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Development Phase



Agenda

• DocuSign Benefits & Cost

• DocuSign Process

• Samples (Signing Group, Workflow, Form, & Email)

• Let’s get started!
• Live review of form

• Next Steps
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Why Use DocuSign?

• Benefits of using DocuSign:
• Legally binding

• Gather signatures within campus or outside of campus

• Ability to re-route envelopes

• Automatic reminders for approval

• Diminish the use of paper documents
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*Grant funding is not accepted



Why Use DocuSign?

• Documents sent are known as envelopes
• Envelopes act as packages for documents

• Each envelope has an individual status that can be tracked

• E.g. Completed, Voided, Waiting for Action

• Envelope Sharing
• Allows users to collaborate on envelopes

• Can gain visibility into other user's envelopes

• Ability to take action on other user's envelopes
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DocuSign Costs

• Initial 3 months in Production will be cost-free

• Cost per envelope - $2.37

• Billing is based on monthly usage

• Grant funding cannot be used to cover DocuSign costs
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DocuSign Process
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DocuSign Process (cont.)

• The form’s workspace will be available through a MS Teams channel

• Advantages of using Teams:

• Easy communication

• Documentation exchange
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This is an example of what a Teams channel for a specific form will look like.



Signing Groups
• Signing Groups allow you to send an envelope to a predefined group of 

recipients and have any one member of the group sign your documents 

• When you send an envelope to a signing group, anyone can open it and 
sign it with their own signature

• Example: 
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Payroll Signing Group

Assistant Director Senior Payroll Analyst Payroll Tax Analyst



Workflow Sample 
• Envelopes follow a predetermined workflow and route to the 

designated recipients.

• Workflow Samples:

Employee
Signs

Payroll Signing Group 
Signs
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Outside Vendor 
Signs

Purchasing Signing 
Group
Signs

Department 
Head 

receives a copy

1

2 Purchasing 
Department Initiates

All parties receive a copy of the completed form.

Payroll Department 
Initiates 

Completed - all parties 
receive a copy

Buyer 
Signs

Completed - all parties 
receive a copy



Form Sample
• In DocuSign, you can designate 

separate fields based on the 
recipient.

• Examples:

10

This is the form page of a Template in DocuSign. Orange boxes denote 
different fields required to be entered based on the recipient.

Area 1 is for the initiator to enter

Area 2 is for the recipient to enter



Email Samples
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This is the email the initiator will receive for this SBS form.
This is the email the student recipient will receive for this SBS 
form.

This is the email all parties in the workflow will receive after the 
document has been completed.

Department 
Signs

Student 
Signs

Both Receive a 
Copy

Please sign Repayment Agreement Form 
All parties have completed signing.



Email Verbiage
• Automatic reminders to take action every 3 days

• Please provide all email verbiage in a word document

• Sample:
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This is a sample of the layout for desired email verbiage. 
Please note the workflow step and email step indicate 
which part of the workflow and which recipient this 
verbiage is intended for.



Let’s get started!
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Next Steps

• Department must submit their desired email verbiage

• After the developer builds the form in DocuSign DEMO, the 
business analyst will contact the department for testing

• After the form is tested and validated, it will be migrated to the 
Production environment
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Next Steps - Testing Phase
• How to access DocuSign DEMO and PRD

• How to test the form:
• Test & Validate form functionality
• Test & Validate workflow
• Test & Validate email verbiage

• Departments will be expected to test their form within 3 to 5 business 
days

• Sign Off
• Department gives green light
• Developer migrates form from DEMO to PRD
• Test once in PRD
• Form is handed off to department
• Post Development
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Thank You!
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