RightSignature Cheat Sheet

How to send a document:
1. Togetstarted click Send a Document

2. Click Browse to import a PDF or Word
document. You can also select a template if one
has been previously set up.

3. Enter each of the recipients that need to sign the
document and always add yourself as a CC along
with anyone else who should be notified when it
is complete.

4. Enter the Subject and description of the

document(s). There is no need for formatting as
this will be removed anyway.

5. Click Next Step
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The recipient will get this email:
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SterlingRisk IT Dept signatures@sterlingrisk.com

Scott Chirls schirls@sterlingrisk.com
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Drag and drop the signature and any other elements onto the document and click Send for Signature

From: RightSignature.com <documents@rightsignature.com>

To:

Cc

Subject: SterlingRisk IT Dept. has sent you the document ‘Total Cost Form' to view.

A |

STERLINGRISK

Hello

SterlingRisk IT Dept. sent you the following document to view:

Document Filename: Sample_Total_Cost_Form_-_to_be_signed.docx

Subject: Total Cost Form

Reference #: 643VPFICY3M8ID6HUFMFNN
Message: As discussed, please sign this total cost form as soon as possible so we can
continue binding your property policy. --Scott Chirls

To view the document, follow this link:

VIEW DOCUMENT

If clicking the button doesn't work, copy and paste this link into your browser's URL bar:

https://rightsignature.com/documents/643VPFICY3M8ID6HUFMENN

SterlingRisk IT Dept.
signatures@sterlingrisk.com
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