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Compensation Project Position
Description — DocuSign Instructions

CIRES IT

How to get your position description for the compensation project uploaded to DocuSign and
digitally signed.

Step 1

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

Step 2

Once logged in, click the “Start” button and click “Send an Envelope”

Drop documents here to get started
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Step 3
Click the Upload button and browse to where you saved your position description that you need signed.
Select the document and click open.

® Prepare Envelope | DocuSian X+ - X
¢« C @& app.docusign.com/prepare/07ciddd1-4432-4103-91a1-ad31c07edcf1/ s (o N-]
< | Upload a Document and Add Envelope Recipients @ ACTIONS v NEXT

Add Documents to the Envelope

USE A TEMPLATE

GET FROM CLOUD ¥

Add Recipients to the Envelope

As the sender, you automatically receive a copy of the completed envelope.

1 ADD FROM CONTACTS = SIGNING ORDER
Import a bulk list. Send copies of this envelope to many people at once. @
[v] set signing order
1 ‘ Name * # NEEDS TO SIGN ¥ MORE ¥
f —
SEND NOW NEXT

You will see a small preview of the document that you just uploaded.

Step 4

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. Enter your name and email in the first recipient
box. Then click the Add Recipient button.

Add Recipients to the Envelope
As the sender, you automatically receive a copy of the completed envelope. 1 ADD FROM CONTACTS
IMPORT A BULK LIST. Send copies of this envelope to many people at once. (D

\Z\ Set signing order

Name *

I Employee Name| a |

i NEEDS TO SIGN ¥ CUSTOMIZE v

|

]

Email *

‘ employee@colorado.edu ‘

*& ADD RECIPIENT ADD CONDITIONAL RECIPIENT
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Step 5

Enter the name of your supervisor and their email address.

[v] Setsigning order

Name *

/ NEEDS TO SIGN ¥

‘ Employee Name

B

]

Email *

‘ employee@colorado.edu

Name *

# NEEDS TO SIGN ¥

‘ Supervisor Name

:]

|2 \ i
—_— Email *

| supervisor@colorado.edu

Note: you do not need to list cireshr@colorado.edu as a recipient. CIRES HR will automatically receive

your position description when it is uploaded to InsideCIRES.

Step 6

Scroll down and make any adjustments to the message that your supervisor will receive. Click Next

when done.

Message to All Recipients
\:\ Custom email and language for each recipient

Email Subject *

‘ Please DocuSign: Employee_Job_Description.docx

Characters remaining: 54

Email Message

If a window pops up with the title “Manage PDF form field data,” choose the bullet point that says “Keep

PDF Form Data.”
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Step 7

In the bottom right corner, click the Next button:

SEND NOW@

Then scroll down to the bottom of the document in the window that displays the position description.

Step 8

Make sure that the dropdown box in the top left corner shows your name (This is “Employee Name” in
the screenshot below). Drag and drop the signature box to underneath your name. Drag and drop the
date into the date field.

< Employee Name V> '_') Qs rl:l L’ 122% v ‘:’.;

Q Search Fields X | Computer Science, Computational Science, Artificial intelligence / Machine Learning.
o Experience with scripting and object-oriented progromming languages is required.

Standard Fields
;\ Excellent verbal and written communication skills,
Proficient in Microsoft Office Suite or related software.
Organizational skills with attention to detail.
& Ability to write computer programs for various purposes,

DS Initial

_l_ Stamp Ability to analyze and address needs of users.
B Thorough understanding of comp gil ing principles and procedures.
n Date Signed ility to manage time and prioritize tasks.
/ -
_ Date Signed
° Employee Signature: Date: o
an Name
ad Email
ﬁ Company Supervisor Approval: Date:
m Tite
T Text

Step 9
Change the dropdown box to your supervisor’s name, and drag and drop the Signature and Date icons
into the proper locations.
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< Supervisor Name v) b 122% v 'E’.;

T T Ty Y T TSy T T gy gy T

Q_ Search Fields X ’
Required Skills / Abilities:
Standard Fields . Excellent verbal and written communication skills,
. Proficient in Microsoft Office Suite or related software.
;‘ 4 Signature . Organizational skills with attention to detail.
T . Ability to write computer programs for various purposes.
& DS Initial . Ability to analyze and address needs of users.
. Thorough understonding of computer engineering principles and procedures,
Q .l. Stamp . Ability to manage time and prioritize tasks.
= (= Date Signed A
ate Signe .
¢ . - i Date Sugned]
V4 Employee Signature: —— Date: __*
- Name s',i:
4 Email Supervisor Approval: = Date: IDa'e Ehooe!
B Company

Click the Send button in the bottom right corner of the window.

Step 11

Since your name is the first recipient, you will receive an email asking if you want to sign the document.
If you don’t see this, click on the Manage tab in DocuSign and you will see a message about DocuSigning
your document:

Subject Status Last Change v
‘*‘ o Please DocuSign: Employee_Job_Description.docx - 0/1 done 9/22/2021 “
o Need to Sign 05:00:46 pm
Step 12

Follow the DocuSign prompts to sign the document. Once you are done, an email will automatically be
sent to your supervisor 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 sighed document.

Step 13

Download your signed document. You only need to download the document itself, not the signed
certificate of completion. Navigate to http://insidecires.colorado.edu/hr/my/personnel/ and upload the
the signed PDF.
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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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