How to Approve or Reject a p-REQ via Docusign — General Notes:

> A Docusign log-in and password is not required to approve/sign, decline/reject a p-REQ.

» You must agree to the Docusign User Agreement to sign the p-REQ.

» Multiple approvals can be requested however the p-REQ is sent to one (1) Approver at a time, starting
with the department’s core approvals (i.e. Budget Manager). Special reviews (i.e., Legal, Contracts,
Grants, etc.) will be routed last.

» A confirmation email and a completed PDF copy of the p-REQ with signatures will be sent to all
Approvers and the requestor.

> If a p-REQ is declined/rejected, the document is immediately cancelled and subsequent Approvers cannot
access or view the p-REQ.

» Once a p-REQ is transferred to a purchase order (PO) or cancelled, the p-REQ is closed and cannot be
modified.
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» Approver(s) will receive
an email notification.

» Please note if the tab
feature is used in Google
mail, the notification email
will be located in the
UPDATE tab
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Select ‘View Documents’ or
Pleass review and sign your document ' alternately, you can access
Purchasing & Ancillary Services (preq@usfca.edu) the p'REQ by ViSiting
e docusign.com, clicking the
‘Access Document’ link and
use the security code
located in the email
notification.

From:

Hello Luis Diaz,

Purchasing & Ancillary Services has sent you a new DocuSign document to view and sign. Please click on
the "View Documents' link below to begin signing.

Please review pREQ RZ000002

View Documents

"o Deanna M,nrie Ag..._‘

Alternately, you can accass these documents by visiting docusign.com, clicking the 'Access Document fink, and

& fanefl Teymourt.. using this security code:
<€—— Security Code

% Elliott DeVore
This message was sent to you by Purchasing & Ancillary Services who is using the DocuSign Electronic Signature

% John Nl‘!‘t‘lleﬁ ABCF54A1C2004548A75F COED2TE3C9682
® Nina L Wallkvist =
I : Service. If you would rather not receive email from this sender you may contact the sender with your request

If you need assisiance, piease contact DocuSign Suppori (service@docusign.com)
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use Electronic Records and
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‘CONTINUE'.
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aad.-® e g8
SPECIAL INSTRUCTIONS FROM DEPT PURCHASE ORDER DELIVERY
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for a list of restricted commodities and special approvals
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Adopt Your Signature

Confirm your name, initials, and signature.
Initials

Full Name
Luis Diaz LD

DocuSigned by: Ds
%m bm.b Eﬂh Change Style
B69564EGCTBRATE ..

By clicking Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all
purposes when | {or my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature

or initial.

Select ‘Adopt & Sign’
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Done! Ciick Finish to send the completed document. I omer acTions - Done! Click finish.
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How to Reject (Decline to Sign) A p-REQ Via Docusign — (Desktop Computer)
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4453a206442524a33937

kign field to create and add your signature.

OTHER ACTIONS

Q ai. e (

FIMISH LATER DECLINE TO SIGN ﬂ'l
Include any quotes, or other required documents w et ot ottt Nt e st o et = To reject the p-R EQ’ click
SPECLINSTRUCTIONSFROMDEFT.| ™" i the 50nig soces sttt documers ‘OTHER ACTIONS’ button.
From the pull down menu,
o & Supper e DoaSi select ‘DECLINE TO SIGN'
e S button.
[/] Send email copy of purchase order 1o department | |, e A

ADDITIONAL APPROVALS (if necessary)

Pioass mofer o usica sowpurchasmahooonoo e i s
ol resincied commodibas and spocial approvals

SIGNATURES | Name Signature
| ZIGH
SIGN Budget Approval Sample signature iy
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How to RejeCt (Decline to Sign) A p'REQ Via DOCUSign — (Desktop Computer)

>
RUoh A caution notice will pop-up: Declining a p-
REQ will void the document and make it
l:l If you choose to continue, this document will be void and inaccessible to other signers. inaccessible to Other Signers- CIiCk Continue
To request changes to this document, please select FINISH LATER and contact the sender directly with your request. to decllne the p_REQ
CONTINUE FINISH LATER CANCEL

Decline to Sign A Decline to Sign response box enables

a message to be sent to PAAS. Other
Please provide a reason to Purchasing & Ancillary Services for declining: Signers WI” nOt see th|S message

Click ‘DECLINE TO SIGN’ button one
more time. The p-REQ has been
declined.

characters remaining 5007500
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How to Save to Approve/Reject Later:

OTHER ACTIONS

Q@ Qi. s ( a

or other required documents w|

DECLINE TO SIGN

Sa‘.;e_the ac BT s current state Notify the sender that you refuse to sign
{TRUCTIONS EROM DEPT :;ﬂ;innsh the signing process at a later the document.

Help & Support About DocuSign

View History View Certificate CIICk the ‘FI nISh Later, button If
f purchase order to department [,f_c 0:2--:-—.2 Hesom and Skanaire the approvel‘ IS nOt ready tO pOSt
APPROVALS (if necessary) : ap p roval b

Please rafer to usfea.edudpurchasing/xxxs for a list
of restrcted commodities and special approvals

I, To access the doc_umen? again,
return to the e-mail notification

and click on the View Documents
Your document has been saved to be signed later button

To access your document, return to your email notification and click "Review Documents”.

SEE DOCUSIGN IN ACTION

See how easy it is to prepare, send, sign and manage documents

digitally using DocuSign
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Approve or Reject from a Smart Phone or Tablet
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