
 
 

DocuSign Quick Guide For Vendor Signatory – v1.00 – 01/24/2020 

DocuSign Quick Guide For Vendor Signatory 

1. You will receive an email from DocuSign for you to sign the legal contractual document. 
(A) Click the link to open the document to begin the signature process through DocuSign. 
(B) Click the link to the NexGEN document for additional information.  

(For NexGEN participating vendors with access.) 

 
 

2. Please read the Electronic Record and Signature Disclosure. 
Check the “I agree to use electronic records and signatures.” box 

  

 

3. Click  to proceed to use DocuSign on the document. 
 

4. Locate the section in the document to input the Signature, Name, Title, and Date. 
(Generally the last page of the document.) 
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5. You will need to drag and drop fields to the appropriate section in the document. 
 
(A) Click the Signature field and hold to drag. 
(B) Click the Name field and hold to drag. 
(C) Click the Title field and hold to drag. 
(D) Click the Date Signed field and hold to drag. 
 

Tip: If adjustments needs to be done. 
§ Click and hold the field where you placed the field in the document and adjust. 
§ Double-clicking on the placed fields (ex. Date) will allow you to edit the field value.  

 

 

6. After you have placed your signature, name, title, and date into the document, click  to 
complete DocuSign. 


