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ASA - DocuSign

CIRES IT
How to get your ASA documents uploaded to DocuSign and digitally signed.

“ Please be sure to add signatures on both the merit sheet and supervisor assessment.

Step 1
Browse to https://insidecires.colorado.edu/asa and download the document you would like to get added
to DocuSign (ex. Supervisor Assessment).

Step 2

Browse to http://docusign.colorado.edu/ and login with your IdentiKey and IdentiKey password

CU Login Name

Step 3

Once logged in click the “New” button and click “Send an Envelope”
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Step 4
Click the Upload button and browse to where you saved the ASA document that you need signed. Select
the document and click open.

[® Prepare Envelope | Docusign x  + = X

& > C @ appdocusign.com/prepare/07cTddd1-44a2-4103-91a1-ad31c07e4cf/ * =@ Qo0
< | tpoasa ot rs A ropa s @& scrons+ [ secronr v | [

Add Documents to the Envelope
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Add Recipients to the Envelope
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Step 4

You will see a small preview of the document that you just uploaded. Now it’s time to add the recipients
that will need to sign the document (this includes yourself). Scroll down to the “Add Recipients to the
Envelope” section.
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Email Subject”
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Step 5
Enter your name and email in the first recipient box.
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Add Recipients to the Envelope
As the sender, you automatically receive a copy of the completed envelope. 3 ADD FROM CONTACTS

Import a bulk list. Send copies of this envelope to many people at once.
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Then click the Add Recipient button.
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Step 6

Enter the name of your employee and their email address. Click the Add Recipient button.
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Step 7

Enter CIRES HR for the Name of the last recipient and enter ciresasa@colorado.edu for the email. Click
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Step 8

Scroll down and make any adjustments to the message that the recipient will receive. Click Next when

done.
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Step 9

@ AcTIONS ¥ NEXT

Advanced Options | Edit

 Recipients can change signing responsibility
+ Incomplete envelopes expire 30 days after send date
+ Recipients are warned 5 dayls) before request expires

* Senders can use either quick send or advanced edit
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Scroll down to where your signature needs to be. Make sure your name is selected in the dropdown in
the top left. Click the signature icon and drag it to the signature line. Click where you want to place it.
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Step 10

The signature indicates only that the rating has been discussed with the person rated and does not
necessarily imply consent. The person rated is to receive a copy of the signed form.

BACK SEND

\ suorTCUTS

Click the Date Signed icon and drag it to the date line. Click where you want to place it.
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Step 11
Repeat steps 9 and 10 for the employee signature, make sure to change the drop down to the
employee’s name.
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Step 12
Click the Send button.



@ Add Fields | Envelope | DocuSign X+ %

< C & appdocusign.com/prepare/efbcs19a-1ebd-4085-8325-03ce9848318d/add-fields +« @ 0@ :

< ‘ ASA Signature ® ACTIONS v RECIPIENT PREVIEW SEND
Employee Name v 49 [[a] 138% v
- Far Exceeds Expectations o
Q, Search Fields x = .
Date Signed
- Exceeds Normal Expectations

Standard Fields -
X Meets Normal Expectations Recipient ~

P £ sgnaure Below Expectations. Employee Name ¥
DS initial il
m X [ yiFailed to Meet E Remr .
[ Date signed N
Q Signatures Data Label ©
Supervisor and employee must sign. Both signatures are Required. Location v
2 Name
- sign
= cmai Date: |Date Signed
Blaise Paseal |
E company 5“9:' i
& Supervisor: Date: [Bate Signed]
it Marue Curie : :
The signature indicates only that the rating has been discussed with the person rated and does not
T Text necessarily imply consent. The person rated is to receive a copy of the signed form.
(1] Gheckby
Scrbex Save As Gustom Field
[E] bropdown
- Delete
@ Radio ~ |4 »
e @

SHORTCUTS | FEEDBACK

Step 12

Since your name is the first recipient a pop up should show up that asks if you want to sign the
document now, click Sign Now. If you don’t see this, you will be brought back to where you can Manage
your sent documents. Click on the Sign button next to the one you just created.

x

Do you want to sign this document now?

Step 13

Follow the DocuSign prompts to sign the document. Once you are done, an email will automatically be
sent to your employee notifying them that they need to sign the document. After they’ve signed the
document you’ll receive an email from DocuSign letting you know the document has been completed. It
includes a link to the signed document. The CIRES ASA team will also receive a copy of this email.

Please email ciresithelp@colorado.edu if you have any trouble or questions about the process.
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Need Additional Help?

Please contact CIRES IT with any question or comments you may have.

Email: ciresithelp@colorado.edu
Phone: 303-735-4200
Main Office: CIRES 216
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