Introduction

The College of Engineering and Science is undertaking an effort to make all forms used for student academic
functions paperless. No longer should one need to walk all around campus to obtain signatures. Instead,
documents will be routed electronically to securely obtain the digital signatures of all those required by any given

form. Once all signatures have been secured, each person who signed the form will receive a copy via email.

This document will how you how to securely sign a document that requires your signature.

Summary of Signing Process

The College of Engineering and Science is using the DocuSign software.

DocuSign will allow you to receive a notification by email that there is a document awaiting your signature. By
clicking the link provided in the email, your web browser will open a page showing you the document to be
signed. You can do this on your computer, tablet, or phone. If it is the first time you are signing a DocuSign
document, you will be asked a couple brief questions to establish your signature. Then, you will be shown each
location you need to either sign or initial the document. Signing or initialing is as simple as clicking on the
indicated box. Once you are done, the form will automatically be sent to the next person who needs to sign it.

When all the signatures have been obtained, you will receive a signed copy of the document by email.



Detailed Instructions

1. Receiving a Notification

An email will be sent to you when you have a document awaiting your signature:

DocuSign NA3 System <dse_NA3@docusign.net> Mark Archambault 1:56 PM
Please DocuSign: Test Add Drop.pdf

o If there are problems with how this message is displayed, click here to view it in a web browser,

e Florida Institute of Technology

High Tech with a Human Towch ™

Mark Archambault sent you a document to review and sign.

REVIEW DOCUMENT

Click “REVIEW
DOCUMENT”

Mark Archambault
marchamb@fit. edu

Mark Archambault,

Please DocuSign Test Add Drop.pdf

Thank You, Mark Archambault
Powered b?Ducu%m_
Do Mot Share This Email

This email contains a secure link to DocuSign. Please do not share this email, link, or access code
with others.

Alternate Signing Method
Visit DocuSign.com, click "Access Documents’, and enter the security code:
D419FAAESB30547ABAFO55AADT1AEIDOB3

Ahout DocuSian

You want to be sure that your email client shows you active links and allows you to click on links embedded in

an email message.

Click “REVIEW DOCUMENT”



2. Initial Set-Up
If this is your first time signing a document using DocuSign, you will be asked to agree to use electronic records

and signatures. On some phones or browsers, this checkbox may be at the bottom of the document page.

Check the indicated box acknowledging your agreement.

You should only need to click this box the first time you use DocuSign.
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Dﬂus;fv, @ Changelangusge -English(US) ¥ | TermsOfUseZPrivacy ¥ | Copyright © 2018 DocuSign Inc. | V2R

Click the “CONTINUE” button.



3. Review the Form

Once you have clicked “CONTINUE” in the previous step, the gray layer is removed, and you can review the
form. Note the boxes that are indicated where you need to sign or initial. By clicking the “START” button, the
form will automatically scroll to the next box where you need to initial or sign. Alternatively, you can move
through the document, initialing or signing the indicated boxes in any order. You sign or initial simply by clicking

on the indicated box.

Click the first indicated box.
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4. Selecting a Signature Style

If this is your first time signing a DocuSign document, you will be prompted to select a font style for your

signature and initials.
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Mark Archambault MA

SELECT STYLE DRAW
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DocuSigned by: DS
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and continue.

By selecting Adapt and Initial, | agree that the signature and initi
my agent) use them on documents, including legally bins = - just the same as & pen-and-paper signature or initial.

ADOPT AND INITIAL CANCEL

If you don’t like the default style selected for you, click on “Change Style” to choose from a set of provided

styles, or click on “DRAW?” which will let you draw your signature using your mouse or finger.

Once you are satisfied with your signature style, Click on “ADOPT AND SIGN” or “ADOPT AND INITIAL”.

Note: While generally you should only have to do this step once, you may be asked to again select a signature
style with your next document depending on how the person sending you the form writes your name. You can
help minimize these requests by asking the sender to use only your first and last name, and providing your name

consistently to senders (e.g. “William” rather than *“*Bill”’.).

5. Continue Signing the Document

Click on each indicated field to either sign or initial, as appropriate. Use the “NEXT” button to take you to the

next indicated field.
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Click “FINISH” when you are done.



And that’s it. You’ve completed the document.

Click “CONTINUE”.

The document will automatically be sent to the next person who needs to sign it.
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You're Done Signing

Acopy of this document will be sent b your email sddress when completed
Ty &l Sigreers. You Can S0 downkoad Of PNt Using the K0S abave.

Click “CONTINUE”
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You're done!

Thanks for using DocuSign.
After all recipients finish signing, you will receive an email with a link to the document.

Have questions? We're here to help.

How oo | get back 1o my document? Will this document be saved To my DocuSign sccount?

Once all signers have finisned signing the DocuSign socument, you'l be notified via email. You £an 3ccess the Yes, if you alreacy signed up for 3 DoecuSign accouns, 4o to www Jocusign net and log in with your email and
gocument by opening the completed notification email that is sent 10 you once all signers have finished signing password. Once logged in, select the Documents tab 3nd you will 568 your Jeduments.

Does the person who sent this to me know that I've signed and am done? Wha do | contact with questions about this document?

Once 3l signers have finished, the sender will receive an email notification that the decument is completed DocuSign sends email natifications on benalf of its users, You can simply “reply 18" the email nctification to contas
the sender of the document
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When all the signatures have been obtained, you will get an email with your form attached. You can also view

the form in DocuSign by clicking the “VIEW COMPLETED DOCUMENT” link in the email.

DocuSign NA3 System <dse_MNA3@docusign.net> Mark Archambault 1 2:09 PM
Completed: Please DocuSign: Test Add Drop.pdf

o If there are problems with how this message is displayed, click here to view it in a web browser,

IEIH? Test Add Drop.pdf
4= | 315KB
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Your document has been completed.

VIEW COMPLETED DOCUMENT

All signers completed Please DocuSign: Test Add Drop.pdf
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Do Not Share This Email
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with others.

Alternate Signing Method
Visit DocuSign.com, click "Access Documents’, and enter the security code:
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About DocuSign
Sign documents electronically in just minutes. It's safe, secure, and legally binding. Whether you're

in an office, at home, on-the-go — or even across the globe — DocuSign provides a professional
trusted solution for Diaital Transaction Management™.

If you are going to sign a lot of documents on the go, consider getting the DocuSign mobile app. Visit

https://www.docusign.com/features-and-benefits/mobile for details.




