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DocuSign Quick Guide For WDI Executive 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 approvers and additional information.  

(Please see How To Login Into NexGEN And Navigate section on this guide.) 
(C) Quick summary about the document; 

§ Project: The project name. 
§ RI: The Walt Disney Imagineering Responsible Individual of the document. 
§ Vendor: The vendor company of the document. 
§ Award Value for this Transaction: The awarded/agreed upon value. 
§ Cumulative Award Value: Cumulative value of contract, prior approved change 

order/s and current document. 
§ Scope: Description of the scope of the document. 
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2. Please read the Electronic Record and Signature Disclosure. 
Click  to proceed to use DocuSign on the document. 

 
3. Locate the section in the document to input the Signature and Date.  

(Generally the last page of the document.) 
 

4. 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 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.  

 
 

5. After you have placed your signature and date into the document, click  to continue. 
 

6. A pop-up window will appear if you want to print or download. 
Tip: You can also download the document in NexGEN. 
 

7. Click  to complete DocuSign. 
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How To Login Into NexGEN And Navigate 
 

1. Click the NexGEN link in the DocuSign email notification to view the document. 
(A) Enter your NexGEN username. 
(B) Enter your NexGEN password. 
(C) Click Login. 

 
 

2. Once in the document. Navigate to the Financial Summary And Event History. 
(A) Scroll down in the document to the Financial Summary (Approval Details for Change Orders) 

to review the allocation of (A) Assigned Budget, (B) Contingency Use, and (C) 
Awarded/Agreed Value. 

 
 

(B) Scroll down in the document to the Event History and click expand (A) to view who has 
approved prior to your signature. 

 
 


