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DocuSign Steps   

 

This document provides instructions on how to upload the OAF and SOW and send for signature via DocuSign.  

 

Update “Quote Valid From” and “Quote Valid To” dates 

In the Details section of the Quote, update the following fields: 

1. Quote Valid From: Update this field with today’s date (should be based on when the quote is sent to the 

customer). 

2. Quote Valid To: Update this field to 30 days from today. 

3. Once these dates are added, generate the OAF & SOW again. 

 

 
 

Upload OAF and SOW for signature 

1. Click on the drop-down arrow and select Send for Signature DS.  

 

2. Click Upload and upload the combined OAF and SOW.  

3. After upload, click Done. 

      

4. Click Next. 
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Send to Customer for Signature 

Confirm the correct recipient displays. 

1. Verify the customer’s Name and Email Address. 

2. Click Select.  

3. Then click Next. 

 

 

Add OAF for Signature 

1. Scroll down to the OAF signature box. 
 

2. From the Standard Fields column on the left, drag and 
drop the following into the Signature Box for the 
customer, if needed. 

o Signature 
o Title  
o Date Signed 

 

3. Click the drop down arrow next to customer name and 
select the Bold contact. 

 

4. From the Standard Fields column on the left, drag and drop the following into the Signature Box for the Bold 
Contact, if needed. 

o Signature 
o Title  
o Date Signed 

 

5. The completed signature box should look like this: 

 
 
 
 
 
 
 



Bold Group                                                                                                                                                                   DocuSign Steps | 3 
 

Add SOW for Signature 

1. Scroll down to the SOW signature box.  
 

2. From the Standard Fields column on the left, 
drag and drop the following into the Signature 
Box for the Bold contact, if needed. (The drop 
down menu will default to the Bold contact.) 

o Signature 
o Title  
o Date Signed 

 
 

3. Click drop down arrow next to Bold contact name and select the customer’s name. 

4. From the Standard Fields column on the left, drag and drop the following into the Signature Box for the 
customer, if needed.  

o Signature 
o Title  
o Date Signed 

5. The completed signature box should look like this: 

 

6. Click Send. 
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Viewing Signature Status 

To view signature status, there are two options. 

1. Check the Related tab in the quote. Locate the DocuSign Envelop Status and Sent for Signature. 

 

2. Quote DocuSign Status Report: Click on the Status column for the latest status. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For a video of this process, click here. 

https://www.loom.com/share/c3d6e4e17163425eb7ad2fa8243bf484

