Void Documents

Follow the steps below for instructions on how to void incomplete documents in DocuSign.
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Select Manage from the top menu in
DocuSign.

Navigate to the Sent folder.

Locate the incomplete envelope desired.
Click the drop down menu.

Select Void.
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Void Envelope

By voiding this envelope, you are canceling all remaining signing activities. Recipients who have finished
signing will receive an email notification that includes your reason for voiding. Recipients who have not yet
signed will not be able to view or sign the enclosed documents.

6. Enter a brief reason for
voiding the envelope.

* Reason for voiding envelope.

Incorrect envelope sent|
7. Click VOID. @
176 characters remaining.
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