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How do | send a DocuSign

document?

1. Starting on the Dashboard, search for
an account by clicking on the
“Search” icon on the purple side e N 0 otk Comperstion picaion o SOME S
panel or clicking on “Search Account

Name:

and Policies” on the Roadrunner

Dashboard.
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2. Once the user is on the account
landing page, they will see the
document section at the bottom of
the screen.

3. Eligible DocuSign documents will
have a “Request Signature” link in
the left column titled “DocuSign”

4. Once the user clicks “Request
Signature,” a window will pop up
prompting the agent to confirm the
owner/officer name(s) and email

address(es). () NEW MEXICO
( MUTUAL
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How do | send a DocuSign
document?

5. Once they finished updating, the
agent can click continue.

6. When the document is sent, a success
message will be displayed.

7. DocuSign items that are pending will
display as “In Progress.” The agent can
edit or delete these requests.
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DocuSign Sent!

uest was sent successfully to all recipients.

In Progress | f
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Q: | sent the document, but it doesn’t say “In Progress.”

A: DocuSign documents expire after 30 days. They are automatically reset so that the

agent can resend them.

i Document types: Select One
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