
 

 

 

 

 

DOCUSIGN QUICK TUTORIAL - CLIENT SIGNATURE: 

If you have received a document as part of the DocuSign workflow, the first step is the broker 

validation. Once the broker has validated the schedule, the next step in the workflow is the client 

signature 

You will receive an email from DocuSign indicating that the Coface account manager has sent 

you a document for review and signature.  

 

Please see below to add your signature to the document: 

 

Step One: Open the email and click on “Review Document” 

 

 

Step Two: Once the document opens in your browser, check the box to “Agree to use electronic 

record and Signature”, and then click on “Continue” on the opposite side of the page. 

 



 

Step Three: Click on “Start” 

 

DocuSign will now take you to the first section where your initial is required. For these documents, 

all pages except the first are initialled. 

Step Four: Click on the square where it says “Initial”  

 

DocuSign will now “Adopt” your initials before you are able to continue 

 

Step Five: Click on “Adopt and Initial” to continue to insert your initials generated by DocuSign. 

 

 

 

 



 

Step Six: Click on “Initial” on the second page - DocuSign will now take you to each space where 

your initial needs to be inserted into the document automatically. 

 

 

Step Seven: Click on “Sign” Button to insert your signature 

 

 

 

Step Eight: Add your Title and where this document was signed and then click “Fill in” and then 

continue to finish adding initials to the document 

 

 

 

 

Step Nine: Once all the document is completed, click on “Continue” on the last page 

 



 

Step Nine: To complete the document, you will be prompted by the following screen. Please 

insert the code supplied to you by the KAM, check the “agree” box and click on Sign. 

 

The process has now been completed and will be forwarded for Coface’s signature. 
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