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1.  �Open eSign Web Portal
2.  �Sign In To Account
3.  �Enter the recipient(s)  

email address
a.  �Identify if you want  

the recipients to sign  
in any order or the  
order entered

b.  �Check the box, if you as the originator, needs to sign the document
4.  �Select each recipient(s) you would like to assign a specific eSign field

a.  �Available Fields: Signature, Initials, Signature Block, etc.
b.  �Each recipient is linked to his or her unique field
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How to Sign 
Documents



How to Send Documents for Signature
Signing! It’s what we are all about!

Below you will find the quick steps for sending a document through eSign 
services.
If you are brand new to eSign services, and not comfortable with just the quick 
steps, each workflow will also link a fully illustrated step-by-step article.
Just find the process that you want try, and give it a shot!
“Only I Sign” - When only you need to sign the document
1.	 On the Dashboard page, click Only I Sign.
2.	 Enter the email address of the recipient into the To: field.
3.	 Drag and drop, attach or choose a library document to send.
4.	 Check the Preview, position signatures or add form fields option.
5.	 Click Send.
6.	 Drag and drop necessary fields onto the document.
7.	 Click Send.
8.	 Fill in the fields and apply your signature.
9.	 Click the Click to eSign button.
Note: If you prefer a more verbose explaination of the process, you can find the 
full Step by Step here! https://helpx.adobe.com/content/help/en/document-
cloud/help/only-i-sign.html

Someone needs to sign a document you send
1.	 Click the Send page or click Get a Document Signed.
2.	 Enter the email address of the signer into the To: field.
3.	 Drag-and-drop, attach, or choose a library document to send.
4.	 Select Preview, position signatures or add form fields.
5.	 Click Next.
6.	 Drag fields from the top of the page onto the document.


