
 
Signing Your Offer Letter and New Hire Documents 

 

Once you have been selected for a position, you will receive an Offer Letter from Human Resources.  
The email will look similar to this in your inbox:  

 

When you open the e-mail you will be presented with this page:  

 

Click “Click here to review and sign Offer Letter”.  

 

 

 

 

 



 
 

The Offer Letter will then open in Adobe Sign.  Read the letter and scroll to the bottom to see the 
signature box. 

 

 

 

You will have the option to Type or Draw your signature.  Click “Apply” when done. 

 

 

 

 



 
 

 

Next, you will see your signature in the appropriate box.  Select “Click to Sign” to complete.  

 

 

 

You will receive this message when the document is successfully signed. 

 

 

Once you have signed your offer letter, you should receive your hiring documents within 48 business 
hours.  You will receive three more emails, one for each of the following:  W-4, I-9, Hire Packet. 
Steps will be similar for each of these documents.  Follow the prompts on your screen to complete.  

 

Completing these packets thoroughly and as soon as possible will help us complete your onboarding 
timely.   


