
DocuSign 
 

1. Generate documents and click save as, rather than print documents to desktop or a particular folder.  We have 
found when you save the docs and use the members’ last name at the beginning of the file name they are easier 
to find.  Example:  Smith security agreement.pdf, Smith 502. Pdf, Smith insurance form.pdf.  Using the last name 
first will lump together in your search. 
 
**If at all possible, please try to avoid scanning docs to send through Docusign for signature.  Scanned items can 
be difficult to read when we need to reprint items later on.  If you do need to scan something, please make sure 
the print quality of your item is very good before you scan it. 
 

2. Log in to DocuSign https://www.docusign.net/Member/MemberLogin.aspx  Save this address as a favorite on 
your browser 
 

3. When you get logged in for the first time, there are options to setup your identity.  To the right hand of the 
screen, under Your Identity then to edit you can setup your title, phone number, address, and etc. 
 

 
 
Please fill in all of your info, this will serve as a “Signature” on the items you send out through DocuSign.  In this 
area you will also “adopt” an electronic signature of your own. 
 
 

4. At the top of the page click send 
 

 
 

5. You will now upload all the docs you want to send for signature.  Click on the Browse from my computer 
 

 
 
Browse out to your desktop or folder to the saved docs.  You can double click to upload one at a time or some 
machines will allow you to multi-select by clicking on the doc once and holding down the Ctrl key for additional 
docs. 
 
 

 

https://www.docusign.net/Member/MemberLogin.aspx


6.  In most cases a box will pop up telling you there are matching templates and it lists a match percentage.  You 
can use the signature template but we have found it quicker to map the docs yourself.  At this point you can 
click cancel 
 

  
 

7.  Another box may pop up talking about secure fields, just click cancel. 
 

 
 

8. After you have all of your docs uploaded you can place them in the order you want them to display for the 
member.  You can change the number in the little box under the order column or simply click and hold on the 
two rows of little dots, then drag the doc to the order you want.  You can also click on the circle with an X to 
remove something. 
 

   
 

9.  Under recipients and routing, add an email address for 1st signer (primary borrower).  In the next box add their 
name then click the add signer button.  If needed,  add the info for the 2nd signer (co-borrower) and click add 
signer 
 

 



 
10.  You see the recipient and their orders listed over to the right.  Just like with moving docs, you can change the 

order or completely remove a recipient if needed.  
 

11.  MUST BE DONE ON ALL DOCS SENT OUT--At this point you will need to add the security.  Click on the down 
arrow next to email under the identity column and check the Access Code box.  This will open up the box for 
you to enter a “shared security word’.  This word is something you and the member choose on during a phone 
call.  It should never be sent through email!  The member needs this word to open the email from DocuSign. 
 

 
 

12.  The next section is where you can customize the email message that goes out to the member or you can use 
what the system puts in there for you.  The email is something that all recipients will see.   You do have an 
option to add a note that is different from the body and only goes out to a particular recipient. 

 

 
 

13.  The last section is the expiration setting for the email.  If the member does nothing, the system will send out 
reminders.  These are pretty much setup for you.  

 
14.  Click next.   

 
15. This is where you will be “mapping” your docs for dates and signatures.  There is a yellow box that will pop up to 

try to help guide you through the process.  You can check the “don’t show again box” and then close it.  
Otherwise, it will pop up every time you use DocuSign. 
 

16. Listed in the box Tag for: is the 1st signers name.  This is letting you know who you are mapping for.  You can click 
the drop down to change to the 2nd signer.  However, I would map everything for the 1st signer then go back and 
map for the second. 
 

  
 



17.  To map, scroll down to where the first signature is listed for the member.  Click and hold the signature option 
on the left (please don’t use the optional items) and drag the item over to the signature line in your doc and 
drop it.  You will then need to do the same for the date. 

 
 
Keep doing this for each document in the pack for the 1st signer.  When done, go back to the top of the pack and 
change the Tag for: to the second signer.  Then drag and drop all of their signature and date fields. 

 
18.  After all the mapping is done, click on preview.  This will show you all of the areas you have mapped.  Like 

above, the display is by the user listed in the Tag for: box.  Please go through each page for each signer and be 
sure that you have all the required fields mapped. 

 

 
 

19.  When you have everything done, click send.  This will take you back to the manage section of DocuSign.  This 
area works kind of like Outlook (email program).  You monitor where the member is at in the signing process.  
The status will show if they haven’t opened the file, have reviewed the file but not signed, or have sign and the 
file is complete.  Once they have completed signing, you will get an email sent to your regular email address.  
 
 

20. To retrieve the docs, you will sign in to DocuSign.  Then, click on manage.  Find the documents you are looking 
for and then double click.  This will open the docs.  You can click on print up above.  You are done! 
 
 

 


