
Recent Upgrades and Advanced 

Features



Three NEW Features  

» File Naming
• Rename ‘uploaded’ file once input into DocuSign

» Sequential Signing
• Route envelopes in a specific signing order

» Distinct Document Control
• Retrieve distinct documents or entire packet



Rename ‘uploaded’ file once input into DocuSign

You can rename your uploaded files by clicking on the box outlined in blue 
(found inside the red box below) and erasing what is currently there and replacing
it with the appropriate file name.

*Tip:  This works well when you need to identify which document you need to print
separately from the rest of the envelope.  



Route envelopes in a specific signing order

If you require certain recipients to sign the documents before other recipients,
you can route your envelope in a specific order and require one person to sign
before the next person in order has access to sign.  Simply put your signers in
numerical order.  Note you can group recipients to be in a specific order as well,
ie the wife and husband sign before the agent. 



Retrieve distinct documents or entire packet

In order to get a printable copy of your completed
documents simply access your completed documents
and click ‘printable version’.  This will allow you either
retrieve the entire package by choosing ‘Envelope 
PDF’ or choose a specific document under the 
‘Individual Envelope Documents’ list. 




