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Steps to complete the pre-application and submit it online: 
 

Open the Pre-Application  

 
 

Complete the Pre-Application.   It is very important that you answer all of the 
questions to the best of your ability.  We cannot process an incomplete 
application.  Homes are sold on a first come, first served basis. 

 

Make sure to sign the pre-application.  Below are instructions to electronically 
sign your pre-application and submit it by email. 

 

1. Click on: PLACE SIGNATURE 

 
 

Click here to place 
signature 

Click to turn the 
blue highlights on or 

off 

Type in the Blue 
highlighted areas.  

 
  

Size of the test will 
adjust to fit in space 

 
It’s your choice to 
use the highlights 

or not. 

Click on “Drag New 
Signature Rectangle. . . 
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2. Add or Create a Signature.  Click NEXT 

 
 
 

3. If you don’t have a digital signature, then follow these steps.  If you do, skip to 
#9.  Click NEXT 

 

Click here if you already 
have a digital signature. 

The signature rectangle 
is the darker blue box 

If you don’t have a 
“digital signature”, click 
here 
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4. Complete the form.  Minimum information required is Name & Email address.    
 

 
 
 

5. Complete this section: File name/location, password  
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6. Type in your password 
 

 
 

7. Name and save your pre-application on your computer.  Note:  The email you 
send to CAC will show what you named your preapplication on the subject line 
of the email.  So you may want the file name to be your name.  
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8. Your digital signature is placed on the pre-application. 
 

 
 

 
9. Now it’s time to email the completed pre-application! Click on: SUBMIT 

FORM.  Enter your:  Email address and Your Name.  Click:  Send  
 

 
 

  

Digital Signature contains the 
following Information: 
 

Digitally signed by Your Name 
On:   

Email 
Date 

file://fs/Files/Departmental/Housing/Homeownership/Marketing%20-%20Homeownership/Application%20Packet%20-%20Palouse%20II/


file:///Z:\Departmental\Housing\Homeownership\Marketing - Homeownership\Application Packet - Palouse II\                                                         Page 7 of 7 
 

10. Choose how you will send the email:  Default or Webmail 
 

 
 
 

11. You will receive an Outgoing Message Notification.  
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