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A GUIDE TO  
DOCUSIGN
How to access your documents in DocuSign

You must complete a short multi-level authentication process for each 
DocuSign email you will receive from Leumi.

Your access code will remain the same, unless you request a change. 
However, for security purposes, you will receive a new authentication code, 
by text or phone, for every DocuSign email you receive.

In the email you received from “DocuSign”, select Review 
Document to open a browser window, taking you to your 
document. 

If you have any issues accessing your documents, please 
contact your Leumi representative.

Enter your unique access code given to you by your Leumi 
representative.
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Authentication

You’ll receive your authentication code either via text or via phone, 
depending on the method you chose.
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Via Text Message

Select Send Text to get an authentication code sent to your mobile 
phone. Enter your authentication code and then select Confirm.

Via Phone Call

Select Call to receive an authentication phone call. Follow the 
instructions on your phone and enter the authentication code 

when prompted.

OR
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If the Electronic Delivery Disclosure is displayed, review 
it. Then, make sure you check the box next to it and select 
Continue.

Otherwise, just select Continue.

Read through the document thoroughly before signing. Once 
you’re ready to sign, the blue button on the left will guide you 
to where you need to take action. For example, it may prompt 
action items such as, “Next,” “Sign,” or “Initial.”

To save or download your document, select the save button in 
the toolbar at the top of the page.

The first time you sign, you’ll choose your preferred signature style. 

When you’ve completed reviewing and signing your document, 
select Finish in the top right corner. You’ll receive an email letting 
you know your document is complete, once all recipients have 
signed the required items as well.

Note: You’re only required to sign where prompted. You’ll notice 
that some signature lines may be left empty.
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