
How to Send Your Annual Review to Student Affairs 

 

1. From the DocuSign homepage, click “Send an Envelope” in the dropdown. 

 

2. On the next page, click the Upload button and upload your completed Annual Review. 

 

3. Once uploaded, checkmark the box “Set Signing Order” 

 

4. Add recipient slots by clicking the “Add Recipient” button and enter your, your faculty advisor’s, and all 
committee members’ names and email addresses, then add the Box Folder email address (see email from 
Student Affairs for the email address) as a CC by clicking the “Needs to Sign” dropdown (see image). 



 

Once entered, the signing order and recipients should look like this: 

 

 



5. Under the section “Message to All Recipients”, modify the Email Subject to include your last name and first 
name.  

 

Click “Next” on the top bar in the upper right corner. 

6. On the following page, click on the fields in the left toolbar to drag and drop them onto the 11. Signatures 
section of your annual review, changing the assigned signer by clicking the Recipient dropdown. 

• Student: Signature, Name, Text 
• Faculty Advisor, all committee members: Signature, Name 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can adjust the size of the signature field by dragging out one of the corners): 

 

 

  



 

Once all fields are placed, it should look like this: 

 

7. Click “Send” on the top bar in the upper right corner. 
8. Sign your annual review form and you’re all set! 


