The docusign document will come to you via email.

a. Once you open the email you will see the below screen. Please click Review Document.
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You will then see the below secondary screen.

b. Click the check box below indicating the you agree to use the electronic records and signatures.
c. Click Continue
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d. Scroll down the page, click Next
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e. Click Sign
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f.  Ensure that your full name and initials are displayed appropriately and adjust if necessary.
g. Click the Change Style to view the styles of signature and choose your preferred style
h. Click adopt and sign
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Once complete you will receive the below pop up, the pop up is an invitation to demo your own
docusign account.

i. Click “No Thanks” to leave the screen.
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