
 

 

 

 

 

 
 

 

 
 

  
 

 

 
 

State of Michigan  

Records Management Services  

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. 



 

 
 

 
 

 

 
 

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. 

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.  



 

 

 
 

 

 
 

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. 

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. 



 

 

 
 

 

 
 

 

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. 

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). 

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. 

The recipient will be asked to provide a reason, and then they can click the Decline button. 

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 
question addressed instead of declining to sign. 




