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Abstract 
 

This document will go through the steps needed to send a Price Protection Plan to a customer through 
DocuSign.  
 

Procedure 
 

To send a customer a price protection plan, you first fill out a fillable PDF of the plan then send to the 
customer through DocuSign. This way, the customer can choose not to sign it if something is incorrect. 
Then we can upload a corrected PDF and still have them sign without VOIDING an envelope. 
 

1. On Santa Central, under Documents, all of the Price Protection Plans are available. Open the 
document you need and fill it out, then save it somewhere accessible on your 
computer. 

 
 

1. Next, log into DocuSign. Select the yellow Start button and choose Use a Template from the 
home page.  
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2. Choose the template under “Shared with Me" that matches the plan you are sending 

out: 

 
 

3. Select the Price Protection Plan you will be sending by clicking the circle next to the name, 
then click Add Selected. 

 
 

4. When the next window pops up, at the bottom, select ADVANCED EDIT.

 
 

5. Click the 3 dots next to the document and then choose REPLACE: 
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6. Then choose to upload the PDF you had previously filled out for the customer. 

After uploading the document, fill in the customer’s name and email address in the “Customer” 
spot: 

 
 

7. At the bottom of the pop up window, you have the option to edit the Email Message if you’d 
like to personalize it in any way. Otherwise, select SEND.  

 
 

8. The document will then be sent to the customer for them to initial, at the bottom, finalizing 
the price protection plan. From the Manage tab in DocuSign, you can see the status of the 
document sent. 
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