
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:

For State Agencies requiring GSD Approval



Click
Here

When eSignature is clicked, the Signature Configuration window will appear.

A pop up window will appear prompting you to select your contract signature method

Choose Your Signature Option:

eSignature:  Click this option to sign your contract electronically.

Upload:   Click this option if you prefer to physically sign your contract, then scan
and upload the signed document.



Add Signers: Provide the name and email of each signer.1.
Select Title: From the drop-down menu, select the appropriate signer
title. This title will designate where their signature appears on the
contract.

2.

Set Signing Order: If signers need to sign in a specific sequence, create
signer groups to control and organize the signing process step-by-step. If
you add additional signer groups, they will receive emails to sign only
after the previous groups have completed their signatures.

3.

Send for Signature: When all contacts have been added and order of
signature has been determined click ‘Send’ to send the contract out for
signature.

4.
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After your have clicked ‘Send’ your contract will have a submitted status. 

Signers will receive an email with a link to view and sign the contract 



The link will direct to OSA-Connect where the contract can be reviewed and signed

After submitting a signature the a green confirmation message will appear



jordan@cpa.com

Once all contacts have signed you will receive an signature completion email. 



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


