
Signing Your ContractSigning Your Contract
From the agency dashboard page click the ‘View Contract Forms’ tab on the left hand side of the screen.

Click Here

On the agency profile page your Contract will have an ‘Approved’ status. Under the action column click the
‘Esignature/Upload’ link. 

Click Here

How To:



 A new pop up will appear that allows you to preview your contract and sign. 

Scroll to review

Click Here
To consent to sign

electronically

Sign by filling the
box with your full

name here....

..... and your title
here

A pop up to select your contract signature message will appear. Your options are: click eSignature to sign
your contract electronically or click Upload to physically sign, scan, and upload your signed contract. To
electronically sign you contract click the E-Signature 

Click Here



Once all of the information has been filled out click the red ‘Sign’ button to sign you contract. 

Click
Here

After clicking sign. Your contract has been electronically signed



What To Expect Next
After you have signed your contract you will receive an email from OSA notifying you that your contract has been
sent to your designated IPA. 

Your IPA will receive an email notification informing them that they have a contract to sign. The email will include
essential information about the contract and a link to sign. 



After your have signed your contract your contract will change to a submitted status 

The status will remain in a submitted status until all parties have signed. Once all parties have
signed the status will change to a executed status.  



You can view your signed contract by clicking Contract. 

Click
Here

You will then be able to view the contract with the electronic signatures from all parties. 

The EndThe End


