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Aveanna Healthcare has organized this guide to assist clients, client’s family members, and care providers in 
completion of the electronic enrollment packet.  

This guide is designed to help clients, client’s family, and care providers navigate the DocuSign program. This is 
not a complete guide. Not every step and field are identified. However, it will help the user complete the 
enrollment packet in DocuSign.  

Green Tab Legend 
Below is a legend of green navigation tabs the user will encounter in DocuSign and their meanings.  

 
Proceed to the next step. 

 
Begin the electronic form entry. 

 
Type information.  
For example: Type full name.  

 
Create and apply an electronic signature. 

 
Advance to the next step.  

 
Complete forms.  

 

Client or Client Guardian DocuSign 
1. Retrieve the DocuSign email sent to your personal email.  

2. Open the email and click on the green 
Review Document button.  
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3. Review the Electronic and 
Signature Disclosure. 
Click on the checkbox to 
agree with the electronic 
records and signatures. 

 

4. Click Continue. 

 

5. Click on the Start green 
button.  

 

 

 

 

 

 

Note: Follow the green tabs 
on the left-hand side of the 
electronic document. These 
tabs will direct where to start 
and what field comes next. 
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6. Adopt your signature.  
 
 
 
 
 
 
 

Note: Signer will need to 
manually change the Full Name 
and Initials. Once entered it 
cannot be changed. 

 

 

 

 
 

7. Fill in the date.  

 
8. Complete all green tabs.   

Note: The "Finish" button 
indicates the specific page of the 
electronic document has been 
completed. DO NOT click the 
"Finish" button as it will lock you 
out of the application. User will 
continue to the next page. 

 
 Note: Once the Ready to Finish? 

notice appears, all required fields 
have been completed.  

9. Click Finish to complete the 
documents. 
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10. Click Continue to complete 
your portion of the electronic 
document.  

 
 

Care Provider DocuSign  
1. Retrieve the DocuSign email sent to your personal email. 

2. Open the email and 
click on the green 
Review Document 
button. 
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3. Review the Electronic and 
Signature Disclosure. Click 
on the checkbox to agree 
with the electronic records 
and signatures. 

 
4. Click Continue. 

 
5. Click on the Start green 

button.  

 

Note: Follow the green tabs on 
the left-hand side of the 
electronic document. These 
tabs will direct where to start 
and what field comes next. 

 
6. Click Next and type the 

Care Provider name then 
click on the Sign prompt. 
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7. Create a Signature and 
Initials then click Adopt and 
Sign. 
 

Note: Signer will need to 
manually change the Full Name 
and Initials. Once entered it 
cannot be changed. 

 8. Complete all the Fill In green 
tabs. 

Note: Only the red sections are 
required.  

 
9. Complete all fields required. 

Click Next once all the fields 
are complete.  
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10. Each initial must be entered 
manually then click Next.  

 Tips:  

• Applicants must be careful 
not to enter dashes in the 
Date of Birth and Social 
Security Number fields.  

• Do not enter the “#” sign in 
the Primary Phone 
Telephone Number and # 
Years at Address fields.  

• Only two alphabetical 
characters are accepted for 
State entries.  

 

Note: For this section, the 
Middle Initial, Other Last 
Names Used, and Apt Number 
fields are optional.  

 

Important: U.S Social 
Security Number fields 
only accept number 

characters. Be very careful 
when entering SSN number.    
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Note: The Preparer 
and/or Translator 
Certification section is 
optional.  

Important: If a translator 
or preparer is used, 
complete the fields.   

 Note: The "Finish" button 
indicates the specific page 
of the electronic 
document has been 
completed. DO NOT click 
the "Finish" button as it 
will lock you out of the 
application. User will 
continue to the next 
page. 

 

11. Click on the paper clip 
to attach files from 
the list of acceptable 
documents then click 
Next.  
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ATENCIÓN: si habla español, tiene a su disposición servicios gratuitos de asistencia lingü.stica. Llame al 1-888-255-8360 (TTY: 711). 
注意：如果您使用繁體中文，您可以免費獲得語言援助服務。請致電 1-888-255-8360 (TTY: 711) 。 
Aveanna Healthcare, LLC does not discriminate on the basis of race, color, religion, national origin, age, sex, sexual orientation, 
gender identity or expression, disability, or any other basis prohibited by federal, state, or local law. 
© 2023 Aveanna Healthcare, LLC. The Aveanna Heart Logo is a registered trademark of Aveanna Healthcare LLC and its subsidiaries. 

12. Click on the Finish button.  

 

 

Note: Once the blue Ready to 
Finish? notice is received, all 
fields have been completed. 

 


