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Docusign Process - Frequently Asked Questions 

Q. How do I sign a document sent to me through Docusign? 

1. Check your email - You will receive an email from Docusign (dse@eumail.Docusign.net) 
asking you to review and sign a document. 

2. Open the link - Click the ‘Review Document’ button/link in the email. This opens the    
document in your web browser. 

3. You will be prompted to ‘Review and continue’. Click ‘Continue’. Read through the 
document carefully before signing. 
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4. Complete the signing fields - Click each highlighted signing field in turn and complete it. The 
first time you click a signature field, you will be asked to choose which signature you want to 
use. Print your name by clicking on the box and typing in the space. 

5. Finish - Once all fields are complete, click ‘Finish’. A copy of the signed document is then    
returned to the NTPF and to you. 

6. Dismiss the Docusign account prompt – A box will appear asking whether you would like to 
log in to Docusign. You do not need a Docusign account to sign the document. Select ‘No    
Thanks’ to close this message. 
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Q. Do I need a Docusign account to sign a document? 
No. When you finish signing, Docusign will show you a ‘Log in or No thanks’ prompt asking if 
you want to create an account to store your details for future use. You do not need an account 
- simply choose No thanks to finish signing without creating one. 
 
Q. How do I choose my signature the first time I sign? 
The first time you click a signature field, Docusign asks you to pick a signature style. You can 
usually draw your signature, type it in a font, or upload an image of your signature. You only 
have to do this the first time. 
 
Q. Can I sign on my phone or tablet? 
Yes. Docusign works on any device with a browser, so you can review and sign from your 
computer, phone, or tablet. 
 
Q. I received an email from Docusign about a document. Is it genuine? 
If you were expecting a document, first check the sender’s email address. Docusign 
recommends checking that emails come from an official Docusign domain and verifying links 
before opening them. For further guidance, please see Docusign’s Safety Center.  
 
If you were expecting a document but are still unsure whether the email is genuine, please 
contact Section40@ntpf.ie using the usual contact details and we can help verify the request 
before you take any action. 
 
Q. How do I check an email is safe before clicking the link? 

1. Check the sender address matches Docusign (dse@eumail.Docusign.net). 
2. Hover over the Review Document button to confirm the link goes to a trusted 
Docusign domain). 
3. If you are ever unsure, do not click the link - contact us to verify before proceeding.  

 
Q. What happens once I have signed the document? 
Once you click Finish, your completed signature is applied, and the signed document is 
automatically sent back to the NTPF. Simultaneously, you will receive a confirmation email 
with a copy of the signed document for your records. 
 
Q. Can I get a copy of the document I signed? 
Yes. The confirmation email you receive after signing includes a link to download and save a 
copy of the fully signed document. 
 
Q. I have not received the email. What should I do? 

1. Check your spam or junk folder - the email may have been filtered there. 
2. Search your inbox for ‘‘Docusign’. 
3. If you still cannot find it, contact us via Section 40, and we will resend the document.  
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Q. The link in the email has expired or stopped working. What do I do? 
Docusign links expire after the 10th of the month following contract expiry. Please refer to the 
New Contract FAQ guide on the NTPF website and contact Section40@ntpf.ie immediately. 

Q. I made a mistake or need to change something after signing. 
Contact us via Section 40 immediately. 

Q. The document is not opening / I am seeing an error. 
1. Make sure you are using an up-to-date browser (Chrome, Edge, Safari, or Firefox). 
2. Try opening the link in a different browser or device. 
3. Please refer to Docusign’s Troubleshooting Page for additional guidance. 
4. If the problem continues, contact Section40@ntpf.ie for assistance. 

mailto:section38@ntpf.ie
https://www.ntpf.ie/information-for-nursing-homes/
mailto:Section40@ntpf.ie
https://Section40@ntpf.ie



