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Review and Sign a Contract Document Using DocuSign  
Contract administrators can process contract document signatures electronically in SWIFT. This easy 
process eliminates the need to move paper copies of the contract document from one signer to another 
via email, mail or in-person delivery. In order to review and sign contract documents electronically, 
make sure that you have the correct roles and approvals in SWIFT.   

SWIFT uses DocuSign for contract document signatures. DocuSign is already used by several state 
agencies for various purposes.   

IMPORTANT! SWIFT will send an email with the DocuSign link on it. Save this email invitation. Use it 
every time you need to access the contract document. 

This guide provides the steps to review and sign a contract document in SWIFT using DocuSign. It 
describes what happens when you sign the contract document. It also provides a summary of the other 
actions you can take.  

Steps to complete 

• Step 1: Access the contract document 
• Step 2: Review the contract document 
• Step 3: Take action on the contract document 

Steps to electronically review and sign a contract document using 
DocuSign 

Step 1: Access the contract document 
1. If you are a contract signer, you will receive an email notification about the document to review 

and sign. In the body of the email message, select the Review Document button. 

 

DocuSign displays the contract document.  You will see the State of Minnesota logo. 
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2. You have several actions to take on this contract document. 

• Please review the documents below: Typically, take this action. Click on the document. 
• Other actions: You can finish it later, assign it to someone else, decline to sign, get help or select 

other options. These actions are described at the end of this guide. 

Step 2: Review the contract document 
When you click on the document, DocuSign opens up it up. Review it following your agency’s review 
process. There are some action icons at the top of the page to help you review the contract document.  
For example, you can download it, print it, zoom in or zoom out or get help.  

Step 3:  Take action on the contract document (e.g., sign the contract document) 
1. Press the Start button at the top of the contract document. 

2. DocuSign takes you to the signatures block on the contract document. Add your title in the Fill 
In section. Then, press the Sign arrow.  
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3. DocuSign displays the Adopt your Signature page.   

It provides a sample of your signature as it will appear on the contract document. You can press the 
Change Style link for a different signature. When you are ready, select Adopt and Sign.   

 

 

 

4. DocuSign updates the signature block of the contract document showing your signature as you 
adopted. Go to the top of this page and select Finish.  

5. DocuSign displays a Log In message.   

• At the top of the page, you can select icons that let you download or print the updated copy.   
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• You can select Log In to see the document if you have a DocuSign Account. Once in your 
account, you can create folder and organize your documents. 

 

 

 

• You can select No Thanks and DocuSign will log you out.  

SWIFT notifies the contract coordinator that all signers completed their signatures on the contract 
document. The contract coordinator executes the contract document. 

You have successfully reviewed and signed a contract document electronically using SWIFT. 

Summary of other actions you can take 

If at any time, you choose Other Actions on from the top menu, here is what DocuSign displays. 

1. Finish Later:  

DocuSign logs you out of the contract document. Access it again from the original email notification. 

2. Assign to Someone Else: 

Add your email address, name and a reason for changing the assignment. Select the Assign to Someone 
Else button. DocuSign will send an email notification to the new signer and the original signer. 
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3. Decline to Sign: 

If you select Decline to Sign, DocuSign opens up the Caution page.  

• Select the Continue button to decline or deny this contract document.   
• Or, select Finish Later and contact the sender of this contract document.   
• In either case, provide a reason for declining this contract document to its sender.  

NOTE:  If any of the signers declines to sign a contract document, SWIFT notifies the contract 
coordinator and stops the signature routing.  

4. Select other options such as get help, view the history or view the certificate of completion. 
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