Electronic Signature Guide: Applicant
Your Lender will email you a package to review and sign the document(s). Click Review Document.

This next screen pops up if your lender requires that you have an Access Code to review and sign your documents. They
should have sent you an Access Code in a separate email. However, if you didn’t receive an Access Code, please contact
your lender. Clicking on the “I Never Received An Access Code” will void the transaction. Enter your Access Code and
click Validate.

By selecting the checkbox on the left, you are agreeing to access and use your documents electronically. Click Continue.
If you have consented previously to using eSign on the computer or device you are using, it will remember your choice
and you may not be prompted.

Click the Start tag and the document will move to the first Signature placeholder.

If you do wish to sign, click the yellow Sign box to apply a signature. If you click the Sign arrow tag on the left, it will
move to the next signature placeholder without leaving a signature.

Type your full name into Full Name and initials into Initials, if they are not already there. The Preview section will show
your Full Name and Initials in a Signature format.

You can choose another Signature style by clicking Change Style on the right.

A menu of the various styles offered will be displayed to your right. The highlighted style in blue is your current
Signature style.

You also have the option to draw your Signature using your mouse. Select the Draw link above the Preview box, hold
down the mouse and write your Signature in the Draw Your Signature box. When you are satisfied, click Adopt and Sign.
If you are not satisfied, you can click Clear on the right hand side of the box and try again.

When you settle upon a Signature style it will appear in the Signature placeholder. From now on, whenever you click a
yellow Sign placeholder, this Signature will now be automatically placed.

When you reach the bottom of the package there will be two links. Finish will complete the signing process and send the
package back to the lender. Other Actions contains the same options as above: Finish Later, Print & Sign and Decline to
Sign.

After you’ve clicked Finish, a window will ask if you want to save a copy of your signed documents. Separate PDF’s gives
you two files: Separate PDFS will give you two files, Summary and Package. Summary contains the details of the
transaction, Package contains the signed document(s). Combined PDF will only give you the signed document(s).

DocuSign® will email you and the lender that the signing process is complete.

The Other Actions tab also contains options such as Finish Later, Print & Sign and Decline to Sign.

If you do Decline to Sign the document, the entire transaction will be voided and your lender will be notified. Selecting
“Finish Later” does not void the document(s).

When you click Continue to decline signing, the next pop-up window will request to provide a reason. It is not required,
but is recommended. You can continue by clicking Decline To Sign.

You will see a confirmation that you have declined.

DocuSign® will also send an email notifying you and the lender.

