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Important Information

• The goal of this webinar is to build familiarity with the new feature and its 
capabilities. 

• Decisions regarding whether to enable this feature rest with each 
individual state, district, and province. 

• State-wide customers may encounter restrictions where LEA 
administrative capabilities are limited (Indiana). 

• Customers participating in state agreements retain full access to this 
feature; this note applies specifically to Indiana. 

• Other customers operating under a state controller may not experience 
the same degree of administrative control. 



What is Auto Acceptance? 

Automatically accepts or voids documents based on configurable rules, 

reducing manual follow-up.

• Auto Acceptance: Completes signature requests after a set number 

of days once conditions are met

• Auto Void: Cancels unsigned documents after 160 calendar days

• Configurable at the district, template, and individual document levels



Why Districts Use This Feature

Reduces 
manual 

follow-up

Prevents 
stalled 

workflows

Improves 
document 

completion 
rates

Supports 
long-running 

signature 
timelines



Auto Acceptance Rules 
 

• Auto-Acceptance is enabled for the 
district 

• The document has at least one 
signature 

• The configured number of calendar 
days has Allowed range: 20–150 days 

• Default setting: 150 days 
• Allowed range: 20–150 days 
• Template-level settings override 

district defaults 
• Individual documents can be 

extended by up to 10 additional days 
• A specific signer can optionally be 

designated as required 

A document is automatically 
accepted when all the following 
conditions are met:

• Auto-Acceptance is enabled for 
the district

• The document has at least one 
signature

• The configured number of 
calendar days has elapsed

Key Behaviors

• Default setting: 150 days 
• Allowed range: 20–150 days 
• Template-level settings override 

district defaults 
• Individual documents can be 

extended by up to 10 additional 
days 

• A specific signer can optionally 
be designated as required



Auto Void Rules 

Triggered when:

• No signatures received

• 160 days have passed 
since sending

Key Details:

• 160-day timeframe is not configurable

• Prevents documents from staying open 
indefinitely

• Signers are notified when a document is 
auto-voided

• Initiating staff user is not notified

• The email message matches a manually 
voided request



Enable Auto-Acceptance (District 
Level) 

1. Go to Administration > Configuration > Digital 
Signature Settings 

2. Enable Auto-Acceptance / Auto-Voidance 

3. Enter the number of Days Until Auto Acceptance 

4.Save your changes. 

These settings apply to all district documents unless overridden by a 
template. 

Tool Tip 



Configure at the Document Template Level
Template settings override district defaults. 

1. Go to Administration > Configuration > 
Document Templates 

2. Select the document template.

3.  Select More > Configure eSignature 

4. Set:  

▪ Days Until Auto Acceptance

▪ Days to Extend Auto Acceptance 

▪ (up to 10 days)

5. Save your changes. 



Designate a Required Signer 
(Optional) 

1. Staff can designate a signer whose signature is required before Auto-

Acceptance occurs.

1. In the signer list, select Signature Required next to the signer’s name. 

2. Submit the document for signature. 

2. Behavior 

• Required signer must complete their signature before Auto-Acceptance.

• No required signer? Any completed signature qualifies Auto-Acceptance. 



Processing Schedule

Auto-Acceptance and Auto-Voidance processing runs once 
every 24 hours 

Processing occurs overnight during non-peak hours 

Configuration changes take effect during the next processing 
cycle 



14

Review Auto-Acceptance and 
Auto-Voidance Activity 



Manage Digital Signature 
Documents 



Manage Digital Signature 
Documents 

Administration > Utilities > Data Utilities: Students > Select Utility: Data Utilities > Digital Signature 

Documents

Users with security privilege to access Utilities can review 

document activity.



Manage Digital Signature 
Documents 

Reports are based on the Auto-Acceptance/Auto-Voidance selection in 
the Digital Signature Settings.

Both the Pending Auto-Acceptance and Pending Auto-Voidance reports 
will show whether the Auto-Acceptance/Auto-Voidance option has been 

enabled.



Available new views under Options

• Pending Auto-Acceptance Documents -Documents 
approaching Auto-Acceptance based on configured 
timelines

• Pending Auto-Voidance – Unsigned documents approaching 
160 days

• Auto-Accepted Documents – Available only when Enable 
Auto-Acceptance / Auto-Voidance is enabled.

• Auto-Voided Documents – – Available only when Enable 
Auto-Acceptance / Auto-Voidance is enabled.



Pending Auto-Acceptance Documents – Documents approaching 
Auto-Acceptance based on configured timelines.
• If Auto-Acceptance is not enabled, users may specify a value between 20 and 

150 days (default: 150).
• Changing this value does not update the setting on the Digital Signature 

Settings page.
• If Auto-Acceptance is enabled, the number of days cannot be changed in this 

view.



Pending Auto-Voidance 
Documents 

Auto Avoidance date is predefined at 160 days. 

There is not an option to change the Auto –Avoidance 
Date. 



Auto-Voided Documents 

The Status Date is when the document was Auto-
Voided. 



Extend the Deadline for an Individual 
Document 

1. Extend the deadline for a specific document by up to 
10 days. 

2. Go to Administration > Utilities > Digital Signature 
Documents. 

3. Select the Sent status link for the document.

4.Open Digital Signature Details >Signature Request 
Options. 

5.Select Extend signature request time. 

6. Enter days to extend (up to 10) and save.



Acceptance and Void Notifications 

Auto-Accepted documents generate the same email as manual 
acceptance

Auto-Voided documents send notifications to document signers 
only. 



Weekly Summary Email 
Users with the Digital Signature Manager 

role receive a weekly summary email sent 

on Mondays. 

Shows document counts exceeding:

• 90, 60, 30, 14 and 7 days 

Selecting Review the request status 

opens the utility filtered by age.

Note: Users without template access do not receive this email.



Frequently Asked Questions 

What happens if no one signs a document? 

If a document receives no signatures, it is automatically voided 
after 160 calendar days. 

Can we change the Auto Acceptance timeframe later? 

Yes. Changes apply going forward only and do not retroactively 

affect already-sent documents.



Frequently Asked Questions 

Can Auto Void be disabled? 

Yes. Turn off Enable Auto Acceptance / Auto Void on the Digital Signature 

Settings page — this stops both processes.

Does it matter who signs the document? 

No. Any completed signature qualifies for Auto Acceptance, unless a signer 

is marked required.
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Platform Demonstration 



Thank You
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