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Council on Aging (COA) uses DocuSign to process contracts and service agreements for secure, electronic signatures.  

When COA sends an agreement for signature, DocuSign sends an email notifying the assigned contract signatory that 

there is a document that requires an electronic signature.  The email contains a secure link to the documents. It is 

simple, straight-forward, secure, and there are prompts to ensure all of the necessary sections are completed. After all 

required parties have signed the documents, DocuSign will send an email containing a copy of the fully executed 

contract documents to any parties who had to sign so that the fully executed agreement can be saved and/or printed for 

the business’ records.  Below are some basic instructions on what the DocuSign process looks like for your reference. 

 

Basic directions on using DocuSign for electronic signatures 

 

1 - Email received from Council on Aging (COA) requesting document(s) to be signed. Once opened, the email 

will show you a brief message from the COA Contract Writer, and will provide a blue “Review Documents” 

button that will take you to the documents that need to be e-signed. 
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2 - Once the “Review Document” button is clicked in the email a screen opens with the request for signature, 

similar to the example below. 

 

**Note:  If you cannot access the 

“View Documents” link in the email 

you may follow the directions below 

the yellow “View Documents” 

button to open the document(s) 

through the DocuSign website.** 

 

*If you choose to download the DocuSign 

App on your smart device then you are able 

to insert an actual handwritten signature on 

the documents sent to you via DocuSign. 
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3 – Once you click the “Continue” blue button the document will open for you to review.  There are a few 

options at the top of the page.  You can click the blue “Start” button and it will flash the first section needing 

to be completed.  You can see this circled below.   

 

There is also a “Finish” button in the orange bar at the top of the page with a drop-down arrow next to it.  You 

can see this circled below.  This button will not activate and turn blue until you have completed all of the 

required sections of the agreement. 

 



4 
Updated 5/21/25 

Clicking on the drop-down arrow shows you other actions that allow you to finish completing the documents 

later, assign the documents to someone else in your business to sign, decline to sign/void the agreement. 

Selecting Void/Decline to sign this would mean that you are choosing not to sign the agreement with COA, and 

you are unable to access this agreement again to try to sign.   

 

 

 

 

 

 

 

 

 

 

There are other options found underneath the “Finish” button, that 

are shown circled to the left.  
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Thumbnails are the page icon.  This allows you to scroll through specific pages of the agreement for review.  

Shown in the screenshot below. 

 

Download is the option show with the underlined down arrow.  This allows you to download the agreement 

documents to your smart device or computer to review prior to signing. Shown in the screenshot below. 

 

Print is the option showing a printer icon.  This allows you to print a PDF version of the agreement documents 

to a connected printer to review prior to signing.  Shown in the screenshot below. 
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4 - If there are any sections you need to fill in information into the documents there will be red boxes, as seen 

in the example below. Once you click in the box you can remove the description language and enter what is 

being requested.  In the example below the provider is entering their legal business name, their business 

street address, and beginning to add the city, state, and zip code.  When you click on a box to enter the field 

the outline will turn blue.  
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5 - There will be a blue marker labeled “Next” prompting you on the left edge of each page.  As you review 

each page it will show anywhere an action is required.  I.e. company name, address, initials, signature, etc.   

You can also click on the Next marker and it will take you to the next section requiring you to fill in 

information, enter initials, and/or a signature. Below is an example of the “Next” marker circled in red. 

 

 

6 – If you have never used DocuSign before, when you click on a section to initial or sign it will pull up a box 

entitled “Adopt Your Signature”, similar to the one seen below.  You just type in your name and your initials, 

and then you have 3 options for creating your signature.  If you choose “Select Style” (as shown in the figure 

below), you may choose from a variety of fonts to create your electronic signature.   
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If you click on “Draw” you may use your computer’s mouse, or a stylus on a touch screen device, to actually 

write your signature and initials.  (See the figure below.)  If you download the DocuSign App (as noted on pg. 

2) this makes electronically signing your documents by hand easier. 

 

 

If you click on “Upload” you may upload an image of your signature and initials, but please be aware that the 

program limits the size of the files it is able to store.  (See the figure below.) 
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7 – When asked to initial an item it will look similar to the example below circled in blue.   

 

When asked to select an item it will look similar to the example below.   

 

When the form is requesting company name, address, etc. it will look similar to the examples below. 
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When a signature is required, you will see a purple and red “Sign” box as shown in the example below circled 

in green.  
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8 – Once all sections are completed the “Next” marker will disappear and the “Finish” button at the top turns 

blue which means it can be selected.  A blue “Finish” button also appears at the bottom of the documents 

once everything has been completed. This can be seen in the examples below in the red boxes.   

 

 

 

9 – Once you select “Finish” you will see a processing circle in the middle of the page.  Once the document is 

finished submitting you will receive a screen telling you that the agreement has been signed successfully.  See 

the example below.  There is also a purple button saying “View Plans” which you can ignore.  This would only 

be applicable if you are interested in paying to open a DocuSign account for your business.     
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Once all required parties have signed, you will also receive an email confirmation showing that the document 

was completed, and a copy of the fully executed documents will be attached to the email for your review and 

to print and/or save a copy for your records.  See example below. 

 

You can also click on the link “View Completed Documents” in the email to be taken to DocuSign to view the 

fully executed documents as well. See circled link in the email example below. 

 

 

 

 

Attached copies of the 

completed documents. 
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*Notes to help with using DocuSign: 

• Because the emails generated from DocuSign can be seen as spam mail by some email filters, if you are 

expecting a DocuSign link and have not received it please check your spam/junk folder to see if your filter has 

flagged the DocuSign email as spam.   

 

You can add the DocuSign System email, dse_na2@docusign.net, to your approved email list and this will help 

prevent the emails being filtered as spam mail. 

 

• If you have used DocuSign before, when signing an agreement, the DocuSign system will remember the 

information you last entered in the system.  It will remember the company name, title, address, signature, and 

any other information you may have used from the last signed document(s).  This means if you are a contract 

signatory for more than one business you want to make sure that you are using the information that matches 

the business title listed in the subject line of the DocuSign email, and what is listed at the top of the agreement 

page in DocuSign.  

mailto:dse_na2@docusign.net

