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Login to DocuSign 
 

1. The link for Rutgers DocuSign is https://it.rutgers.edu/docusign/. Under Production 

site, click Log in. 

 

 

 

 

 

 

 

 

 

 

 

 

2. Enter your Rutgers email, then click Next. 
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3. Enter your NetID and Password. 

 

 

 

 

 

 

 

 

 

 

 

 

4. 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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Hover over Envelopes. 
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3. Click Send an Envelope. 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Click Upload. 
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5. Click Browse. 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Select the file you would like to upload. 
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7. Click Open. 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. Use the scroll bar to scroll down. 

 

 

 

 

 

 

 

 

 

 

 

 

 



8 
 

9. Enter the Name and Email of the first recipient. 

 

 

 

 

 

 

 

 

 

 

 

 

10. Click Add Recipient to add another recipient. 
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11. Enter the Name and Email of the second recipient. 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: You can change the signing order by switching the numbers next to each 

recipient. 
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12. Click Next. 

 

 

 

 

 

 

 

 

 

 

 

 

13. Use the scroll bar to scroll to the bottom of the document. 
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14. Click Signature then drag and drop it to the location where the first recipient needs 

to sign. 

 

 

 

 

 

 

 

 

 

 

 

15. Click Date Signed then drag and drop it to the location for date. 
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16. Click Signature then drag and drop it to the location where the second recipient 

needs to sign. 

 

 

 

 

 

 

 

 

 

 

 

17. On the menu on the left, click the drop-down box for the recipient’s name. 
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18. Select the name of the second recipient from the drop down. 

 

 

 

 

 

 

 

 

 

 

 

 

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. 
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20. Click Date Signed then drag and drop it to the location for date. 

 

 

 

 

 

 

 

 

 

 

 

21. Click Send. 
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22. This screen may appear. Click No thanks. 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 
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