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Training Agenda

• Concepts and Terminologies

• Accessing the PowerForms

• PowerForm Completion and Signing

• Adopt a Signature

• PowerForm “Other Actions”

– Finish Later

– Decline to Sign
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DocuSign Concepts and Terminologies
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 Envelope - A DocuSign envelope is a container, used in sending

one or more documents to recipient(s) for signature using the

DocuSign system. Each document has multiple pages.

 Tag - A DocuSign tag is an interactive field. Tags can be placed on a

document to indicate required fields or actions; a tag can prompt a

signer to enter specific information, or initial in a particular location.

Placing tags on a document guides the signer through the signing

experience.

 Reminder – A reminder is an email notification sent to signer(s)

automatically by the system. When reminders are enabled, you

specify when and how often to send email notifications.

 Expirations - By default, all envelopes that are in process will expire

if the recipient(s) does not complete the envelope. Expiration is

configured at the account and can overwritten at the envelope level.

An option to send signers an expiration warning can be configured.

When a document expires, the status changes to Voided and it can

no longer be viewed or signed by recipients.

 Template – A DocuSign Template allows you to create a standard

document, with set recipient roles, signing tabs and information

fields. Templates can also contain the signing instructions for the

document and any signature attachments. Templates help

streamline the sending process when you frequently send the same

or similar documents.

 PowerForm – Referred to as Web PowerForm, utilizes DocuSign

Template and can be distributed via email or the web with a unique,

secure URL automatically generated by the DocuSign system.



Accessing the PowerForms



Accessing the PowerForms

 Accessing the PowerForms

 Find the Form Name from the Blue

Access for ProducersSM Portal

 To electronically complete and sign the

form, select Sign Now

Please note the Illinois division is used for 

illustration purposes, and make the appropriate 

selections for your division.
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Accessing the PowerForms

 Entering Recipient’s Information

Enter the full name and email address of the recipient(s)

of the envelope.
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Accessing the PowerForms

 Agree to Electronically Sign

 Review and agree to the Electronic

Records and Signature Disclosure.

 Select Continue to start the signing

process.
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PowerForm Completion and Signing



PowerForm Completion and Signing

 PowerForm Completion

 Enter the required information on every form, 

sign  when appropriate and select Finish to 

complete the form.

Note: FINISH button will not be visible until all required 

fields are completed. Signature Field or Tag is required.
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DocuSign completion and sending to BCBS

 PowerForm Completion

 Document is completed and FINISH button is 

clicked

 User will need to download a PDF version of the 

completed document (red arrow)

 User will then submit to Blue Cross and Blue 

Shield (BCBS) following their current process.
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DocuSign completion and sending to BCBS

 Download Completed and Signed DocuSign 

Document

 When completed email is received from 

DocuSign, click on Review Documents to 

display DocuSign Documents.

 From the DocuSign Document, click the Down 

Arrow icon (       ) to download PDFs

 Select Separate PDFs so that each individual 

PDF can be attached in Enrollment Tool
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DocuSign completion and sending to BCBS

 Download Completed and Signed 

DocuSign Document Continued

 Click on down arrow by the Save 

button and select Save and Open 

from the drop down list

 DocuSign Documents download as 

a zip file

 File Manager displays the PDFs 

within the downloaded zip file

 Unzip the downloaded zip file and 

save in an existing folder or create 

a new folder and then Save the 

document
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DocuSign completion and sending to BCBS

 “In Process” DocuSign Document

 In case a DocuSign PDF is downloaded prior to 

being completed and signed, “In Process” 

watermark will be displayed diagonally on the 

center of the page

 “In Process” DocuSign PDFs should not be 

attached in the Enrollment Tool

 “In Process” watermark does not display on 

signed and completed DocuSign PDFs
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Adopt a Signature



Adopt a Signature

 Adopting Your Signature

 After selecting the SIGN Tag, signer will be

presented with “Adopt Your Signature” pop-

up window to adopt a signature.

 Select ADOPT AND SIGN to adopt and

save your signature information and return

to the document.
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Adopt a Signature

 Selecting Signature Style

 Select Select Type to select from pre-

defined signature layout.

 Select Adopt and Sign to adopt the 

signature style.
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Adopt a Signature

 Drawing Your Signature

 Select Draw to draw your desired

signature in the box.

 Select Adopt and Sign to drawn

signature.
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PowerForm “Other Actions”



PowerForm “Other Actions”

 Finish Later

 Click on OTHER ACTIONS

 Select Finish Later to save the 

document and complete the form at a 

later time

 Reopen the document from DocuSign 

email by clicking on Review Documents

 Continue completing and signing the 

document

Please note after user chooses to Finish Later, 

DocuSign system will start sending a Reminder 

email after one week until the document is either 

completed and signed or document is “Declined 

to Sign” 
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PowerForm “Other Actions”
 Decline to Sign

If a DocuSign document no longer needs to be 

completed and signed, Decline to Sign the 

document.

 Reopen the document from 

DocuSign email by clicking on 

Review Documents

 Click on OTHER ACTIONS

 Select Decline to Sign to save the 

document and complete the form at 

a later time

 Caution message displays and 

proceed by clicking on Continue

 Decline to Sign message displays 

where text needs to be typed to 

explain reason for declining to sign 

the document

 Finally, click on Decline to Sign
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For additional information, 
see the Group, Training & Admin section on 
Blue Access for ProducersSM


