
DOCUSIGN GUIDE – VENDOR 

1) Vendor will receive an email from Docusign. Click Review Document.  

 

 

2) Vendor will be shown the window below. Click “I agree to  use electronic records and 
signatures.” and click Continue.  

 

 

 



3) Vendor will be presented with the contract. Please click Start.  

 

 

 



4) The Vendor needs to click Sign and choose a signature type.  

 

Then click Adopt and Sign. 

 

 



5) Once signed, click Finish.  

 

 

6) The window below will appear. The Vendor does not need to sign up for Docusign. 

 

END 


