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DocuSign Workflow Owner (RSA/Post-Award Analyst)
User Guide

Topics:

* Assigning Single Approver and Optional Note

* Adding Additional Workflow

* Tracking the Status of an Envelope*

* Receiving Completion or Declination Notice with Link to Invoice
* Error Handling

*  Out of Office — Sharing DocuSign folders

*A DocuSign envelope is like a physical envelope — it is the vehicle to deliver one or more documents for
signature within the DocuSign system. Envelopes can be sent to several recipients and contain a defined
routing process that is set by the sender.

Topic 1: Assigning Single Approver and Optional Note

1. When there is an invoice for you to act upon, you will receive an email notification. You
have 24 calendar days to approve it or the envelope will expire.
Click on the link in the email to open invoice.
From: DocuSign System <dse @docusign.net>
To: Cozen-Harel, 3

Cc
Subject: Need PI Approval - Voucher# J0000(K, SUB#X000(s¢, Vendor Name

nsure timely payment N
tact subcontract@ucsf.edu

; View Documents
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2. Login to DocuSign. Your email address will auto populate into the email field and the
password field will be greyed out. Click Next. If you are not already logged in to MyAccess,
you will be directed to log in at this point.

LOG IN

EMAIL

svc.docusign testing@ucsfedu

PASSWORD

9 HNext Olick login to validate your corporats credentials.

3. Once logged in, select Manage from the home screen then double-click on the invoice for
which you need to enter the approval workflow. Note that a red flag indicates an envelope
requiring your action.

Start o hew Eaveiops $ign o Docoment Now Q
Envelope Status Getting Started

= Awaiting my Signature " ©  akea Tour ot Docusign

2 Expiring Soon 10

) Out For Signature 2 &)

& Completed . [ ]

See All Envelope Statuses » 28 n
DocuSign ID Card Eant Need Help?
. Jill TestingUCSF

ey B

Universiy of Caif
Manage Dashboards Reports niversty of Cakforni,

Create v Current Filter: From - 1212012013, To - Now, Status - InProcess Q Actions ¥
¥ Envelopes  Addroer 4 @ From K Sent « Completed Status
£ Inbox @ Jill Cozen-Harel Need Pl Approval - Voucher# XI00XXX, SUB#XI00s, Vendor Name 8872014 1224:03 PMPT InProcess
) Sent @ Jit Cozen-Harel Need Pl Approval - Voucher# XOXOXXXX, SUB#XXXXsc, Vendor Name 87772014 11110 PMPT In Process
p) D @ Jin Cozen-Harel Please DocuSign this document Ally Jalali mtg paf 6/1812014 11:10:14 AMPT InProcess
i Deteted ¢ Jin Cozen-Harel Please DocuSign this document: address recipients /1712014 11:53:50 AM PT InProcess
¢ Signatures needed for ITFS exemption 6/12/2014 11:06:36 AM PT InProcess
v Search Foiders * Signatures needed for ITFS exemption - reformat 6/12/2014 110033 AMPT
= Awaiting my Signature (1 ¢ Signatures needed for ITFS exemption 6/12/2014 10:54:50 Al PT
i Bxpiing Saon * Sianatures needed for ITFS exemption - formatting test 811212014 10:23.04 AU PT In Process

&) Outfor Signature
&) Completed summary SRR

) LastSearch
Envelope Status: In Process

& Tamatatan nancaas |E| | Envelope Subject: Need Pl Approval - Vouchers XOOOKXX, SUBRXXXXsc. Vendor Name

9/9/2014 DocuSign Workflow Owner User Guide 2
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4. Scroll through the invoice to review. Then click on Edit Envelope. This will redirect you to
the full set of sending and routing options.

Pl Approval - Voucher XXXXXX, SUB&EXXXXsc, Vendor Name

100% @ w 4 Downioad | ¥ Print | More *

| > Hide
. - . . ¥ Subcc
You have been asked to review and add recipient information.
Please enter the email address and name for the associated role and click 'Complete and Send’
nvAIeE i
nuoie Role Email Name
Approver ucsfdstest@gmail com Bob Builder Close
Approver: L
Subcont Complete and Send Edit Envelope Show Document
Subcont
Contact
Email Address Date of Invoice:
Telephone #
Final: Yes No X___
| | | Wire Transfer info:
ITEm CURRENT

5. Enter the approver’s email and name.

University of California, San Francisco
Manage Send Dashboards Repo 2/ " 20539638

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 Q
1Page
-or-
Choose an Online Document
Recipients and Routing
L4 Order Email Name Action Identify Re-Send
Recipient Email EE) add Me - T -
o] svc.docusign.testing@uct [EE | Jill TestingUCSF = Manage envelope v Email » O Q

Recipient Name

Name jan v Email v (%]

Add Signer Add CC

¥] Email locked ¥ Name locked

%, Order Diagram

Email M "
mail Message Enter approver’'s email and name

Please enter a personalized subject and message so the recipient can verify that the signing request is legitimate.

Email Subject to All Recipients
Need Pl Approval - Voucher# X0OXXXX, SUB#XXXXsc, Vendor Name

Email Message to All Recipients

We are requesting your approval for the attached invoice that has been entered in our system. Payment is i
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 recipient
Add aNoteto | Jill TestingUCSF v Add
Envelope Settings

Rrandinn

Next Correct Discard Changes

9/9/2014 DocuSign Workflow Owner User Guide 3
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6. You can leave a note for the approver to indicate you reviewed the invoice. To do that,

select the approver’s name from the drop down in the Add a note to

then click Add.

Home

Manage Send Dashboards

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

Documents for Signature

Order

section and

Reports Universtty of Calforna, San Francisco

20539638

Document Document Actions
Browse from my Computer 1 { Subcontractinv (1).pdf Actions (%]
‘ 1Page
-or- !
Choose an Online Document
Recipients and Routing
.= Order Email Name Action Identify Re-Send
Recipient Email B2
1 svc.docusigntesting@uc:  [EE | Jill TestingUCSF ~ Manage envelope » Email (%]
Recipient Name AopiTeT
2 jane.wong2@ucsf.edu [EE | Jane Wong Sign » Email » (%]
AdS Sianer, sadce ¥ Email locked ¥ Name locked
Order Diagram
Email Message
Please enter a personalized subject and message so the recipient can verify that the signing request is legitimate.

Email Subject to All Recipients

Need Pl Approval - Voucher# XOOOXXX, SUB#XOOX(sc, Vendor Name

Email 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

c

tomize email language for each recipient

Envelope Settings

Rrandinn

Select the name of the approver and the click Add l

Next

Discard Chat

7.

approver receives and also as a pop-up when t

Enter your note in the text box that appears. This note will appear in the email notification the

he approver views the invoice itself. It will not

automatically indicate your name — be sure to include your name or initials and the date.

Recipients and Routing

Email Name Action
Recipient Email = Add me
1 sve.docusigntesting@ucs | [EE) | Jill TestingUCSF | Manage envel
Recipient Name Approver
2 ane cst.edu B sign «
- quece ¥ Email locked ¥ Name locked
Order Diagram
Email Message
Please enter a personalized subject and message so the recipient can

verify that the signing request

Emall Subject to All Reciplents

Need P1 Approval - Voucher# 0000, SUB#IOOXsE, Vendor Name

Email 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 w

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

mail language for each recipient
to Jane Wong

invoice looks good - ready to approve. Thanks. Jill 9/3/14)

AddaNoteto il TestingUCSF M Add
Envelope Settings
Hext Corect

Discard Changes

9/9/2014

Identity Re-send
ope v Emall v (]
Emall v (]
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8. Then press Correct to send.

Recipients and Routing

Order Email Name Action Identify Re-Send
Recipient Email E=) Add Me =
1 svc.docusigntesting@ucs | [EE  Jill TestingUCSF | Manage envelope v Email »
Recipient Name Approver
2 jane.wong2@ucsf.edu B | Jane Wong Sign « Email «
B R LAAEE | Email locked | Name locked

Order Diagram

Email Message

Please enter a personalized subject and r

o the recipient can verify that the signing request is legitimate.

Email Subject to All Recipients
Need Pl Approval - Voucher# JX0OOKX, SUB#XXXXsc, Vendor Name

Email 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 recipient
Note to Jane Wong Characters Used: 80/1000,
Invoice looks good - ready to approve. Thanks. Jill 9/3/14

Add aNoteto | Jill TestingUCSF b Add

Envelope Settings /
Next Correct Discard Changes

Topic 2: Adding Additional Workflow

You can add additional approver(s) or reviewers. An approver will sign on the invoice and payment
will not move forward until all approvers sign. A reviewer is a user who will receive a copy of the
invoice — whether or not they open the invoice will not affect payment. You will need to determine
if you want the reviewer to receive an unsigned copy at the same time that the approver receives it
or to only receive a copy when it is sighed and completed. You will indicate that based on the order
number that you assign to that individual in the receive a copy role.

Adding an additional approver

1. Enter the additional approver’s email address.
Enter additional approver’s name.
3. Press Add signer. This will add the second approver’s name and email to the routing

order. The default is for both signers to receive the invoice simultaneously.
4. Press Next.

9/9/2014 DocuSign Workflow Owner User Guide 5
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Home Manage send Dashboards Reports ST

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 O

1 Page
~or-

Choose an Online Document

Recipients and Routing Step 1 l

S Order Email Name Action Identify Re-Send
Recipient Email [EZ Add Me - = = = .
1 ucsfdocusigntest@gmail.c | [E[£] = DocuSign TestGr | Manage envelope » Email » @
Recipient Name Approver
2 ucsfdstest3com@gmail EE | Mickey Mouse Sign » Email » @
Add Signer Add CC

Order Diagram

Email Message

Next Correct Biscard Changes

5. Check to ensure that the new approver’s name is bold in the To field. If it is not, click on
the new approver’s name to make it bold. This designates which recipient’s signing tags
you are setting up. Drag the Signature icon and place it below the signature tag already
on the invoice.

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

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

8. Press Correct to send.

Home Manage Send Dashboards Reports
DacuSign TestGomal [uestiocotgrtest@gmal com| Harry Potter [ucsiduestd@gmali coml: Whnme Mouse [oc duten2@gmad com
Mossage Need > Wl 00000 o 5 Ve e
r.;»o. d & ¢ "2 RNMA RS 1
] |
born EXPENSE REQUEST FOR THIS INVOSCE | |
Segraterel
Cpsons O 1 G0ty That 8 Exgendiures reporied e $or apEropriate DurpOtes arel i SOOOrEance with [h 11 and CONBBonm Of Ihe (ontrat
i
Optonn man A
"
Stoear ARacteet ¢ [T A —— [ rpre——
Pt hame oA Piars
First Ny 3 . 1l Name Sate Signed
Last P cx Swkerzated Supatre Dot Privt Nare st Tl
£ Ao%w
Comgany
Tat
Do Sioned

Aserove
Ovone

Correct
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Adding a reviewer (FYI role)

Enter the reviewer’s email address.

Enter the reviewer’s name.

Press Add CC.

Modify workflow order, if needed. The default will be to place the cc (receive a copy)
recipient as order 3, after the approver, which means that he or she will receive only a
completed, signed copy. In order to have the reviewer receive an unsigned copy in
parallel to the approver, change the reviewer’s order to 2. You can also see a visual
representation of the routing order by clicking on the Order Diagram.

5. Press Correct.

P wnN e

Home Manage Send Dashboards Reports Universy ¢

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 v [ %]
1Page
—or-

Choose an Online Document

Step 1 |

Recipients and Routing

Step 2 | Email Name Action Identify Re-Send
Reciplent Email (2 =
svc.docusign.tes » |BE  Jill TestingUCSF | Manage envelope v Email v [ %]
Recipient Name Approver
2 ucsfdocusigntest@gmail = DocuSign TestG Sign « Email « Q
Add Signer Add CC
E ¥ Email locked vIName locked

w

=) Receive a copy Email (]
Email locked ¥IName locked
Order Diadkgn

1 Step 4 - toggle order if needed

Email Message

Please enter a personalized subject and message so the recipient can verify that the signing request is legitimate

Email Subject to All Recipients
Need Pl Approval - Voucher# X000, SUB#XXXXsc, Vendor Na

Email Message to All Recipients

Next Correct Discard Changes
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Adding an attachment

You may have a need to attach additional documentation to the invoice, either for the
Approver or for Accounts Payable (AP). If you attach something here, both parties will see it
and it will be appended to the invoice in DocuSign.

1. Click on Browse from my Computer. This will open a window to select the attachment
from your hard drive.

Home Manage Send Dashboards Reports B

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

Order Document Document Actions

Browse from my Computer 1 5 Subeontractinv (1) pdf Actions v ¥
B =] 1page
B \ H 9

Choose an Online Document

Recipients and Routing

Order Email Name Action identify Re-Send

Recipient Email = Add Me

1 ucsfdocusigntest@gmailc [EE)  DocuSign TestGr | Manage envelope v Email » (%]
Recipient Name

2 ucsfdstest4d@amail com [EE  Harry Potter Sign » Email « [}

Add Signer Add CC
Approver
2 f @gmai.com  [EE  Minnie Mouse Sign v Email v (]
Order Diagra
Next Correct Discard Changes
—

2. Double click on the file that you want to attach.

@i . - < - —
O A[E» Liorries » Documents » « [+2 | [ Search Document. P [44278268a336bdadffb5&
UCSF [ NewTab [ HTTP Made
Organize v New folder =~ 0 @
¢ Favorites Documents library et ider
B Desktop Includes: 2 locations
18 Downloads Nome -
B My Box Files ~/Indor Name
My Box Files
B Librasies Subcentract invoice pilot
D Docinents Optimizer Pro
& Music ) My Shapes pctions
& Pictures St ©
B Videos Add-in Express
PGP
8 Computer () Staging training data.docx 4 13 K
& Windows () () DocuSign Subcontract Invoice depttraini... 4K
i 5 (\campushoe 5 PRR template 4-11.pdf
M B0 o) (#] Docusign Subcontract Invoice AP trainin...
G psoft (\campush () docusignsso.mpp
R public (\\campe (8] pre existing users outside enterprise acct... identify Re-Send
- REPORT (\\camp ~ ‘i—‘!"""‘"’"‘g utesy docx ~|fpe v Email »
File name: - | AllFiles -
Open Cancel
Email v
ToT-STgeT e -
Approver
2 ucsfdstest2@gmail com | [E8)  Minnie Mouse Sign » Email

Order Diagram

Next Correct Discard Changes

°* DocuSian o : ! !
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3. You will see the file now in the DocuSign console. It will now be appended to the
invoice. You can drag it above the invoice if you want that to be the first document
viewed by the approver. Press Correct when you are done making changes and are
ready to send.

Home Manage Send Dashboards Reports

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 » Q
1 Page
~or-
Choose an Online Document 2 Staging training data pdf Actions @
1 Page
Recipients and Routing
oA Order Email Name Action Identify R¢
Recipient Email EE Add Me - - 2% -
1 ucsfdocusigntest@gmail.c | [El£] = DocuSign TestGr | Manage envelope v Email »
Recipient Name Rale
2 ucsfdstestd@gmail.com | [EE | Harry Potter Sign Email »
Add Signer Add CC
Approver
Next Correct Discard Changes

;-uvn.qwavDocu% English (US) a Terms OfUse | Support | Feedbac ntellectual Property | Privac

Topic 3: Tracking the Status of an Envelope

1. From the DocuSign Home Screen, select Manage from the top menu bar.
2. Find the envelope that you want to track. If needed, use search fields.

University of California, San Francisco
20539638

.! Restrict by status: in process, completed,

declined voided, or authentication failed

Enter search criteria:
ex. John Doe

2)

Search Envelopes Q Actions

Create

g - 10/25/2013, To - Now, Status - InProcess

Select Inbox, Sent, Drafts, Folder nvelope Status Search Text On

¥ Envelofl  peleted, all folders, or a his Folder [=] 4 Subject atus
Ld
»ia ] folder that you created o :(J)Z?; From Date To Date :90:19‘9:5 —
i 10/25/2013 - . snder Hams Select fields
to search for

Vi i
* Draft ik Envelope Fields

= Process
i Deteeedt Search by date T | Search, Press Search
Neet rrApprovar= vuucmers when ready
Jill Cozen-Harel KXKHKK, SUB#XXXsc, 313112 Thu 4/24114 In Process
¥ Search Folders

Vendor Name

wb Awaiting my Signature Sinnatures needad for ITFS

9/9/2014 DocuSign Workflow Owner User Guide 9
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3. Once you have highlighted (single-clicked) the envelope that you want, you will see its
status on the bottom half of the screen.

Summary

Envelope Status: In Process

Grey italics:
Future steps to be
initiated when
current steps are
completed

g1

o

n 1 »

Envelope Subject: Signatures needed for ITFS exempt

oo

Anaraval far Dabicina o L0 Datican

Document

£I0IANAA 2-90-24 DAL DT I

In process, completed,
voided, or declined

ompleted

Pages: 2
% Sent by Jill Cozen-Harel (jill.cozen-harel@ucsf.edu) | 6/12/2014 2:11:19 PM PT

Signed by Jill TestingUCSF (svc.docusign.testing@ucsf.edu) | 6/12/2014 2:14:01 PM éT

Completed steps

Next to sign DocuSign TestGmail (ucsfdocusigntest@gmail.com)
Next to sign John Doe (ucsfdstest2@gmail.com) é

#

A e Doe (ucsfdstest3|

Bold font: Current steps - already sent but
recipients have not completed actions

Searching for Envelopes That are Nearing Expiration (less than a week)

1. Click on Expiring Soon from Manage screen. You can also click on it from the Home screen.

Create Vv

¥ Envelopes Add Folder \‘
» i3 Inbox (131)
() Sent

Y Draft
[l Deleted

4

Search Folders

»» Awaiting my Signature
2% Expiring Sool

[ Out for Signature

%) Completed

() Last Search

\g
Add Folder \
X
e
\ o

» Templates

» Shared

Home

Jill Cozen-Harel

Jill Cozen-Harel

[ ELELTY Send Das|

From Subject

DocuSign TestGmail Please DocuSign this documen

Minnie Mouse Please DocuSign this documen

Need Pl Approval - Voucher# XX

Minnie Mouse Vendor Name

Jill Cozen-Harel Approval for Rehiring a UC Retir

Please DocuSign this documen
UCSF .NDA UCSFSig.3.24. 14 p

Need Pl Approval - Voucher£03(
Notredame

Robert Lewis

Alexandra Jalali
Attached for Security Group: Se
Report.pdf

Need Pl Approval - Voucher# XX
Vendor Name

oDefl Lewis

Jill Cozen-Harel

Jill Cozen-Harel UCSF Authorization for Surgery

Jill Cozen-Harel UCSF Authorization for Surgery
Jill Cozen-Harel eProposal_Introduction_datashe
eProposal_Introduction_datashe

Social Gathering Sign Ups

This will give you a list of the envelopes in which you are either a sender or a recipient
and are expiring in the next week.

Manage

Create ¥
¥ Envelopes addFoiser | @ From
» &3 Inbox
Jill Cozen-Harel
&) Sent
Y Drat
g Deleted Jil Cozen-Harel
Jil Cozen Harel

¥ Search Folders
Awaiting my Signatute
T Jil CozenHare!
2 Expring Soon (16)

&) Out for Signature
Jill Cozen-Harel

) Completed
) Last Search

Jil CozanHare!
» Templates

Jil CozenHarel
» Shared

@ il CozenHarel

B) Box

Jill Cozen-Harel

Current Filter: From - 1012512013, To - Now. Status - InProcess Q Actions ¥
Subject Sort + Complated Expires Status
Need P1 Approval - Voucher®
JO0000X. SUB#X00sE. 4/4/2014 1245:57 PM PT Mon 4/28/14 In Process
Vendor Name
\ val - Voucher#
otéication goes 4/1/2014 15838 PM PT Fri 42514 In Process
3312014 3.11.09 PM PT Thu 424114 In Process
21282014 124749 AM PT Tue 42914 In Process
226/2014 11:28:30 AM PT Sun 427114 o Process
2125/2014 9.59.37 AM PT Sat 42614 In Process
Please review & sign your - B
(,,‘: e review & 90 YOUT 49672013 3:39:58 PM PT Fri 42514 In Process
121262013 112 33 PMPT Fri 425114 In Process
peoval - Voucher¥
12/26/2013 1-10.01 PM PT Fri 42504 I Process

BF X00(sc.

Document

Envelope Status: In Process

Envelope Subject: Nead PI Approval - Voucher? X000, SUBEX0(se, Vendor Name

9/9/2014
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For a given envelope, drag your cursor to the right of the status column until an arrow

appears.

Click on the arrow to open the drop-down menu.

Send Dashboards

Reports

Current Filter: From - 10/25/2013. To - Now

Subject

SUB#XOsc. Vendor Name

otter.  Need Pl Ap
mail SUB#XX

ign Need P Apy

#
ndor Name

hnowch

Need PI Approval - Voucher# XO00XX

Approval for Rehiring a UC Retiree

Sent

41202014 1:54:43 AM PT

4/20/2014 1:33:33 AM PT

4/20/2014 1:31:23 AM PT

412012014 12:30:38 AM PT

4/18/2014 4:19-18 PM PT

4/18/2014 11:00:36 AM PT

4/17/2014 9:20:33 PM PT

Universily of California, San Francisco
20539638

Completed

F@ v

Actions ¥

Stat

Declined

Declned

In Process

In Process

Declined

In Process

In Process

Select History from the drop-down menu.

pashboards

-urrent Filter: From - 10/25/2013, To - Now | Search Env

oval - Voucher# }XGGOGK,
. Vendor Name
oval - Voucher }XGOX
. Vendor Name
oval - Voucher }XGOX
. Vendor Name
oval - Voucher }XGOX
. Vendor Name
oval - Voucher }XGOX
. Vendor Name

oval - Voucher }XGOX
. Vendor Name

tehiring a UC Retiree

oval - Voucher }XGOX
. Vendor Name

View History, including reason for declination, timestamps, viewings, etc.

9/9/2014

University of California, San Francisco

Sent «

4/20/2014 1:54:43 AM PT

4/20/2014 1:33:33 AM PT

4/20/2014 1:31:23 AM PT

Completed

20539638

Q

Clone

Delete

g) ~

Actions ¥

Status

Declined

é Histary
4/20/2014 12:30:38 AM PT

Certificate

4/18/2014 4:19:18 PM PT

4/18/2014 11:00:36 AM PT

41772014 9:20:39 PM PT

4/17/2014 2:53:12 PM PT

DocuSign Workflow Owner User Guide
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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.

Voucher# XXX, SUB#XXXXsc

+ DocuSign System [dse@docusign.net] on benar of Jill .. @« @& A adions
Tor sueh e
_ rd
Jill TestingUCSF,

All parties have completed the envelope "Need Pl Approval - Voucher# XO00(X,
SUB#XXXXsc, Vendor Name'.

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

—9 View in DocuSign e !ravv T T
g cusion Testanat s
T

Atemalely, you can access Mess documents by visiling Gocusign.com, chking the "Access Documents”
ik, and using this securty code:

3B1EBFESBTTDASC298EN9AACITEFFCIsT . Subcontraceny (11pat 1ar1

B. Declination - If an approver declines to sign the invoice, you will receive a similar
notification:

Declined: Need PI Approval - Voucher# J0000(X, SUB#XXXXsc, Vendor Name

DocuSign System <dse@docusign.net>
Fri 4/18/2014 4:20 PM
Cozen-Harel, Jill

103

Sent on behalf of DocuSign Support
Jill Cozen-Harel,

DocuSign TestGmail has declined the envelope "Meed Pl Approval - Vouchers 2000000, SUB#XO0sC,
SRS 5-39f0-4408-ace7-ae7b2a8510bf) 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 j

9/9/2014 DocuSign Workflow Owner User Guide 12
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Topic 5: Error Handling
Possible issues that might arise with invoices include:

1. Internalissues (Invoice or workflow will be corrected and resent)
a. Wrong recipient
b. Blurry image of invoice
c. Incorrect chartfield(s)

2. External issues (Invoice cannot be paid)

a. Wrong amount on invoice
b. Work wasn’t rendered
¢. Wrong institution

For internal issues, reply to the notification email that you received and describe the issue.
AP will correct the problem and resend the invoice. The new invoice will have the word
RESEND appended to beginning of the subject title.

For external issues, list yourself as the approver. Then, when prompted to sign, choose decline
and list the reason for declining.

Topic 6: Out of Office — Sharing DocuSign folders

DocuSign does not currently have a delegation feature. To preempt your being out of office for
5 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. Tell that co-worker to check your
folders every day or two while you are away.

9/9/2014 DocuSign Workflow Owner User Guide 13



