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DocuSign Review and Sign Document Job Aid
All signatures are sequential based on Sign Order.
External signatures are required first. External Contracts will receive an email with a link to DocuSign for e-Signatures.
Once External Contacts are finished signing, an email notification will be sent to the Internal Contacts to begin signing. Signers can also view the notification in their Worklists.
1. The Signer will receive an email notifying them to review and sign a Contract.
2. Click the Review Document button in the DocuSign email.
[image: ]








	

3. Click the agreement statement checkbox and click Continue in the DocuSign page.
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4. Review the Document.
5. The Sign icon will display where that signer needs to include a signature. Users are only allowed to sign where the Contract Administrator has marked for them to sign.
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6. Enter the signer’s Full Name and Initials.
7. Click the Adopt and Sign button.
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8. The signature displays in the Signature line.
9. The Signer can download the signed document and DocuSign certificate for record keeping purpose by clicking on the Download button.
10. Click the Finish button.
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11. DocuSign will display a message that the user is finished.
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eSignatures DocuSign – Assign to Someone Else:
1. If the Signer needs to reassign the document for signature, click Other Actions in the top right of page and select Assign to Someone Else.
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2. Type in the Email Address for the New Signer, New Signer’s Name and Reason.
3. Click the Assign to Someone Else button. 
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4. The following message will display:
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The new signer will receive a notification to sign the contract. Follow the steps to review and sign the document.
Repeat the steps for other users to reassign the document, as needed.





After all required signatures have been received, an email will be sent to the document owner that the document is complete.
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eSignatures DocuSign – Decline to Sign:
1. To decline to sign, select the Other Actions dropdown within DocuSign and click Decline to Sign.
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2. Click Continue on the Caution screen.
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3. Enter reasons for declining and click the Decline to Sign button.
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4. DocuSign will display that the signer has declined to sign.
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5. All signees will receive an email notification regarding the declined signature.
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6. The Contract Administrator will click the Cancel Signature Process button in Core-CT.
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7. Enter the Comments and click the OK button.
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8. To update the Contract Document, return to the Collaboration process.
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If at anytime the Contract Administrator wants to see the status of signatures, click the arrow to expand the Signing Details section.
Click the Get e-Signatures Status button to refresh the status.
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