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WHAT 1PDOCUSIGR

https://it.rutgers.edu/docusign/

520d{ A3y Aa wdziaSNEQ St SOGNRBYAO aAayl GdzNB LI I GF2NY
administered by department staff who complete DocuSign training.

With DocuSign, the university has moved to replace papensive processes with an online tool accessible
from phones, tablets, and computers. Rutgers departments and units now have access to a sigoatuze
tool to verify, route, track, andtore documents requiring signatures

It is a legally defensible signature

Do NOT need an official account to use

Can be set to outside of Rutgers

Official documents

Anything needing a 'signatureffer letter

ntt, ptl (we created an app to do thand wok with docusigh

=A =4 =4 =4 -4 4

REQUESDOCUSIGIERVICES

If you would like to CREATE TEMPLATES, CREATE POWERFORMS, SEND ENVELOPES (Documents), please «
WORK ORDER, requesting Docusign Permission to send forms.-IAmp&A8n will create this account for you.

LT &2dz It NBIFRe KIFIZS | WONBIGSQ I 002dzyli 6AGK R2O0OdzaA 3
work order and let us know, so we can move your account over and we can assist.

NEEDASSISTANGEDOCUMENTATIONITHDOCUSIGR

Our hope is thaeach person will be able to build their own forms and send out documents. If you need
assistance or if you need special customization options, please create a work order. In the work order be
specific that you need assistance with a DOCUSIGN FORMiIll Waeressupport available specifically for these
types of customizations.

Additional Training / Documentation

https://it.rutgers.edu/docusign/

Login to Linkedin Learning (using your netid)
https://www.linkedin.com/learning/search?keywords=docusign&software=DocuSign&u=76115650
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https://it.rutgers.edu/docusign/
https://it.rutgers.edu/docusign/
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HLES NEEDED FAQR\SS
https://www.sas.rutgers.edu/cms/training/images/docusign.zip

visit:

https://sasit.rutgers.edu/docusign
(Scroll to bottom of page for project materials)
SAVE this file docusign.zip onto local computer
Extract the file

FileContents:

- 2020-powerform-test.pdf (powerform pdf file for application)

- independentstudy-form.pdf

- independentstudy¥ 2 NY H ®PLIRFT 6042 dzaS F2NJ WNBLX I OSYSy (i Qo
- researchaccountrenewal.pdf

- samplepassport.jpg

- signdoclpdf (document with 1 signature)

- signdoc2.docx(document with 2 signaturgs

- ssncard.jpg

- studentemployentform.pdf

- test-signature.jpg (sample signature)
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https://www.sas.rutgers.edu/cms/training/images/docusign.zip

DOCUSIGENVIRONMENT

A

We have been advised by OIT that the creation and testing DbaliSignemplates and powerforms
should be done in oulemo environment

The main reason for this change is that the produciimtuSigrenvironment creates legally binding
documents.

When you want to create a neldocusigrprocess, you should begin in tdemoenviromrment.

Create and test your process(esydiemoand when you are ready to go live, you will move the
template(s) to the production environment.

Thedemo environment operates in the same fashion as production and you will have the same level of
access.

The screen colors are differer@nd all emails sent out from the system have a SAS logo that clearly
statesDEMO.

Additionally, completed envelopes in tilemo environment state that the document is a
G5SY2yaidNr A2y 520dzYSyid hyteéo

DocuSign eSignature Home Manag Templates Roport: . RUTGERS e

[T —

sign or Get Signatures  [IESEIN

Production Environmnt:

DocusSign eSignature Home Manage Templates Reports > RUTGERS @

Sign or Get Signatures [

QREATIDOCUMENT IDOCUSIGN

LOGIN TdDOCUSIGKDEMCENVIRONMENT)
Visit:demo.docusign.net

Login:NETID@rutgers.edu

It is important to ALWAYS login[dETID @rutgers.eddo not login as
NETID@english.rutgers.edior example)
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INDEPENDENSTUDYPROJECKFORM

PURPOSE OF FORM

This form is for a student to complete ahdve their faculty advisor approve of an Independent study project /

O2 dzNBE S o ¢KS aiddzRSyG AyAldAlrGSa GKS WaSyRAy3IQ o0& 02Y
email. Next the faculty member will complete with their specific detaild if they approve or not.

GOALINORKSHORP
1 Use ROLES and Specify Names/Emails
9 Private message to recipient
1 Set Email Message (private message)
91 Drop down field
1 Create Custom Field
1 Restrict field value (Year)Validation
1 Swap PDF for New One

Click to crate a NEW Template

NEW My Templates

Create Template

Upload Template Narme

Create PowerForm M Summer Travel Application
Eligible for matching

[ Al Templates

-i- Deleted |_| Mulltlple Slgnaiure Template
Eligible for matching
¥ FOLDERS ar []__Sample Proposal Document
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Build Template and Recipients:

- Template Name & Description
- Add Document
- Add Recipients

Add Documents to the Envelope

Enter a Recipient ROLE, this
way when you USE the
template you can select any
recipients that you want to
receive this document

Document Independent Study Form

DEFINEROLES RECIPIENTS

i Studentc leave Name & Email blank
Faculty Sponsarleave Name and Email Blank

Administrationd SET THIS TO A SPECIFIC NAME and EMAIL
TS {GdzRSyd FyR CIOdAf G {LRya

= =4 =4 =

Undergraduate Cha#y SET THIS TO A SPECIFIC NAME and EMAIL

2N gAff 3ISG O2YLIX S

if the STUDENT initiates he process, they will fill in their personal name / email and complete the faculty

member name and email

ADD ASPECIFIEMAILMESAGE TEARTICIPANT

Add Recipients to the Envelope

ender, you automatically receive a copy of the completed envelope.

Set signing order

1. / £t A0]1 WY2NBQ
2. Click add private message
3. 9Y(SNJ aLISOAFAO YSaalras G2 3A2

Page
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BUILDTEMPLATE

Add fields for STUDENT
Undergraduate Independent Study Project Form
Enter Course #: €%t # of Credits: Text  Semester: Year: Text
Name of Student: Full Name Date: Date Signed
RUID: T&xt Email: Email

Descriptive Title of the Project:
Text

to be used:
Text

What is to be submitted for final evaluation?

Text

Describe the nature of the project including its purpose, an outline of the work to be done and the materials

Add fields for Faculty Member & Chair

The only chair fields are: Undergraduate Chair Signature and Date

Faculty Sponsor Name:
Full Name
Faculty Sponsor Email:
Email
Faculty Sponsor Role:
Text
Rutgers Credit? Faculty Initial:
) YES () No T
Faculty Sponsor’s Signature: Date:
s Date Signed
Undergraduate Chair’s Signature: Date:
v Date Signed
Office Use Only:
SPN#:
Index #: Text
Section #: Text
Administratexdlame: Date:
Full Name Date Signed
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DROPDOWNLUSTHELD

C2NJ 0KS {SYSaidSN)I aSidi GKA&A a | WRNRLI R2gyQ GeL)S 27
Formatting ~
e ~ 1. Specify the DATA LAB&Lsemester
semester 2. OptionsA LIST
a. Enter: Spring, Summer, Fall,
i ~ Winter
LisT SERIES 3. Default OptionA select spring
Fill in the list of options. 4. SAVE AS CUSTOM FIELD
| Spring |)‘ When it is saved as a custom fieldzan be
| Summer |>< selected for another form
| Fall |)(
| Winter |)(

<+ ADD OPTION

Default Option
| Spring A |

Edit Values

Save As Custom Field

Delete

HELDVALIDATION
Pre-formatted options

- # of Credit®p select to be NUMERIC ONLY
- Validation = NUMBERS

Custom Option
Uses REGULAR EXPRESSIONS

- Require 4 digits: "\ d{ 4}$

- Requires: 20 thenQ, then G9: [ 2][0][0 - 2][0 - 9]$
- http://regexstorm.net/tester

- https://www.petefreitag.com/cheatsheets/regex/
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SnviTcHPDF

If after making a template, you realize you need to change your pdf docusfightly, it is possible to SWAP the
pdf with another one, without losing any of your work.

L¥ @2dz WO95L¢Q @2dzNJ 4SYLIX IGST 2NJ w32 o6F01Q G2 NBGdzNY
l RR 520dzv¥Syidia (2 (GKS 9y @St 2oiteile tamne idk RBPYACEKS Wo R2 0 a

Add Documents to the Enveli

independent-study-form.pdf
1 page
Replace ‘
Download Document
Rename Document
Add Recip peiete Document elo
As the sender, you  View Document wott

To replace the file, select the independestudy-form2.pdf, to see how the fields are saved, you can just move
GKAYy3&a I NBRdzy RX

Undergraduate Independent Study Project Form

Enter Course #: &%t # of Credits: Text Semester: Spring - Year (YYYY): Text
Name of Student: Full Name Date: Date Signed
RUID: 'ext Email: Email

Student Major:

Text

Descriptive Title of the Project:
Text

Describe the nature of the project including its purpose, an outline of the work to be done and the materials
to be used:
Text
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CREATIPOWERORM ANDIEST
Save / Close all changes made

wSlhdzNy G2 Wae ¢SYLX I G8aQ tAadAyT

RPN F2N¥z Of A0 WRNRICR&sPOWEFYEEG (2 dzasSxz &St S

My Templates [Q searen wy Tor | = eurens

Namo Owner PowerForms Greated Date LastChange v Folders

Independent Study Form 201172020 302020 -

=
U it for matehing Leamt Gordon o3 cte 1osazean  22wsepm &=
Edit

Research Account Renewal 2126/2020 st2/2020
U Elginle for matcing Laare Gerden o1 hcte otgei7pm  120%20pm o

Student Employment Form - TEST 2/18/2020 2+8/2020

Laura Gord 1 Acti

o Eligible for matching ra Gordon o1 hetre 11:05:29 am 02:49:47 prm

Student Employment Form 211772020 21872020
o Eligible for matohing Laura Gordon @1 Active 04:15:19 pm 09:49:06 am

It is possible to edit the Name, Subject, Instructions (for first SIGNERnbreate to create the form.

SUMMARY  OPTIONS

Create PowerForm

PowerForm Name

A PowerForm s an envelope initated from a URL that you make avallable for signers to
Independent Study Form

complete.
Name * Template  Replace

[ imaspendent study Form | Independent Study Form
Email Subject *

‘ Piease DocuSign: independent-study-form2 paf |

Instructions for First Recipient Only

ing role listed below. Signers wil receive an
email inviting them to sign this document.

CREATE

PowerForm URL

URLLINK  EMBED CODE

Test out the form and see how it works.

To MANAGE power forms visit: MANA&EPowerforms
you can DOWNLOAD results, EDIT,

Base Power Form - Summer Travel e
[] Appication 3 o sctive e bownioso | v
Base Power Form - Summer Travel Application

Eait
sas View Envelopes
Expense Late Form - History Docusign o
oy URL
01 Eepenss Late Farm - History s @ hctive Testing - !
Demo Deactivate
Change Sender
Expense_Late_Form TEST3 Matthew
Late. 0 Act
U expense Lats Form ® Active Wosniak Delete

Page



STUDENEVPLOYMENFORM

PURPOSE OF THERM

This is a form thadn administrator initiates and sends to teaudent to complete. The administrator fills out

the job details, then the student completes their personal details including uploading a pdf/jpg of their passport
and social security card. Once the student has completed their details the documentaghe® bhe

administrator for verification then to the business office for final approval. Lastly the administrator gets the
final copy for their files.

(GOALS OWORKSHOR
1 Add multiple Roles (some are the same role additional times)
1 Create READONLY Fields
9 Create Conditional Fields
1 Use of Attachment Specifications

Roles to Create:

Administrator
Student
Administrator
Business Office
Administrator

=A =4 =4 4 =4

Upload file: studenremploymentform.pdf
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Full Time Student Employment Form

Student / Employee Details

. Email
Email:

Full N
Student Name: ame
o [Select v|
Position Type:
Text

Hiring Manager and/or Supervisor: Text

Text
Start Date:

If New Address, go to https://my.rutgers.edu/portal and update Employee Self Service

Text Text
Social Security Number RU ID#:
. Text
Employee ID (if known):
Text Text Text

Legal First Name: Middle: Last:

Text
Date of Birth:

Text
Permanent Address (in US):
Text Text Text

City: State: Zip:

Text Text
Home Phone: Cell Phone:

BUILDROLES ANSETHELDS FARDLES
Assign DATA LABELS for ALL SIELD

Set fields for ADMINISTRATOR:

Page 1.
9 Position Type (drop down fielgdDouglass, Livingston, Grader, Other)
9 Position type text (text fieldd just below the drop down
 Stat Date
9 Hiring Manager
Page 2:
1 Pay Rate/Houc Drop down ($11, $12, Other)
1 OtherPay Rate
1 Job Class Code: READ ONLY, value = 05100
1 Org Ild: READ ONLY, value = 10331
1 Location Code: READ ONLY, value: 3011

Page
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Set fields for STUDENT
Page 1:

i Student Reference fields:

1 Name, Email, SSN, RU ID, Employee ID, First Name, Mdidle, Last, DOB,cigydstate, zip, phone

Citizenship status: drop down: Citizen, Lawful resident, Not a citizen
1 Proof of SSW, Attachment Proof of Birth Dat&y Attachment

Page 2:

1 Employment History Details
1 Signature: Student, date signed

Page 3:

1 Employee Name
1 Employee fgnature
1 Date Signed

QREATREADONLY/ DEFAULTEXTHELD
T / KSO1 2FF Www9!5 hb[,Q F2NJ 4KS FAStR (2

6S NBIR

T 9yGiSNJ WIRR GSEGQ F2NJRSTFlL dzA & GSEG G2 | LIS N®

1 Note: a field can have DEFAULT TEXT, but not be set to READ ONLY

T 4

E TXT o
Last Department: . Last Job: < TG >

Hiring Unit Details

Pay Rate / Hour; >CLeSt~ Other Pay Rate: “*" /Hour

G R
Job Class Cole—— 4 Org ID: Location Code:

Formatting ~

14 DocuSigrg School of Arts and Scienaeédvanced ClassPart 2
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CONDITIONAHELDVALUES

A conditional field values, allows you to determine if a field is displayed depending spetific value is in

another fields.

Select -

Position Type:
Text

Start Date:

Text

Set Data Labels for Fields:
Be sure to set the DATA LABEL for both Position Type fields

- Drop Down field data label Rosition Type
- Text field below data label = Position Type Other

Steps to Set conditional Rule:

Email
ail:
| Hj

Start Date:

2du/portal and update Employee Self Service

RU ID#:

Middle: Last:

Click on the DROP DOWN POSIT
TYPE FIELD

Click on RIGHT for CREATE
CONDITIONAL RULE

Define Actual Rule

I{U']'(',IZRS

SAMPLE STUDENT EMPLOYMENT FORM

Full Time Student Employment Form

Student Name: oL HaRE

Position Type:

_~ 2. |/ t A OT"poBit6n tye field

1. Select value = OTHER

3. After you click it will turn to STRIPH
4. Click DONE

Create another Conditional Field:

Hiring Unit Details If Pay Rate = Other
Pay Rate / Hour: 21e¢t ~ Other Pay Rate: ' /Hour Al Pav R b
Job Class Cudc: Org ID: o Location Code: o ow ey ate fo be
entered.
CREATIPOWERFORM ANIEST
- Create PowerformWG NB 2dziQ GKS F2N¥Y |yR &aSS K2g Al @62NJa
Page 15



RESEARCACCOUNRENEWAIFORM

PURPOSE dHFORM

This form is for a faculty member to complete when they want to retteir research for the upcoming year.

We will have 3 people complete this form, the Faculty member starts the request, then the adntamistra

reviews it, the chair reviews and comments, then the dean can approve of it. When the faculty member starts
this form for sending they enter the email address for the Administrator, Chair and Dean.

GOALINORKSHOB
1 Copy fields and reassign
1 Collaboratve Text Field (multiple people can edit)
1 Notes Field (hidden from others view)

ASSIGNROLES
1 Faculty Member
1 AdministratorhA assign the name, email (assuming there is just one faculty member in dept)
1 ChairA assign the name, email (assuming there is just@rar in the department)
1 DeanA there is only one dean, the dean will only receive if the CHAIR approves

Pdf: research Renewal.pdf

CoPYHELDS

After entering fields (Name, Initial, Date). Hold SHIFT key down and select each field, #&@hRli><C>
Faculty Signature: -+ Date: Eiie__sfﬂ_ec’
Administrator Name: ______ Initial: __ Date:

Hit <ctrl><v> to PASTE the fields

Please Certify and then submit *

Select the 3 fields
Click on the recipient
on the RIGHT, and
select Chair Person

| certify that all the responses are correct to the best of my knowledge:
s bate 51
Faculty Signature: _ —— Date: Yte Stened

Full Name 3 Date Signed
Administrator Name: Initial: Date: ¢ 2T

Administrator Comments:
B

Chair Name; _[FEteee])

Chair Name: _ Initial: RS Date: (Pate Signed

Chair Comments:

16 DocuSigrg School of Arts and Scienaeédvanced ClassPart 2



NOTEHELD- HELD FOR SIGN@EWONLY

The Note field is a free text field that you can use to enter additionatnmétion to your recipients. You can add

a Note for an individual recipient and the text that you enter appears only during the signing session. Notes are
visible only to their assigned recipient. Notes do not remain on the completed documents. Howaveanyo

use the download form data option to recall and view the information.

For testing purposes, for the ADMINISTRATOR comments use a NOTE FIELD, for the Chair Comments use a

regular field.

Faculty Member

yeo)

Standard Fields

# Signature

DS nitial

o ® ¥

[ Date signed

= MName

& Email
B company

-, Tite

T Text
Gheckbox
=] propdown

@® Radio

Page

9 3] 162% ¥
1@ ISW STIISIIVGS, PISUST USIUIING 1UW UIS TUIIUS WSS USSU UUlIiy WIS IS VIVUSICUTT STt o,

Text

Please Certify and then submit *
| certify that all the responses are correct to the best of my knowledge.
sign

+ igned
Faculty Signature:  —— Date: D2t 319ne

. Full Name » v bate Signed
Administrator Name: Initial: — __ Date: = >'dne

Administrator Comments:
E] This is text that only the Administrator will see. It is' hard coded’

Full N . :
e Initial: =% __ Date: 'Date Sioned

Chair Name:

B Note

Recipient ~

Laura the Admin___ v

Add Text ~
This is text that only the
Administrator will see. It
s’ nard coded’

2

Formatting M

Data Label -

Location ~

Sender Permissions v

In preview mode,
you can see the
administrator notes
in prevew, but only
as administrator
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