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anagement Workflow Owner Subcontract Invoice SteES in DocuSign
When a subcontract invoice is ready for you to assign W e

workflow, you will receive an email from DocuSign with
this subject line: Need Pl Approval - Voucher# (
XXXXXXX), SUB# (XXXX)sc, (Vendor Name).

To assign a single approver

1. Click on the View Documents link in email
notification.

Ste p 1 —9 View Documents

2. Login to DocuSign via MyAccess.

Step 2 — not shown

3. Select the Manage tab from the DocuSign home

Envelope Status Getting Started
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4. Double-click on the invoice that needs to have an

Universty of Caifoma, Sun Francisco

Manage

2053638
approval workflow assigned. Step 4
Create v Current Filter: From - 12/29/2013, To - Now, Status - InProcess Q Actions ¥
YEnvelopes  Adtrodee 4 @ From M Sent » Completed Status
4 Inbox ' Jil Cazen-Harel Negd Pl Approval - Voucher® X000, SUB#O0(sC, Vendor Name 882014 122403 PH PT InProcess
) Sent ¢ Nead Pl A chert S ndor Name 872014 11110 PMPT In Process
) Drat

¢ JilCozenHarel Please DocuSign

61812014 11:10:14 AN PT In Process

Rev. 8/20/2018 Job Aid Page 1 of 4
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5. When the pop-up appears, click on Edit Envelope.

Step 5 100% v || & Download | ®F Print | More v

You have been asked to review and add recipient informatien.
Please enter the email address and name for the associated role and click *Complete and Send"

e Role Email Hame
Approver Edit Note
Compiete and Send ot Envelops Snow Document
A o
's Address Invoice No:
Contact Person Period Covered:

6. Enter the approver’s email and name.

7. lLeaveanote fOF the approver, If that s part Of your Correcting Envelope: Need Pl Approval - Voucher# XXXXXX, SUB#XXXXsc, Vendor Name
workflow.

Documents for Signature

8. Click Correct to send to approver.

Order Document Document Actions

Browse from my Computer 1 | Subcontractiny (1).pdf Actions v (<]

1Page
-or-

Choose an Online I
Enter approver's email and name l
Steps 6-8

Recipients and Routing

Name Action Identity Re-Send
Recipient Email EE Add me
1 svc.docusign. =) Jill TestingUCSF | Manage envelope » Emall » @
Recipient Name prover
2 =E) Sign Email « o
Sl Sionar Bach @ Emalllocked @ Name locked
Order Diagram
Email Message
Please enter a personalized subject and message so the recipient can veriy that the signing request is legitimate.

Email Subject to All Recipients
Need PI Approval - Voucher# XXX, SUB#XXXXsc, Vendor Name

Emall Message to All Recipients

We are requesting your approval for the attached invoice that has been entered in our system. Payment is
placed on hold, pending until we receive the signed copy. which will get routed back to us automatically once
it is signed. Please sign the invoice within 14 days to avoid closing the liability

Customize email language for each recipiept If leaving note for approver, select approver's name from

drop-down and then click "Add.” A text box will appear for you
to write a brief note indicating your review of the invoice.

AddaNoteto  Jill TestingUCSF

Envelope Settings

Rrandina K Press 'Correct’ to
Next Count send to approver
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To Add Additional Approver(s) or Reviewers (red =
approver; teal = reviewer)

1. Enter first approver’s name and email to assign a
single approver.

2. Then enter the additional approver or reviewer’s
email address.

3. Enter additional approver or reviewer’s name.

4. Press Add signer for an additional approver or press
add cc for a reviewer. This will add them to the
routing order. The default is for both approvers or
the approver and the reviewer to receive the invoice
simultaneously. To change the routing order, drag
and drop the row to its new place in the order or
change the number for that recipient in the order
column.

5. Press Correct if reviewer. This will complete the
sending.

Steps 6-10 are only for adding an approver.

6. If adding an approver, press Next.

7. Drag the Signature icon to below the signature tag
already on the invoice.

8. Drag the Full name icon to below the full name tag
already on the invoice.

9. Drag the Date Signed icon to below the full name tag
already on the invoice.

10. Press Correct to send.

Home Manage send Dashboards Reports S

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

Documents for Signature

Order Document Document Actions
Browse from my Computer 1 Subcontractinv (1).pdf Actions [ ]
1 Page
—or-
Choose an Online Document
Recipients and Routing Step 2 l
- Order Email Name Action Identify Re-Send
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. = J Step 6
Add Signer Add CC

Email Message

Step 5
Correct Mscard Changes
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Next
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T step7
Signature
Optienal Signature s 1 certify that all expenditures reported are for appropriate purposes and in accordance with the terms and conditions of the contract
Initial K2
Optional Initial £
SR T ‘1 1 ‘ Authorized Subcontractor Signature Date Print Name and Title
Full Mame P Sign iHere
Firsthame | Step 8 Full Name pate signed
Last Name | “Plor velegated Signature Date. Print Name and Title
Email Address =
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Date Signed (Ciked]

Step 9 Step 10
Decline . 5
= —
Correct Preview <Go Back | Discard Changes

POWERED BY DOCUS;-gn English (US) & Terms Of Use Support Feedback ntellectual Property Priv:

Rev. 8/20/2018

Job Aid Page 3 of 4



Workflow Owner Subcontract Invoice Steps in DocuSign

To Track Status of Invoice

When an invoice is signed by all approver(s), you will receive an email notification with a link to the signed invoice. You will receive a similar
notification if the approver declines to sign.

More information is available on the Supply Chain Management website
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https://supplychain.ucsf.edu/accounts-payable

