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Introduction

The State of Indiana has a file size limit of 25MB for email attachments. This limit also affects the size of files attached to
contract documents through SCM. Currently, we convert our contract exhibits and other required documents to TIF files to
make them part of the contract document. Whether you have a file that exceeds the size limit, or you are looking for a
different way to include documentation for your contract, we now have another option. This guide is intended to walk you
through the process of inserting documents through your DocuSign account instead of inserting TIF files through SCM. It is
in addition to the guidance provided by IDOA for SCM and DocuSign.

Before You Begin......

Before beginning, verify you have:
» all the documents you will need to add to your contract
how each document will be identified within the contract (Exhibit A, for example)
the corresponding exhibit identifier indicated on each document (Exhibit A is clearly marked on document)

each document saved as a file on your computer, and you know where to find it

YV V V VYV

each saved file as a file size of 25MB or smaller
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Edit the Contract Document

While you have the contract document checked out of PeopleSoft for edits, there are 2 areas that will need your attention.
An initial tag will need to be inserted into the document. This tag will allow you to route the contract to yourself to add the
documents to it before it routes to your external signer(s) and internal signer(s). You will also need to change the signing
tag numbers for the signers on the contract so you will be able to set the sign order at the appropriate time.

Add the Initials Tag

IDOA recommends that the

initials tag be placed in the i
upper right-hand corner of the MEMORANDUM OF UNDERSTANDING

contract document. The

correct format for the initial

tag is \il\. The letteriin the Contract #0000000000000000000052267
tag indicates that initials are This Memorandum of Understanding ("Memorandum”) is entered into by and between the
requested. The number 1 in INDIANA DEPARTMENT OF ADMINISTRATION and HIRAM J HASH AND SONS INC. In

the tag indicates that whoever consideration of those mutual undertakings, the parties agree as follows:

you assign as 1 in the sign

order during the Prepare and

Route for eSignature process will be the first person to receive the notification from DocuSign that action is required. In
this case, you will want to assign yourself or whoever will be adding the documents to the contract as the first person in the
sign order. The person adding the documents must have a DocuSign account.
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Once you have placed the tag,

change the font color to white
or very light gray. The tag

chould net be visible on the MEMORANDUM OF UNDERSTANDING
document. It is placed there
only to tell DocuSign how to Contract #0000000000000000000052267

route the contract.
This Memorandum of Understanding (“Memorandum”) is entered into by and between the

INDIANA DEPARTMENT OF ADMINISTRATION and HIRAM J HASH AND SONS INC. In
consideration of those mutual undertakings, the parties agree as follows:

Signature Section of Contract Document
Another section of the contract

that will need to be changed is In Witness Whereof, HIRAM J HASH AND SONS INC and the INDIANA DEFARTMENT OF
the section containing the ADMIMNISTRATION have, through their duly authorized representatives, entered into this

Memorandum. The parties, having read and understood the foregoing terms of this

t I and int | signat . . ==
external and internal signatures Memorandum, do by their respective signatures dated below agree to the terms thereof.

The numbers currently in the
signing tags will need to be
adjusted to allow for the
number 1 you added in the HIEAM J HASH AND SONS INC INDIANA DEPARTMENT OF ADMINISTRATION
initials tag. Since the tags By: By:

contained within the signature

section have white or light gray

font, you may find it easier to Title: Title:

select the entire signature
section and change the font
color.

Date: Date:
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The tags contained within the
signature section for the
external signer are \s1\, \t1)\,
and \d1\. The 1 will need to
be changed to 2 in each tag. If
you have multiple external
signers, each signer’s tags
should be changed to the next
consecutive number.

Once you have finished with
the external signer, you will
need to make the same
changes to the internal
signer’s tags continuing with
the next number from where
you finished with the external
signers.

In Witness Whereof, HIRAM J HASH AND SONS INC and the INDIANA DEPARTMENT OF

Memorandum. The parties, having read and understood the foregoing terms of this
Memorandum, do by their respective signatures dated below agree to the terms thereof.

HIFAM J HASH AND S0ONS INC INDIAMNA DEPARTMENT OF ADMINISTRATION

By-ls1l By:ls2\
Title 14 Title\t2\
Date:\d1 Date\d2\

In Witness Whereof, HIRAM J HASH AND S0NS INC and the INDIANA DEPARTMENT OF

Memorandum. The parties, having read and understood the foregoing terms of this
Memorandum, do by their respective signatures dated below agree to the terms thereof.

HIRAM J HASH AND SONS INC INDIANA DEFARTMENT OF ADMINISTRATION

By:\s2\ By:is3\
Title:\t2\ Title:\t3\
Date\d2\ Date\d3\
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In Witness Whereof, HIRAM J HASH AND SONS INC and the INDIANA DEPARTMENT OF

Memorandum. The parties, having read and understood the foregoing terms of this
the tags have been changed, Memorandum, do by their respective signatures dated below agree to the terms thereof.

change the text back to the
correct colors: black for the

;eXtt'hWTte or very light gray HIRAM J HASH AND SONS INC INDIANA DEPARTMENT OF ADMINISTRATION
or the tags.

When all the numbers within

By: By:
Title: Title:
Date: Date:

NOTE: It is possible that the tags contained within the contract may vary slightly from what is included here. Some
e agency-specific templates have different requirements. The only thing that should be changed in each tag is the number.
The accompanying letter and slashes should remain the same.

Prepare and Route for eSignature

After you have finished making all the edits to your contract document and have clicked on the Prepare and Route for
eSignature button per instructions provided by IDOA, you are ready to add your information as Signer 1 along with the
information for everyone who will sign your contract. Be sure that the Signing Order numbers you assign correspond to the
numbers you entered in the tags on the text document in the signature section.
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STOP

Ensure that you have entered your information as a signer, and you
have indicated your Signing Order as 1

Log In to your DocuSign Account

This would be a good time to confirm that you are able to locate all the files you will need to add to your contract
document, that they contain the correct Exhibit indicator (if referenced in the contract), and that each file you will be
adding is no larger than 25MB. If a file is larger than that, it must be broken down into smaller files. The entire DocuSign
envelope doesn’t have a size limit, but each individual file contained within the envelope does have a limit.

Log in to DocuSign here.
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https://account.docusign.com/oauth/auth?response_type=code&scope=all%20click.manage%20me_profile%20room_forms%20inproductcommunication_read%20data_explorer_signing_insights%20notary_read%20notary_write%20search_read%20search_write&client_id=2CC56DC9-4BCD-4B55-8AB0-8BA60BAE1065&redirect_uri=https%3A%2F%2Fapp.docusign.com%2Foauth%2Fcallback&state=%7B%22authTxnId%22%3A%2242b48da9-e7d4-4ecd-9f0b-55454b348a69%22%7D#/username

Locate the Correct Contract

Once you are logged in to your

. cuSign i H M T lat R t: Js
DocuSign account, you should DocuSign eSignature o cnege. ememE s Teeer ©
land on r Hom Y n "
a. d o you o € tab ouca NEW ¥ Action Required ‘QSeathuicKV\ews ‘ *= FILTERS
either click on the Manage tab oo e ot i | o
or click on the Action Required Shered Eneloges
Subject Status Last Change ¥ Folder
section in the black ribbon O
_ test :nr?lral.:t only - ) 0/3 done 09{291'2021 Inbox m
tOWa r-d the top Of the page B8 Inbox |:| 0 To: Jamie Sisco, Jamie Powers +1 more MNeed to Sign 00:39 Sent
. < Sent Resend
E|ther ShOU|d take yOU tO the C —— Looking for more? | Edit your filters Move
correct spot. Locate the B Doletea —

contract you need and click on O Duksends R
the operator next to the Sign = PowerForms
button at the right end of the
row. From the drop down

choose Correct.

QUICK VIEWS

o Action Required

Add the Documents

Click Upload, choose the
location on your computer
where the documents are
stored, find the documents you
need, then add them to your
contract. You may choose to
add them one at a time if the

< test contract only

/' corecting

Add Documents to the Envelope

A

-+

USE A TEMPLATE

order is important, or you can
select all the documents in one

STIND_000000000000000000... :
1 page :

action if a certain order isn’t

required.
Add Recipients to the Envelope
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One ata Time

Once you have found the document to add, 6 | roemmmay ® [hovances ormions |
click on it once to highlight it, then click Open # comecing

to add it to your contract. Click Upload again Add Documents to the Envelope

to choose the next document to add. Continue

this process until all documents have been
added.

All Documents in One Action
When the window opens listing the documents,
click on one of your documents. Hold down the

STIND_000000000000000000... : Glear internal and externals... : original contract EDF pdf : original approved specialpdf
1 page ° 1 page N 13 pages ° 2 pages .

Ctrl button on your keyboard while clicking on ()
each document that needs to be added to your
contract. When all the documents have been

chosen, click Open. You will be taken back to
your DocuSign page where you will see each Add Recipients to the Envelope
document loading. Ensure all documents have R T G e AT (=) O e GRS | TS G

loaded before proceeding. [v) Sotsgning order
NEXT \

Click the Next button.
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Place the Initial Flag

Earlier in the process, you
created an initials tag in your
contract document. Now, you
need to place the initial flag in
the general area where you
created the tag. The flag
doesn’t need to be in the exact
spot. Drag the Initial flag from
the left side of the screen to the
upper right-hand corner of your
contract and drop it.

When you are satisfied with its

< test contract only @ ACTIONS v

CORRECT

/ Correcting
Jamie Sisco v H m o 122% ¥
-\, Search Fields x A DS ynitial
Standard Fields ~ ot »
* Recipient ~
F |/ signature ° ° Jamie Sisco -
[ 5t MEMORANDUM OF UNDERSTANDING [v] Required Fiela
) Date Signed |
Formatt v
4 Contract #0000000000000000000052267 —
This Mer of Ur [y um”) is entered into by and between the Data Label v
2 hame INDIANA DEPARTMENT OF ADMINISTRATION and HIRAM J HASH AND SONS INC. In
ion of those mutual ings, the parties agree as follows:
Tooltip ~
a4 Email
Location b
B company THIS IS FOR TESTING PURPOSES ONLY
- Tite

location, click Correct. DocuSign will indicate that it is sending the envelope to whoever is next in the Signing Order.

Initial the Contract

If you forget to drag and drop your initial flag before you click Correct, DocuSign will give you a message that you are
missing fields for recipients. Click Add Fields to return to the screen to add the initial flag.

At this point, it is time to place your initials on the contract document so it can continue to the external signer(s). You have
two options: (1) go back to the Manage tab in your DocuSign account, or (2) click on the link in your email from DocuSign.
The link in your email should still work to access the document if you can’t initial the contract immediately and must return

to it later.
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DocuSign eSignature Home Manage Templates Reports @ (5

A
. NEW ¥ Action Required Q| Search Quick Views -
If you stayed logged in to 9 | .
your Docusign account’ Iocate Shared Envelopes Filtered by: DateqLaEtGMonlhs)\Edlt
Subject Status Last Change ¥ Folder
the correct contract on the EnveLoPES
. . _ test contract only - 0/3 done 10/08/2021 Inboj m

M a n a g e ta b . C I | C k t h e S 1 g n B Inbox D 0 To: Jamie Sisco, Jamie Powers +1 more Need to Sign 14:42 Senl

7 Sent
button. G outs Looking for more? | Edit your fiters

B Delsted

|E]' Bulk Send NEW

I}

PowerForms.

If you clicked on the link from your email, it should open the document at the correct spot to begin.

Click continue ‘:fi & Review and sign document(s) | x =+ Q - o X
Fay c @ na3.docusign.net/Signing/?ti=1840303dbe2f4d6a834557488de00940 @ W &
ReV|eW the document tO be sure that ! This site uses cookies, some of which are required for the operation of the site. Learn More

every attachment you wanted with your

Please Review & Act on These Documents e
. - DOC!.SIQI'I
contract is visible. Whatever you are o
JamleSlsc_o
seeing during this review is the current . State ofinatara
state of your contract. |f anything iS A contract with the State of Indiana has been prepared and is ready for your review and electronic signature.
missing or shouldn’t be there, now is the ViewMore T pm s e me e e

time to go baCk thrOUgh the proceSS to Please review the documents below. m OTHER ACTIONS ~
add or delete any attachments.

DocuSign @) Change Langusge - English (US) ¥ | TermsOfUse&Privacy ¥ | Gopyright © 2021 DocuSign Inc. | V2R
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Click the Start button.

Click the Initial flag. DocuSign
will place your initials in the
spot where the Initials tag was
previously.

Click Finish to complete this
part of the process.

You have completed the process
to add large files to your
contract document. The
contract will automatically be
routed to the next signer.

Please review the documents below. m OTHER ACTIONS ¥

@ Q 8 e

3

DocuSign Envelope ID: 13CD1486-DIB1-422E-ABTA-BC4BCIFITFS
START

MEMORANDUM OF UNDERSTANDING

Contract #0000000000000000000052267

This of L ing (" ") is entered into by and between the
INDIANA DEPARTMENT OF ADMINISTRATION and HIRAM J HASH AND SONS INC. In
consideration of those mutual undertakings, the parties agree as follows:

THIS IS FOR TESTING PURPOSES ONLY

Done! Select Finish to send the completed document. m OTHER ACTIONS ¥

Qa a & 8§ 0

DocuSign Envelope ID: FAFBAC2F-B721-4ABA-BDDA-4BAGA1CI83B5

MEMORANDUM OF UNDERSTANDING

Contract #0000000000000000000052267

This Memorandum of Understanding ("Memorandum”) is entered inte by and between the
INDIANA DEPARTMENT OF ADMINISTRATION and HIRAM J HASH AND SONS INC. In
consideration of those mutual undertakings, the parties agree as follows:

THIS IS FOR TESTING PURPOSES ONLY
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