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Options for Accessing
Docusign

1) QR Code

2 )Website
www.docusign.com

3 ) Login

e Click Log in at the top right-hand
corner of the screen
e Enter password
o Username will autofill
e Click “Log in”

LogIn



http://www.docusign.com/

Sending Documentation

1- Upload Document(s)

e Click on the “Manage” tab

DocuSign eSignature Home Templates

SHARED ACCESS ¥

Inbox
NEW ¥ Filtered by: Date (Last 6 Montt
ENVELOPES
d Inbox
«J Sent
2- Upload Document(s) —m

SHARED ACCESS ¥

e Click on the “NEW”
button on the upper
left-hand side of the

NEW ¥

Send an Envelope

screen
5ign a Docurment
e Click “Send an Use a Template
Envelope” Create a PowerForm

B Deleted

J3 Do canA




Sending Documentation

3- Upload Document(s)

e Upload documents to the envelope by:
o Dragging and dropping the file into the white
box labeled “DROP FILE HERFE”
o Click the “Upload” button and select the file

Add documents %

+

Drop your files here or

Ex3
e Once you have Add documents
uploaded the
document, you K ==____ E
will seeitunder i - :
the “Add — N B o s e
Documents” e o IIEEEEEE

H Subcontract Job Order - Se... @
sectlon 6 pages :




Sending Documentation

4- Apply Template(s) Add documents

e Clickonthe3
vertical dots at the
bottom right-hand
side of the -
docu ment Subcontract Job Orderff Se... :

G pages

UPLOAD

Apply Templates

Replace

(] CIiCk “Apply Download Document

Rename Document

Tem plates” Add rQCipient Delete Document

View Document

5- Apply Template(s)

e A new window will appear, click “All Templates”
on the left-hand tree view

Apply Templates for Subcontract Job Order - Section 1.PDF

SUGGESTED BROWSE SELECTED (0)

& My Templates Q search
Name Cramar Last Change ¥
ISP - LOI 2019 Moel Muller 10/4/2023 | 8:57:04 AM
Boston Childrens RTA Moel Muller 6/M15/2023 | 1:30:17 PM
LP - LOI 2012 Meel Muller S/26/2023 | B:48:24 AM
Folders | 1P - Job Order Moel Muller 5/26/2023 | 8:44:58 AM
» Shared Folders | LP - Job Order (PROCORE) Moel Muller 5/26/2023 | 8:42:35 AM
ISP - LOI 2015 fjfor Phs] Moel Muller 12/8/2021 | 3:53:48 PM

LP - 2021 Filed Sub-Bid

! Mult 1277/2021 | 9:42-00
Subcontract Moel Muller 2/7/2021 | 9:42:08 AM
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Sending Documentation

6- Apply Template(s)

*All of the template options will appear. They are
named accordingly with the document to which

they apply.

Apply Templates for Subcontract Job Order - Section 1.PDF

Lot Changs ¥

e Click the
checkbox next to
the appropriate
template

23 | 857,04 AM

=4

BASE023 | 1:30:17 PM

SIER023 | 84824 AM

S2A2023 | 84258 AM

2

SE2023 | 842135 AM

12RO | 35348 PM

TR0 | §42:09 AM

T2T202Y | ;AT:28 AM

€88 |£(E|E\2(8 88

n Lughaig 1172872000 | 85619 AM

Hoal My 11/2572020 | 83830 AM
° CI ic k “A I Higal Muer 1252000 | G31:09 AM
p p y Master Purchase Onder Kaitlin Ludaig G020 | B:46:48 AM
”” Hoal Mulsy 82020 123913 PM
Selected
50 1E14:21 PM
Hoal Mulsyr TALR020| 29212 PM
ISP - L0 Anachmwent Hiosl Muller G020 | 11:48:07 AM

 Repeat this step for all documents in the envelope




Sending Documentation

7- Fill in the rest and send

e Under “Add recipients” input the names and emails
of all the recipients
*NOTE- Some fields will autofill

Add recipients 2

v | Selsigning orger  View Buiksena [[NEW

Estimator # MEEDS TO SIGH = CUSTOMIZE = ]

0

2
;.
i
i
m

8-Fill in the rest and send
e Scroll down to “Add message”

e Enter the “Email Subject”
o *The program will only search the subject of the email.
Be aware of this as you are naming the email subject,
as it will help you find your envelopes later
Add message i

Gustom email and language for sach recipient

Attached you will find Les Kennedy Company’s Master Purchase Order for your review and execution. Pleasa sign and return as soon as possibla. Thank youl




Sending Documentation

9- Fill in the rest and send

e Private messages are automatically applied to
recipients as part of the template, so no email
message is necessary

Add message

Custom email and language for each recipient

Email Subject *
Lee Kennidy Company Master Purchase COrdar

Charactars raer

gl find Lee Kennedy Compary’s Master Purchase Order for your réview and exacution. Please sign and returm as soon as possible. Thank you!

Characters remaining: 5348

10-Fill in the rest and send

e Click “NEXT" in the bottom right-hand corner to
preview the document

SEND NOW hi MNEXT
R | @ JinBooras =
*NOTE- in the top left-hand ryyr—
corner, the recipient is listed § oo

with a color code. This allows
you to see where in the
document they should sign




Sending Documentation

11- Fill in the rest and send

e Click the yellow “Send” button in the bottom right-
hand side of the page

. 5 g |

BACK SEND v

10



Track Documents

1
e Click on the “Manage” tab

DocuSign eSignature Home Templates

SHARED ACCESS ¥

Inbox
NEW ¥ Filtered by: Date (Last & Montr
EMVELOPES

¥ Inbox

%] Sent

i —_ e

*This will default you to your inbox.

2

SHARED ACCESS ¥

e Click the “Sent” NEW ¥
button on the left-
hand side of the FRVELOPES
screen to see all of i

the envelopes that

you have sent

C;

B Deleted
(E Bulk Send
=

PowerForms

11



Track Documents

3
e To filter, click on “Filters” in the upper-right-hand

corner
e Click “Search Sent and Folders”

e Click “Apply”

( | Q Search Sent and Folders *< FILTERS

[ ] include envelope custom fields

Status

|AII "

Date

| Last 6 Months v ‘

APPLY RESET

*From here you can search for any name/number
included in the subject line, filter by the status of the
envelope, and/or filter by date

12



Track Documents

4

e Hover over the “Waiting for Others” status on an
envelope to see whom the envelope is currently
waiting for a signature from

Status

Waiting_for Others

Waiting for

Looking for more? | |

= Cathy Pasquantonio
Sent on 11/16/2023 | 11:11:36 am

13



Track Documents

4

e Click anywhere on the envelope listing. This will
open a new screen with just that envelope.
Information includes:

o Who has already signed the envelope and
what date/time they did

o Who the envelope is with currently, if they
viewed it, and what time/date they did

o Who is waiting to receive the envelope

Sent
Filtered by: Date (Last 6 Months) | Edit

Subject

|— @ This is a test to be used for training purposes
' To; Cathy Pasquantonio, Jill Booras
+3 more

® Private Message

14



Create Reports

1

e Click on the “Reports” tab

DocuSign eSignature Home  Manage  Templates For“]“gs

SHARED ACCESS 7

Sent

NEW ¥ Filtered by: Date (Last 8 Months) | Edit

2

e Click on the arrow
next to “Envelope” on
the treeview on the
left-hand side of the

page

e Click on “Envelope
Report”

DASHBOARDS
My dashboard

Administrator dashboard

REPORT TYPE

¥ Envelope (8)

Envelope Report

Report
Envelope Status Report
Envelope Velocity Report
Envelope Volume Report
Envelope Authentication R...

Puraed Envelooe Report

15



Create Reports

3
e Click on the “Run Report” button

Envelope Report

Information on envelopes sent from this account. view pocumentation

Filtered by: Date (This Month), Envelope Date Type (Sent Date), Envelope Status (Any), and Sent By (Any)

Time Zone: (UTC-05:00) Eastern Time (US & Canada)

Date Range

A

e In the report screen, you can apply the following
filters:
o Date Range
o Envelope date type

Date Range From To

Custom - ‘ WoN2023 [1] I NNe 2023 [ D Current Date

- H = Edit Filters ‘ @ Edit Columns

16



Create Reports

*NOTE

Envelope Date Type

 Click “Edit Filters” to

‘ Sent Date - (
filter by
o Envelope Status Edit Fitters i
o Jobi#

o Subcontractor B

Subject Contains

° CI i c k 66 Do n e,’ Er.luol ope Custom Field Containe

Sent By

(O Specific Groups

o

e Click “Edit Columns” to check or uncheck filtered
items

Edit Columns

B .|
8
=

e Click “Done”

B 8 B8
(1]

E
o

Envelope Date Type

a
w

Sent Date - ‘ ‘ = EditFilters @ Edit Columns

a
=

x

17



Create Reports

7

e Use the clock iconon
the right side of the @)ﬂ

&

screen to schedule the

report to be emailed [o
automatically
° “ . .O Every weekday (M-F)
(] CI ICK Done When Start Dote (MD/YYYY) End Date (MD/YYYY)
N7r2023 [} WIG2024 (]

settings have been
applied

18



Share Envelopes

1
*NOTE- To share envelopes with team members, you

must reach out to a DocuSign Administrator. Contact
the IT Team for help

e Click on the “Manage” tab

DocuSign eSignature Home emplates
R

SHARED ACCESS ¥

Inbox
NEW ¥ Filtered by: Date (Last & Montr
ENVELOPES

a8 Inbex

A cant

2

e Click on “Shared SHARED ACCESS
Access” in the top Ser
left-hand side of the Filter
screen SHARED ACCESS

Wiew All

e Under “Shared
Envelopes” click on SHARED ENVELOPES (LEGACY)
“Select User”

B Deleted

19



Share Envelopes

3

* A new screen will
appear. Input the name
of the person you’d like
to share an envelope
with

e Click “Select” at the
bottom left of the
screen

Shared Envelopes

A

e Click on “Shared
Access” in the top
left-hand side of the
screen

e Under “Shared
Envelopes” click on
“Select User”

SHARED ACCESS

SHARED ACCESS

Wiew All

SHARED ENVELOPES (LEGACY)

B Deleted

Ser

Filter

20



FAQs

Why can’t | find the envelope that | just sent?

* You are defaulted to your inbox when you go to the manage
section. If the workflow has not reached your role yet, it will not
show up in your inbox. You must select the sent items to see all the
envelopes you have sent.

SHARED ACCESS ¥

Sent
NEW ~ Filtered by: Date (Last & Menths) | Edit

EMVELOPES Subjoct

- ™ 0] This iz a test to be used for training purposes
To: Cativy Pasquantonio, Jil Beoras

= semt +3 more

-

W Dolated

18 Bulk Ssna

The subcontractor contact is not the
correct contact, what should 1 do? ‘

Moue
 While you can select an envelope, click

RESEND | -

correct, and update information such as “_“f' -
email addresses for non-completed roles, SEU T
you should only do that if the person is no History
longer at the company OR if the email Fanm Deta

. Transfer Crawnershi
address was entered incorrectly. T

Export as GSV
Delete

e |fthe envelope was received but the
person isn’t the correct signer, we
recommend that they manage to reassign ™
the envelope on their end by clicking on —
“Other Actions” from within the envelope
and selecting “Assigh to Someone Else” e
Then they will be able to enter the correct
person’s information and will still receive a
copy of the fully executed document once
it's completed.

21



FAQs

My envelope is not complete yet, how do | see who it’s
waiting on?

e From your sent items, click on the envelope to open it. From
the envelope screen, you can see who has completed the
envelope, who it's waiting on, and who's yet to receive it. It will
also show you when it was sent to the recipient as well as if
they've viewed it, but not completed it.

(2 Wating for Othars

CORRECT MOVE RESEND HORE ¥ & E

Recipients

Cathy Pasquantanie
Jill Bacras

Jill Bocras

Someone declined my envelope, what do | do now?
¢ When someone declines an envelope, they need to give a
reason. You will have to recreate the envelope with a new,
corrected document (that addresses whatever the issue that
prompted the decline) and start the review/signing process all
over again.

22



FAQs

There’s something wrong with the document in the

envelope, how do | fix it?

e If nobody has sighed off on the envelope yet, you can swap out
existing documents for a new, corrected document. From your sent
items, click on the envelope to open it. From the envelope screen,
click on the “Correct button”. Once the correcting screen opens,
click on the three dots button on the document and select
“Replace”. You are now able to navigate to and select the correct
document. The template that was previously applied to the
envelope will remain, so there is no need to re-apply a template
after swapping out the documents

Add documents

This is a test to be used for training purposes @
Ernvellape I

(T) Wadting for Others
MOVE RESEND HORE ¥

e If someone has signhed off on the envelope,
you will need to void the envelope and
start from scratch. This can be done by
clicking the drop-down menu to the right -
of the envelope in the inbox and selecting )
“void”. The system will prompt you for a o
reason for voiding the envelope, this EESS
reason will be emailed out to all recipients
that already signed. So not delete the
envelope, voiding the envelope is

sufficient.

CONTINUE v

Move

23



