How to Void a DocuSign Agreement

Learn how to officially cancel an active document in your DocuSign account. This
guide walks you through the steps to void an agreement and provide a reason for the

cancellation.

1 Navigate to DocuSign and log into your account.
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2  Click "Agreements"
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3  Click this button beside the contract you are voiding.
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4  Click "Void"
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5 Click the "One or more parties declined the terms" field.

Void envelope

nave tinished signing will receive an email notification that includes your reason for
voiding. Recipients who have not yet signed will not be able to view or sign the enclosed
documents.

‘Woie Reason *

O Ohe or more parties declined the terms

O The agreement needs to be updated and resent

@ Input other reason
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6 Click "Void"

nave tinished signing will receive an email notification that INncludes your reason for
voiding. Recipients who have not yet signed will not be able to view or sign the enclosed
documents.

Void Reason *

@ One or more parties declined the terms

O The agreement needs to be updated and resent

O Input other reason

This documents the reason in DocuSign and sends an email to all parties letting
them know its been voided.
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