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Introduction to DocuSign



Agenda

• DocuSign Overview

• Form & Email Samples

• Features

• Questions

• Live Demo
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What is DocuSign?

• DocuSign (DS) is a software that features electronic forms that 
collect information and route for approval.

• Documents sent are known as envelopes. Envelopes act as 
packages for documents, each with an individual status. 
Regardless of how many documents are in an envelope, it only 
counts as one charge.
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DocuSign Cost

• 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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Why Use DocuSign?

Benefits of using DocuSign:
• Electronically route documents for approval

• Legally binding

• Gather signatures within campus or outside of campus

• Automatic reminders for approval

• Check status of routing

• Ability to re-route

• Diminish the use of paper documents
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Types of Forms
Ad hoc:

One-time use envelopes
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Templates:

Prebuilt envelopes that 
are initiated by 
departments based on 
need

PowerForms:

Templates that are 
accessed through a web 
link and can be initiated by 
the user

Pros: Typical use would be 
one-time contract 
requiring signatures from 
parties outside UTEP

Cons: Department is 
responsible for the setting 
up the forms

Pros: Control over who 
uses the form

Cons: Initial email comes 
from person who 
initiated the form vs 
departmental account

Pros: Form can be placed 
on a website and available 
for anyone to initiate

Cons: Risk of users 
submitting the same form 
multiple times resulting in 
high volume of incomplete 
forms



Form Sample
• In DocuSign, you can designate 

separate fields based on the 
recipient.

• Examples:
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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



Workflow Sample

• Envelopes follow a predetermined workflow and route to the 
designated recipients.

• Workflow Samples:

Employee
Signs

Payroll 
Signs

8

Supervisor 
Signs

Leave Admin 
Signs

1

Employee Initiates

*All parties receive a copy of the completed form.

Provost Department 
Initiates

2 Completed*

Completed*



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

All parties receive a 
completed document

Please sign Repayment Agreement Form 
All parties have completed signing.



How To Manage Envelopes 

• Under the Manage page, users can 
track and view the status of 
envelopes.
• Envelopes section gives users the ability 

to track envelopes they've sent or 
received, view envelope drafts, and 
view deleted envelopes.

• Quick Views allows users to review 
envelopes pending their approval, view 
documents waiting for others to 
approve or access those that have been 
completed.
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How To Review Reports
• DocuSign provides users the option 

to run pre-built reports that can 
deliver insight into their account.

• Report categories available:
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Report Examples:
• Envelope volume report
• Usage activity reportEnvelope

Usage
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DEMO



Thank You!
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