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Agenda

• What is DocuSign? 

• How to Access DocuSign

• Create Envelopes and Setting Up Signing Orders

• Signing Documents

• Track History and Status

• Creating and Using Templates

• Use it effectively and efficiently!

• Questions



What is DocuSign?

• Started utilizing it in Fall 2018

• It’s a cloud based e-sign platform available to all in the WVMCCD

• It makes getting an approval or signature easy! (Especially in our remote, 
virtual space)

• Easy uploads and send documents in a many forms (PDF, Word, Excel)

• DocuSign is also available as a mobile app. Convenience if needed! 



By a raise of hands or 
thumbs up, how many 
have already accessed or 
used DocuSign?



I know what it is. Now how do I access DocuSign?
Login to My Portal. Look for a red and yellow tile with text that says DocuSign. Click it!

You can also login via docusign.com and log in with your College email account  and desktop 
password. (Single sign on)



This is what you see in the DocuSign Platform in a full screen.



Depending on the size of your screen – the menu may be collapsed to three horizontal lines icon. Click to expand.



Set/Customize Your Profile

• Go to menu bar, and click on your face/circle icon, and select Manage Profile
• Profile Information –You can update your Name, Company, Title, Address, Phone
• Signature - Create Your Signature/Add New

• Options: Choose from style sets, Draw, Upload

• Select and Click Create 

• Profile Photo (optional)
• Click the circle to upload a photo of yourself.

• Drag and Drop or click Browse to find a photo.

• Click Done and save



Now you have your profile set, let’s 
START!

You can drag and drop documents to get started OR

Click Start for Options:

• Send an envelope

• Sign a Document

• Use a Template

• Create a PowerForm



Send an Envelope

• This is probably what you will use the most. 

• You sending a document to another person(s) for signature.



1: Add your documents -You can drag and drop or click the upload button.
You can add multiple documents and can drag them in the order you need.

2: Add Recipients: You can manually type the recipients full 
name and email address or lick on the gray address book to 
find someone in the address book

If you have multiple 
recipients (signers, 
viewers, CC), and 
have a particular 
order to send 
documents, check 
this box to set the 
order. Number will 
appear at the left 
side of the name.

You can select the role of the 
recipient  (i.e. sign, view, copy) Under Customize, you can 

add a private message to 
the recipient.



Required field. This 
usually auto 
populates with the 
title of your 
document, but you 
can edit/add the 
subject line.

You can enter a 
message that ALL 
recipients will see.

Click NEXT 
to set the 
form fields.



This is a drop down 
list and will show all 
you recipients with a 
color coded dot.

These are all the field 
options. 

To put a field on your 
document, simple 
DRAG AND DROP 
into your document.

Name and Email 
fields will pull the 
information set from 
your recipient list.

If you want to 
preview how the 
document will 
appear to your 
recipients, you click 
Recipient Preview.

When you are 
satisfied and 
completed set up, 
you are ready to click 
Send.



That’s it – your document has been sent!

• You will receive an email notification when document has been viewed/signed and complete.

• DocuSign stores all your documents that you have sent and that you have signed.

• You can easily check the status of you document within DocuSign (waiting for others, action 
required, completed).

• You can also click the Resend and it sends another notification to the recipient.

• If you need to “fix” your DocuSign, there is a “correct” option – this is best used when the 
document has not been signed by any recipient(s). 

• You can change/replace documents, change recipients, add messages, or add form fields, etc.

• This save time – no cancelling/voiding envelopes/documents, and you don’t need to start all over. 



Signing a document

• You will receive an email in your inbox informing you that something is waiting for 
your signature.

• Click on view document

• Then follow the boxes requiring your attention

• Click Finish (This will complete your section and send on to the next person in line)

• Once the docusign is completed all signers will receive a completed email with the 
signed document attached



Quick Mention: Template & Power Forms

Template
* If you have a form that you regularly send you can set it has a template on your 
account. 

* Once you upload the document the system will notice that it looks like your 
template and set the template to that document.



Effective and 
Efficient

• Each envelope is a cost to the district. ($4.00)

• Encourage you to send one envelope, if you are sending 
to multiple people for signature, please set up the 
signing order.   Also if you need the same person to sign 
multiple documents put them all in one envelope.

• Save time and cost by sending one envelope! 

• (If you work in the same area, take a stretch break and 
walk over the document and get an inked signature)



THANK YOU

•There are many features on DocuSign that I didn’t get cover, so If you 
have any questions on DocuSign and want to learn more, their website has 
many mini videos that are very helpful.



QUESTIONS?
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