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Records  Management  Services  

eSignature  Solution  
Tip  Sheet:  Reviewing  and  Approving  Documents  without  Signing  

Some transaction senders may need to add recipients who do not need to sign the 
document(s), either because they are reviewers (people who do not need to sign, but want to 
view the documents and monitor the progress of the signing process), or because they are 
approvers (people who approve the next person in the workflow to sign the document(s), but 
do not need to sign it themselves). The following are instructions for adding reviewers and 
approvers to a transaction. 

Reviewers: people who do not need to sign any documents in the transaction, but do want to 
view the documents and monitor the progress of the signing process. 
1. Add the reviewer to the list of recipients. 
2. Do not add a signing field to the document for them to sign. 
3. The recipient will receive an invitation to sign when it is their turn in the workflow, but they 

will only be able to view the documents, because they have no signing fields. The 
transaction will also send an invitation to the next person in the workflow at the same time, 
because it is not waiting for the reviewer to sign anything. 

Approvers: people who review the documents in the transaction and then release the 
transaction to the next person in the workflow, because it is ok for the next person to sign the 
document(s), but do not need to sign it themselves. 
1. Add the reviewer to the list of recipients. 
2. Add a signing field to the document for them to sign. Put the field in a location on the 

document that does not interfere with any other content (note, this signing field will not 
appear on the final document). Select the field and look at the field settings on the right 
panel. Toggle on the Is optional field setting. 
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4. The recipient will receive an invitation to sign when it is their turn in the workflow. Their 
signature box will indicate that signing is optional (see below). In addition, they will be 
notified that they can “Click Continue to proceed without signing.” 
 If the document is not acceptable, they can decline to sign it, which will return the 

transaction to the sender to address the issue. 
 If the document is acceptable for the next person in the workflow to sign, they should 

click the Continue button. The transaction will proceed to the next person in the 
workflow. 


