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E-Signing Documents in Tenant Tech 
 
After selecting and Editing a Form (ex. Deposit to Secure Occupancy for example), a gray Sign Electronically 
button will appear next to the green View Forms button: 
 

 
 
 
Click the gray Sign Electronically button; on the next screen, you will be able to confirm all Signers (anyone over 
18) and / or add a signer – see next page: 
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Once all signers have been added / are ready, click the green Confirm Signers button; you will have the choice to 
have the household sign here (if they are in your office, see next page) or via email (go to page 6): 
 

 
 

Cont’d on next page… 
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If the household is in your office, click the Yes – Sign Now on this Computer button, which will take you to this 
page: 

 

Check appropriate boxes to include all signers over the age of 18 and click the green Continue button, which will 
take you to this page: 
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Enter and re-type emails and dates of birth for all applicants / residents over 18 and click the green Continue 
button, which will take you to this page: 

 

After the household reads the message and agrees, click the green Continue button, which will take you to this 
page, where the household can enter emergency contact info and click the green Continue button: 

 



5 
 

On the next screen, applicant / resident must type their name, draw their name or choose the font type and 
then click the green Select Signature and Sign button: 

 

 

A copy of the signed document will appear; after review, the applicant / resident (and manager) should click the 
green Apply My Signature to this Document button. On the next screen, click the green Confirm All Signatures 
and Finalize Document button. 

The signing is complete; you may now print the electronically signed forms for the file and the household. 
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If the household is not in your office, click the green No – Sign by Sending email button, which will take you to 
the screen below where you can:  

-Enter in appropriate email address(es) 
-Confirm Date(s) of birth from application(s) 
-Select who the email is from using the drop-down menu (property or your email address)  
-Add a custom message to the person(s) signing the form (i.e. instructions on how to return the signed form and 
when) 
-You can send a blind copy (BCC) to appropriate person(s) as well 
 

Once complete, click the green Send Emails button. 

 

 

See next page… 
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Documents for e-signing have been sent!  

 

The applicant or resident you’ve sent the document to sign will receive the following message: 
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Applicant / Resident will click on the green Click Here to Review and Sign button on the email received. From 
there, they will need to enter their date of Birth and click the green Continue button: 

 

On the next screen, the applicant / resident will be able to click on orange sentence “Review your forms before 
you sign;” once reviewed, they should click the green Continue button 
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Applicant / Resident can then enter emergency contact information and click the green Continue button: 
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See next page… 
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Applicant / Resident can click the blue View / Print All Documents, type or draw their name, choose the font 
type and then click the green Select Signature and Sign button (two separate screenshots for this step): 

Screenshot #1 
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Screenshot #2 

 

 

The document now shows as signed. The applicant / resident should save the electronically signed document(s) 
and email them back to you / your property. 


