Login to DocuSign

1. The link for Rutgers DocuSign is https://it.rutgers.edu/docusign/. Under Production
site, click Log in.
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DocuSign

DocuSign is a secure electronic signature tool that verifies,
routes, tracks, and stores documents requiring signatures.

Demo site Production site

Create, edit, and test your envelopes in this staging area. Send and receive your finalized envelopes on the live site.
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2. Enter your Rutgers email, then click Next.

Log in to Docusign

Enter your email ta log in

| jdoe@ipo.rutgers.edy |
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https://it.rutgers.edu/docusign/

Enter your NetID and Password.
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Ensure proper security — keep your password a secret
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Click Log in.
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5. Once logged in, you can create or edit your signature, sign a document that
originated in DocuSign, sign a document that didn’t originate in DocuSign, or set up
an envelope for signing.
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Setting up an Envelope for Signatures

1. Click Start.
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Sign or get signatures

Go to Tomplotez >

Download our mobile app
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2. Hover over Envelopes.
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3. Click Send an Envelope.
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4. Click Upload.
and Add Ervelope Recipients
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5. Click Browse.

and Add Envelope Recipients

Add documents ~
A
rop your files here or
B Use otemplate
. Box
Add recipients "
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Set signing order  View
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6. Select the file you would like to upload.
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7. Click Open.
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8. Use the scroll bar to scroll down.
form pt @  Advonced Options
| (@ We found form fiekds for posttion-raqu x
Add documents
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9. Enter the Name and Email of the first recipient.

@ | Advanced Opticns
| @ We found form fields for position-request-ferm.pdt. x
Add recipients -
Set signing order  View
Name = # NeedstoSign = Custeniza = 0|
— |
N
Email *
2, Add Recipient | - |
Add message "~
[ Custom email and language for each recipient
Email Subject *
Send Now - Mext
. . . ..
10.Click Add Recipient to add another recipient.
request-form pdf @ | Advanced Options

Add recipients

Set signing order  View
. _
Narne # NesdstoSign ~ Customize ~ o
| B Sue Bhuyan |
1
Email *
| shhuyan@ipo rutgers.edu |
£, Add Recipient | - ‘
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11.

Enter the Name and Email of the second recipient.

Add recipients

Narme * # NesdstaSign = Customize + ]

£ Meeds o Sign = Customize ~ m

2, Add Recipient | v | <+ Add Delay

SendMNow | - Next

NOTE: You can change the signing order by switching the numbers next to each
recipient.
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12.Click Next.

request-form pdf @  Advanced Options

Add recipients "

Set signing order  View
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13.Use the scroll bar to scroll to the bottom of the document.

X Complete with Docusign: position-request-form pdf @ ac]
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Q  Search Fild:

o I Standord fiekds

“. | T n
. o E Kl ”('IRS Position Request Form (PRF)
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%

) Dote Signed
Instructions: this form must be completed, submitted, and approved prior to initiating any transaction for which the approval is
being sought, and must be included as approval documentation for the transaction. Complete appropriate section(s) of the
form based on the Position Category. Attach the Classification & Recruitment Form (CARF).

Name:

Department: HCM Dept Code #:
Job Title:

Position Category: Select from drop down options

f) tea

#) Number

Chackbox

pdown

Request Type: Select from drop down options
Campus: Select from drop down options
School:

@) hodo

) Payment item
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=

Was this position included in Workforce annual budget? D Yes [:l No (if no, provide brief explanation below)

Indicate % of salary allocated to external funding=__ 0%

[ INFORMATION
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14.Click Signature then drag and drop it to the location where the first recipient needs
to sign.

% | Complete with Docusign: position-request-form pdf @

Sua Buyon - P = (5

A

Requestor’s Signature Date

AUTHORIZED SIGNATURES

By signing below, | am indicating my support for this position request.

j o Department Head (print name & title] Signature Date
] Email

B Company

- Tt Budget Review [print name & title] Signature Date
) Tea

#] Numose Dean [print name & title) Sgnature Tate
4| Chacbax

(8] Dropdonn

8] Rodo

] Payment ftem ELT Members Approvals

E\ Drewing

& Fomuia Budget Review (print name & title] Signature Date

8| Attachment

Q Search Field: *
| stondors Fieiss Requestor’s Signature Date
¥ (] senans AUTHORIZED SIGNATURES

By signing below, I am indicating my support for this position request.

Sign
+ I

Department Head (print name & title) Signature Date
Budget Review (print name & title) Signature Date
| Tt
#| Mumsse Dean [print name & title] Signature Date
| Crackaon
| Cropdown
| Rado
8| Poyment tsm ELT Members Approvals
=] Drawing
7 Budget Review (print name & title] Signature Date

8| Attachment
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16.Click Signature then drag and drop it to the location where the second recipient

needs to sign.

Q@ Search Fields S

0| Standore Feids Requestor’s Signature

AUTHORIZED SIGNATURES

3] Oote Signed

&| Name

Date

By signing below, | am indicating my support for this position request.

Sign
+

Date Si gnedl

Department Head (print name & title)

Signature

] Payment ftom

=] Drawing

Date

Budget Review [print name & title] Signature Date

Dean [print name & title] Signature Date
ELT Members Approvals

Signature Date

& Formuia Budget Review {print name & title]

§] sttochment

A

- B L] 1] -
Shondord Finkis Requestor's Signature Date
F (2 sgonm AUTHORIZED SIGNATURES
= B mea By signing below, | om indicating my support for this position request.
Sign
i Ina.te s1gnea|
- Department Head (print name & tithe] Signature Date
B Comp
& Tew Budget Review [print name & titke] Signature Date
Lt Dean (print name & title] Signature Date
np———— ELT Members Approvals
% Deoar
Budget Review [print name & title] Signature Tate
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18.Select the name of the second recipient from the drop down.

# BT ] L] - = t
AUTHORIZED SIGNATURES
By signing below, | am indicating my support for this position request.
- e i —
T L | pate Signed
= | Dot Syuat Department Head (print name & lithe) Signature Date
TBudget Review [print name & tie] Signature Uate
B Compony
& T
Dean {print name & title] Signature Date
—gly ELT Members Approvals
cEddim
& mo
ot B
= Budget Review [print name & title) Signature Date
% Drow
y—— Chancellon/SLT [print name & title] Signature Dale

19.The field will change to the color corresponding to the selected person. Click

Signature then drag and drop it to the location where the second recipient needs to
sign.

S — . © o I -
AUTHORIZED SIGNATURES
[ Srorvsra i a By signing below, | am indicating my support for this position request.
Sign
i Date Signed
Dote Sgred Department Head (print name & tithe) Signature Date
: Budget Review [print name & titie] Sgnature Date
Dean (print name & tithe) Signature Date
H) Mote
5 ELT Members Approvals
oo
B mose
prnt
2 Budget Review (print name & title) Signature Date
o
B At Chancellor/SLT (print name & title) Sgnature Date
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20.Click Date Signed then drag and drop it to the location for date.

R — . © o mw e B9
- AUTHORIZED SIGNATURES
O | SondadFuiss ~ By signing below, | am indicating my support for this position request.
s |
* e
- |Date Signed
Department Head (print name & title) Date
| <
T Budget Review (print name & title) nature Date
@) Coepor
@) Tee

Dean {print name & title) Signature Date

ELT Members Approvals '

Budget Review (print name & title) Signature Date
T Atiochment Chancellor/SLT (print name & title) Signature Date
21.Click Send.
AUTHORIZED SIGNATURES T
By signing below, | am indicating my support for this position request. . N
Sign %5 OEN BUES
¥ [Date signed] . ;
Department Head (print name & title) Date Cane Labst .
S Lotetan
+ [Date signed]
Budget Rewiew [pant name & tie] Tate Fera G v
Dean [print name & tithe] Signature Date
ELT Members Approvals
Budget Review [print name K title] Signature Tate
RAVE AY CURTOM FLD
eLeTe

14



22.This screen may appear. Click No thanks.

Agreements Templates Reports

Do you need others to act on behalf

, of you?

ad and monogs snvelopes on your behalf To get started.

24. The process is complete. You will be taken to your Inbox which will display your
completed forms and sent envelopes. Status keeps track of how many people still need
to sign. Once the document is signed by all designated signers, you'll receive a
completed copy in email.

e Agreements Templates Reports

. Sent

| Q, Seorch Sent and Folders Last G months ~ ': Stotus :I |: Advanced search = | Clear
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D Complete with Docusign: position-request-formpdf 1 34

a: Sue Bhuyan, Jessie Goron
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