
 

 

 

                

 

 

 

 

Receiving a Document for Guided Signing  
 

 

  



Opening the email invitation 

If you have been sent an invitation to review and to sign a document, the invitation should be in 
your email Inbox. Open the email that you have received from our escrow officer via DocuSign 
 

 

• To begin the process of reviewing and signing your document, please click the Review 
link in the email. 

 
• Signing will not begin until you have reviewed the agreement and you have confirmed 

your signature. 
 

• The DocuSign Service launches another web browser and asks you to adopt a signature. 
 

 
  

 



Adopting a Signature 

The DocuSign Service asks you to adopt a signature, agree to sign the document electronically, 
and read and accept the Consumer Disclosure agreement. 
 

 
 

• Click the I Adopt box in the Adopt Your Signature section. 
 

• Click the I Agree box in the Consumer Disclosure section. 
 

• Click the Continue button. 
 

• The DocuSign Service loads the document you have been asked to sign. 
 
  



Reviewing the Document in the DocuSign Service 

The envelope window allows you to do the following: 
 
• Review the document electronically, or print and review it 
 
• Sign the document electronically 
 
• Void the document 
 
• Reassign the document for someone to sign 
 
• Cancel the document 
 

 
 
Signing the document 
 

• Click ‘Start’ or ‘Next’ 
 

• Clicking the button will take you to the location in the document where you are requested 
to sign, initial, or fill in a data field. 

 
• Each time you click the ‘Next’ button it will bring you to the next location where 

mandatory action is needed. There could be other fields that are not mandatory in the 
envelope, but, when completing these documents, please provide as much information as 
possible, as this will help to expedite your closing. 

 
• Alternatively you can scroll down with your mouse through the envelope. 

 
 
 

 



Example for a location where you would need to initial: 
 

 
 
After clicking the initial tab it would look like this: 
 

 
 
This is an example for data fields like ‘Name’ or ‘Social Security Number’: 
 

 
 
Remember, red frame means a mandatory field, although any information you provide would 
help us expedite your closing. 
 
 
  



Here is an example for a signature before and after signing: 
 

 
 

 
 
Red frames would also mean that you have to choose an option from the buttons presented, like 
in this example: 
 

 
 
Please notice, in some documents you would be presented with checkboxes, please check the 
relevant: 
 

 
  



When you’re done with all the mandatory fields, a message would prompt: 
 

 
 
You now have the option to review the document or complete the signing. 
 
If you decide to ‘Stay and Review’, once your done reviewing you would need to click the 
‘Complete Signing’ button, which is located in the upper right of the DocuSign envelope with 
the yellow background: 
 

 
 
If you reach the end of the document, but still do not have the option to ‘Complete Signing’ it 
means that you missed one of the mandatory fields, a quick way to find what you’re left to fill 
would be to look at the left side of the envelope where you can scroll through the documents. A 
Yellow tab sign like in this image would alert that in this page of the envelope there is still action 
needed to be taken by you, the signer. Scroll to that page, or click the yellow tab (38 in this 
example) to get there automatically and fill in the necessary data: 
 

  
 



For further information, please contact your escrow officer or Mr. Dan Russ at 
dan@escrowofthewest.com  
 
Thank you! 
 
The Escrow of the west team 
 

 


