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Signature Page or Custom Form Assignment 

From your HR Dashboard 

Click on Employee 

 

Click on Custom Form 

 

Click on + Assign Employee to Documents 

 

Click on 
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The  will give an explanation about Custom Forms and Signature Page PDF 

 

Click the  to close the information box 

Click on the dropdown arrow and select Signature Page PDF or Custom Form, (whichever you want to assign for signature) 

 

Click on the Custom Form drop down arrow and select the Custom Form or Signature Page PDF that you want to send.  

You can only select a Signature Page PDF if you uploaded it to your Company Documents.  You can only select a 

Custom Form if you requested that it be created and added to your documents, (additional charges may apply for Custom 

Forms) 
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Here, we have selected Signature Page PDF and we are selecting PDF Document to attach the Review Summary for the 

employee Signature 

 

Click on Save and proceed to Step 2 
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The Assign Employees to Custom Form/PDF Employee List Builder will open 

 

You have the option of selecting 1 employee/all employees/employees in a specific position/ employees in a specific 

division/ employees in a specific department 
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Here, we are assigning a specific employee to a Signature Page PDF 
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Click on Load Builder List to Selected.  This will the employee/employees to the Selected Employees list 

 

Click on Assign Form to Selected Employees 

 

You will be taken back to the Custom Form/PDF Signature Service page, and you can see the assigned form, the date it 

was assigned and the status of the form 

 

 

The employee will receive an email notification 
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When the employee logs into their profile/My HR, they will see the form that is waiting for their signature 

 

When the employee clicks on Open/Sign they will be able to open the document to review it and then E-Sign the 

document and Save and Submit 

 

 



Page 8 of 11 
 

 

The employee will see that the status of the form is Submitted 

 

If the employee navigates back to their My HR Dashboard, they will not see the form under My assigned Custom Forms 

anymore 

 

When the form has been submitted, you will receive an email 

 

 



Page 9 of 11 
 

 

From your HR Dashboard, you will see the submitted form waiting for approval, Click on Open/Approve 

 

 

 

 

 

 

 

 

 



Page 10 of 11 
 

You can see the Signature and date it was signed, Download the document if needed and Approve or Reject the Form 

 

When you have Approved or Rejected the form, you will see that the Status has changed 

 

 

Click on the Integrity logo to navigate back to your HR Dashboard 

 

 

You will see that there isn’t any open document signing requests now 
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The employee will receive an email notification letting them know the form has been approved 

 

 

 


