DocuSign Approver (Pl) User Guide

Topics:

* Approving an invoice
Declining to sign invoice
Routing to a different approver

* Receiving completion notice with link to signed invoice

Out of office — sharing DocuSign folders
Topic 1: Approving an Invoice

1. Click on link in email to open invoice.

L@ Supply Chain

Management

2. Click on Review Document. Click checkbox if you don’t want to see pop-up in

the future.

Request for Signature

Jill Cozen-Harel
University of California, San Francisco

Documents (1):  Subcontractinv (1).pdf

Review Document | Decline Finish Later Change Signer

tional . -
re—— P Check here to skip this information in the future

3. Review invoice.
4. Click on yellow Sign Here tab.

PROGRAM INCOME (entered as a credit of

TOTAL NET COST

Next

I‘I’OTAL [EXPENSE REQUEST FOR THIS INVOICE

| certify that all expenditures reported are for appropriate purposes and in accordance with the terms and conditions of the contract.

Authorized Subcontractor Signature Date
Sign Here |
minnie Mouse

Pl or Delegated Signature Date.

Subcontractinv (1).pdf
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Management

5. Create signature (first time only)
*see Quick Guide — Setting up Signature for more detalils.

Adopt Your Signature

Confirm your name, initials, and signature.

Option 1: If you want to
draw your signature

' BB

Full Name Initials

Option 2: If you
want to pick a
Preview different font

leg&u @ Change Style

2C52A454459F412.

By clicking Adopt, | agree that the signature and initials will be the electronic representation of my signature and initials
for all purposes when | (or my agent) use them on documents, including legally binding contracts - just the same as a

pen-and-paper signature of inital
Ramly to sign Adopt and Sign Cancel

6. Click on Confirm Signing. (You must click the yellow Confirm Signing tag to finish

the task).

PROGRAM INCOME (entered as a credit of
comtm - X
Sigping All required fields complete. '

You will have an opportunity to save your copy on the next
sereen PP ¥ Y Y in accordance with the terms and conditions of the contract,

Click "Confirm Signing” when you are ready.

Authorized Subcontractor Signature Date Print Name and Title

DocuSigned by:
| Mivnit. Mowse Minnie Mouse 4/17/2014
Date. Print Name and Tile

Subcontractinv (1).pdf

Topic 2: Declining to sign invoice

1. Click on link in email to open invoice (not shown).

2. Click on Review Document. Click checkbox if you don’t want to see pop-up in
the future.
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Request for Signature

- Jill Cozen-Harel

University of California, San Francisco

Documents (1):  Subcontractinv (1).pdf

Review Document Decline Finish Later

optional FET T ——
_ b . 3 Check here to skip this information in the future

3. Review invoice.

4. Press More and then select Decline.

Subject: Need Pl Approval - Voucher# XXXXXX, SUB#XXXXsc, Vendor Name

Change Signer

L@ Supply Chain
Management

Step 1
: ‘ 100% More w ‘
B oeaSign Envelopo 1D: SCFEBAG1 615K 4F 6 8856, 540002860E G-~ OF California Ve sty
Accounting Office, Box 0812
1 San Francisco, CA 94143-0812 View Certificate
Attn: Ac Payable/Subc Desk

Subcontractor's Name

Subcontractor's Address

Contact Person

Email Address

Telephone #

*Enter a reason for declining and then click Decline.

Decline to Sign

Blease provide a reason to Jill Cozen-Harel for declining:

Tel. No: 415-476-2126; FAX #415-920-2503

Invoice No:

Period Covered:
Date of Invoice:

Final:

I

ers remaining 500

Decline

Change Signer

>Dechne

Finish Later
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Topic 3: Routing to a different approver

If, for some reason, you received an invoice to sign, but you are not the appropriate
person to sign it and you know who should sign it instead, you can designate another
approver instead of yourself.

1. Select Change Signer.

Request for Signature

P Jill Cozen-Harel

i

Sl University of California, San Francisco

Documents (1) Subcontractinv (1).pdf

Review Document Decline Finish Later Change Signer /

[Z] Check here to skip this information in the future

2. In the pop-up Change Signer window, enter the name and email of the new signer
as well as a reason for why you are making this change. This reason will be sent
back to Accounts Payable (AP). After clicking Change Signer, you will become a cc
recipient on this envelope and the new approver will receive a notification that you
designated him or her as the new signer.

Change Signer

ail Address for the New Signer™

Please provide a reason to Jill Cozen-Harel for changing signing responsibility:

characters remaining 250

Clicking the Change Signer button will send a notification to the person to whom
you assigned this envelope. The original sender will also receive a notification. You
will be added as a Carbon Copy (CC) recipient

ﬁ
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Topic 4: Receiving completion or declination notice with link to invoice

A. Completion — When the approver(s) have signed the invoice, all parties (AP,
workflow owner (you), approver(s), and any reviewers) will receive an email
notification that the signing process has been completed. The email will contain a
link to the signed invoice, which can then be printed or downloaded as needed.

Completed: Need PI Approval - Voucher# XXXXXX, SUB#XXXXsc,
Vendor Name

+ DocuSign System [dse@docusign.net] on benaif of Jill ... @ @& A adions

To: Isign-te

Jill TestingUCSF,

All parties have completed the envelope 'Need Pl Approval - Voucher# X3XOXXXX,
SUB#XXXXsc, Vendor Name'

To view, download or print the completed document click below.

_9 View in DocuSign

Alternately, you can access these documents by visiting docusign.com, clicking the "Access Documents™
link, and using this security code:

3B1EBFEBB77D45C299E09AAC3TEFFC351

You will be directed to the signed invoice.

averment [
:

TaTAL COSTS

[PROGAAM INCOME (artarad as & cradit of

raraL ke cosT
[TOTAL EXPENSE REQUEST FOR THIS INVORCE
" sndin con
G S T o =
g
[DMUS\I}A. TidGmad Dacusign Testcaail 8/11/2014
Do = et 2 T

Sucamtractim (1).pdl

B. Declination — If you decline to sign, all parties will receive a notice stating that
you declined. Only AP will receive the reason that you listed for declining.
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See below for AP’s view:

Declined: Need PI Approval - Voucher# J2000(X, SUB#XXXXsc, Vendor Name

DocuSign System <dse@docusign.net=
Fri 4/15,2014 4:20 PM
Cozen-Harel, Jill

ﬂ

Sent on behalf of DocuSign Support
Jill Cozen-Harel,

DocuSign TestGmail has declined the envelope "Meed Pl Approval - Voucher# J00000(, SUB#XKsc,
el 5-309f0-4408-ace?-ae7b2a9510bf) for the following reasons:

Wrong voucher number

As aresult, the envelope has been marked as declined and cannot be completed.

To view the declined document, click below:

(_ View Documents W

You, as the approver, and your post-award analyst/RSA will receive a notification such
as this:

UCsr

= Jill Cozen-Harel (jill.cozen-harel@ucsf.edu)

University of California, San Francisco

Jill TestingUCSF,

DocuSign TestGmail has declined the envelope 'Need Pl Approval - Voucher#
HKHHKKKK, SUBHEX XX Xsc, Vendor Name' (ID:178a5c8c-0b6d-4071-a37d-
eZ2aabi382fed).

As a result, the envelope has been marked as declined and cannot be completed.

To view the declined document, click the link below:

View in DocuSign

Topic 5: Out of office — sharing DocuSign folders

DocuSign does not currently have a delegation feature. To preempt your being out of
office for five business days or more, we ask that you submit a ServiceNow ticket with
the name of the person who will be given access to your DocuSign folders. Ask that co-
worker to check your folders every day or two while you are away.
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https://ucsf.service-now.com/ess/create_request.do

