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HOW TO USE DOCUSIGN TO SIGN A CONTRACT PURCHASE AGREEMENT 

 

It will be important to add DocuSign as a contact to your email, so that communications are not sent to your “Junk Email” 

inbox.  The email address is:  dse_NA3@docusign.net. 

Please note that use of the DocuSign electronic signature software is at no cost to you.  

There are two different ways the City of Roseville can work with your organization to sign the Contract Purchase 

Agreement (CPA) via DocuSign: 

1) The contract may be sent via DocuSign to a company administrator.  Your company administrator is then 

responsible for forwarding the DocuSign envelope to the first corporate officer for signature.  Once the first 

corporate office signs the contract, it will route back to your company administrator.  The administrator is then 

responsible for forwarding the DocuSign envelope to the second corporate office for signature.  OR … 

 

2) The contract may be sent via DocuSign directly to the corporate officers for signature without an intermediary 

(administrator).  Once the first corporate officer signs, the DocuSign envelope will automatically route to the 

second corporate officer for signature. 

 

If you are the company administrator for the contract, follow all steps below. 

If you are a corporate signer for the contract, follow steps 6 – 12. 
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1. When a City of Roseville Contract Purchase Agreement (CPA) or Service Agreement (SA) is sent to you for 

signature, you will receive the below message in your email.  
 

The notification email you receive contains the name and email address of the City of Roseville sender.  To 

contact the City sender, please use the email address included in the notification. 
 

To open the document, click ‘Review Document.’ 

(Please note: If the contract has gone directly to the corporate officer for signature rather than going through an 

administrator, skip to step 6). 

 

 

Sally Buyer 

Sally Buyer 

xxxxxxx@roseville.ca.us 
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2. Click the box next to the statement ‘I agree to use electronic records and signatures’ and click ‘Continue.’ 

The Electronic Record and Signature Disclosure can be viewed by clicking the link prior to checking the box. 
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3. Review the CPA or SA cover letter to ensure the proper signatures are obtained when signing the document. 

 

The administrator clicks ‘Other Actions’ and selects ‘Assign to Someone Else.’ 
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4. The administrator enters the email address for the first corporate officer, the officer’s name, and provides a 

reason for changing the signing responsibility.  This message will be visible to both the City of Roseville and the 

corporate officer signing the agreement. 

Click ‘Assign to Someone Else.’ 

 

 

Chrissmith@xxxx.com  



Page 7 of 15 
 

5.  The administrator will receive the below message. 

(Please note: After completing an interaction with DocuSign you will receive the option to sign up for DocuSign.  

You may exit out of this window.  You do not need to sign up in order to use the DocuSign software for the 

purposes of signing City contracts.) 
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6. The corporate signer will receive the below message in their email. 

The notification email contains the name and email address of the City of Roseville contract originator.  To 

contact the City originator, please use the email address included in the notification. 

To open the document, click ‘Review Document.’  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

John Doe 

Jane Doe 

xxxxxxx@roseville.ca.us 

John Doe If you are receiving via your company 

administrator, you will see the 

additional message bracketed in red.   

If you are receiving directly, you will 

NOT see this additional message. 

John Doe 

Sally Buyer 

xxxxxxx@roseville.ca.us 

John Doe Sally Buyer 
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7. The corporate signer clicks the box next to the statement ‘I agree to use electronic records and signatures’ and 

clicks ‘Continue.’ 

The Electronic Record and Signature Disclosure can be viewed by clicking the link prior to checking the box. 
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8.  Review the document by scrolling to move between pages.  If you click the ‘Start’ button, DocuSign will take you 

directly to the required fields and signature block.  You must fill in all required fields to finish the signing process. 

Once you have filled in the required fields, click the ‘Sign’ button. 

(Please note: If a particular required field is not applicable, you will need to enter N/A.) 
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9. If you don’t already have a DocuSign account, you will need to confirm your name and initials, then choose the 

style of your signature from the different options. 

The corporate officer clicks ‘Adopt and Sign’ and the signature is applied as shown in step 10. 
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10.  Once you have completed the required fields, a ‘Finish’ button will appear. 

 

Click ‘Finish’ to indicate you agree.   

 

 

 

Please note: After completing an interaction with DocuSign you will receive the option to sign up for DocuSign 

(screenshots samples below).  You may exit out when you receive these windows.  You do not need to sign up in order 

to use the DocuSign software for the purpose of signing City contracts. 

 

 

SAMPLE 
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11. If you are the first corporate signer and you received the contract via DocuSign directly from the City of Roseville 

(versus your company administrator forwarding to you), the DocuSign envelope will now automatically route to 

the second signer for signature.  The second signer follows steps 6 – 10. 

 

If you are the first corporate signer and you received the contract via DocuSign from your company 

administrator, the DocuSign envelope will route back to the administrator and the administrator will route to the 

second corporate signer. 

 

If you are the second corporate signer, DocuSign will route the envelope back to the City of Roseville. 

 

If you are the corporate administrator, you will receive an email after the first corporate signer completes the 

signature.  The corporate administrator then repeats steps 1 – 5 to assign the contract to the second signer. 

 

 

 

12. After the contract has been signed by all parties, including a countersignature by the City of Roseville, your 

company will receive a fully executed copy of the agreement via email from DocuSign. 

See screenshot below. 
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Sally Buyer 

xxxxxxx@roseville.ca.us 


