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When Milsted Langdon sends you a document for review or signature approval, you will receive an email like 
the below. Click on ‘Secure Portal Access’ to access the document(s) that need review or approval.
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You will then see the below screen 
and need to enter your forename 
and surname. Then click ‘Proceed’.

You will then see the below screen.

Click on the document(s) listed, as highlighted above. 
This will then take you to a new window where you can 
view the document page by page. You will then need 
to review and sign the document. If there are multiple 
documents for signing, you will need to click on each 
document individually, as in the below example.

When you view a document you will be able to click on each individual page of the document to review the 
content.
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When you click on the blue name tag which says ‘Sign Here’, you will then see the following box. Click on 
‘Use Preset’ and click ‘Apply Esignature’. This will sign the document digitally.

You can then click ‘Submit’ on the bottom banner of the document preview screen, to approve the document.

Once you have clicked on the ‘Submit’ button 
you will see the following screen

Click ‘Finalise Now’ and the signed document 
will be sent back to Milsted Langdon, and 
your account manager notified. You will see 
the below image to say that your transaction 
has been sent. The code will be unique to the 
transaction. 
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