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Using DocuSign with TrialWorks 
Version 11 and higher  

DocuSign® provides a service for electronic signatures removing the need to overnight, fax or 

email documents.  Recipients can sign documents anywhere from any device.  Documents 

are encrypted, and a complete audit trail is maintained.  DocuSign requires a user to have an 

account. Automating the placement of the executed document to the Additional link of the 

TrialWorks, DocuSign request requires the TWService installation. 

Setting Up DocuSign 

Enter User Credentials 

Click on Settings > Global Settings > 

AddIns (2) > DocuSign Settings 

Enter the Username and Password  

If a single account, the user only needs to 

enter credentials in Global Settings as it is 

only one account. Single mode uses the 

credentials entered in Global Settings to both 

send the request and download the signed 

document. 

If group account (multiple accounts), enter 

the admin account credentials and users will 

need to also enter their credentials in User 

Default Values. Group mode uses the 

credentials in User Default Values to send the 

request but uses the credentials in Global 

Settings to download the signed document.  
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For single accounts, leave on single to type in username and password then click Global Settings. 
 

 
 

Creating Documents using DocuSign 
 

TrialWorks integrates with DocuSign using the Ancillary(Miscellaneous), Correspondence, Discovery, 
Memo(Documents) and Pleadings tabs in TrialWorks. 
 
Choose the document type you wish to create by clicking on that tab.  Click the green plus icon to create the 
document. 

 
 

Complete the desired fields in the detail window to property create the document.  Author, Party Name, 
Document Category, Title or Subject, and TO: CC: or BCC on Correspondence 
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Choose a Template Category and your DocuSign template.  Documents to be sent through DocuSign require 
special bookmarks for signatures, make sure to include them to enable electronic signatures. 
 
Click the Button to Send via DocuSign 

 
Select the Recipients by clicking the name(s).  This List is populated from the Contacts Tab of the Case.  If 
you document includes signatures for multiple parties, you can include them. 

 
 
Complete any edits necessary in the document and Save and Close it.  You may receive a message to remind you 
to close the document to complete the DocuSign upload. 

 
Once the document merges, you will receive confirmation that the 
document uploaded successfully. 
 

 
 
Recipient receives an email advising them that they have a document from you via DocuSign 
 

 
 
When they open the email, they select Review Document  
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When the document opens, the  Recipient must acknowledge and agree to sign the document electronically 
 

 
 
The Document must be bookmarked for the electronic signature 
 
Recipient selects Start and are prompted to SIGN the document 

 



 

    

    

Rev. 01/30/2018 ©  Using DocuSign in TrialWorks  Page 5 of 9 

 

 
 

 
 

After selecting Sign > Recipient is prompted to Adopt Your Signature 
 

• Recipient should  Confirm Name, Initials, and Signature and has the option to change the Font Style  
 

• Select Adopt and Sign 
 

 
 
You can also include fields to enter dates and additional text fields.  Always check the DocuSign Available 
Bookmarks list. 
 

• Completing the required fields, click Finish after signing the document. 
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The recipient can select Other Actions to: 
 

Finish Later OR Print & Sign OR Assign to Someone Else OR Decline to Sign 
 

 
 
After selecting Finish, the Recipient is prompted to save document 
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Once the Document is Signed/Finished the Recipient receives confirmation for DocuSign that the Document has 
been signed 
 

 
 
Sender and Recipient(s) will receive an email that the document has been signed by the Recipient(s) and have 
the ability to review the completed Document 
 

 

The signed Document will be uploaded to the specific tab attached to the Word version of the document. 
 

It can take up to 15 minutes for the signed document to be download from DocuSign to TrialWorks 
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Users can check the Status of outstanding DocuSign documents from the User Tools Menu choosing DocuSign 
Status 

 

A list of requested documents appears showing a Status of Sent or completed 

 

Common Errors 
You must include DocuSign bookmarks in your document to use the DocuSign Service.  If you receive a message 
that the document doesn’t include a valid DocuSign bookmark, recreate the document using a template created 
with the DocuSign Available Bookmarks. 
 
You must also choose a recipient with an email address to deliver the document to.  Make sure to edit the 
contact to include an email address prior to creating the document. 
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DocuSign Available Bookmarks 
 

SignAbove – use this bookmark to add a complete signature of for the recipient 

InitialAbove – use this bookmark when you need to have individual pages or paragraphs initialed 

DateAbove – use this bookmark to have the recipient date their signature 

TextAbove – use this bookmark to include additional text within your document 

 

When you need signatures from multiple parties, use the bookmarks above adding 1, 2 or 3.  Be consistent with 

all the related fields 

 

Recipient 1 SignAbove1 InitialAbove1 DateAbove1 TextAbove1 

Recipient 2 SignAbove2 InitialAbove2 DateAbove2 TextAbove2 

Recipient 3 SignAbove3 InitialAbove3 DateAbove3 TextAbove3 

 


