COBBLESTONE KEYS
Signing Your Contract
Overview: Using our new CobbleStone contract management system, DWIHN providers and other external
parties can now obtain and electronically sign agreements easier and faster than ever before. This document
guides you through the steps.
1. After DWIHN creates the contract they will email it out for signature to the email address of the
designated signer for the provider organization. The email will read “DWIHN CobbleStone Alerts,
Invitation to sign your document”:

2. When you open your email, the message will identify the DWIHN sender, the company being asked
to sign, and the contract title. At the bottom will be a link labelled “Sign Document(s). Click this
link to review and sign the document.
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3. Your Signature Processing dashboard should appear after clicking the link in the email. The main
section shows your contract. In the left panel, you will see a section titled “What to do Next”. This
section provides links to the pages requiring signature. Once you are comfortable with the contract,
use the link(s) to find your signature box. To read the contract, you can use the [Download] button
on the right side to download it to your computer, or you can scroll through it using the Next button
above the document.

Click here to
go directly to
signature
page

4. Upon selecting the Signature link, you will be transferred to the signature page. The signature page
provides a “Sign Here” box showing you where to sign.
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5. Select the “Sign Here” box to sign the contract. You can draw your signature with your mouse by
using the “Draw Signature” option, or type your signature using the “Type Signature” option.

6. Once you sign the document for each area where your signature is required, links will appear at the
top and bottom of the screen to [Verify and Complete] the signature process. Click the link.
*Please note* you must click the [Verify and Complete] button after you’ve signed the
document to complete the signature process.
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7. Finally, you must select the [Complete] box to finish the signature process.

8. At this point the signature dashboard will show that no additional actions are required:

You can now logout or close out of the window.
As soon as you complete the signature process, DWIHN is alerted and can complete the contract execution,
by providing the necessary additional signatures.
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By using the online process as described, as soon as DWIHN executes the contract, you will immediately
receive an alert and link to download the fully executed contract (see below).

When you select the “View Document Collaboration Gateway” link at the bottom of the email, you will return
to the signature dashboard, where you will have a link to download the fully executed contract.

