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Signing a document (for external partners) 
 

If you have already been invited to be a signatory in a signing room, you can follow this tutorial from 

step 4. 

 

1. When the signing room manager invites you to join the signing room, an invitation is sent to 

you by email. Click on “Join signing room”: 
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2. A new window will open in your navigator, asking you to enter your surname and forename. 

You can complete the fields, read the “terms and conditions” and accept them if you wish, 

then click “Join signing room”. 
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3. You are now a signatory in the signing room: 

 

 
 

4. Once you have become a signatory in the signing room and someone has invited you to sign a 

document via the electronic signature system, you will receive an invitation from the system. 

Click on “Sign document”: 
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5. A new window will then open, showing the document to be signed. Read the document, then 

click “Sign” in order to affix your electronic signature: 

 

 
 

 

6. Modify the position of the signature as appropriate, then click “Continue”: 

 

 
 

7. When the position and size of the signature are acceptable for you, click “Continue” again. 

 

8. The document is now signed and a PDF copy will be emailed to the signatories and the 

manager: 

 

 


