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This article explains the third step in the eSign process.

Select cards, and initiate submittal
Select the documents you wish to send and start the submittal. You will see the normal pop up with a few different

options.

1. New columns showing eSignature defaults. Can remove signature requirements if desired.

2. Warning that some files require eSignatures, so the submittal will not be issued to target until signatures are

finished.

3. The "submit" button is replaced with a "Start" button.

After Start
The submittal will process (add cover pages etc.) but will be placed on HOLD.



The submittal shows as "Waiting for eSignatures" and the entry has a background color.

After Signatures have been applied
Once all required signatures have been applied by users, an alert will appear:

Navigate to the Outgoing Submittals" screen and scroll down to the submittal grid. Here you will see the submittal

highlighted in green with a "Post-Submittal Action" stating "Signed, ready to send". Click on the transmittal number

and you will have the option to send the email out.

For information on how to Generate eSignature Certificates (Step 1), see our article here.

For information on how to Set eSignature requirements per Doc Code (or Card) (Step 2), see our article here.

For information on Signing files with eSignature (User action) (Step 4), see our article here.
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