
 

   
 

Enable PassKey  

1. Log in to the DocuSend portal using your password. 
 

 
2. Select the “Admin” tab.

 

 

 

 



 

   
 

3. Select “Security Management.” 

 

4. In the Sign-In & Security section, select “Create PassKey.” 

 

5. MFA required. Trusted for 15 days. 
After your first verification, MFA won’t be required again on this device for 15 days. 

 

 



 

   
 

6. Enter your 4 digits PassKey and re-type it to confirm it. Then Submit. 

 

 

7. Once this is created in your next login you will have the option to enter with the 
PassKey 

 

 

8. Next time you try logging in, it will display the following screen, select “Enter with 
PassKey”. 



 

   
 

 

 

 

9. Type your registered Passkey 

 

10. It will require the MFA verification code, which will be sent to the registered email. 

 
  



 

   
 

If you ever wish to change your PassKey or have forgotten it, you can always login by 
choosing your password and follow steps 1-2-3 and select “Change PassKey”. 

 

 


