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Sign Documents Using DocuSign

1 Navigate to https://passelfdirection.com/forms/

https://passelfdirection.com/forms/
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2 Click "↘ Sign via DocuSign" for the form you want to complete and submit.

Tip! The Employee will most commonly start the form. The Employee's information
should always be entered first and the Employee should always sign first.
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3 Click the "Full Name" field.

4 Enter the name of the employee. The employee is the first signer.
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5 Click the "Email Address" field.

6 Enter the email address of the employee.
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7 Click the "Full Name" field.

8 Enter the name of the Participant or Employer. This should be the second signer.
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9 Click the "Email Address" field.
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10 Enter the email address for the Participant or Employer to receive a copy of the
form to sign.

11 Click "Begin Signing"
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12 Click "I agree to use electronic records and signatures."



Made with Scribe - https://scribehow.com 9

13 Click "Continue"

14 Click the first "Required" field or Start.
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15 Enter the correct information in all required fields. Then, click "Sign".

16 Review the signature options. Once you have selected a signature, click "Adopt
and Sign".
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17 Click "Finish".

If there is any information missing, the form will not allow you to complete it.

18 Decide if you want to download or print a copy. Then, you can select 'Close'.

Please note, DocuSign will automatically email you a completed copy of the
document for your records.
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Tip! After the Employee "Finishes" the form, it will automatically be emailed to the
Participant or Employer using the information entered in the first step.

19 Once the Participant or Employer selects the link they received via email, click
"Continue".
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20 Review the details entered by the Employee for accuracy.

Alert! If the information entered is inaccurate, do not sign it.
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21 If the details entered by the Employee are accurate and you approve them, click
'Sign'.

22 After signing, click "Finish".
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23 You can download or print the form, or click "Close".

Please note, the completed document will automatically be emailed to you for
your records.

Tip! The completed form will automatically be sent to the PAS payroll team for
review and processing. If you completed the form using DocuSign, you do not
need to email, fax or mail it to us!


