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DocuSign Instructions

DocuSign is to be used by staff when a document, such as a contract, requires 
signature by one or more parties. 
Users requiring access to DocuSign should contact procurement@udel.edu to request 
an invitation to an account.
Requests for DocuSign accounts made directly through the DocuSign system will not 
be processed. 
This guide will illustrate:
• Creating a DocuSign Document (Slide 2)
• Assigning a DocuSign to Someone Else (Slide 25)
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Creating a DocuSign Document
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To access DocuSign, go to https://account.docusign.com/#/username.
Your login for DocuSign is your email address.

https://account.docusign.com/#/username
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On the Home screen select Start.
Select Send an Envelope.
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You will be prompted to Add documents to the Envelope:
Upload the final version of the document(s) you need signed.
• Uploads can be in Word or PDF formats (DocuSign automatically converts Word 

documents into PDF).
• You may also retrieve documents from the cloud and connect to Google Drive.
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Add recipients to the Envelope:
Complete the recipient fields with the name(s) and email address(es) of the people who should 
receive the document for signature.
The menu offers additional options such as cc if a recipient should only Receive a Copy.
You can also Set signing order, if you require that one recipient sign before another.
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Add message (optional):
You can add a message to be distributed to all recipients. 
Or, you can select the option to create Custom email and language for each recipient.
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Select Advanced Options for additional features such as allowing recipients 
to change signing responsibility or sending recipients automatic reminders.
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Click Next in the bottom right corner of the screen.



10

This page contains your document. 
In the top left‐hand corner, you will see a menu listing the recipients responsible for signing.
Each recipient will have a colored circle next to their name. 
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For each recipient:
Drag and drop the Standard Fields into the places of the document that they need to complete.
The most commonly used fields are signature, name, title, and date signed. 
Each field will be color-coded to the recipient.
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To make a field required:
Click the field in the document, then select the Required Field 
checkbox in the right-hand sidebar.
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The Actions menu offers options to edit the message, recipients, 
documents, or anything else you created on the previous page.
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Click Preview to view the document as one of your recipients.
You have the option to select desktop, tablet, or mobile view.
Click the X in the top right to close recipient view.
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When your document is ready, click Send in the lower right corner of the screen.
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Recipients will receive an alert to sign the document. 
If they are new to DocuSign, they will be asked to agree to use electronic records and signatures.
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If they are not ready to apply their electronic signature, the Other Actions menu offers options 
such as Print and Sign depending on the settings you applied when creating your Envelope.
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If they are ready to apply their electronic signature, they can click Continue.
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Recipients will need to click on the required fields to complete them.
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Once the required fields are completed, recipients will need to click Finish 
to move the document to the next recipient.
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A copy of the document will be saved for the recipients.
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The dashboard on the DocuSign Home displays the status of all your envelopes.
You can click on one of the status options or on the Manage tab to view details.
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On the Manage page you can select from options on the Actions menu as well as see additional linked details 
on each listed document.
The Manage page also offers pre-set Quick Views in the left-hand sidebar and options for additional filters in 
the document listing.
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Once fully executed by all parties, you and all recipients will receive a copy of the executed document 
as well as a notification email.



Assigning DocuSign to Someone Else
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You may receive an email notification asking you to review a document.
Click Review Document.
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If you want someone else to sign the document for you, select Assign to Someone Else from 
the Other Actions menu.
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Fill in the email address and name of the recipient who should 
sign and a brief reason for changing signing responsibility.
Click Assign to Someone Else.
Once you select Assign to Someone Else, a notification will 
be sent to the new recipient. 
The original sender will also receive a notification. 
You will be added as a Carbon Copy (CC) recipient. 
Upon the document garnering all signatures, you will receive 
another email with the fully executed version.



Questions:
• procurement@udel.edu

Resources:
• Procurement Service Website
• DocuSign University
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