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Accessing Your Contract
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Accessing Your Contract

1 You will receive an email from 

DocuSign when we invite you to 

review a contract. 

Click the Review Document button to 

view your contract in DocuSign.

1

Foodstuffs GSA

Foodstuffs GSA

GSA@foodtuffs.co.nz

Foodstuffs GSA via



Quick Reference GuideYour New Grocery Supplier Agreement 55

Accessing Your Contract

2 Once you have opened the link, you 

will be asked to agree to the use of 

“electronic records and signatures”. 

Select the checkbox if you agree.

3 Click continue.
2

3
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Accessing Your Contract

4 Your contract will be opened in 

DocuSign. You can read the contract 

in the preview screen.

5 Alternatively, you can download a PDF of the 

contract by clicking the “Download” button. 

4

5
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Accessing Your Contract

6 If you want to return to your contract in 

Docusign at a later time, click the 

down arrow next to the finish button, 

and select “Finish Later”

6
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Questions and Requests
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Questions and Requests

1 If you want to raise a question or 

request changes to your contract, 

please use the comment button on the 

sidebar.

2

Tap anywhere on the document to add 

your comment.

If you have any queries, you can reach 

out to gsa@foodstuffs.co.nz

1

2

mailto:gsa@foodstuffs.co.nz
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Questions and Requests

3
Type in your question or request and 

click Post.

We will receive your question / request 

and respond back to you in DocuSign.

3
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Questions and Requests

4

You will receive an email notification from 

DocuSign when we have responded. 

We recommend checking your spam/junk 

if you are expecting a response but 

haven’t received one - or navigate back to 

your comment in Docusign to check there.
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Signing Your Grocery Supply Agreement
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Signing Your Grocery Supply Agreement

1
Should you wish to sign your Grocery 

Supplier Contract or Agreement to 

Vary, navigate to the signature page 

and click “Sign”  1
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Signing Your Grocery Supply Agreement

2 A popup dialog box will appear asking 

you to confirm your name.

3 You can sign using a DocuSign style, 

draw your signature, or upload an 

electronic signature image depending 

on your preference.

2

3
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Signing Your Grocery Supply Agreement

4 You will also be asked to add your 

position / title.

4

5
Important! Please remember to click 

“Finish” at the top of the screen to 

ensure you submit the contract.

5
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Signing Your Grocery Supply Agreement
Optional step

6

You will then move to a new page where 

if you choose, you can create a free 

account to securely manage your 

agreement in the future. 

You do not need an account to access 

your agreements and will still be able 

to access via the link in your email.
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Signing Your Grocery Supply Agreement

7
When all parties have signed the 

agreement, you will receive an email 

with a link to the completed 

agreement.

We recommend you use this link to 

download a copy of the agreement 

for your future reference.
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Declining to Sign the Agreement
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Declining to Sign the Agreement

1 If you do not wish to sign the 

agreement, click the down arrow next 

to the finish button, and select 

“Decline to Sign”.

1

2 A dialogue box will appear asking for 

you to confirm your selection. Click 

“Continue”.
2
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Declining to Sign the Agreement

3 You will then be asked to provide a 

reason for declining to sign the 

agreement.

Please enter a reason and click 

“Decline”.

3
*
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Assign the Agreement to Someone Else
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Assign the Agreement to Someone Else

1 If you need to assign the contract for 

someone else to review and/or sign, 

click the down arrow next to the finish 

button, and select “Assign to 

Someone Else”.

1

2
A dialogue box will appear for you to 

provide the name and email address of 

the new signatory you want to assign 

the agreement to.

Important! You will no longer be able 

to access the contract once you have 

assigned it to someone else.
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