[bookmark: _GoBack]DocuSign Process Overview
DocuSign is an electronic signature program which the University of Colorado has purchased to use for expediting the execution subcontracts/amendments.
Steps to execute a Subcontracts/Amendment through DocuSign:
1. Once a subcontract has been fully negotiated, please provide the Subcontracts team with the following information:
a. Name and email of Authorized official of Subrecipient who will sign via DocuSign. 
b. Most commonly checked email of the University of Colorado Denver PI.
c. Requisition/PO number. 
2. The Subcontracts team will then initiate the signature process in the DocuSign program.
3. DocuSign will automatically send out the subcontract via email in this order*: 
a. UCD Admin: To approve the document
b. Subcontractor Authorized Official: To electronically sign the document
c. UCD PI: To sign the document
d. UCD Authorized Official: To sign the document
*Some institutions may request other approvers approve the document before the Subcontractor’s Authorized Official signs the document.
4. At the same time that the DocuSign email is started, the Subcontracts team will confirm that the MarketPlace Requisition/PO is correct and that funding is available.
5. After the MarketPlace Requisition/PO and funding are confirmed, and all other parties have signed via DocuSign, the UCD Authorized Official will review and sign and fully execute the subcontract.
7. After the subcontract is fully executed, DocuSign will automatically send out a copy of the fully executed document to all approvers and signatories for their records. 
8. The Subcontracts team will upload the fully executed subcontract into MarketPlace and approve the Requisition/PO.






Process for Persons Approving Documents in DocuSign
I. DocuSign will send an email to the UCD Admin’s email address that looks like this: [image: ]
II. Click the Button that says “Review Document”. 
III. DocuSign will open a new screen in your internet browser with the document you need to approve. Click Continue. PLEASE NOTE: Regardless of what the emails say – you do not have UCD signature authority and will never sign the document. 



IV. There will be an “Approve” button at the top of the subcontract document. Once you review the document and confirm it is correct, scroll to the very top of the document and click “Approve”. If there are issues with the document, please contact the Subcontracts team.
[image: ]

V. Once you click “Approve” the subcontract screen will disappear and take you to the DocuSign default Log In page. STOP. YOU DO NOT NEED TO CREATE A DOCUSIGN ACCOUNT. At this point the subcontract has gone on to the next person in the DocuSign process and your part is complete. You can close out the tab or browser at this time.
[image: ]
Process for Persons Signing Documents in DocuSign

I. DocuSign will send an email to the UCD PI’s email address that looks something like this:
*If the Subcontractor/PI cannot find the email, please have them check their Spam folder. 
[image: ]
VI. Click the Button that says “Review Document”. 



VII. [image: ]DocuSign will open a new screen in your internet browser (see below) with the document you need to sign.
VIII. Click the “Continue” button to unlock the document.
IX. Review the Document and confirm it is correct, then scroll back up to find the “Sign” button.
If there are issues with the document, please contact the Subcontracts team.
X. [image: ]Click the “Sign” button and a second screen will pop up titled “Adopt Your Signature.”
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XI. [image: ]This screen allows you to change the way your name appears on the document. Please use your legal name when signing the document. 
XII. Once you are satisfied with your signature, click the “Adopt and Sign” button.
XIII. Your signature should appear on the Document along with the date you signed the agreement. 
[image: ]
XIV. To send the signed document to the next signatory, click the “Finish” button at the bottom of the screen.
[image: ]
XV. A “Save a Copy of Your Document” screen may pop up after you click the “Finish” button. You do not need to sign up for a DocuSign Account. Please click the “No Thanks” button. 
XVI. A screen should now appear saying “You have successfully signed your document using DocuSign”. This indicates that you have completed signing the document. 
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XVII. Once all parties have signed, you should see the following email, which contains the fully executed document. 
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image4.PNG
Please Review & Act on These Documents

Bemnadette Nguyen
University of Golorad

Please review the documents below. OTHER ACTIONS +
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OTHER ACTIONS
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(b) Subrecipient shall report any financial conflict of interest to Prime Recipient's Administrative
Representative, as designated on Attachment 3A. Any financial conflicts of interest identified shall
subsequently be reported to NIH._Such report shall be made before expenditure of funds authorized in
this Subrecipient Agreement and within 45 days of any subsequently identified financial conflict of

interest.

Al other terms and conditions of the Subcontract remain in full force and effect.

By an Authori (UCD OGC) of Prime Recipient: By an Authorized Offcial of Subcontractor: ~ (Emory)
6/14/2016

Name one

Name one

Title Title

Acknowledged by Principal Investigator (UCD PI) of Prime
Recipient

Name o

Title
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Adopt Your Signature

Gonfirm your name, initials, and signature.
Full Name.
Elisabeth Short

Select Style

PREVIEW.
DocuSigned by:
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-A3383DCO33BEATD...

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





image7.PNG
Al other terms and conditions of the Subcontract remain in full force and effect.
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By an Authorized Official (UCD OGC) of Prime Recipirt: By an Authorized Official of Subcontractor:

Name Name

Title Title

(Emory)

Acknowledged by Principal Investigator (UCD PI) of Prime
Recipient

Name o

Title

July 2008 FDP

FY14.580,001_AMD2_EMORY pdt
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OTHER ACTIONS
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You have successfully signed your document using DocuSign
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Now that you have seen how easy it is to sign a document with
Docusign, try it for yourself. Join more than 40 million DocuSigners
who sign and send documents in minutes. Get your 30-day FREE Trial

today!

REFER DOCUSIGN TRY DOCUSIGN MOBILE KEEP BUSINESS DIGITAL™

ey

Get 3 $20 Amazon com Gift Card for Finish signing your document anywhere, For individuals, small and medium

every friend that buys an annual plan anytime and on any device business or enterprise, we have 3 product
to match.

Trusted by millions of users worldwide

Linked [ salesforce REMBX  MCKESSON YAHOO!
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Your document has been completed

REVIEW DOCUMENT

Bernadette Nguyen
bemadette nquyen@ucdenver edu

All parties have completed Please DocuSign:
FY14.580.001_AMD2_EMORY.pdf.

DocuSign,

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.
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@7 University of Colorado
Denver | Anschutz Medical Campus

Bemnadette Nguyen sent you a dos
sign

REVIEW DOCUMENT

Bernadette Nguyen
bemadette nquyen@ucdenver edu

Elisabeth Short,
Please DocuSign FY16.805.001_SUB_HPI.pdf

Thank You, Bemadette Nguyen
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SUBCONTRACT
AMENDMENT NUMBER XXX (X)

Prime Recipient Subcontractor
Institution/Organization ("Prime Recipient") Institution/Organization ("Subcontractor or Subrecipient")
Name: Regents of the University of Colorado, Name:
abody corporate, for and on behalf of the
University of Colorado Denver Address:

Address: University of Colorado Denver, Office of Grants
and Contracts, Anschutz Medical Campus Bldg. 500, W1126,
13001 E 17" Place, Mail Stop F428, Aurora, Colorado 800435
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[8) Most Visited @ Getting Started
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Send, sign and approve documents

from wherever life takes you

GET STARTED

Meet DocuSign: the easiest way to get things done

Electronic signatures are just the beginning. DocuSign make: ) mple, secure and fully ¢
ot ith your





