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 Making your Free DropboxSign (HelloSign) Account with your UCF Email and Next Steps 

1. Complete the form electronically in its entirety except for the signature fields. Save the
file name with your name in it.
For example, if I were filling out a 4903H reg form, I would save it as
“4903HRegistration_Greaves” or “Amanda Greaves Registration Form” or
“AG_4903HReg".

2. Go to
https://app.hellosign.com/prep-and-send/b6638c354a0ebd22b130c507ac05966e9e5f1284/documents

3. Click the “Sign in” drop-down menu in the top-right hand corner, then click “Dropbox
Sign”.

4. If this is your first time using the site, create a new account using your @UCF.edu email
address.

https://app.hellosign.com/prep-and-send/b6638c354a0ebd22b130c507ac05966e9e5f1284/documents
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5. Upload the document.
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6. Add signers in the correct order: 1) Academic Success Coach (when 
specified), 2) student, 3) Thesis Chair, 4) HUT Liaison (when specified).
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6. Do not skip this important step. Check the “Set signer order” box. Double-check the 
order is correct before clicking “Next”. The correct order for collecting signatures  is as follows: 
1) Academic Success Coach (when specified), 2) student, 3) Thesis Chair, 4) HUT Liaison 
(when specified).
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7. You can choose to click “Ignore” or “Include”. I usually choose “Ignore”

8. Select Signature on the left. Then click exactly where you will sign on the document.
Move the field, expand it as needed to fit. Then, do the same with the “Date Signed” auto-
fill field. See if there is another place you need to sign and repeat the steps there.



Continued next page 

9. Go to the “Signer” drop-down menu in the top-left corner. Choose the next signer (in this
case, thesis chair). Then repeat step #8.



Continued next page 

10. Repeat steps 8 and 9 for the Liaison.
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11. Double-check the boxes are placed in the correct place and assigned to the correct
people. Then, click “Next” in the bottom-right corner.



Continued next page 

12. You may write a message before clicking “Send for signature”
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Submitting Signed Documents to the Office of Honors Research  
Once your form(s) are completed and signed, it is important to submit them to the Office of 
Honors Research along with the audit trail of signatures, which is automatically generated on 
the last page of the signed document.  
Submissions should be emailed to HonorsResearch@ucf.edu. 

A log of all the documents you’ve sent for signatures will live in the “Documents” tab on the 
left-hand side of the home page. 

mailto:HonorsResearch@ucf.edu



