
HOW TO SIGN WITH DOCUSIGN

You will receive an email from DocuSign and within the email, there will be an orange button that says “REVIEW DOCUMENT.”
Click this and it will open a browser window with the documents that require your digital signature:

When the browser window has opened, you will see the documents in the main screen; to begin signing, click the orange
button that says “CONTINUE:”



Next, you will click the orange button that says “START:”

The first place you need to sign will be marked by an orange square with an arrow that says “Sign”; click this square:

A window will open that provides three options for your digital signature. The first option creates a digital signature for you out
of text:



The second option allows you to draw your signature using either your mouse, your finger, or a stylus depending on what
device you are using:

The third option allows you to upload an image of your signature if you already have a digital signature saved:



All of these options are considered equivalent to a real in-person signature. For whichever of the three options you choose,
once you’ve decided, click “ADOPT AND SIGN”:

You will now simply click on each of the orange squares indicating a signature is required at that spot and it will apply the
signature style you selected in the previous step:



Once you have completed all of the required signature fields, click the orange “FINISH” button at the bottom of the page:

You’ll know that you’ve finished signing when it takes you to this screen. When you see this screen, nothing further is required
by you. A copy of the signed documents are automatically sent back to Pacific CPA and a copy is also emailed to you.


