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eSignature Tip Sheet
Signing Electronically

The State of Michigan adopted eSignature technology to support efficient, secure, and legal
electronic signing of documents. This tip sheet explains how to sign documents electronically
using this technology.

An eSignature transaction is like an envelope containing all of the documents that will be
routed to the various signers, and the routing information for the recipients of the envelope. A
transaction can contain multiple documents, and multiple recipients.

Once the transaction is sent, the recipient(s) will receive an email from State of Michigan
eSignature inviting them to review and sign the document(s). Emails will be sent to recipients
according to the transaction settings.

When the email is opened, it will identify who sent the transaction to the recipient and may
contain a message from the sender about the transaction below the “Go To Documents”
button. Warning: The invitation to sign email should not be forwarded to another person,
because the new recipient will be able to sign the document(s) using the identity of the original
recipient.

The recipient will click on the “Go To Documents” button in the email to start the signing
process.

X Caryn Wojcik added you as a Signer to “signing demonstration” >

State of Michigan eSignature €\ Reply 4 Replyall > Forward

To: Alene Wojcik Tue 9/9/2025 8:15 AM

Hi Alene

ojcik,
Caryn W added you as a Signer to "signing demonstration
Please review and complete "signing demonstration

WARNING: If this email is forwarded any recipient will be able to sign the document(s) as the original recipient
GO TO DOCUMENTS

Thank you,
The State of Michigan eSignature Team
email: RecordsCenter@Michigan.gov

€\ Reply > Forward




Before the recipient can view the documents in the transaction, Michigan law requires them to
agree to electronically sign State of Michigan documents. This agreement applies only to the
current transaction and does not apply to future transactions. Please read the disclosure
document, check the box toward the top left of the page, and click the Accept button. Note:
the banner at the top of the page about the website using cookies is optional. The recipient can
click OK, I agree or the X in the banner. This will not affect the functionality of the transaction.

Michigan cSignature Solution Q 100 % More Actions v
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@ This website uses cookies
This website uses cookies to improve user experience, functionality and performance. If you continue browsing the site, you consent to the use of cookies on this website. Note that you can change your
browser/cookie settings at any time. To learn more about the use of cookies and how to adjust your settings, please read our cookie policy, OK.lagree

Read & accept this document 2 Page(s)

| have read and agree to the terms of the eSign Disclosure Document.

Agreement to Electronically Sign State of Michigan Documents

A State of Michigan agency is offering you the ability to view and sign documents electronically,
and is giving you the option to immediately view and save important documentation. The
electronic documents are largely identical to the hard copy documents that you may receive
from the agency (you may notice some slight formatting differences, but the content should be
the same). You do not have to electronically sign documents to do business with any State of
Michigan agency that offers you this opportunity — however, if you choose to, you can still do
business with the State of Michigan and its agencies via paper documents, but it may take
longer to do so.

If you do elect to sign documents electronically, to the extent permitted by applicable law,
it will be treated just like a signature on a hard copy document. This signature and consent
will only be applicable to this specific transaction.

Please read this notice carefully and thoroughly, ensuring you have the capability to download
and print any documents that you may need. If you agree to these terms and can access this
information electronically to your satisfaction, then please click on the “I Accept” button. Please
note that you can change your mind at any time by notifying the State of Michigan as outlined
below.

Recipients can review the documents prior to signing. To see all documents included in the
transaction, click on the document icon in the left panel. The displayed documents can be
viewed and downloaded.
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If there are multiple signing fields, click the Next button on the left side of the document to

locate the next signing field. When the recipient is ready to sign, simply click the Sign button,
and repeat if necessary. Note: some signing fields may collect the signer’s initials instead of a
full name signature, and some may collect other information that needs to be typed in by the

signer.

If the recipient has any questions about the document(s) in the transaction, they should contact
the sender prior to signing. If the recipient does not want to sign the document, please go to

page 4 of this tip sheet to see the instructions for declining to sign.
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& Signatures required Required Actions 0 of 1

M eSignature Test Document
This is a test of the eSi functionali
Signer 1, please sign this document here. “

Signer 2, please sign this document here.

Signer 3, please put your initials on this document here.

Thanks.

More Actions v

When the recipient is done signing, they will be able to see the secure signature. Please click

the Confirm button to complete the signing process when done.

= Michigan Signature Solution Q 100 [o}

& Ready to confirm @mmmm» Donelofl

eSignature Test Document
This is a test of the eSignature functionality.

jned by

Signer 1, please sign this document here.

Alene Wojcik

Signer 2, please sign this document here.
Signer 3, please put your initials on this document here.

Thanks.

Please confirm to completa signing [ contirn |

More Actions v




Once the recipient completes signing of the documents, they can either click the Exit button to
leave the transaction, or they can download a zipped file containing PDF copies of the signed
documents. Note: The electronically signed documents cannot be modified or merged with
other PDF files after they are signed, because they contain an audit trail that authenticates the
signatures.

Michigan cSignature Solution More Actions v

Thank you Alene Wojcik

B Reviewed Documents

@ oone Electronic Disclosures and Signatures Consent 4
@ Oone CW eSignature Test Document 3
Download Documents

@ The documents have been signed by everyone, and the evidence summary is now available

Download summary ¥

Note: if other people need to sign the document(s) it is often better to wait until the
transaction is completed prior to downloading the document(s). All recipients of the
transaction will be notified via email when signing is completed and will be able to download
the completed document(s).

X Signing completed - the documents from “signing demonstration” are available for download. >
State of Michigan eSignature<NoReply-eSignature@Michigan.gov> a S -~
To: Alene Wojcik Tue 9/9/2025 8:29 AM
@ Some content in this message has been blocked because the sender isn't in your Safe senders list. Trust sender
Hi Alene Wojcik

Everyone signed "signing demonstration"

You can securely download the completed documents here

DOWNLOAD COMPLETED DOCUMENTS

Documents will be available for download for 120 days unless removed by the sender (Caryn Wojcik)

Thank you,
The ate of Michigan eSignature Team
email: RecordsCenter@Michigan.gov
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The transaction sender is automatically notified via email when the transaction is completed, so
the recipient(s) do not need to notify the sender when they are done signing.



ADA Accessible Transactions

If the signer wants the accessibility features to be activated for an accessible transaction, they
can tab to Enable Accessibility Mode button on the OneSpan Sign portal screen and hit the
Enter key on their keyboard to toggle it on. The signer can use the up and down arrows on their
keyboard to get the screen reader software (not OneSpan Sign) to read the document on the
screen. If accessibility is not enabled, the recipient can sign the documents as a non-accessible
transaction.

Decline to Sign

If a recipient finds an error or problem in the document(s) they were asked to sign, or if they do
not want to sign the document(s), they can decline to sign. The recipient can go to the More
Actions drop-down in the top right corner of the screen and select Decline to Sign.
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Decline to Sign = -
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The recipient will be asked to provide a reason, and then they can click the Decline button.

DECLINE TO SIGN X

Sorry to see that you're leaving

CANCEL

The sender will be notified via email that the transaction was declined. The email will contain
the reason provided by the recipient. The sender can modify the documents and re-start the
transaction at the beginning of the signing process, so all recipients sign the same document.



Note: If the recipient has a question about the document that they were asked to sign, and they
want answers before they sign, they should contact the sender via email or phone to get the
guestion addressed instead of declining to sign.





