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 Slide 4 – Process eSignatures using Docusign [for Signer role (Division Director, Secretary or As Assigned)]
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Process Flow
Target Audience: Division Director, Secretary or As Assigned 
Purpose: Process eSignatures using Docusign
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Process eSignatures using Docusign
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Process eSignatures using Docusign (1 of 6) 
Action: Process eSignatures using Docusign
Role: Division Director, Secretary or As Assigned 
NOTE: Individual will receive an email with link to document requiring eSignature as assigned by Contract Managers. 

Step Action Taken

1 Upon receipt of email, select Review 
Document.
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Process eSignatures using Docusign (2 of 6) 

Action: Process eSignatures using Docusign
Role: Division Director, Secretary or As Assigned

Step Action Taken

2 Select I agree to use electronic records and 
signatures.

3 Click Continue.
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Process eSignatures using Docusign (3 of 6) 

Action: Process eSignatures using Docusign
Role: Division Director, Secretary or As Assigned

Step Action Taken

4 Select Start.
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Process eSignatures using Docusign (4 of 6) 

Action: Process eSignatures using Docusign
Role: Division Director, Secretary or As Assigned

Step Action Taken

5
Scroll down document after review and Click 
Sign. NOTE: The Title is prepopulated but can 
be changed as needed.
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Process eSignatures using Docusign (5 of 6) 

Action: Process eSignatures using Docusign
Role: Division Director, Secretary or As Assigned

Step Action Taken

6 Confirm your Name and Initials.

7

OPTIONAL: Use Select Style, Draw or Upload 
to customize and/or add a signature. NOTE: 
the default option and settings can be used 
without any changes, if desired. 

8 Once any changes are complete, select 
Adopt and Sign.
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Process eSignatures using Docusign (6 of 6) 

Action: Process eSignatures using Docusign
Role: Division Director, Secretary or As Assigned

Step Action Taken

9 OPTIONAL: You can change the prepopulated 
title, if needed.

10 Select Finish. This completes the signature 
task for the document.
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