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HOW to e-Sign 

Step 1 Review the DocuSign email 

Open the email and review the message from the sender. Click REVIEW DOCUMENT to begin the signing process. 
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Step 2. Enter the access code 

You should have received an access code in a separate email. 

 

 

Step 3. Agree to sign electronically 
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Step 4. Click the START tag on the left and Click the SIGN tag 

  

Step 5. Click ADOPT AND SIGN to save your signature 

▪ Verify that your name and initials are correct. If not, change 

them as needed. 

 

▪ Accept the default signature and initial style, and go to the 

next step or Click Change Style, and select a different signature 

option. 
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Step 7. Confirm signing 

When you finish clicking all signature tags in the document, confirm signing by clicking FINISH.  

 

 

You will receive an email notification when the document is complete. You can now download a PDF copy or print a copy of the document.  

The signed initial disclosures are automatically upload to our file management and notify to our set-up team for submission. 
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Option to sign disclosures using pen on paper and upload 

In some cases you might prefer to sign disclosures using pen on paper. The Print & Sign feature allows you to sign 

disclosures on paper and then return them by upload. 

Option 1. Download from e-Disclosure menu 
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Option 2. Download from e-Disclosure menu 

 

1. From the document you are signing, open the menu OTHER ACTIONS & click PRINT & SIGN. 

 

 

2. Select UPLOAD and click CONTINUE:  

You download the documents, complete them with pen on paper, scan them, and then upload to NPress 

 

 


