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How to send and manage documents online



What is DocuSign?

DocuSign is a way to manage electronic agreements and with the
eSignhature feature, gives the ability for forms to be sighed
electronically on different devices.

When teaching Virtual Instructor Led Training (VILT) courses, OSHA
requires trainers to have a Daily Sign-In Sheet where the students have

to sigh each day of the class. One way to electronically cover this
requirement, is to set up a document on DocuSign that the students

will receive and be able to give an electronic signature.
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FEATURES OF DOCUSIGN

SIGN FROM ANYWHERE

Create a document or electronically sign
one using a computer, tablet, or phone.

COLLECT NEEDED DETAILS

Add fields of the information you ned to

gather such as signature, email, etc.

INSTANT STATUS VISIBILITY

Ability to track where your document is in
the signing process.

HIGHLY SECURE

Uses strong data encryption technologies
and follows strict US security standards.



DocuSign Pricing

For more information on pricing, visit

— o & & ———

PERSONAL: $10

e Single user only

e Send 5 documents for
eSighatures a month

e Basic fields

STANDARD: $25

e For up to 5 users online

($25 per user)

Send unlimited
documents a month
Basic Fields
Reminders and
notifications
Personalized branding

BUSINESS: $40

For up to 5 users
online ($40 per user)
Send unlimited
documents a month
Basic Fields
Reminders and
notifications
Personalized branding
Signher attachments
Bulk Send


https://www.docusign.com/products-and-pricing

How to Send a
Document
Using DocuSign

For the purposes of this demo, | will be
using the Daily Sign-In Sheet template
provided by the Outreach Department.

To view the template, go to:
https://extension.ucsd.edu/osha/outreach-

training/outreach-training-course-

materials

Note: Feel free to use your own Daily Sign-In
Sheet template if you already have one. Just
make sure it includes all the required
information.



https://extension.ucsd.edu/osha/outreach-training/outreach-training-course-materials

3 Main Steps - Overview

1) UPLOAD YOUR DOCUMENT

Upload a Microsoft Word or PDF document from your computer or any
popular file-sharing sites like Box, Dropbox, Google Drive, or OneDrive.

2) INDICATE WHO NEEDS TO SIGN

Add names and email addresses of the signers. DocuSign emails a link to
the recipients which they use to access the document to electronically sign.

3) PLACE FIELDS AND SEND

Drag and drop DocuSign fields to indicate where you need a sighature,
address, phone number, etc. Then click Send.
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Your Document

Log into your DocuSigh account.

Use a Template

Step 1: Upload
Sign or Get Signatures =

OVERVIEW Last 6 Months WHAT'S NEW MY DOCUSIGN ID

Click the button NEW and then

Jordynn Bartolome
jipartolome@ucsd.edu

C I i C k s e n d a n E n Ve I o pe . receive real-time comment notifications. More Info @ el ra B0

0. Action Required = Ask and answer questions about documents and

Bulk Send for Multiple Recipients

() Waiting for Others Include multiple recipients in each envelope. Send

G . DocuSigned by:
to more recipient types and specify envelope

custom field values. More Info jOP “ I b M’llbLOH-\L
A Expiring Soon B BO9BGAAS3GETS43D...

Template Sorting
Sort your templates by name.

~/ Completed
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Step 1: Upload
Your Document

Click UPLOAD to upload a
document from your computer, or
click GET FROM CLOUD to upload a

. . UPLOAD
document from an online location. _

USE A TEMPLATE

Add Documents to the Envelope

Locate the document you want to
upload and click Open.

GET FROM CLOUD v
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o
Step 2: Indicate
o
Add Recipients to the Envelope
W h o N e e d s l o As the sender, you automatically receive a copy of the completed envelope.
° Import a bulk list. Send copies of this envelope to many people at once. (i)

In the RECIPIENTS field, enter all et |
the students' names and email coofieuosdeas |

_ Set signing order

Name * _ # NEEDS TO SIGN ¥  CUSTOMIZE ¥
‘ Connie Roloff E ‘

addresses. *
_"'ame ' _ # NEEDS TO SIGN ¥ CUSTOMIZE ¥
‘ Kaila Seppala E ‘

Note: If you have an excel or CSV file, there is an * Email*

Import Bulk List option instead of manually | kseppala@ucsdedu |

typing in all the information.
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Step 2: Indicate
Who N eed s to Tessage to All Recipients

- [ ] Custom email and language for each recipient
Sign

DOCUSign automatica“y adds an Characters remaining: 58
email subject when you upload a Email Message

d ocumen t Please fill in all required fields (mailing address, phone number, and email) with your information
and give an electronic signature.

Email Subject”

’ 10HR Construction Daily Sign In Sheet 10/5

You can edit this subject and add a
message to the recipient by filling
in the MESSAGE fields.

Characters remaining: 9867

Click NEXT when you are done.
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Step 3: Place
Fields and Send

Standard Fields UCSD OTIEC OUTREACH STUDENT DAILY SIGN - IN SHEET (ALL FIELDS REQUIRED)
STUDENT MINIMUM: 3 STUDENT MAXIMUM: 40

[ ]
h e e d S a e e a l I # Signature
T F I I P I t t n d O r = 9 CDLfrse Name _ | 10 Hour Construction Course Date: 10/05/2020
(Ex: Const. 10):
Instructor tart / End 8:00am — 4:00pm

DS Initial

Time:

ﬂ Date Signed

document will appear on the - i,

° . .
o Name E STUDENT SIGNATURE MAILING ADDRESS & PHONE E-MAIL

S C r e e n ° B o _(PRINT OR TYPE)

f Ccompany

| Title
° ° [¥] Checkbox
drop the corresponding fields to -

the document and assign a specific
person to each field.
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The student nhames you entered in Step 2 will be shown in the Recipient List located
in the top left corner of the workspace. Each name is color coded to help you know
which field box is assigned to which student. To select a different student, click
anywhere on the Recipient List box and a dropdown will appear with all the other
student names for you to choose from.

Kaila Seppala

Kaila Seppala

Connie Roloff

St il b UCSD OTIEC OUTREACH STUDE

' STUDENT MINIMUM: 3 Jordynn Bartolome

Signature Course Name
(Ex: Const. 10):

S

10 Hour Construction

Kaila Seppala

Initial

Instructor ) _
Name (Print) Stephanie MacGilfrey

O I3

Date Signed Stephanie Macqgilfrey

Instructor
Signature:

Name | STUDENT NAME [ ) o
| (PRINT OR TYPE) . Edit Recipients

Email

Company

B 3 K )

Title

University of California San Diego
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To assigh a sighature or other

field for the recipient, click and
drag a field from the Standard
Fields Palette and place it on

'UCSD OTIEC OUTREACH STUDENT DAILY SIGN - IN SHEET (ALL FIELDS REQUIRED)

Standard Fields STUDENT MINIMUM: 3 STUDENT MAXIMUM: 40
the document. ExTRENTN | _
Signature (Ex: Const. 10): Al o Eonczon | Course Date: | 10/05/2020
F I I d h N E o I Initial | ﬁ’:,ﬁ:‘i;ﬁrim, | Stephanie MacGilfrey ‘?i?r?er:se Start / End 8:00am — 4:00pm
I& 5 Blhe as ame or mal Date Signed Bacabiine: e e atate) | UCSD OTIEC | La Jolla, CA
Wi I I be au to ma t ICa I Iy fl I I ed N | pré‘lﬁE%TR”Tﬁ';E} | STUDENT SIGNATURE | MAILING ADDRESS & PHONE ‘ E-MAIL
0 o Name ' I =~ | —
by DocuSign since that - jus [&] | =
Sign

information is already stored in S
the system.

Text

Notice how the different fields Checkbox
are color coded depending on
what person it is assignhed to.
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If you need a response field

that is not listed, click and

drag a Text field to the

document. : D e

UCSD OTIEC OUTREACH STUDENT DAILY SIGN - IN SHEET (ALL FIELDS REQUIRED) e
Standard Fields STUDENT MINIMUM: 3 STUDENT MAXIMUM: 40 Relolant
YO u C a n re S i Z e h OW b i g yo u i Signature {CEC;L:IEE:SE:,"‘]IQCI}: | 10 Hour Construction | Course Date: | 10/05/2020 .Jordynn Earile... ™
. . . E Initial r:rtr::‘:(g}r;nt) Stephanie MacGilfrey $;;:';se St /En 8:00am — 4:00pm |z Required Field
Wa n t t h e fl e I d bOX by C I I C kl n g ) Date Signed i ?Noaﬁi?léﬁza;ig?ate) UCSD OTIEC | La Jolla, CA || Read Only
a n d d ra g g i n g O n o n e O f t h e m . _ ?Jéﬁ?gnuﬁﬂg STUDENT SIGNATURE j_MAILING ADDRESS & PHONE E-MAIL -
P ame | Hailing Address = .
V! |Email
S O a Email . | -Phrfne Nuflber ) | . . Add Text A
corners to the desired size. (= TN

| Title

= . O 22 Mailing Address
ﬁ bompany \Phone Number

To relabel the field box (to
describe what information the CRe
student should input), look

towards the right of the screen

to the Add Text box and type it

in.
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When you are finished with

your document, review it over

once more to make sure all the

necessary field boxes have L : se e | ®

I I | Documents L
b e e n p a C e d a n d a re a S S I g n e d Standard(ids UCSD OTIEC OUTREACH STUDENT DAILY SIGN - IN SHEET (ALL FIELDS REQUIRED)

= . STUDENT MINIMUM: 3 STUDENT MAXIMUM: 40 E?j?'?ﬂEC'OUTREm A
to the correct person. £ B8 signaturs Course Name —— —— S

DS |Initial

Instructor ~hanie MacGi Course Start / End roc i
) Name (Print) Stephanie MacGilfrey Time: 8:00am — 4:00pm
D Date Signed e

Course Locatiol

A lsl};.r::f::: ‘ i | (Name, City & srt‘atel UCSD OTIEC | La Jolla, CA
TO S e n d yo u r d o C u m e n t’ C I I C k a Name (SJF'{':SEgRNT‘.‘;‘;E) | STUDENT SIGNATURE | MAILING ADDRESS & PHONE
on the SEND button located on - — L

the bottom right corner of the i
page. DocuSign will then send
out an email to all the =
recipients with a link to the
document for them to fill out

their assighed field boxes.
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If you have any questions, please email
oti-outreach@ucsd.edu
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