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PURPOSE OF DOCUSIGN

WELCOME
School of Arts & Sciences, Web Development

WHAT IS DOCUSIGN?
https://it.rutgers.edu/docusign/

DocuSign is Rutgers’ electronic signature platform provided by the Office of Information Technology and
locally administered by department staff who complete DocuSign training.

With DocusSign, the university has moved to replace paper-intensive processes with an online tool
accessible from phones, tablets, and computers. Rutgers departments and units now have access to a
secure e-signature tool to verify, route, track, and store documents requiring signatures

e Itisalegally defensible signature

e Do NOT need an official account to use

e Can be set to outside of Rutgers

e Official documents

e Anything needing a 'signature'

o Offer letter

e ntt, ptl (we created an app to do this and work with docusign)

Request Docusign Services:

https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormld=a831512b-3167-462b-a8f5-
4654bf8814a2%20

ADDITIONAL TRAINING / DOCUMENTATION
https://it.rutgers.edu/docusign/

Login to Linkedin Learning (using your netid)

https://www.linkedin.com/learning/search?keywords=docusign&software=DocuSigh&u=76115650

DOWNLOAD FILES FOR CLASS

https://www.sas.rutgers.edu/cms/training/images/docusign.zip

SAVE file onto local computer, extract file
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RECEIVE DOCUMENT TO SIGN — NON DOCUSIGN USER
e Receive document as a NON Docusign User
e Adocusign user would be NETID@rutgers.edu

e If you use any other address that person is NOT a docusign user.

RECEIVE DOCUMENT VIA EMAIL

Please DocuSign: sign-docl.docx

RUTGERS

School of Arts and Sciences

Laura Gordon sent you a document to review and sign.

REVIEW DOCUMENT

Laura Gordon
Ig639 @rutgers.edu

Laura Gordon - Not a Docusign Account
Please DocuSign sign-doc1.docx
Thank You, Laura Gordon

4 DocuSign

ReviIEwW DOCUMENT

e Must click on ‘agree to use electronic records and signatures

Please Review & Act on These Documents RUTGERS
. Laura Gordon ne s and Sci
Rutgers, The State University of New Jersey S

OTHER ACTIONS +

ADD COMMENT TO DOCUMENT

1. Add a comment about the document

w the documents below. m OTHER ACTIONS »

QaQ«fg e 1

DocuSign Envelopa |D: 4B76DSEQ-11CF-4144.8  HAVE QUESTIONS ABOUT THIS DOCUMENT?
START
Gomments are the easiest and quickest way to get
answers to your questions about this document.

Proposal for signature oK

Lorem ipsum dolor sit ames,

= — su auyu id
Curabitur ultricies pulvinar sodales. Lorem ipsum dolor sit amel, consectetur adipiscing elit. Nam
nequa risus_ vitas facilisis enim mium vel Ouis fristioue sx a arcu frinnila ey matfis
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2. Enter comment, and have it sent to the ‘sender’ (Laura Gordon(

Blit. Aliguam commodo eu augue id scelerisque.

olor sit amet, consectetur adipiscing elit. Nam x
vel. Duis tristique ex a arcu fringilla, eu mattis I'm curious why | need to sign |
magna suscipit id. Aenean blandit, magna sed

prtor ipsum quis magna. Duis nec nibh ac neque B Private: Laura Gordon v

d ipsum faucibus fermentum. Sed massa elit,
vulputate, enim eu feugiat interdum, ex nulla

3. Asthe ‘SENDER’ of the document the SENDER will receive an email such as

RUTGERS

School of Arts and Sciences

Laura Gordon - Not a Docusign Account commented on
Please DocuSign: sign-doc1.doex

Laura Gordon - Not a Docusign Account
I'm eurious why | need to sign

Faowered by DocuSign

4. Then the recipient will receive the SENDERs response

RUTGERS

School of Arts and Sciences

Laura Gordon - Not a Docusign Account commented on
Please DocuSign: sign-doc1.docx

Laura Gordon - Not a Docusign Account
It is an important decument.

VIEW

5. Can see all comments made

CONTINUE aTHER

Dretign Ervmcen I 8740860 11C3-4140 10K ABMIIETE)

Propasal for signature

T xsions why | e fn sign

[ —E—

rbeedhun, servper iishiue. magna. Deoree: wipulale veil Bgel nih sus
‘suiamod, Donec augue s, inddunt nec FCUs o, iiguet ravida quar.

Bui n

Page



SIGN DOCUMENT
If comments were made, hit Continue to proceed with signing the document

View document, click on. Signature to add signature

00507 Eneipe D 4BTIORED.11CE 4 A BIIE SABHZIETING

Proposal for signature

Lore ipsum doloe sit amet, cansectetur adipiscing oit. Allquam commodo eu augue id scelersque.
Cobllr irkon (e dolan. s gy dce o e, commeiese i skt Nam
peflentescue neque fisus, wiae faclisis enm nuinem vel. Duis Fistique

e s Suspendese eccumesn rmeges K eim Inckus fementn. Sed meses s
rstiue at mi eget. luctus dgnissm jusio. Maurs vulputate, enim eu feugil nterduem, ex
sollcitudin massa, & ulices sl mi vel 1rem.

=

et pharelra vm«:m fockshs pubinar acii, Suspenciass polerk Prin mate get magns !
imperdiel

W ot LUl ana Lo WS OBl et VG S 5 SO ol

sUsmod Donec augus orc, finciunt nec tacus et siiquet gravids quan.

Pullontoqus batbwt ot Makee mpacs o nakes o mlcaunds armse 40 Apl agesias. Due
I Vivarmus fringilla

Signature
Date: 14/

SELECT A SIGNATURE TO USE
Since this is being done by a NON-DOCUSIGN account, it is not possible to adjust the signature or your
profile. Click ADOPT and SIGN to complete the document

Adapt Your Signature

Pt

Laurs Gorden - Mot a Docusion Accowt

sevEw

Decssigsa

Cbmu Gordan — M Docvsign, Nuced e

pr—

Then click the FINISH button on the top right of the page

Once complete, you may. DOWNLOAD or PRINT the signed copy (but you do not need to)

WHAT THE SENDER SEES AFTER SIGNATURE
The sender, will see that you have approved / signed the document

Sent Q, Search Sent and Folders = FILTERS

Filtered by: Date (Last 6 Months) Edit

Subject Status Sent
Please DocuSign: sign-doci.docx 10/1/2019
Completed MOVE
[7] v To: Laura Gordon - Not a Docusign Account omplete 02:38:27 pm M

The sender will also receive an email that the document has been completed.
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RECEIVE AS A DOCUSIGN USER

RECEIVE AN EMAIL AND SIGN DOCUMENT

- Same options as the prior example

LOGIN TO DOCUSIGN

OVERVIEW Last 6 Months

I © Action Required 1

(©) Waiting for Others --

Welcome to DocuSign

WHAT'S NEW

Comments
Ask and answer questions about documents and
receive real-time comment notifications. More Info

Bulk Send for Multiple Recipients
Include multiple recipients in each envelope. Send
to more recipient types and specify envelope

1. Click on Action Required

Action Required
Filtered by: Date (Last 6 Months) Edit

Subject Status

o Please DocuSign: sign-doc1.docx Need to Sign

From: Laura Gordon

[Q 5 Q 2= FILTERS
Last change Folder
10/1/2019 SIGN -
03:07:27 pm

Looking for more? | Edit your filters

2. Click on SIGN
3. Sign Document

aasseE o
[ ————

START

Proposal for signature

e ipsum dolor sit amed, consectetur adpiscing et Aliguam commodo eu sugue i scelerisque.

sapien semper, Cras ruirum semper nisi, & Matlis Magna SusCipit id. Aenean blandt, magna sed
maximus mattis, est ipsum convalis leo, ipsum quis magna. Duss nec

mollis vulputate. Suspendisse accumsan magna id ipsum fsucibus fermentum. Sed massa i,
tristique at mi eget, luctus dignissim justo, Mauris vidputate, enim eu feugiat inferdum, ex nula
sollictucin massa, a ultnoes nisi mi vel lorem

C o augue, & Quisque.
et pharetra. Phasellus fackisis puinar lacia, Suspendisse potent. Proin mattis eget magna et
mperdiet. Alquam volutpat magna ef ost tincdunt biandi. Donec nisi orc, effcitur condmentum rsus

interdum, semper Iristique magna. Donec vulputate velit eget nibh euismod, eu consequat melus
ouismod. Donec augue ord, ncidunt nec lacus af, alkquet gravida quam.

Pellentesque haditant morbi Irstique senectus et netus et malesuada fames ac urpis egestas. Duls
dignissim eget mauris in molessie. Morbi viverra risus Id interdum lobortis, Vivamus fringila tortor ac

vel thoncus. M pellentesque
dui, in placerat ieo portitor a. Nulla pharetra purus vitae magna sagits, luctus facina Kicus viverra,
Vivamus nec sl non eros feugiat tempor. Morbi Encidunt luctus neque, nec mollis orG vestbum
quis. Curabitur lacus nisl, venenatis ac volutpat ou, pharetra at est. Donec lectus nibh, consequat ut
fulrum ut, egestas non nbh. Ut maximus varius massa, vuiputate elesfend tellus tincidunt id. Sed ut
diam porior tallus blandit molesbe. Sed tistque lacus K gravida varius. Mauris dul lorem, dapibus.
et eros et. commodo congue enim.

Print Name; S¥P1¢ docusiza use
signatyre: E
te: 10701728
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Adopt Your Signature

Gonfirm your name, initials, and signature.
* Required

Full Name™ Initials

sample docusign user sbu

SELECT STYLE DRAW

PREVIEW Change Style

DocuSigned by: DS

sample. dowsign wer | SU

426F142418274EC...
By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | {or
my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial

ADOPT AND SIGN CAMCEL

4. Click on signature can CHANGE your style (since you are LOGGED IN), hit DRAW, and ‘using
mouse’ draw sighature to use

Adopt Your Signature

Canfirn your same, initiais, and signature.

* Required
Full Name* Initials*
sample docusign user sou
SELECT STYLE DRAW
ORAW YOUR SIGNATURE Clear

g Adop! and Sign. | agrea that the signture and initisis wil slectronic rej o nd initials tor all purposss when | jor
158 tham on docUments, Inchasing Ieqally BinGing CONCTS - JU=1 1he SaMe 25 8 pen-and-paper SgNAMLES o mita)
ADOPT AND SIGN CANCEL

5. Select change your style

Adopt Your Signature PRI L5
dousign. usr | SOU
-426F142418274EC .,
Confirm your name, initials, and signaturs.
* Required
DecuSigned by:
Full Name*

AU

simple nocm.ica,n, ey

426F142418274EC

sample docusign user

ADOPT AND SIGN CANCEL

SELECT STYLE DRAW
DecuSigned by:
PREVIEW sample W vsen
DocuSigned by: DS
426F142418274EC,
N DS
Sample. ;Lowﬂg/u wsLr Shu
426F 1424182T4EC... SBU'
By selecting Adopt and Sign, | agree that the signature and initials will be the elect
my agent) use them on documents, including legally binding contracts - just the s{
DocuSigned by: DS

Snmple Mﬁ? vier | STU

After select signature, select to ‘Finish and Sign’

Docusign — Basic Class



CHANGE YOUR DOCUSIGN PROFILE/PREFERENCES

- Login to docusign
a. Docusign.com
b. Login as: netid@rutgers.edu
c. Login using CAS (Netid and Netid password)

CHANGE PREFERENCES
This sets your address, photo, position

Personal Information

To configurs what Information i shersd whan you sign, et Frivacy & Securty

o n your new DOCUSKN Prafile. Click the meny Sbovs and chooss My Profi’.

UPLOAD PHOTO

Company and Job Title

Company
Futgers School of Arts and Sciences

dob Title

Address and Phone

Address

city

Ragion/Province

Postsl Code

CHANGE MY PROFILE

HOME MANAGE REPORTS @ .
: Rutgers School of Arts and Sciences
Bl Information 9
(Default)
. . . . docusigni@sas.rutgers.edu
i ! Jacy g
what information is shared when you sign, edit Privacy & Security 73297000

My Profile

My Preferences

Log Qut
:an now manage information on your new DocuSign Profile. Click the menu ¢

- Profile Settings allows you to adjust, Signature, Privacy, Apps, Languate & Region:

Page
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SAS Docusign
dc

s and Sciences

PERSONAL

My Profile Information

Manage your personal profile information to control what details are shared with other DocuSign users.

Name SAS Docusign >

Email Address docusign1@sas.rutgers.edu >

Company and Title Rutgers School of Arts and Sciences >

Address and Phone >
CHANGE SIGNATURE

Click on Signatures in profile settings

- Add New Signature — click CREATE

Create Signature

Full Name | Laura Gordon| Initials | LG

CHOOSE DRAW UPLOAD

By clicking Create, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | (or my agent)

use them on envelopes, including legally binding contracts - just the same as a pen-and-paper signature or initial

CREATE CANCEL

Options: Choose, Draw, Upload

e Choose
o Here you can a select your signature / Initials from a variety of fonts
e Draw
o You can ‘create’ your signature using your mouse or if you have a touch screen your
finger/stylus
e Upload
o Upload your signature from a file which exists on your computer
o For this class, you have downloaded a file, docusign.zip
o Extract this file, you will see a document: t
= test-signature.jpg
= test-initials.jpg

O

Upload both files to your profile
Click CREATE Button

O
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o You will be asked to LOGIN again into your account (remember to login as
netid@rutgers.edu)

SIGNATURE REQUIREMENTS
1. Must be less than 200k

2. Steps
Solid White Sheet of paper
o Use Marker to create SIGNATURE
o Use Marker to create INITIALS
o Take PHOTO of both files or SCAN using RICOH
o Save scan onto computer

o Resize image / rotate image if needed
3. To reduce size can use online tool: resizeimage.net
4. Resize on local computer by ‘exporting’ to a smaller size
5. Must create BOTH Signature AND Initials

Create Signature

SIGN DOCUMENT WITH SIGNATURES

When you are signing the document, by default it will use the signature as selected in your profile.
you CLICK on the signature option, you will have an option to EDIT the signature format.

When SIGNGING a document you cannot ‘upload’ a new signature file. This must be done via the

docusign application.

My Signatures and Initials

+ ADpD

DocuSigned by: os
© Laura Gordon it Yl
CS761B4CT40B455

ADOPT CANCEL

Page
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WORK WITH SIGNATURE FILES

1. Sign your name with a marker on a white sheet of paper
2. Take Image with your cell phone or scan via printer

3. Send the file to yourself, so you can store it on your local computer (either via scan or photo
image)

CREATE TRANSPARENT .PNG FROM .JPG

A regular ‘jpg’ file keeps the ‘white background’ on the back of the paper, to remove this background,
your goal is to create a transparent .png file

https://onlinepngtools.com/create-transparent-png

1. Upload test-signature.jpg (from zip file), or use your own signature pg

<> onlinepngtools e

4, png transparency creator
World's simplest online Portable Network Graphics transparency maker. Just import your PNG image in the editor on the left and you will instantly get a
transparent PNG on the right, Free, quick, and very powerful. Import a PNG - get a transparent PNG. Created with love by team Browserling

€ announcement
Super exciting news! We just launched MATHURLS ~ a fun math news reader. Check it out!

transparent png

%wf A/M /3’ uf mgé{

2. PressSave As...
3. Press DOWNLOAD
4. Name file and store on local computer
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RESIZE IMAGE
For an image to be uploaded to docusign, the image must be less than 200k

https://resizeimage.net/

1. Upload an image, select the transparent .png file
2. Scroll down to RESIZE Image, if an image was taken on phone, try to resize 30%
3. Select Transparent PNG & GIF option

4. Resize your image

Resize the image by percentage, or resize it to be exactly the size you specified, for example: 1366x768 pixels.

30 % 230 x 129 px Keep Aspect Ratio
Fill in the background with a solid color if the proportion of image changed:

Auto Mode ~ No Fill( will cause image distortion ) ~ White = Black € Transparent( PNG & GIF ) © Custom Color

4. Scroll to bottom, click Optimize your image, click RESIZE Image Button, verify the New Image
size is less than 200k

7. Optimize your image( optional ):
Optimization options:

O Default compression Lossless compression ~  Lossy compression

Resize Image Compress Image Compress JPEG Webp to JPG PDF to JPG HEIC to JPG

Old Image: 768x432 pixels( 123 KB )
New Image: 230x129 pixels( 17.5 KB )

View Image, Download Image, Show QR Code, Resize Another Image

5. Click Download Image Link to SAVE IMAGE to your local computer

Page
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