DocuSign How-To Guide

Step 1- Initiate a Form

e Once you click the appropriate Evaluation Form, you will be directed to the
“PowerForm Signer Information” page to initiate the document.

e The person initiating the form will enter the employee and supervisor name
and email, then click, “Begin Signing”

PowerForm Signer Information

Thank you for participating in the Shawnee State University Performance
Management Plan. Please refer to the included quick guide to assist you through
the process.

Please enter your name and email
to begin the signing process.

Employee

Please provide information for any other
signers needed for this document.

Supervisor

Begin Signing




Step 2-Validation Code

e You will receive an email with a validation code:
e Copy the validation code, then click “Resume Signing”

Wed 2/6/2019 1:12 PM
DocuSign System <dse_naZ@docusign.net>

Email Validation: Please DocuSign: Performance Management Plan 2019- Executive Evaluation Kara Arms
To MKara Arms

@ I there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic dewnload of some pictures in this message.

E| Right-click or tap

Signing validation code: 35734249

Copy and enter the validation code into the access page to continue signing.

If you did not start signing Please DocuSign: Performance Management Plan 2019-
Executive Evaluation Kara Arms, please contact support.

Do Not Share This Email

This email contains a secure link to DocuSign. Please do not share this email, link, or access code
with others.

About DocuSign
Sign documents electronically in just minutes. It's safe, secure, and legally binding. Whether you're

e You will be directed to the following screen:
e Enter the code, then click “Validate”

Please enter the akcess code to view the document

Kara Arms
SSU Human Resources

An email has just been sent to your emgil address with a special validation code in it. To proceed to
sign your documents please open yourlemail, and enter the code into the box below. Keep this
browser window open while you get yolr email.

Access Code

seressen VALIDATE | NEVER RECEIVED AN ACCESS CODE
Show Text




Start the DocuSigh Form

e You will be directed to the following screen to begin completing the form
e To start, check the disclosure box, then click “Continue”

Please Reviey & Act on These Documents Docu%

**For additional information on how to complete Docusign forms, please click on
the following video link.

DOCUSIGN HOW TO VIDEO



https://www.youtube.com/watch?v=8uB4BF_Vuq4

