How to Electronically Sign Your Contract in Web Link
Navigate to: https://po.cd-csd.org/weblinksql/login.aspx (If this link doesn’t work, just copy and paste it in your browser)
OR go to the Central DeWitt CSD website, Employee Forms & Links page, then scroll down to the bottom of the page and click on Web Link .
A link to these instructions can be found there too, in case you need them in the future.
This will bring up the login screen for Web Link.

Your User ID is the first FIVE letters of your LAST name followed by the first FOUR letters of your FIRST name (Ex. PEPMEGAYL for Gayle Pepmeier)
Your default password is the last four digits of your social security number. However, if you had access to WebLink previously, you may have changed
your password to something new and need to use that same one you personally created.

Once logged in to Web Link, hover over “Employee Information,” go down to “Personal Information,” and click on “View File Documents.”

The “Subfolder to View” dropdown box will automatically display “Contracts Only” along with the number of files it contains.
Click on View Documents.

A screen will pop up showing your contracts.

Select the file you wish to open by either double clicking on the file line or clicking on the file line and clicking on the green checkmark in the bottom
left of your screen.

Your contract will open in a separate tab. Review your contract carefully and contact the Central Office if you have any questions or believe an error
has been made.
If everything looks good, scroll down to the bottom of the contract until you see the signature lines. Then click where it says E-Sign in the blue bar at
the top of the screen.

This will bring up the E-Sign Menu in the gray space under the blue bar. You can create your signature by either of the following: 1) freehand drawing
tool OR 2) a typed text tool.
To sign using a free-hand signature, click the Create Freehand Signature icon (circled in red in diagram below).

A separate window will pop up. Sign your name using the computer mouse. You have the option of saving the signature to use later. If you don’t
check this box, the signature will only be used this once and you’ll have to re-create your signature later. After you sign your name, click “Save.”

OR If you want to use a typed signature, click on the Create Text Signature icon (circled in red in diagram below).

A separate window will pop up.
1) Type your name in the box
2) Choose your favorite font from the choices shown by clicking once on that one.
3) Click on “Save.”

To place your signature, click on the Place E-Signature icon (circled in red in diagram below). Your cursor will now look like a pen tool.

Click on the contract where you want your signature to be placed, and it will appear. You can click on and move your signature if it isn’t in the correct
spot.

To place the date, click on the place date icon (circled in red in the diagram below). Again, your cursor will change to a pen shape tool.

Click on the contract where you want the date to be placed. It will automatically put in today’s date. You can click on and move the date if it isn’t in
the correct spot.

VERY IMPORTANT:
To SAVE the signed document, click on the blue box with the three white lines (circled in red in diagram below)
and select “Save E-Sign Document.”

The document will save if you see the “E-Signatures document successfully saved” message. Click “OK” to clear the message.
You can now go back to the “View Documents” screen, REFRESH your screen, and you will see your signed document. If the original was an “image”
file, it will have saved as that same document with the same name. If the original was a “pdf” file, it will have duplicated the document with “signed”
added in the content field. That is the one that now contains your signature and it is complete. You can review this anytime.
Some of the documents show up in the system as an image (tiff) file, some show up as pdf’s. The developer recommends we save all documents as tiff
files when possible, because they are smaller and take up less space. Just wanted to mention that in case you noticed and wondered why.
Gayle will eventually be going in to change the status from “pending review” to “reviewed” after you have signed. She will also delete the blank
original pdf so it keeps a cleaner file. If you accidentally sign twice and it saves two copies, Gayle will find that and delete it for you.

Repeat the above procedure for each of the contracts/letters of assignment you
have (if you have multiple positions).
You have access to view these documents anytime you log in to WebLink. You can download and print them if you
would ever need to do so. Please contact gayle.pepmeier@cd-csd.org you have any questions. Thank you.

