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Setting Up Your DocuSign Signature

There are two ways to set up your electronic signature: ]
Option 1
Option 1: Via the Signing Process e Sl Step 1 e
} Hichas1 Burgess;
“Reac Dalsnfed Signature Dale.
The first time you sign a document through DocuSign, you will be
prompted to create your signature. This will be saved and applied Next
on future signings. You can edit it any time.
1. Click on the Sign Here tab in the document. Someonactne frect
2. A pop-up window will ask you to select a signature. Edit your i o T '
name or initials, if needed (A). You can select another font by | Adopt Your Signature
clicking on Change Ster.(B) You can also choose to draw your | Confirm your name, initials, and signature A
own signature and initials by clicking on Draw,(C) right under the
full name field. (*Note this option is only available using f |LchociBuess MB
Chrome, Firefox or Safari and will not display in Internet i [oav (@ Option 1
Explorer.) When you are satisfied with the way your name, v
signature, and initials display, click Adopt and Sign. (D) & Step 2
DocuSigned by DS [=]
U (Widewd s (vt
Your signature is then populated into the Sign Here tab s1FtRAsF TR0
(nOt Shown) By clici & that the signature and inftials will be the elactronic representation of my signature and
same 304 s or .
Option 2: DocuSign Home Screen | E | Home [N WSS e
. . ) . Start a New Envelope Sign a Document Now Manage ldenﬁty
Set up your signature in advance' edit your signature, or Your DocuSign identity makes your electronic signature more
ic fi i 1 1 . secure. When a user clicks on your signature in a document you
upload a graphic file (.jpg or .gif) of your handwritten Envelope Status Gettng Star e e B vl es e e
signature_ » Awaiting my Signature 2 ° rakea Card if your privacy settings have been configured to display
your DocuSign ID Card
Expiring Soon 2
H H 3 H <) Out For Signature 2 (e Updatey > z
1. Lc?g into D?cuS|gn via MyA.ccess. On the DocuSign home page, Ny m: b = Jill TestingUCSF
click on Edit on the DocuSign ID Card in the lower left hand i e
corner of the screen. S ALRMSoRe uasE e &3 eat svc docusign testing@ucsf edu
2. Select Edit again on the Manage Identity screen.
DocuSign ID Card Edit Need Help?
n TesingusE N Option 2 -
sve \D,.:ul:.::\:-smg\\;ll sfedy O tion 2 Ste 2
Em TusingU(SF P P
" Step 1
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3. Select Edit on the Manage Signatures screen for the signature Manage Signatures

. . Your DocuSign electronic signature and electronic initials may appear on documents with or without the
that you wish to edit. elements that mark that signature or initials with DocuSign information. The sending account will have the
ability to set whether this format is displayed on signatures and initials for their documents.

Name Signature Initials
DocuSigned by: DS
o . Edit
Jill TestingUCSF le, TbS{lMU CSF JT\
Delete
1DDE67D3426B475...
New
Done Step 3

4. You can change the font or upload a file. To upload a graphic file
. . To upload a scanned
of your handwritten signature, select upload. You can upload a Step 4 Select Style | Draw | Upload signature file (gif, jpg)

.gif, .jpg, or other graphic file; note that you will also need to o
upload an image of your initials.

q Asted Questions about E
DocuSigned by: DS
. — j<
’u.l W QLSS M& Eus[wd Eugss
S1F024539FT9464...
Docutigred by:
G
Adopt Cancel ——
—
(o e
Click Adopt button Ta—
when ready to accept E‘c'«w‘ Bumges
the chosen or uploaded i
. T—
SIEnature ﬁ.‘_!.“ Poariaa v

More information is available on the Supply Chain Management website.
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