
Click Here

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

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

How To:

For State Agencies requiring GSD/CRB Approval

In the pop up window click the eSignature button to start the eSign process.



When you click the eSignature button, the Signature Configuration window will appear.
Enter each signer’s name and email address next to their designated title. All six titles must be
completed before submitting the form.

insert signer’s
name here insert signer’s

email here

Once all signer details are filled in, click ‘Send’.
Emails will be sent to each signer in the order required by GSD.



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

Each signer will receive an email from OSA Messaging Services,
mailservices@rtssaas.com, with a link for them to sign the contract in the
order designated by GSD. 



Each signer will be able to see who has signed before them.

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

Once all signers have signed, you will receive a signature completion email with a link to view, print, or
download the signed contract 



Agencies can also view the signed contract by navigating to the ‘View
Contract Forms’ page and clicking ‘Contract’ in the action column. 

Click
Here



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

The EndThe End


