
DocuSign user 
guide 
How to complete a Countrywide Assured 
document using DocuSign 



Step 1

Find the document you wish to complete 

Click the required ‘view form’ button of the form 
tagged ‘Available via DocuSign’. 

It will open in your web browser—no need to  
download.
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Step 2

Enter your details

Fill in the fields, such as your name and email 
address, before adding your client’s details.
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Step 3

Witness to the signing

As the adviser,  you are permitted to be the 
witness to the signing. 

Alternatively, it can be a nominated person not 
party to the transaction. 

If you, as the adviser, are witnessing, please 
provide your name and the correct email address 
in this section.



Step 4

Enter your client’s details

It’s important to input your client’s details at this 
stage. 

If only one applicant, please leave the other fields 
blank. 

Please check the email address has not been 
copied multiple times.

Once you’ve entered the relevant details, continue 
by clicking the ‘Begin Signing’ button. 
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Step 5

Review the document

Please carefully read through the document.

DocuSign will guide you to the required fields.

Please note, any shaded fields are mandatory and 
require the information to complete the process. 

Fields without shading require input of relevant 
information only. 
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Step 6

Complete the required fields

Please follow the fields outlined in purple or 
highlighted areas to enter the required 
information or dates or click on the tick boxes.
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Step 7

Sign the document

Please follow the instructions when prompted. 

Choose the option to ‘Adopt and Sign’. 

You can use the suggested signature or draw or 
type your own. 
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You can sign as a witness and 
for the Adviser field.  



Finish and submit

After completing all fields, click ‘Finish’. 

You’ll see a confirmation screen and a copy of the 
signed document will be emailed to you.  
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Step 8



Option to download or print

You can download or print the signed document 
for your records.  

At this stage, the document will be emailed to 
your client to sign the required fields.

Details of the customer journey are shown on 
pages 10 to 12. 
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Step 9
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The customer journey

Screen 1
Email prompt

An email prompt will be delivered with a link for you to click.

Screen 2
Review and sign

The customer will be taken to the application form. 

Your client will have the option to review the inputted 
information, or they can select “Next”. 
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Sign

Your client will be brought to the signature field, it will prompt 
them to press ‘Sign’. 

Screen 4
Adopt & Sign

Your client will be brought to the signature field, it will prompt 
them to press ‘Sign’. 

If your client hasn’t used DocuSign 
before, they will be asked to select a 
preference. 

Upon completing and checking the 
form, they should select ‘Adopt & 
Sign’.  

Please note, there will be multiple 
fields for your client to complete. 

Screen 3
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Finish

After signing all the fields, your client will need to select ‘Finish’.  

Screen 6

Option to download or print

Your client will have the option to download or print their 
completed application.

This will now be sent to our New Business team for processing. 
They will email confirmation once processed.

Please note, if a mistake has been made in the application 
process, 
our team can send it back and ask for the correction to be 
made.

Due to the DocuSign system, this can only happen once. If the 
mistake is not corrected, the whole process will need to begin 
again. 

Screen 5
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Any questions?

If you have any questions or need help 
completing the form using DocuSign, please call

03330 155 600

or email: 
newbusiness@countrywide-assured.co.uk
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