 
document, but there are no signature areas. 

 

4. Using the Name dropdown, select the contact name and drag to the signature location 
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5. Once all the signatures are set, reminders, etc. can be set using the Actions button and then click Send. 

6. The document will appear in the Minute Book Table of Contents as in yellow.    

 

7. The Select option button will allow you to void or resend the DocuSign envelope, and clicking history 
will show the activity on the envelope. 


