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Complete your quote as usual, then select “Create eSign Order Form.” 
 
Enter the customer’s email address into the “To:” field. 
 
The email address entered into the “CC:” field will receive all eSignature notifications, and will be pre-populated 
with the email address of the Channel Manager associated with your account. 
 
Select the order form to be signed, and click “Upload.” 
 

 
 
You will receive the following notification to inform you that the upload was successful: 
 

 
 
Your CC: will also receive the following notification in their inbox: 
 

 
 
They can click “Open Document” to view the unsigned order form, but they will not be able to edit anything. 
 
The customer will receive this email allowing them to sign the document: 
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When they click “Open Document,” they’ll be taken to this page, where they will click the document they intend 
to sign: 
 

 
 
The next window will show how many required and optional fields they will need to fill out, then click “Get 
Started.” 
 

 
 
The top of the screen will show their signing progress, a “Guide Me” button to show them the next field, and an 
“Options” drop-down menu. 
 
Under the “Options” menu, they will be able to download the document, decline to sign the document, or 
forward it to someone else for signature. 
 
This is the method they should use to allow another person to sign the document, which I’ve illustrated 
below: 
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After selecting “Forward Invite” they’ll enter the forwarding email address, and click “Forward Invite.” 
 

 
 
When the user is ready to sign, they’ll click on every dark blue text field one by one, and enter the necessary 
information: 
 

 
 
In the below example, they’re being asked to enter their initials, which they can type or draw, then select “Add.” 

 
 
Signature fields will use the same method: 
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Text fields can be edited directly: 
 

 
 
Date fields will default to today’s date: 
 

 
 
 
 
 
 
Light blue fields are optional fields, and aren’t required to submit the document, although they may need to be 
filled out based on the customer’s order (i.e. Letter of Agency): 
 

 
 
After the final required field is completed, the “Guide Me” button will change to “Done.” 
 

 
 
When they click “Done” they will be shown the following screen notifying them that it was successfully 
submitted, and that no further action is required on their part: 
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The customer and the CC: will both receive a notification in their inbox to let them know that the document has 
been signed: 
 

 
 
The signed order form is then automatically forwarded to Order Entry to be processed. 


