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Overview

DocuSign is a secure platform that lets you sign, send, and manage documents
electronically.

Benefits of DocuSign:

¢ Digital signatures are simple and seamless.

Signatures are digitally encrypted, keeping documents safe and secure.
Workflows are automated, eliminating printing and scanning.

DocuSign signatures are legally recognized and binding in most places.
DocusSign interfaces well with other tools, such as Microsoft Office or Google
Drive.

In this guide, you will learn how to

e Create a digital signature
e Sign documents with DocuSign
e Set up an envelope for signatures
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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.

GRUTGERSTT 3 () 3 IR RUTGERS.EDU

R ‘ RUTGERS Information Technology B s Q sern

Locations v Services v Get Help About v wan Loginto,. v IT Community v

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.

Login Log in

2. Enter your Rutgers email, then click Next.

Log in to Docusign

Enter your email ta log in

| jdoe@ipo.rutgers.edy |

NEXT

Sign Up fer Frae
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Enter your NetID and Password.

R | RUTGERS

NetID Login

NetiD:

Password

Ensure proper security — keep your password a secret

am at a public workstation, disable single sign-on. @

r when you are done

t and exit your web brow

F security reaso

) services that require authentication!

Click Log in.

R | RUTGERS

NetID Login

NetlD:
rfo64
Password:

Ensure proper security — keep your password a secret

O 1am at 2 public workstation, disable single sign-on. @

Forgot your NetiD
First-time users,
Need

For security reasons, please log out and exit your web browser when you are done

accessing services that require authentication!
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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.

Home Agreements Templates Reports (]

Welcome back

Get Startad: Sand Decuments for
Signature

Tcf 4 completed

Sign or get signatures
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Create your Digital Signature

There are three ways to create a signature, Choose, Draw, and Upload.

A. Choose Option

1. Click Create Your Signature or your saved signature.

Home Agreements Templates Reports @

Welcome back

Get Started: Send Documents for

e Caste Tour +Sgpnstuse Signature
1oFa

]

Sign or get signatures

2. Enter your Full Name.

Create Your Signature

CHOOSE  DRAW  UPLOAD

Signed by
Q [M Forg

FENMECEIATE0ATF.

f—
o] [?mﬁﬁ--p

FENECEIOTE0ATF.

Slg\‘ed by
(@] ["{;.,u (=

ENECEIATIOAF..

= Signad by
[w Fony.

FENECIATEOATF..

Segned by
) [S‘»m«’ f""T
EIAEOEIOTIONT...
Signed by, DS
o [F% G
EHE0RIOTS0LTF
Signed by oS
(@] |_'.2Ma| Fun r’EF
1
cic

I agree that the ugncture and intioks wil be the slectraniz representatian of my signature and nitials for al pursoses when | (or
. inciuding begally birdng controzts

CANEEL
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3. Enter your Initials.

Create Your Signature

ull Name

Russall Fong

CHOOSE  DRAW  UPLOAD
Signei by

O | Reastlt Fomg

ENECEROILOATF

Signed by
O [ﬁ'mmn,f

ENMEOEIOTIOATF.

- 5/#_\“!1 by
O E Sl "Foisy

ENMEOSIOTDATF.

t2,| gres that the sgncture and irstiak wil be the slactranic reprecantation of my signature ond infbak for al pursares whe, | (or my agent) uze
cpes, including legaly birding conrocts

CANCEL

4. Click on the signature you would like to use. In this example, we are using the fourth
option.

Create Your Signature

ull Name

Russall Fong

CHOOSE DRAW UPLOAD
Signod by

Rursell Forg

FETEOESOTSOAIF_

Signod by
[@] [ﬁ'«m“ﬁ-ﬁ

WTEOFROTEOAIE

sty
-, e
@] E;’W,.Jl oy

FETEOESOTSO4IF_

[=

ree that the signeture and iretioks wil be the slectraniz reprecantatian of my signature and initils far ol purseses when | (er my agent) use
uding lograkly binding controcts

CANCEL
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5. Click Create.

Create Your Signature

Russall Fang

CHOOSE  DRAW  UPLOAD
Signed by

Russell Fong

FETIECEIOTE0ATF_

P——
[?«-odﬁ-y

ETIECEIOTHOATE.

Sl_w_‘lﬂ by
O E'f:wu heisy

ETECBIOTEOATF.

Sagnad by
Ol Hinsandl Fomg

ETECTIOTIOLIF.

SKgned by
E,.mo o
die S0
Signnd by. s
(5% G
bl 9

oS
r’ZF

e signcturs and itz vl be the slectranic reprecentation of my zignature ond inftls far Gl purseses when | (or my agent) uss

cance

6. The Create Your Signature text will turn into the signature style you chose in the
previous step.

Home Agresmaents Temglates Repeorts (6]

Welcome back
Get Started: Send Documents for

o e P—

Sign or get signatures

Introducing Docusign Release 2 2024
Capture the eriticl business value thats in your agreements with 1AM
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B. Draw Option

1. Click Create Your Signature or your saved signature.

Home Agreements Templates Reports @

Welcome back

Get Started: Send Documents for
Signature Show me

et

Sign or get signatures

2. Click Draw.

Create Your Signature

CHOOSE UPLOAD

Signea vy
Rivraell Fang

Pr——
Pe—
[ﬁ‘..,..aﬁ..,
pr——
Sl_pged by
el ey
pre—
Signa by
ot Yoy

ETEOSIOTOATF.

Sagnad by
) [s'....-? Fogy
BEFNEOSITSOLTF

Signed by
o [F

BEFIECHITSOLTF.

Signed by DS
1 r?F

ciretiaks wnil be the slactraniz reprezentatian of my signature andinttils far ol pursoses wher| (er my o

CANEEL

11
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3. Use your mouse or finger to draw your signature.

Create Your Signature

ull Name

CHOOSE DRAW UPLOAD

Drow Signature ¥ Drow Initials

By cicking Creote, | ogree that the sgnoture and inticks wil be the slectronic reprezen
s inctusdng hogoly tirdng controcts

i R cancet

4. Use your mouse or finger to draw your initials.

Create Your Signature

CHOOSE DRAW UPLOAD

Drow Initials.

re and initxls for ol purcozes when | (or my agent) use

CANCEL

12
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Click Create.

Create Your Signature

CREATE

Your signature will be updated.

Home Agresments Templates Reports @

Welcome back
Get Started: Send Documents for
Signature

Sign or get signatures

b e e e e J
Want to participate in Docusign reseorch studies such as surveys, interviews, ® Support Home
and testing of new product ideas and features? BB Community
Join our Product Experience Research Panel ) Trust Center

13
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C. Upload Option

1. Click Create Your Signature or your saved signature.

Home Agresments Templates Reports @

Welcome back

Get Storted: Send Documents for
Signature

Sign or get signatures

e o o o o o J
Want to participate in Dacusign research studies such as surveys, interviews, @ Support Home
and testing of new product ideas and features? P9 Comemunity
Join our Product Experience Research Pane| 0 Trust Center

2. Click Upload.

Create Your Signature

CHOOSE DRAW | UPLOAD

Sined by
Rusodl Fong

SENEOSIOILOAIF

Signed by
[ﬁ'—uﬂ Fong

FEIEOSIOTE0TF

Swnodvy
["‘fwll oy

JEINEOSIOTS04TF .

- Signudby
Ew Fong

IEIEOBIOTSOSTF--

Signed by.
[ e
IEINE0BIOTSOTF-

Sigoed by.

IEIIECBIOTSOLTF

Signed by.
an of my signature and initials for ol purcoses w

CANCEL

14
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3. Click Upload Signature.

Create Your Signature

CHOOSE  DRAW

—~ ~
) )

UPLOAD SIGNATURE UPLOAD INITIALS

ormats: GIF, JPG, PNG, BMP. Max fie s2e 20068

CANCEL

4. Select the file you want to upload.

15



5. Click Open.

6. Click Upload Initials.

Create Your Signature

DRAW UPLDAD

sgnoaty
[ Buasiel Forg
EEREORMATSO0ATT

HEFLACE  REMOVE

Acceptad Fils Formats: GIF, JPG, PG, BMP. Max file size 20068,

By clicking Cracite, | agree that the signature ond infticks wil be the slectronic reprasentotion of my signamure and inials for ol purposes when | {or my ngent) use
ther on envelopes inchiding lgaily binging contracts.

CANCEL

Mastering DocuSign User Guide

UPLOAR INITIALS

>

UPLOAD INITIALS

16
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7. Select the file you want to upload.

8. Click Open.

17
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9. Click Create.

Create Your Signature

CHOOSE DRAW UPLOAD
Signed by os
[: Rusiclt Forg [ I
SEICONSOTSOAT
REPLACE REMOVE REPLACE REMOVE

Acceptad Flle Formats: GIF. JPG, PNG, BMP. Max file sze 20068

ks wil be the slectronic reprazertation of my sigrature and ntials for all ourscses when | {or

7. Your signature will be updated.

Home Agresments Templates Reports @

Welcome back
Get Storted: Send Documents for

@ . Signature

Sign or get signatures

Introducing Docusign Rel, 22024
Capture the critical business valus that's in yeur agresmants with |AM

18
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Signing Documents with DocuSign

A. Signing Documents created in DocuSign

1. When someone requests your signature, you will receive this email. Click Review
Document.

g R IM shareto | Al | | Team Email +/ Done

N]! 5, . = -
Move e ste s Assign  Mark Categorize Follow Read Immersive | Translat|

5 More ~ Teams | Apps Reply & Delete ' Create New [ Actions = Policy ~  Unread = Up~ [y ~ | Aloud Reader
d Teams Apps Quick Steps F] Move

il 5] Meeting ] Move to: 7 To Manager |Z D =7 Rules F' r—_] ED | e A |:|—| LT;

Tags Nl Editing Immersive Languag

yn-request-form (example).pdf

re to view it in a web browser.

B s

Russell Fong sent you a document to review and sign.

REVIEW DOCUMENT

2. Click the checkbox to agree to the terms of service.

Please Review & Act on These Documents

. PO Employee Servers MyPath
Rutgers FO-E=ciuyee Services

# docusign

- Pluass read the E5 rd and Sgnobure Decksus gy
. | i B L i ol &
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Click Continue.

Please Review & Act on These Documents # docusign

Click the Sign button. | &

PO-Employee Servers MyPoth
Rutgers BO-Enpioyes Services

Sy LELE L L L e LT ) TS Y TR AT P TR O T e

cumrent workload and uriversity needs

¢ Registration is imied, s0 éven with supervisos approval, you may not be selectad dus 10 Mgh demand

However, addeanal classes will be offored in the ftume
How to enroll in ESL

¢ Inform yous supervisor thal you waer 10 attand the class and camglets the decusign agpeoval farm

¢ Once your supervizor approves the request in docusign the form will be automatically submitted

*  You will be nolified via email ol your scoepitance ol the ESL cless

My signature befow indicates that f | am prowded a seat in the cfass | will attend on a corsistent basis, or my
seat could be forfeted 50 another student can take my place

Employee Full Name: ?'“é whuyan Employes Signature: [v*

Location 7’ } f‘f‘“ﬂ"t”-b” dgr Department

Dally Work Schedule: Stat Time: [ #» End Time: R J

——

Phone Numbes $48-445-2222 Emad SoPuyan®ipo.rutgers.edu

Supeevisor Name fossell Feny | Superdsar Signature: | £

PROET RG TOOAY, ERVESONING TOM ORROw

21
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5. Select the desired signature and click Adopt and Sign.

Adopt Your Signature

Gonfrm your noms invhol and sgnoturs
* Raguired
Full Nams*

Ruessull Fong

SELECT STYLE DR AW UFLDAD

FREVIEW Changa Style

Sigra by

Fusill Foug

SFTOF A4 HOCOTAIE

ng Agapt and Sgn.| ngra . tiom of my sigrature ond Intiok

rmy on cooumanty, in

6. Click Finish.

@ a & 8 &

mypaﬂ‘ TR Ty
ESL Registration Application IR st i

ks Duvels

claarly amd affecil

Class Details:

Mama: Everyday ESL

Dhates: F 15 March 26, 3025

ime: e

ght o

i of Rutgers i ard your personal

g ESL churing wark howrs
|tirse ernployeas, bt & i ot guamntesd. Approual i Based on your

et weorklosd eds.

s limited| s e sal, you may not be selected due i kigh dennared

e

F
Herwevar, additional closses will be affered in

How to ennall in ESL

e that you w alband e clais an

sevrgalinti e o ol farm

m, the o will be awtomat

= Once your sapersisor approves the request in docus

wbmitied

= You will lbe wdd wia e

al your ax 1 thr 5L €l

22
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7. If you would like a copy of the document, click Download. If you would like to print it,
click Print. Click Close to exit the pop-up.

Save a Copy of Your Document

Your document has been signed

or your recordts sekeet Dewnioad or Print and

8. The document has been successfully signed. An email will be sent to anyone
involved in signing the document.

23
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B. Signing Documents not Originating in DocuSign
This process is useful when using external forms and documents.

1. Click Start.

Home Agreamants Templates

Gat Started Goto Templotes 3

Sign or get signatures

Wanit to do more?

wyeheineg, ey, ey SaTes Wt

{_ e Need help getting started? Download cur mobile app

i Ay

Wt to portipote in Docusion resoorch studies such o8 Safveys soriows D Susoors Home

Get Started Go o Templotes 3

Sign or get signatures

Agreemant Activity ©@

Complats with Docuigec potition-requast-formpdf b _

Want to do more?

Mo bmle rumt i sborbaid? — Mhoassmbururd susr svndnales e

24
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3. Click Sign a Document.

Homay Agreamants Tempiontes Regorts @

e Need help getting started? Download our mobile app
\ it Tl withy s duuabitonh. Yine O Sacps ey Tiney O e, Oyl oW Sh Gur frie
! - ! et ekl opp. Dewenioed The Ao
W to poitespate o Ducuiegn rotearch stodes tueh o6 Sufveys Fboratws D Sepert Heorme

4. Click Upload.

Sign a Document

»

Drop your files here or
|

m CANCEL

25



5. Click Browse.

Sign a Document

m CANCEL

6. Select the file you want to upload.

B

Drop your files here or

uPLOAD +
o Browse

Box
Google Drve

OnzDrve

Mastering DocuSign User Guide

26



7. Click Open.

8. Click Sign.

Sign a Document

3

Drop your files here or

m AN

Mastering DocuSign User Guide

27
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9. Use the scroll bar to scroll down.

FIELDS

p Position Request Form (PRF)

0§ e 1, a0 anpro e g iy AnSaTiON for WA IhG dpTONGl 5
Socumentation for the ransaChon. Complere QpIPNOte SeCHN

& samo form bee e the fostion Catrgony. Attech the Chusficstion & Recratmers o (AR |

9 Date Signed
mame:

Department HCM Dept Code #:
Job Title:

Position Category; w4t lrom crep cown cpions
Request Type: Selact irom drap down ooticns

REQUESTOR'S IFORMATION

& EmciAddea Campus: Select lrom drop down options
T School:
- e
5 this position included in Workforee annual budget? || Ves [ ] No o, monse sref expromaton petsa)
== \
Indicate % of salary allotated to external funding = -l
Department/Project Thie:
B e B Tl
Please select sction below.
[Jwew Headcount []Fill & vacancy [[] Awappointment (Faculty)
[Jemension of class 3istar) ] Reclassification/Pramationin-Grade !
[Jother
Stafl Pasition Faculty Pasitian
Proposed Date of Appointment Prapased Date of Appaintment
Employes Name Employes Name
Current 1ok Title: Curront Job Title:
Cumrent Salary Current Salary
§0.00 $0.00
Proposed Job Title: Prapased iob Tike:
Proposed Salary of % of Increase: Prapased Salary or % of increase:
$0.00 0% $0.00
Select:
Clacademicvear [l calendar year
11 vear
] Full Time: [CIpart Time

# docusign

R T

10.Click Signature. Drag your signature to where a signature is required.

a e & &8 | 9 | E @
£ FI£GTE SESLIDE e HIPOET BEIW {f BAPROVN CONROE BE grantea.

3. Deseribe in detall how the strategic theme will be supported by this request,
& zame ‘Seloct tha strategic Mema(s) suppored from dep dewn
[ Date signed

& rHame
B Fsthiome
deguesionrs wgralure Date
=
AUTHORIZED SIGNATURES
A comoany By siging belom, | am ineolieg &
- e
Bagaromart Head (zrine mame & Date
T T
@ - e T e T R —— e
TR WO e
Chancellor's Office Approvals
T Wt T v K TRRT = T
Chascelion 51T Tpen Tl

Request Approved

D Request Mot Apgrcved 1 the t

soneres il dOCUSIgN

28



Mastering DocuSign User Guide

11.Click Finish.

DTHER ACTIONS

a e & & | 4| d | B &
£ FIEGTE QEILBE I MPOET BEIW {f BAPFOVN EBNROT BE granted.

£ sgnatue
B§ bita 3. Deseribe in detall how the strategic theme will be supported by this request,
& zam Seloct tha Strategis Mamss) SURPONSG from srp down

[ Date signed

g
FIELDS E
g
g

& rHame
B Fsthiome
& Losthiome
Requestors sgrature Date
& Emei Addresi
AUTHORIZED SIGMATURES
A comoany By sigming belom, [ am indicoting my suppert for this pesitian reaues
)
e Aiiadd Faog
Basarmart Taad [erve wama K Toa] e Date
T T
@ gt Trviea et sarre ] —— T
[E—
=
Chancellor's Office Approvals
T Wt Tt v L THRT =y T
Chascelion /ST Tprnt name & tiel Sgnatire Tl

Request Appraoved

[ Jmequest ror approved a1 this time

12.Click No Thanks.

Share your signed document

Send to multiple recipients by pressing Enter after each email. Each recipient will receive an emad
to downlood the document for frae.

position-request-farm paf

29
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13.The process is complete. You will be taken to your Inbox which will display your
completed forms and sent envelopes.

# docusign Home Agresmen t Templates Reports ® R RUTGERS  RF

30
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Setting up an Envelope for Signatures

1. Click Start.

Heema Agreemants [ Heports 1]

Get Started Go to Templotes >

Sign or get signatures

Want to do more?

(_ ses MNead help getting started? Downlood cur mobils app

& Afx

Get Started Gorto Tempiotes >

Sign or get signatures

Agresmaent Activity ©
Complats with Docutiger potition-request-formpdl bt )
Want to do more?

Mand haln rnd b sboedadd — Pimasmlomd susr bl e

31



3. Click Send an Envelope.

Mastering DocuSign User Guide

Hemg Agreement Tempiates Reperis

Get Started

Want to do more?

e Need help getting started?

/‘\l

Sign or get signatures

Download our mobile app

i o - —_— o =
4. Click Upload.
and Add Ervelope Recipients
Add documents
h
Drop your files here or
Upload -~
Add recipients
Set signing order  View

Name = # NeedstoSign ~ Customize
|o

K
Email *

32



5. Click Browse.

Mastering DocuSign User Guide

and Add Envelope Recipient

Add documents

Add recipients

Set signing order  View

Narme *
a
1
— Email *

Jrop your files here or

B Use o template

Box
Google Drive

Cnelrive

# NeedstoSign

Customize = |}

6. Select the file you would like to upload.

Orgariize = Mew folder

Russell - Rutger

File name:

Set signing order  View

Name *
a
_ Email *

COnelrive

Z MNeedstoSign ~

Customize =

33



7. Click Open.

File name:

Set signing order  View

MName *
E:

_ Email *

Mastering DocuSign User Guide

OneDrive

# NeedstoSign = Customize = o}

8. Use the scroll bar to scroll down.

farm pf
| (@ W found form fiekds for pasition-request-formpdt.
Add documents
¥
E N
L}
Upload -

position-request-form...

Add recipients
Set signing order  View
Mame *
[B
'
L Email *

& NeedstoSign =

@  Advanced Options

Customize ]

SendMew | ~ Next

34



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

Mastering DocuSign User Guide

| @ We found form fields for position-request-form.pdf. X

Add recipients

Set signing order  View

Name * # NeedstoSign Customize =
|= |
|
R Email *

2. Add Recipient

Add message

@ | Advanced Opticns

N
Custom email and language for each recipient
QLI U
Email Subject *
Send Now - Next
10.Click Add Recipient to add another recipient
request-form pdf ® | Advanced Options
Add recipients N
Set signing order  View
Name * . -
& MNeedstoSign ~ Customize = ]
| B SusBhuyan |
|
e Email *
shhuyan@ipo rutgers.edu |
2, Add Recipient | - ‘
Add message -
“ustom email and language for each racipient
C l quage f T
Email Subject *
Send Now - Next

35
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.Enter the Name and Email of the second recipient.

Add recipients

Set order Vi
Name * Need: =
# NesdstoSign Customize = m
B Sue Bruyan |
i
Email *

£ 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.

Add recipients

Set View
Mame # MNeadstoSign = Customize = ]
B SueBruyan |
]
Email
Bhuyon@ipo rutgers edu |
Nome Z NeedstaSign - Customize o
B Jessie I
2
a

£, Add Recipient | v | + Add Delay

SendNow | ~ Next

36
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12.Click Next.

Add recipients "

Set signing order  View

MName * # MNeedstoSign - Customize = o
B SueBhuyon |

sbhuyan@ipo rutgers edu |

Name £ MNeedstoSign ~ Customize + o

B Jessie Garon |
I : ‘ Email *

191890@rutgers.edu |

£, Add Recipient | - + Add Delay

request-form pdf @  Advanced Options

| Standord Fekds

-
- & Kl ”( " R Position Request Form (PRF)

m [ woa
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

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

z
Q
=
2
&
o
=
£
4]
8
-
n
-
=)
=4
o
=

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

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

L N N

[ INFORMATION

37
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14.Click Signature then drag and drop it to the location where the first recipient needs

to sign.

X | Complete with Docusign: position-request-form pd? @ a
- =1 %
Requestor’s Signature Date
AUTHORIZED SIGNATURES
By signing below, | am indicating my support for this position request.
Department Head (print name & title) Signature Date
| company
| Tite Budget Review [print name & title) Signature ate
] Tea
& Numosr Dean (print name & title] Signature Date
| Chackbox
18] Crepdown
| Rade
] Fayment fsm Chancellor’s Office Approvals
§| Drcrwing
7| formuia Budget Review [print name & title] Signature Date
- . v
X | complers with Docusign: posmion-request-fomm pd? @ 4
Suw Bhuyon - o 5] 2 . = H
Q Search Fiekds x
‘ Standord Fields Requestor's Signature Date
F 7] sgneture AUTHORIZED SIGNATURES
By signing below, | am indicating my support for this position request.
Sign
— I
j Hame Department Head (print name & title) Signature Date
| Emal
B Company
| Tte Budget Review (print name & title) Signature Date
@) Tea
] Murosr Dean (print name & title) Signature Date
@] Checkbox
(@) Dropdoun
) Roda
) Poyment kam Chancellor’s Office Approvals
&) Drowing
n) a Budget Review [print name & title] Signature Date
| Attochment
) Nose
— . o

38
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16.Click Signature then drag and drop it to the location where the second recipient
needs to sign.

@
= L] o =] %2
Requestor’s Signature Date
AUTHORIZED SIGNATURES
By signing below, | am indicating my support for this position request.
Sign
i Date Signed
Department Head (print name & title} Signature Date
Budget Review (print name & title] Signature Date
Dean (print name & title] Signature Date
Chancellor’s Office Approvals
Budget Review [print name & title) Signature Date
o v
17.0n the menu at the right, click on the drop-down box for Recipient.
@ AcTioNs v PREVIEW
o 5} Rl =1 22 SHORTCUTS L]
° 2 sgoue
Requestor's Signature Date Recipient -

AUTHORIZED SIGNATURES

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

Sign Rules -
—_— Date Signed 2 OPEN RULES
Department Head (print name & title} ignatus Date Fermetting v
Sign
¢ Data Label -
—
Budget Review (print name & title] Date Toaltip -
Location v
Field Order -
Dean (print name & title] Signature Date
Chancellor’s Office Approvals
Budget Review (print name & title] Signature Date

SAVE AS CUSTOM FIELD

. DELETE
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18.Select the name of the second recipient from the drop down.

PREVIEW

@ ACTIONS ~
- 3 woe B8 swonrcurs ||
£ Signoture
Requestor’s Signature Date Recipient A
AUTHORIZED SIGNATURES R
By signing below, | am indicating my support for this position request.
Sign
—_— Date Signed 74 OPEN RULES
Department Head (print name & title) ignatuce Date Formanting v
Sign
¢ Dota Label v
—
Budget Review (print name & title) - Date Taakln -
Location v
Field Order -
Dean (print name & title] Signature Date
Chancellor’s Office Approvals
Budget Review (print name & title] Signature Date

SAVE AS CUSTOM FIELD

DELETE

19.The Sign box will change color to match the second recipient. Click Date Signed
then drag and drop it next to the second recipient.

Camplete with Docusign: pasition-request-farm.pdf

T Teat

#| Number
B| Chackbar
H| Dropdown
B Rade

] Payment fem

=] Drawing
% Formuia
8| Attachment
B Note

o s} v = 4
Requestor’s Signature Date
AUTHORIZED SIGNATURES
By signing below, | am indicating my support for this position request.
Sign
i Date Signed
Department Head (print name & title) ignatig
Sign
Budget Review (print name & title) - e Date
Dean (print name & title] Signature Date
Chancellor’s Office Approvals
Budget Review [print name & title) Signature Date
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20.0n the menu at the right, click on the drop-down box for Recipient.

S — @ acrions v | peEview

. - o . Bt smoancers | | @

Requestor’s Signature Date

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

Sign OPEN RULES
— Date Signed ‘ 3 iy -
Department Head (print name & title) Signature Date Date Label .
sign
= Location v
i IDate Signed
Budget Review [print name & title] - Date Fiedd Order v
Dean [print name & title) Signature Date
Chancellor’s Office Approvals
Budget Review [print name & title] Signature Date

SAVE AS CUSTOM FIELD

DELETE

21.Select the name of the second recipient from the drop down.
@ AcTioNs v PREVIEW
) o v =B % sworrcurs @
wm
Requestor’s Signature Date Recipiont
AUTHORIZED SIGNATURES s k¢

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

Es [pate signed|

Formatting
Department Head (print name & title) Signat Date Dota Lobel
Sign
- Lecation
4 lDate s1gned|
—_
Budget Review (print name & title) - Date Field Order
Dean (print name & title) Signature Date

Chancellor’s Office Approvals

Budget Review (print name & title) Signature Date

SAVE AS CUSTOM FIELD

DELETE

BACK SEND | v
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22.Click Send.

@ AcTions v PREVIEW |
o 0 - = 1 24 SHORTCUTS L
[ Dote Sgned
Requestor’s Signature Date Recipient .
AUTHORIZED SIGNATURES T
By signing below, | am indicating my support for this position request. Rules .
Sign 72 OPEN RULES
i [pate signed] = .
Department Head (print name & title) S Date Dota Lobel <
Sign
= Location v
i [pate 51gned| &
Budget Review (print name & title) - ate Field Order v

Dean (print name & title) Signature Date

Chancellor’s Office Approvals

Budget Review (print name & title) Signature Date
SAVE AS CUSTOM FIELD

- DELETE

s

23.This screen may appear. Click No thanks.

Agreements Templates Reports

Do you need others to act on behalf

1 of you?

lovang cthers to send ond manage envalopes on your behatf To get started
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24. The process is complete. You will be taken to your Inbox which will display your

Mastering DocuSign User Guide

completed forms and sent envelopes. Status keeps track of how many people still need

e Agreements Templates Reports
. Sent
| Q, Seorch Sent and Folders Last G months ~ ': Stotus :- |: Advanced search | Clear
NAME STATUS LAST CHANGE
0O Complete with Docusign: position-request-formpdf * 104

Ta: Sue Bhuyan, Jessie Goron
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