LK:SF Supply Chain

Management

DocuSign Roles and Access

DocuSign Subcontract Invoice Process

AP prepares and sends
invoice to Workflow
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through RAS)
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email for
Approver(s) and any
additional workflow
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to both Approver
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Owner if not signed
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expires after 24 days

Approver reviews
invoice - signs or
declines

Declines

Approver must list
reason for declining
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Workflow Owner
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Workflow Owner and

AP receive automated
completion notices with

link to signed invoice
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AP views signed
invoice and
processes invoice

Roles:

Sender — Accounts Payable (AP)

* Prepares and sends invoices to Workflow Owner via DocuSign

Workflow Owner — Post-Award Analysts/Financial Analysts

* Receives invoices from AP and designates approver and any other department-related workflow

Approver(s) — Principal Investigator (PI) or delegate

* Approves and signs invoice
Reviewer(s) — other staff
e Anyone designated by the workflow owner to receive a copy of an invoice

*Note that all receive an email with a link to the signed, completed invoice
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DocuSign Roles and Access

Two Ways to Access DocuSign:

Via Email Notification

1. Workflow Owners and Approvers will
receive email notifications when they
have an action to take in DocuSign. The

recipient (regardless of role) will click on

the View Documents link in the email.

Approvers will be directed straight to the

invoice when they are signing.

From: DocuSign System <dse@docusign.net>
To: Cozen-arel, 3l

Subject Need PI Approval - Vouchers XX0000, SUB#X0Xs¢, Vendor Name

& contact subcontract@uesf edu

Step 1

ease review the documents “Need PI Approval
provide contact information for the recipient P

View Documents

Workflow owners will always need to log in,
as described here. When workflow owners,

approvers, or reviewers click through the
email notification link to view a completed

copy, they will always need to log in through

MyAccess.

2. If you are required to log in, you will be
directed to the DocusSign login screen.
Click Next to continue. *Note: You may
need to click in the PASSWORD field if
the Next button is not visible.

Step 2

LOG IN

EMAIL

sve.docusign testing@ucsfedu

PASSWORD

Click login to validate your corporats credentials.
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Rev. 8/20/2018

Quick Reference Guide

Page 2 of 3



DocuSign Roles and Access

3. If not already logged into MyAccess, you
will be redirected and asked to log in. Step 3 x:f:mcfss Login
Once you log into MyAccess, you will then sermame or somamusermame or sty
be directed to your DocuSign home User Name Options...
Password

screen.

Remember me

Please Note

Remember to log out if you are on a public or shared
computer.

Only enter your MyAccess ID and Password if the URL for
this site reads dp.ucsf.edu.

MyAccess Overview...

Via MyAccess

DMPToal The DMPTool (Data Manag
data management plans1

When logging in directly from MyAccess,

DocuSign - UCSF DocuSign is an electronic

select DocuSign — UCSF from the list of please submit a Service:

business process to a Do

applications.

DOM OAS (CPWF) VPN required when acce

E*Value Educational Evaluation ar

More information is available on the Supply Chain Management website.

To set up your electronic signature, see the “DocuSign — Setting up your DocuSign Signature” job aid.

© Regents of the University of California (Do not modify or reproduce without permission)
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https://supplychain.ucsf.edu/accounts-payable

