
How to E-sign a document. 

1. Once signed in, click on “inbox” 

 



2. Your inbox looks like this. 

 
3. Select the document which you would like to sign by clicking on the pencil icon located 

next to it. 

 



4. This screen will pop up; click “continue to sign”. 

 
 
 
 

 

 



5. Your Document will pop up. 

 
 



 
6. Type in your full name in the box where it says “please enter your name”. 

 
 
 

 

 



7. When you see this, you have successfully E-signed your document and it has been sent 
to us. It may take up to an hour, please do not call to check if we have received it. 

 

 


