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HOW TO ELECTRONICALLY SIGN FORMS USING DOCUSIGN 
THROUGH ONLINE SERVICES  
You can electronically sign and submit the following forms using DocuSign through Online Services: 

• Transfer Form 
• Termination Form 
• Notice of Unpaid Leave of Absence 
• Membership Enrolment forms 

 
 
From the Online Services employer home page: 

2. A new window opens: PowerForm Signer Information.  

If you selected Transfer Form, Termination Form or Notice of Unpaid Leave of Absence: 
• Fill in Your Name and Your Email as the Employer. 
• Click on Begin Signing.  

 
If you selected Membership Enrolment forms:  

• Fill in Your Name and Your Email as the Employer and the Name and Email for the 
Employee. 

• Click on Begin Signing. 
• The Employee will be automatically notified via email to complete their section on the 

form (see Step 11 to see how the Employee completes the form). 
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3. The first time you attempt to access a form online, you will be prompted to read the 
Electronic Record and Signature Disclosure and you must click on the box indicating  
I agree to use electronic records and signatures prior to gaining access to the  
electronic form. 
 

4. Click on Continue. 
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5. Form is now accessible and fillable.  

If you selected Transfer Form or Termination Form: 
• Fill in the mandatory form fields highlighted with a red border and any optional 

fields. 
• When you are ready to sign, click on Sign. 

If you selected Notice of Unpaid Leave of Absence: 
• Fill in the mandatory form fields highlighted with a red border and any optional 

fields. 
• If pregnancy/parental leave, you must fill in sub-allowance section. 

o If Yes is elected for sub-allowance, you must enter in dates. 
• If other ESA-type leave, you must select from the drop-down list. 
• If illness or WSIB leave, the end date is not required, if unknown. 
• When you are ready to sign, click on Sign. 

 
If you selected Membership Enrolment form:  

• Fill in the mandatory form fields highlighted with a red border and any optional 
fields under the Employer Section (towards the bottom of the first page). 

• When you are ready to sign, click on Sign. 

  

6. Select Your Signature 
• Full Name (Mandatory) – Type in your name to be used for your signature. 
• Initials (Mandatory) – Type in your initials to be used when initials are required. 
• Select Style (Optional) 

− Draw – Allows you to manually write your signature. 
− Upload – Allows you to upload a pre-existing signature. 
− Change Style – Allows you to select a different font for your Full Name and 

Initials. 
When you’ve completed filling in the mandatory fields and any optional fields, click on Select 
and Sign. 
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7. You will be brought back to the form.  
 
Review the form to ensure everything has been filled out correctly. If you click Complete 
without review and there are mistakes on the form, you will need to create a new form and 
begin the electronic signing process from the start (Step 1).  
 
Once the form is electronically signed, click on Complete. 
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8. A pop-up window opens: Save a Copy of Your Document. Click on Download and open the 
downloaded form. 

 

 

For Chrome users: 
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For Internet Explorer and Edge Users: 
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For FireFox users: 

 

9. Save the form locally. 
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10. If you selected Transfer Form, Termination Form or Notice of Unpaid Leave of Absence, 
compose a new secure message through Online Services. 

• Reference # (Mandatory) – This is automatically populated. 
• Mailbox (Mandatory) – This is automatically selected. 
• Topic (Mandatory) – Select the appropriate topic based on the form you are 

submitting from the drop-down menu. 
• Employee ID (Optional) – Add the member’s employee number. 
• Content (Mandatory) – Input any information to be included with the electronic form 

submission. 
• Drag and Drop or Choose File (Mandatory) – Attach the completed and signed form.  

When you’ve completed the above for the new secure message, click on Send Message. 

 

11. If you selected Membership Enrolment forms, you need to wait for the Employee to fill in 
their section of the form before being able to submit it (see Step 2) and you will be 
automatically notified via email when the Employee has completed their section: 
• Employee clicks on Review Document from their email to open the form. 
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• Employee is prompted to read the Electronic Record and Signature Disclosure and they 
must click on the box indicating I agree to use electronic records and signatures prior 
to gaining access to the electronic form. 

• Employee clicks on Continue. 

 

• Form is now accessible to the Employee and fillable.  
• Employee fills in the mandatory form fields highlighted with a red border and any 

optional fields under the Employee Section. 
• When the Employee is ready to sign, they click on Sign. 
• Employee will select their signature (see Step 6).  
• Employee will be brought back to the form. Once the form is electronically signed, they 

click on Complete. 

 

• Employee has the option to download a copy of the form (see Steps 8 and 9) or if they do 
not want to download a copy of the form, they just click on Complete. 
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• Once the Employee downloads/completes the form, they will automatically receive an 
email with a copy of the form: View Completed Document. 

 

12. Once the Employee has completed their portion of the form, the Employer will automatically 
be notified via email: 
• Click on View Completed Document to open the form. 
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• Download the form and compose a new secure message through Online Services (see 
Step 10: Transfer Form, Termination Form or Notice of Unpaid Leave of Absence).  

 

 

If you have any questions or need assistance, please reach out to us at (416) 681-6100 or  
toll free at 1-800-637-0024. You can also send us an email to employerservice@optrust.com.  

mailto:employerservice@optrust.com

