
1. Select sign document icon (highlighted in the image below) 

 

 

 

2. You will be presented with the options of ‘Add Signature’ or ‘Add Initials’ 

 

 

 



3. If you select ‘Add Signature’ you will then be presented with a signature box 

where you can either type your name or draw your signature. 

 

 

 

4. Select apply. If you do not automatically return to the form, select cancel. 

When you return to the form, a text box containing your signature will appear. 

You can move this across to the signature box. 

 

  


