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Introduction 

Inserts are separate forms in Microsoft Word format posted on the Final Materials page 
of the procurement website.  When an Insert requires a signature, it must be completed 
either by: (i) printing, signing, and scanning the Insert; or by: (ii) digitally signing the 
Insert and providing along with the Insert an additional document or information that 
verifies the identity of the signatory.  Additional documentation or information may 
include: (i) a certificate of completion if the signatory uses DocuSign; (ii) a Final Audit 
Report if the signatory uses Adobe Sign; (iii) evidence that the digital signature has been 
certified by the signatory using a document signing Certificate; or (iv) other 
documentation or information produced by a commercially available software that can be 
used by the Procurement Administrator to verify the identity of the signatory.  Digital 
signatures without a document or information verifying the identity of the signatory are 
not acceptable; signature images and other electronic signatures are not acceptable.   

In this document, the Procurement Administrator provides instructions on how to obtain 
the additional document or information that verifies the identity of the signatory for 
Inserts that are digitally signed using DocuSign or a document signing Certificate in 
Adobe Acrobat.  This does not preclude a Bidder from using other commercially available 
software as long as such software generates an additional document or information that 
can be used by the Procurement Administrator to verify the identity of the signatory.  
 
If electing to complete an Insert with a digital signature created in DocuSign, a Bidder 
must include with the completed Insert the certificate of completion that is automatically 
created in DocuSign after completing a document. 

• DocuSign offers a 30-day trial. Please see the details here: 
https://go.docusign.com/o/trial/?tgr=com-trial-hero   

• An individual can create a free DocuSign account to upload and sign documents as 
long as the account holder is the only signatory to these documents.  A paid 
subscription is required if the documents require the signature of individuals other 
than the account holder. 

 
If electing to complete an Insert with a digital signature created in Adobe Acrobat, the 
signatory must have a document signing Certificate in place to validate the digital 
signature.   
 
If electing to complete an Insert with a digital signature created in Adobe Sign, a Bidder 
must include with the completed Insert the Final Audit Report that is automatically 
created in Adobe Sign after completing a document: 

• Adobe Sign offers a free trial. Please see the details here:  
https://acrobat.adobe.com/us/en/sign/free-trial-
global.html?trackingid=KLZWW   

• Various tutorials for using Adobe Sign can be found here: 
https://helpx.adobe.com/sign/tutorials.html  

https://www.ipa-energyrfp.com/energy-storage-final-materials
https://go.docusign.com/o/trial/?tgr=com-trial-hero
https://acrobat.adobe.com/us/en/sign/free-trial-global.html?trackingid=KLZWW
https://acrobat.adobe.com/us/en/sign/free-trial-global.html?trackingid=KLZWW
https://helpx.adobe.com/sign/tutorials.html
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• Instructions for downloading the Final Audit Report can be found here: 
https://helpx.adobe.com/sign/using/audit-reports-transaction-history.html 

The remainder of this document provides screenshots and guidance to download the 
certificate of completion using DocuSign as well as using the document signing Certificate 
in Adobe Acrobat. 
 
  

https://helpx.adobe.com/sign/using/audit-reports-transaction-history.html
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DOWNLOADING THE CERTIFICATE OF COMPLETION USING 
DOCUSIGN  

 
DocuSign provides instructions for uploading the Insert to be signed to their site and completing 
the digital signature process.  Once the Insert is digitally signed, the sender (the individual who 
uploaded the Insert and prepared the “envelope” in DocuSign) as well as all signatories receive a 
copy of the signed document.  The sender may also add individuals (other than the signatories) 
who will receive a copy of the signed document.  Any individual receiving the signed document 
can follow the instructions below to download the certificate of completion via either: 1) the 
confirmation email generated by DocuSign, or 2) their own DocuSign account. 

1. DOWNLOADING THE CERTIFICATE OF COMPLETION FROM EMAIL 
 
DocuSign provides instructions for uploading the Insert to be signed to their site and completing 
the digital signature process. Once the Insert is digitally signed, DocuSign will send a confirmation 
email. Click the “VIEW COMPLETED DOCUMENT” button in the confirmation email to be 
redirected to a webpage to download the signed Insert, as shown on the following page. 
 

 
 

  

Once the Insert has been 
digitally signed, click the 

“VIEW COMPLETED 
DOCUMENT” button in the 

confirmation email. 
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In the upper righthand corner of the webpage, click the vertical ellipsis symbol to open the 
dropdown menu, and select “View Certificate (PDF)” to download the certificate of completion. 
 

 
  
Once you have downloaded the certificate of completion, upload both the digitally signed Insert 
and the certificate of completion to the applicable online form(s). A sample digitally signed Insert 
and corresponding certificate of completion appear on the next three pages.  

Click the “View Certificate (PDF)” 
option to download the 
certificate of completion for the 
signed Insert. 
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USING A DOCUMENT SIGNING CERTIFICATE IN ADOBE 
ACROBAT  
 
Convert the Insert to a pdf file and open this file with Adobe Acrobat. Click on “View more” on the 
“All tools” menu bar. 
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Next, click on the “Use a certificate” Icon under the header “All tools”. 
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Locate the “Use a certificate” heading: 
• If you see the option “Certify (Visible Signature)”, then you are able to use Adobe Acrobat 

to digitally sign and certify your signature. 
 

• If you do not see this option, you cannot digitally sign and certify the signature without 
first purchasing a document signing Certificate for the signatory through a certificate 
authority that is compatible with Adobe. Please see the link provided below for vendors 
approved by Adobe. The Auction Manager is not aware of a free-trial option for these 
vendors. 
https://helpx.adobe.com/acrobat/kb/certified-document-services.html  

  

 
 

  

https://helpx.adobe.com/acrobat/kb/certified-document-services.html


Summer 2026 Procurement Events (Energy Storage RFP) 
30 JUN 2026 
 

11 

 
Click the option to “Certify (visible signatures)” and complete the digital signature process. 
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Once completed, you will see a banner at the top of the digitally signed Insert with the additional 
information that the signature has been certified as shown below.  
 

 
 
 

 

 

The digital signature includes the 
signature date. In this case, the Date 

line to the right may be left blank. 
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