How to Send Your Annual Review to Student Affairs

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

Docusign esignature Home Manage Templates Reports
Last 6 Months
DocuSigned by:
[ iy (fom 0 3 0 2 1
EDGFO4DECAG3415... Action Required Wiaiting for Others Expiring Soon Completed
Drop documents here to get started
or
START ¥
Send an Envelope @
e ] L
Use a Template
Create a PowerForm
Bulk Import Your Contacts " Automate Envelope Routin Save time with bulk send
S mport Tor et 8 - peTouing ey DTNV ;

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

< Upload a Document and Add Envelope Recipients

Add Documents to the Envelope

UPLOAD
USE A TEMPLATE

GET FROM CLOUD ¥

1

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

Add Recipients to the Envelope
As the sender, you automatically receive a copy of the completed envelope.
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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).
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Once entered, the signing order and recipients should look like this:

Add Recipients to the Envelope
As the sender, you automatically receive 2 copy of the completed envelope.
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5. Under the section “Message to All Recipients”, modify the Email Subject to include your last name and first
name.
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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.
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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:

11. Signatures (Required from all committee members)

By signing this form, the faculty advisory and members of this PhD committee acknowledge that they met
with the student and are aware of his/her academic progress. Electronic signatures via DocuSign or email are
acceptable.
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7. Click “Send” on the top bar in the upper right corner.
8. Sign your annual review form and you're all set!



