
You’ll receive an 
email notification 
when a document has 
been sent for your 
signature.
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This job aid walks through the Print & Sign wet signature option in DocuSign. 

Click the Other 
Actions menu 
to proceed.

To begin, click Re-
view Document.

In the Other Actions 
menu, select Print & 
Sign.

The Electronic 
Records and 
Signature Dis-
clourse must be 
agreed to in or-
der to continue. 

Use the scroll 
bar to read the 
email message 
from Northwest-
ern OSR.

OPTIONAL: If changes 
need to be made to the 
document before signa-
ture, click Finish Later. 
Then email the request-
ed changes to the OSR 
Grants Officer who sent 
the document. 

Stop for now. You can 
restart the signature 
process after you re-
ceive a revised docu-
ment from your OSR 
Grants Officer. 

Unable to Print & Sign? Should this document be signed by someone else?
Click here for additional job aids:   osr.northwestern.edu/subcontracts

http://https://osr.northwestern.edu/subcontracts/
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Select Upload as the 
way you will return 
the signed document.

Then click Continue.

Click the Download 
button. Once the 
document is done 
downloading, print, 
and sign (in black or 
blue ink). Then scan 
the document to your 
computer.

Click Return Docu-
ment when you are 
ready to upload the 
document back to 
DocuSign.

Select the document 
from your local drive.

Choose Save File. 

Then, click OK.

Once the document 
has successfully up-
loaded, click Finish.

Unable to Print & Sign? Should this document be signed by someone else?
Click here for additional job aids:  osr.northwestern.edu/subcontracts

http://https://osr.northwestern.edu/subcontracts/

