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eSign User Guide 

As part of our strategy to be a digitally enabled business, we offer an electronic signature capability for customers to digitally accept 
and sign Equipment Finance documents via DriveOnline.

eSign means that customers can sign documents easily from their mobile device or computer, from anywhere, at any time.

Section 1 – Facilitating eSign in DriveOnline: Step-by-Step 
Instructions

This section of the user guide provides instructions for using the eSign platform to sign Equipment Finance documents. Please follow 
each step carefully and ensure all documents are reviewed before submission.

Step 1. Start eSign in DriveOnline

Follow these steps to initiate eSign:

•	 Log in to DriveOnline

•	 Select the relevant application

•	 Fill out application and click ‘validate documents’

•	 Click ‘submit application’

•	 Click ‘generate documents’

Step 2. Confirm eSign Eligibility

If eligible, a pop up will display:

“Application is eligible for eSign. Would you like customers to sign documents electronically?”

•	 Click ‘Yes’ to continue

•	 You will be directed to the eSign screen
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Step 3. Preview and Send

After selecting documents and signatories:

•	 Ensure relevant tick boxes are selected as required. Note that only one applicant should be selected for the “provide direct debit 
request” form

•	 Click ‘preview’ to review all documents, and ensure they are correct prior to sending 

•	 Click ‘Send’ to initiate eSign

•	 A confirmation message will appear: “eSign sent successfully”

Step 4. Review Signed Documents

Customers will receive an email to access and sign documents via eSign. 

After the customer has signed, you will be notified via email and the execution status in DriveOnline will update to ‘signed’. 

Next: 

•	 The ‘Download Documents’ button will become active. Click this button

•	 Securely save documents locally. Do not save files using spaces or ampersands (&) as they will not submit.  For example,  
Capital Finance Pty Ltd should be saved as CapitalFinancePtyLtd or Capital_Finance_Pty_Ltd

•	 Review all documents and ensure that documents required to support the application have been signed and returned

•	 Verify that all documents have been correctly signed, and direct debit details have been provided    
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Step 5. Final submission 

•	 Download and attach documents to the settlement files

•	 Click submit to settlements

•	 eSign complete – your documents have been submitted

 
Section 2 – eSign Customer Journey

This section of the user guide outlines the customer experience throughout the eSign process. It details what the customer will see and 
interact with—from the moment the document package is issued, through to the completion of signing. By following this journey, users 
can better understand each step the customer takes, ensuring a smooth and efficient signing process.

Step 1. Receive Email Invite

Customers receive an email with a unique access code. The customer should then copy the code and select ‘Continue’.
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Step 2. Begin Two-Factor Authentication

Enter the access code and select ‘Verify’ to begin authentication. 

Step 3. Enter One-Time Passcode

A one-time passcode (OTP) is sent via SMS. Enter the OTP and select ‘Authenticate’.

Step 4. Accept or Decline Electronic Communication

After authentication, select ‘Accept’ on the consent screen to proceed to the eSign documents.  
Alternatively, if ‘Decline’ is selected, the customer will have opted out of eSign and the broker will be notified.      
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Step 5. Review Loan Portal

The loan portal is the central hub for customers to view personal details, electronically sign documents and track signing progress. 
Select ‘Sign online’ to begin.     

Step 6. Review and Sign Documents

Review and sign all required documents. Once complete, select ‘click here to sign’ to apply the signature.
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Step 7. Submit Signed Documents

Select ‘Download all Documents’ followed by ‘Submit Loan Documents’ to complete the process.
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Step 8. Confirmation Screen

Once eSign is finished, you will be automatically redirected to the confirmation screen. Carefully review the page and ensure that the 
status is marked as “Complete”. This status serves as your final verification that the eSign has been successfully submitted. 


