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 2  JBWere Client Portal – How to view and sign documents 

 Managing documents 
 

 

The JBWere Client Portal makes it easy to securely access, review and sign documents shared with you by your 
advice team. This guide explains how to access documents; complete electronic signatures using Docusign 
and check the status of documents within the JBWere Client Portal.  

 Accessing documents 
 

When a new document has been shared by your advice team to be viewed or signed, you will be notified 
on the Portfolio summary page, in the You have new documents banner (a) and a red circle will appear 
on the Documents icon (b).  
To view or sign the document, click the Go to documents link (a) or the Documents icon (b). 
 

 
Tip: You can also navigate to the document by selecting Tools then Documents (a). 

 



 

 3  JBWere Client Portal – How to view and sign documents 

 Signing documents 

From the My Documents page click the row of the document you would like to sign from the library of 
documents that have been shared with you.  

The Required action column indicates if the document shared with you requires you to Sign or Read it.  

The Sign by date column indicates the date the document must be signed by before it will expire.  
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From the Document details page click Sign in the Action column to commence signing the document using 
Docusign. 

 

 

Sign only or Sign and Edit 

Within the same browser the Docusign functionality will open allowing you to either Sign only or Sign and Edit 
the document that has been shared.   

How to determine if the document shared with you is Sign only or Sign and Edit? 

 

Sign only documents will appear in Docusign with a Start option on the top left of the page and a purple Sign 
box in the Signature box on the form or document. See page 5 for the detailed instructions on how to sign 
these documents. 

 

Documents shared for Sign and Edit will appear in Docusign with a Fields menu on the left side of the page. 
Each of the fields can be dragged and dropped into the form allowing you to edit and sign. See page 6 for 
detailed instructions on how to edit and sign these documents. 
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Sign only 

• If you have reviewed the document and you are ready to sign, click Start and then click Sign or just 
click Sign.   

• You will need to Adopt a signature. The process for adopting a signature is explained further below.  

Note: You are not able to edit any of the prefilled fields on a Sign only document. If you would like to make 
changes, contact your adviser.  
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Sign and edit  

Documents shared that can be signed and edited will appear in Docusign with a Fields menu on the left of the 
page. Each of the fields can be dragged and dropped into the form.  

• The Text field will allow you to enter data into any field. Drag the Text field into any place on the form 
and start typing. You can drag multiple Text boxes onto the document. You can remove any Text box 
you have added by clicking the red X.  

• You can use the Checkbox to add a tick to any field.  
• Drag the Signature field to the appropriate location on the form. You will need to Adopt a signature. 

The process for adopting a signature is explained further below. 
• Once you have added your signature, the Date Signed box must also be dragged onto the form for 

completion 
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Adopting your signature 

Add your signature to the document by choosing Select Style, Draw or Upload.  

• Select Style will allow Docusign to choose a signature for you 
• Draw will allow you to draw your own signature using your mouse or stylus 
• Upload will allow you to upload a saved image of your signature 

All styles will be accepted by JBWere.  

Then click Adopt and Sign.  
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Once your signature has been added, click Finish to complete the signing process.  

 

 

Once you have signed the document the Status column will update to reflect the status of Completed if you 
are the only signer or the last signer. Otherwise, the status will update to Signed by 1 or Signed by 2 and so on 
depending on how many signatories have completed the document.   
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 Checking the Status and Action 
required of a document 

From Document details you can see the Status of each document:  

• New: The document has not yet been signed by you or any other signatories 
• Signed by 1: The document has been signed you or by another signatory if you have not yet signed and 

there are other signatories 
• Completed: The document has been signed by you and all other signatories if there are other 

signatories 

From Document details you can see the Action required for each document: 

• Sign: The document has not yet been signed you 
• View: You have signed the document 
• Download: The document has been signed by all required signatories or it is a view only document that 

does not require a signature 

 

 

Please note that the Terms and Conditions of using the JBWere Client Portal apply and are available here: https://www.jbwere.com.au/-/terms-conditions.’ 
JBWere Ltd (‘JBWere’) ABN 68 137 978 360 AFSL No. 341162 is a wholly owned subsidiary of National Australia Bank Limited ABN 12 004 044 937 AFSL No. 230686 (‘NAB’). 
NAB does not guarantee its subsidiaries’ obligations or performance or the products or services its subsidiaries offer. 


