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When a subcontract invoice is ready for you to assign 

workflow, you will receive an email from DocuSign with 

this subject line:  Need PI Approval - Voucher# ( 

XXXXXXX), SUB# (XXXX)sc, (Vendor Name). 
 

To assign a single approver 

1. Click on the View Documents link in email 

notification. 

2. Log in to DocuSign via MyAccess. 

 

3. Select the Manage tab from the DocuSign home 

screen. 

 

4. Double-click on the invoice that needs to have an 

approval workflow assigned.    

 

 

Step 2 – not shown 

Step 1 

Step 3 

Step 4 
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5. When the pop-up appears, click on Edit Envelope.  

6. Enter the approver’s email and name.   
7. Leave a note for the approver, if that is part of your 

workflow. 
8. Click Correct to send to approver.   

 

 

 

 

 

 

 

 

 

  

 
 

Step 5 

Steps 6-8 
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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.   
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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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