
DocuSign Instructions: 

1. Find the agreement in your DocuSign Inbox labeled “Action Required”. 

2. Click the “Sign” button highlighted by the red arrow as seen above. 

3. Review any instructions attached to the DocuSign and select “Continue”. 

 

 

  



4. Select “Start” and begin filling in the areas that are assigned to you. If you are not the 

person completing these fields, skip this step and move the reassigning. 

 

5. Select “Next” or “Fill in” until all fields are complete.  

 

 

 

 

 



 

  



 

6. Select the dropdown from “Finish” when all fields are complete.  

 

  



7. Select “Assign to Someone Else” and complete the necessary fields. Add any notes or 

comments the signer might need. Ensure that names and email addresses are correct, then 

select “Assign”. 

 



 


