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THINGS YOU SHOULD KNOW

e Only the procedures for setting up signers, routing documents for signature, and electronically signing contract has changed with the implementation
of DocuSign; everything else stays the same.

e Signers no longer need to be registered as bidders or designated as a contact under a registered bidder. “Yah-hoo.”

e You need a valid email address to setup a signatory. (That goes for external AND internal.)
There’s an alternate procedure that allows you to setup signers the old way using the bidder contact (external) and the PS user ID (internal), but it’s more

complicated and requires more steps. It's your option, but we’re going to focus on teaching you the new way because it’s SO much easier!

e You need a valid phone number (no extensions) for the EXTERNAL signer when using the Text Message Identity Authentication.
The preferred method is to use DocuSign functionality requiring authentication of the external signer by text. It's simple and verifies the signatory’s
identity. The alternate method is to create an access code and send it to the signer so that it can be entered during authentication. In case you’re

wondering, we don’t need to authenticate State (internal) signers.

e As the document author/administrator, you designate the signing order; it should still ALWAYS BE external (supplier) first, then internal (the State). All
SCM templates have been updated to provide yellow “sign here” tags (invisible from within SCM) in the signature blocks. They’ll require signers to
provide a signature, a title, and the date.

External signers will be the first tags visible to a signer, so you’ve got to get the signing order right! Again, supplier first, then the State.
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FIRST THINGS FIRST

< Employes Self Service Find an Existing Document

MNew Window

Find an Existing Document
*Source Transaction | Pyrchasing Contracts ﬂ
Contract Style |
Document Type [»]
*SetlD | STIND Q Contract ID
Supplier SetiD [STIND Q Supplier ID
Supplier Name Q Short Suppller Name
Description

Administrator

Sponsor
Department
AN Statuses [ Draft/Collaborated [ Pending Approval
LI Pending Internal Collaboration/Review || Approved
| Pending External Collaboration/Review L Dispatched
teadditional Search Criteria
Search Clear Save Search Criteria Delete Saved Criteria Keyword Search

FIND YOUR CONTRACT

Log into PeopleSoft and navigate to Supplier Contract
Management (SCM).

Use the search options to locate your contract and
pull up the Document Management page.

9 So far, nothing’s different!

Q
Q

L1 Pending Internal Signaturs
_l Pending External Signatur
_| Executed/Complete

Add a Document i
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GOT YOUR DOC?

Document Management

Document Management

SetiD
Supplier
Contract Style

Document Type

Description

Administrator

STIND Contract D 0000000000000000000041434
ATWOOD LAKE COMMUNITY ASSOC INC
General Contract

00705 FA APHS & IAP Grants

art grant

Werner Jeania-061

New Wi

Return to Document Search

Is This Contract Co

Sponsor

Version 0.00
Status  Draft

View and Edit Options:
View Document

Edit Document

Add Supplemental Documents
Document Modification Summary
Document Version History

Department 039095

Created On  04/17/20 9:48AM
Last Modified On  04/21/20 10:15AM

Review and Approval:
Route Internally
Preview Approval

Submit for Approval

Bypass Approvals

Internal Contacts/Signers
External Contacts/Signers

DOA - Procurement - Admin Svcs

Document Details

Other Document Actions:

Recreate Document

OKAY, LET’S ROLL!

From the Document Management page, click the

\Prepare and Route for e-Signature‘ .

This’ll take you to the Send Document for Signing page
where we set up the document for signing with the

new DocuSign process.

We can get this done in just FOUR steps!

Prepare and Route for e-Signature

Deactivate Document

Generation Log
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Send Document for Signing

SetlD  STIND
Supplier  ATWOOD LAKE COMMUNITY ASSOC INC

Signing Order | Sign based on Sign Order ﬂ
Send To Recipients IDENTITY
5] AUTHENTICATION TAB
Email Address Identity Authentication | [
*Email User Recipient Name Carbon Copy
XXronmike@outlook.com 1Q | Rhonda Fink 0

Subject | art grant

Message

» Attachments

Send Cancel

ContractiD 0000000000000000000041456

1-10f1]v|
Sign External
Order Signer
1 M

View Al

STEP 1

Setup signers and the signing order on the
Email Address tab.

e Email
Enter the signer’s valid email address.

e Recipient Name
Enter the signer’s name as it must appear on the
contract.

e Sign Order
Enter a number to define the order in which the
document should be signed.

e External Signer

Select the External Signer checkbox so that
PeopleSoft knows who it is. Use the plus and minus
buttons if you need to add or remove rows.

Select the Identity Authentication tab to move on to
the next step!

Other Details

Before you setup signatures, ALWAYS verify that the contract is the correct document and version.

The name entered as the Recipient Name will default as the signature for the signer, so the spelling must be correct. The signer could decline to sign if

something isn’t right.

Keep these things in mind.

e External signers should always be first; that’s the State’s requirement.
e DocuSign will send email notifications to signers in the order you specify
e Don’t forget and leave the Sign Order blank; because of the embedded Sign Here tags signatures might end up in the wrong places.




USING DOCUSIGN WITH PS SCM
Signer Setup and Route for Signature

Send Document for Signing e |
Sed  STHD catract 10 QOGM000000000CH0000TT 7204
Suppier  THE UNIFORM HOUSE
Signing Oeded | Sign based on Sigh Ondel e
Send To Reciplonts
=

Frmaad Asicss IAENTy ATt EE e
“Emad User Authentication COUNY  phoneMumber  Access Code
e andreemes fgmad tom Test Mpsiage ~ 1 SA85-555-5555 + -
DALCEWTyTHAENONEYE Com Aroess Coda e 1 Fr— + -
prreimeriscea in gov 1L =

1 | COMSULTING SERVICES

Sand Cancel

STEP 2

Set up the External Signer authentication.

e User Authentication

From the User Authentication field drop down list,
select text message as the authentication method for
the external signer.

The signer must have a mobile device that can accept
text or SMS messages; enter the valid phone number in
the field.

If that method can't be used, from the User
Authentication field drop down list, select access code.

The access code must be at least six characters (50-
character maximum) and include one letter and one
number.

You'll need to send the access code you entered to the
signer(s) by email, phone or fax right before or right
after you click Send.

Other Details

Signer authentication is not system-enforced.

The State’s definition of electronic signature requires authentication for external signers but not for internal signers.

If you're using the access code method, we recommend that you use something simple like your initials and the last

five digits of the Contract ID number. For example, JW99999. Be aware that the code won't be visible to you as you

enter it, so be careful and make a note of it!

Oversight agency approvers may deny your contract if External Signers have not been authenticated.
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Send Document for Signing

Suppler  KELTHER AND ASSDCIATES INC
spaing Orded | Sige based on Sign Orde o
Send To Reciphents

m

Emai Adoress identity Authenticaton [

*Email User Autheatication ORIy pnone Mumber
eemed Bedoa in pov w 1
wmﬂm&ml Cowm Apoeas Code bl 1

Subjec Coniylng Seniced

Mennage | A gonteit wilh B Sl of InSna Rie ben prapiend S B read 150 ySuf finding nd Slcinanid sl -

Bardare you chok Reviins Documant. you Cis visi the intiana Deparmesl ol ASmniiason's Supphel Resowcs
Caniler found on e 14 gov websle. Choll T Conia Proceds il 1o Sl vioeo Ruiruchons 18 using e w
[eetutiage peocess. 1o fagn Fate contiach

b Aftachments

Send Cancel

Access Code

CEEELLE]

STEP 3

Prepare the email notification.

The DocuSign email notification that is sent to signers
will include what'’s written in the Subject and Message
fields at the bottom of the Send Document for Signing
page.

1. The Subject Line

Adjust the wording in the Subject field as you prefer to
identify the document to be signed.

2. Message for Signers

There will be system-generated text in the notification
to signers.

If you update it, do not use quotation
marks inside the message field!
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Send Document for Signing
T KELTHER AND ASSDCIATES INC

5gn based on 5ige Ondes -

....... To Recipsnts

Emai Address ARy AUthentanon [

"Email User Awthenticalion

E “,"I'" Phone Humbaer

premas @adoa in poy il 1

PRI AT S i Lo Access Code W 1

MaSiags | A ol wilh B St of INgeng Fdi D0 SHepseed iad i redy 167 youl finin Snd Slcineni: ghitide =,
Barlers you chok Rigveiny Documpnl, you T8 SR e INSana Daparmeal o ASMNEEISN'S Supplid Ressucs

Corvier fiound on B iH gov websiie. Cicl e Conieacl Process b jo Sind video insbrucions i using B o
Docyfige process 10 1gn Siaie conbracts

* Aftachments

Send Cancel

Access Code

qqqqqqq

STEP 4

Send for Signature.

Last chance! Before you send it out, check one last time
to make sure you’ve got the bases covered.

v' email address is good

Recipient’s name spelled correctly

Sign Order designated

Checkbox selected for External Signer

Identity Authentication set up for External Signer(s)

AN N NN

All set? Okay, let’s do this!

Click the |Send | button.

Other Details

The Review Document email notification will be sent to the first signer.

After the first signer has finished, an email notification will be sent to the next signer in line, and so on.

AWESOME JOB!
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DOC CAN’T BE SENT GOT AN ERROR?

Document Management & Q
g q g q )
D{—Smd Ve Er g < |f you click Send without setting up signers, you'll get
. this error message that says, “Document cannot be
o et sent for signing. No recipient has been entered.”
Supplier ATWOOD LAKE COMMUNITY ASSOC INC
URIRME SR R S e L S Orcc ™ - Just click the OK button and complete the required
Send To Recipients | steps to set up the signers.
=21 1-1 DT1E | View Al
Email Address ‘ | Identity Authenticaf Document cannot be sent for signing. No recipient has been entered. (10420,926)
Email 0K E;‘;;g;"
Q (| (| +* =
Subject |art grant
Message | A grant contract with the State of Indiana has been prepared and is ready for your review and electronic ~
signature.
Before clicking Review Document, you can find the step-by-siep instructions for electronically signing the confract o
at hitps_/fwww.in. gov/idoa/2977 htm.
» Attachments
Send | Cancel v
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TRACK THE STATUS SIGNING DETAILS

¢ Document Document Management

Document Management

SetiD STIND Contract|p 000DD0O000000000000041455 Restu o Document Search After you click Send, the Document Management page
Suppfier ATWOOD LAKE GOMMUNITY ASSOG ING will update and display info about your actions.
Contract Style  General Confract
poeimentiyps S0l Grem Tempise fo This Conirzet Confidential?. Mo M1 Under Signing Details it’ll show the date/time you
Description  art grant q . . .
Adrinistator Uieoner Joanie GGt created the DocuSign envelope and sent the invitation
Sponsor Department  D3B0B5 D04 - Frocuremsnt- Admin Sies (tO S|gn) tO the fIrSt Slgnel’.
Varsion om0 7 - 1] =nt Details . q . .
Version 001 Crested On - Q42120 10:42411 e Under Signers it’ll show the Sign Order, email address,
Status Draft Last Modified On 0421720 2:45FPM

User Name and Sign Status for all signers entered.

* Signing Details

Signature Status  Pending Signatures Get e-Signature Status

04/21/2020 07:45 PM The envelope was created by Jeania Wemer
04/21/2020 07:45 PM Jeania Werner sent an invitation to Rhonda Fink [idosjeaniawemer@gmail com)

This is the only place you can verify the signer
information after clicking Send.

Signers
5 Q 1-2 of 2[v]
) _ ) The info on this page won’t update until you click the
Email User Mame Sign Status Signed DTTM
_ button after the signers have
1 idoajeaniawemnan@gmail.com Rihaonda Fink Pending Signature
signed.
2 pwemer@idoain.gov L Erin Kellam Pending Signature _
View and Edit Options: Review and Approval: Other Document Actions:
View Document nternial Contacts/Signers Cancel Signature Procass
External Contacts/Signers
Add Supplemental Documents Deactivate Docamant

Ciocument Modification Summany
Ciocument YWersion History Generation Log
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DOCS NOT DELIVERED

& 2 T4 -

File Message Help

Documents sent for signature could not be delivered - Message (HTML) @

Acrobat Q  Tell me what you want to do

IS Ignare m E :'_ (C_ :T/ (5 Meeting T Leave requests 7 To Manager EQ,] T Rules ~ (%W_I | ek O Find
- o519 — Lo M~ A Team Email " Done @ OneNate oe ax = Related ~
F\ Junk - Delete Archive Reply Reply Forward e‘.p v & Delet +Z Create New = Move Mark Categorize Follow | Translate
) All 0 More ~ J Reply elete 7 Lreate New = F‘QAct\uns = Unread = Up~ = b Select ~
Delete Respond Quick Steps N Move Tags ] Editing
Documents sent for signature could not be delivered
€ Reply

@ DocuSign Demo System <dse_demo@docusign.net>

To Werner, Jeania

**** This is an EXTERNAL email. Exercise caution. DO NOT open attachments or click links from unknown senders or unexpected email. ****

E The linked image
bt

Documents you sent for electronic signature could not be delivered to
this email address:

The destination email system provided this error message:

For mare information about the failure, please see the attached email message or
reference DocuSign's knowledge base to interpret this error code

|f the email address is incorrect. follow these steHs to correct it and resend the

YOU’LL GET A MESSAGE

If the signer email address is invalid, you'll receive a
message like this one to let you know the documents
couldn’t be delivered.

No problem.

Make sure you have the correct email address, then
just follow the steps to cancel the e-Signature process
and you can update the info.
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SIGN PROCESS VOIDED YOU'LL GET A MESSAGE

Voided: consulting contract resh

If the signer declines the invitation to sign (in the case
ome - of an External Signer) or “voids” the contract ( when an
- Internal Signer says no), you'll get a notification like

DocuSign this one. The signers will get it, too.

Jeania Werner via DocuSign <dse_demo@docusign.net Tue, Apr 21

Maybe the signer’s name was wrong, or maybe there’s
a problem with something in the contract document.
You'll have to figure that out, but we can fix this so it
can be sent again.

Follow the procedures to cancel signatures, and
you're all set.

Jeania Wemer voided consulting contract.

Jeania Werner
JWerner@idoa.lN.gov

consulting contract has been voided for the following reason:
Cancel All Signatures:

10
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CANCEL SIGNATURES STOP THE PROCESS

< Document Document Management

Document Management

If at any time for any reason you need to stop the e-
Signature process, just follow these steps.

setiD STIND Contract I J000000000000000000041456 Retum to Document Search
Supplier  ATWOOD LAKE COMMUNITY ASSOC INC
Contract Style  General Contract 1. Click the [Cancel the Signature Process button.
Dogument Type  SOI Grant Template Is This Coniract Confidential? | o  []

Description  art grant

Administrator \Wemer,Jeania-{91 Ema|l nOtIflcatlonS W|” be Sent tO a” partIeS.

DOA - Procurement - Admin Sves

Sponsor Department 038085
Version 0.01 Created On  D4/21120 10:42AM Document Detail 2. Clear the info (literally delete the information
Status Draft Last Modified On 042120 3:45PM .
« Signing Detais from the page) on the Internal Contacts/Signers
Signature Status  Pending Signatunes Get e-Signature Status and External Contacts/Signers pages.
04/21/2020 07:45 PM The envelops was created by Jeania Wemer
04/21/2020 07:45 PM Jesnia Werner sent an invitation o Rhonda Fink [idosisaniawemen@gmail.com]
Signers a
= o 12012 3. When you're ready to try again, repeat the steps to
setup the signers and send for signature.
Email Usar Hame Sign Status Signed DTTM
1 idosjeaniawemen@grnail.com Rhonda Fink Pending Signaturs |
2 jwemen@idos.in.gov L Erin Kellam Pending Signature
Wiew and Edit Options: Review and Approval: Orther Document Actions:
View Document ntemal Contacts/Signers Cancel Signaturs Procass
Exfernal Contacts/Signers
Add Supplemental Documents R R LTI
Diocument Modification Summany
Cicument WVersion Histary Gienerafion Log

11
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SIGNING CANCELLED YOU’LL GET A MESSAGE

Voided: 061 Testing services - Message (HTML) @

File Message Help Acrobat @  Tell me what you want to do q g . .
—= = " T - If you cancel signing, you and all the signers will get an
 Mesting P t emails 7 To M =] Rules ~ e . R rf ] .
mwoe [ 3 53§ X Bre | Dot e ™ e & om a email notification like this one to let you know the
pj K~ Delete Archive Reply Reply Forward =~ o 2 _ _ Move nerotE Mark Categorize Follow | Tra a
B Al 11 More Reply & Delete 37 Create New I BActonsv | Unread  ~ Up~ process has been voided.
Delete Respond Quick Steps [ Move Tags N

Voided: 061 Testing services

DocuSign Demo System <dse_demo@docusign.net=
To Werner, Jeania Thu 3/19/2020 11:57 AM

@ Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

E| Right-click or tp
Pt

Jeania Werner voided 061 Testing services.

Jeania Werner
JWermner@idoa.IN.gov

061 Testing services has been voided for the following reason:
Cancel All Signatures:

12
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SIGNING INSTRUCTION VISIT THE WEBPAGE

'INgOV ID@R Indiana Department of Administration

The procedures for signing an SCM document
electronically with DocuSign are pretty simple; many
signers will likely make their way through the
procedure without additional instruction.

Online Services = IWantTo - FAQs«

For those who might not be as confident or would just
like to make certain they’ve got it covered, detailed
step-by-step instruction is available on IDOA’s website
at:

https://www.in.gov/idoa/2977.htm.

=

The State of Indiana is using the Supplier Contract Management module (SCM)

13
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DOCUMENT VIEWED

= T ‘L = Erin Kellam viewed 061 Testing services - Message (HTML)
File Message Help Acrobat 2 Tell me what you want to do
Meetin 0 Leav s —F To M =5 B Rules ~ OO
IS Ignore m l? <|v_| F’\ = ] eave requests o Manager |v_'|
ﬁ é) é) — Ele = Team Email ~ Done &]OneNotE (% —
p Junk ~ Delete Archive Reply Reply Forward €3 Reply & Delet o e N = Move
= All r_:“g Mare ~ ) e ¥ Lreate Hew ~ F‘gA(tions = Unread =
Delete Respond Quick Steps [F] Move Tags

Erin Kellam viewed 061 Testing services

@ If there are problems with how this message is displayed, click here to view it in a web browser,
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

DocuSign Demo System <dse_demo@docusign.net>
To @ Werner, Jeania

|Z| Right-click or tap
pitiriery iy

Erin Kellam viewed 061 Testing services.

REVIEW DOCUMENT

At 03/20/2020 | 13:15 EDT, Enn Kellam opened and viewed your documents,
STIND_0000000000000000000041445_0.PDF.

Up~

Mark Categorize Follow

[P

5y |

5% SOFid

Translate

YOU’LL GET A MESSAGE

After a signer clicks Review Document in the DocuSign
email they receive, you'll get a message to let you
eatng.  KNOW the person opened and viewed the documents
you sent.

[=]E

. Pretty cool!

14
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AUTHENTICATION FAILED

8 2

File Message Help Acrobat Q Tell me what you want to do

IS lgnare m E @ @ E ;Eé:\;eitmg

. Delete Archive Reply Reply Forward
%Junk Al |‘_=‘|':| Mare

Delete Respond

Failed Access: 300 LARE ATWOOD LAKE

Failed Access: 300 LARE ATWOOD LAKE - Message (HTML) @ .
EDPAP Classmar.. — To Manager D\l/ FI‘::'IRMESV |‘v_'| (| l}) /O
™ Team Email ~ Done uOneNote (% m[u] ax
(__) Reply & Delete -5'/2 Create New = Mave r‘ B . Mark Categorize Follow | Translate
~ & Actions Unread = Up~ =
Quick Steps = Move Tags ] Editi|

DocuSign Demo System <dse_demo®@docusign.net=
To @ Werner, Jeania

(i) If there are problems with how this message is displayed, click here to view it in a web browser.

— - e

E| Right-click or tap
Pl

Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

Kevin Johnson failed authentication

REVIEW AND CORRECT

Jeania Werner
JWerner@idoa.IN.gov

YOU’LL GET A MESSAGE

If a signer isn’t able to authenticate his or her identity
for whatever reason, you’ll get notification like this one
to let you know.

You'll need to figure out why it failed; maybe it was the
wrong phone number, or maybe it was entered
incorrectly by mistake.

It’s okay. We can fix it!

15
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AUTHENTICATE REPAIR

Document Management
SetiD STIND
Supplier ATWOOD LAKE COMMUNITY ASSOC ING
Confract Style General Contract

Document Type  SO0I Grant Template

Description  art grant
Administrator Wermer, Jeanis-081

Sponsor Department 038085
Version 001 Created On  D421720 10:48AM
Status  Diraft La=t Modified Op _ 04/2120 2:45PM

* Signing Details

Signature Status Pending Signaturas

0472172020 07:45 PM The envelops was created by Jeania Wemer
042172020 07:45 PM Jeania Werner sent an invitation to Rhonda Fink [idoajaniawemer@pmail.com]
042172020 07:51 PM Phone Authentication Failed for Rhonda Fink

I

Contract|p  0000000000000DD0000041453 Retum to Document Search

|5 This Confract Confidential? N;

D0 - Procurernant - Adrmin Sves

Document Details

‘Get e-Signature Status

S Q 1-2of 2]
Email User Namea Sign Status Signed DTTM
1 idoajesniawsmer@gmail.com Rhonda Fink Pending Signaturs
2 jwemer@idoa.in.gov L Erin Kellam Iniial
Wiew and Edit Options: Review and Approval: Other Document Actions:

nternal Contact

t=iSigners
External Cantacts/Signers

View Document

Add Supplemental Docurnents
Cocument Modification Summarny
Ciocument Version History

Cancel Signature Process

Deactivate Documant

Generation Log

HERE'S THE DRILL

e Make your way back to the Document
Management page.

o Click the |Get e-Signature Status button.

The Signing Details section will update to show
Authentication Failed for the signer.

From here, follow the steps to cancel the e-Signature
process and you can start again.
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USING DOCUSIGN WITH PS SCM
Signer Setup and Route for Signature

SIGNING COMPLETE

Completed: 061 Testing services - Message (HTML) @
File Message Help Acrobat Q Tell me what you want to do
7 s = -
Bigore [I] =] bl <alia| [EMeeting | |2 proc agent emails — To Manager ] BiRuies o mg b ys
- LoaIM ~ 2 Team Email ~ Done [ Onehlote .
'p Junk ~ Delete Archive Reply Reply Forward 5 Reply & Delet F Create New - Move Mark Categorize Follow | Translate
® All Erg Mare ~ Epl elete 7 Lreate Mew ~ F‘gActions = Unread = Up~ =
Delete Respond Quick Steps [ Move Tags 1 Editir
Completed: 061 Testing services

DocuSign Demo System «<dse_demo@docusign.net>
To @ Werner, Jeania

@ If there are problems with how this message is displayed, click here to view it in a web browser.

**** This is an EXTERNAL email. Exercise caution. DO NOT open attachments or click links from unknown senders or unexpected email. ***

|E| The linkad image
Lo i

Your document has been completed.

VIEW COMPLETED DOCUMENT

All signers completed 061 Testing services

YOU’LL GET A MESSAGE

When the last signer has finished signing the
document, you’ll get a notification to let you know the
signature process has been completed.

Time for a High-Five!
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USING DOCUSIGN WITH PS SCM
Signer Setup and Route for Signature

DETAILS IN SCM UPDATE THE INFO

4 Empioyes Seil Service Purchasing WorkCenter
Document Management
ZafiD  STHD Conlract i 0000000000000000000041425 Rt in Decument Searn
Suppller  THE LUNIFRM HOUSE e Make your way back to the Document
Confrast Btyls General Contract Management page.

Dosument Type S04 Frofessional Bervices Ic Thic Contrast Confidenbial? | Mo [

Decoriplion  non skid shoes

e Click the |Get e-Signature Status| button to refresh
the page and update the Signing Details section.

Adminbcirator Wemer, Mania-06 1
DO - Procurensent - Admin Sves

Epancar Department 038095

amendment 2 Crembed On  04/17i20 S:024M Hoeumant Detals
Amended On  4/T/20 8:23AM

LaziModined on 0409770 2 onak

Vercion 0.03

aiatuc  Doan

= Signing Detalias
nature Etatuc  Sip anf - Bignaturs Efatuc . .
et D If everything went according to plan, you’ll see all the
e — steps completed.

PN Jeania Wemer openad fhe e ope [documents: (ETIND_0000000000300000000041425_0.FPDF]]
20 12:26 PM Jeania Wemer viewed ihe enve ope [docume nis-{STIND_0000000000000000000041425_0.PDF)|

7 oM aania Wamar sers a Inviatian a W, Jaania | vamarg@idua.n.gov] . .. . .
e Each external signer’s identity authenticated

27 FM Wanner, Jeania viewed the enveope fdocumenis{STIND_0000000000000000000041425_0FOF )|

047172020 12:28
020

oar

=0
D4 17/2020 12:27 PM Warner, Jeania op enad the envelope [documents: (STIND_0000C0C0COD00000000041425_0.PDF]]

D4r17V2020 12:28 PM Werner, Jeania signed Bhe  meeiope .
G e Envelope opened by each signer
= ° — e Envelope viewed by each signer
Eman Uger Name Aign statuc Elgned DTTM . .
e Envelope signed by each signer
TheBigCheese@Yahoo.com Colby Jack Signed 04N TI2020 1Z22ZTPM
2| werea@idoa.ingov Werner, € Signed 04172020 12288 This information will remain on the page until an
Amendment is created.
View and Edit Options: Raview and Approval: Other Dooument Actione:
Wisw Original Dooument Preview &pprovsl Cancel Bignatuns Froosce
Wisw Amendment Flie Eubmit for Appraval Deaotreats Dooument

Bypacs Approvals




USING DOCUSIGN WITH PS SCM
Signer Setup and Route for Signature

CHECK THE SCM DOC

Agreement to Use Electronic Signatures

agree, and it is my intent. to sign this Centract by accessing State of Indiana Supplier Pertal using the
secure password assigned to me and by electronically submitting this Contract to the State of Indiana
understand that my signing and submitting this Contract in this fashion is the legal equivalent of hawving
placed my handwritten signature on the submitted Contract and this afimmation. | understand and agree that
by electronically signing and submitting this Contract in this fashion | am affiming to the tnuth of the
information contained therein. | understand that this Contract will not become binding on the State wndil it
has been approved by the Department of Administration, the State Budget Agency, and the Office of the
Attomey (General, which approvals will be posted on the Active Confracts Database
hittps-fs. gmis.in.gowpsp/guestSUPFLIERERP/Io/SO] CUSTOM APPS.501 PFPUBLIC CHTRCT
S.GBL

In Witness Whereof, Contractor and the State have, through their duly authorized representatives, entered
into this Renewal. The parties, having read and understood the foregoing terms of this Renewal, do by their
respective signatures dated below agres to the terms thereof.

THE UNIFORM HOUSE Indiana Department of Administration
—L By b —— D i By el Ly

B)L Jeawia (Mo E,)[: (s hatria

Tile: project coordinator Tite: The Big Cheese

Diate: 41772020 | 08:27 EDT Date: 4/17/2020 | O8:2E EDT

SIGNATURES ALL SET?

Always check your contract’s signature page to make
sure that the signatures are complete and correct.

If everything looks good, you’re ready to Submit for
Approval (back to the existing SCM procedures).

If there’s a problem, you’ll need to follow the steps to

cancel the e-Signature process; then you can start
again.

The Big Cheese?
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USING DOCUSIGN WITH PS SCM
Signer Setup and Route for Signature

DOCUMENT HISTORY

" Document History

SslD ETIMND Conirsst ID GO0D0000000000000000 1425
Bappllsr  THE UNIFORM HOUEE

Amemdmeant Oplion  Amerdmen Fles Only

Diocumant Aofion e Whew Bouroe WVerskon Hisliony R o Deoncw il
Doowment Histary
< 0 1150 IF W] L ¥ hoa
AotlonfFarsion Comemenis Document Delalls |
Ealmat DedeTime Dooumant &ottan Lact Ucar fo Taks Snoton Warcon Amandment Diadailc

422720 22PN Dezcurmand Viewed igrrar, Jannia-0e1 ooa
42020 12:01P Decurmant Viewed ‘igrrar, Jaania-061 0oa
42020 110:57AM Deocumant Wiewed Wiormar, Jeania-0E1 oca

» D4MTIZ0 B-ZEAN Eigrod Coournent Wi, Jeania-s0e1 003
» D4MTIZ0 B-ZEAN Sigrod Doournent Wiprnor, Jeaniaa0s] 003

D4MTIZ0 BESAN Routed for Eignafures ‘iprnor, Jeania-061 003

D4MT20 B25AN Corvered for Signaures igrrar, Jannia-0e1 ooa
D4MTZ0 B24AN Creeckesd In Wiormar, Jeania<0E1 o0ca
D4MTZ0 B3NN Craeoksd Ou Arrazncimeeni Wiormar, Jeania061 ooz
HT20 BZ3AN Arerdmen Cremed Wornar, Jeaniad 061 ooe 2 .

HERE’S THE STORY

TO GET HERE, click the Document Version
History link from the Document

' Management page.

EACH TIME you click the [Get e-Signature Status| button

. on the Document Management page, a new effective

dated row is added in Document History showing that

' you signed the document.

~ The ‘Get e-Signature Status| button on the Document

Management page refreshes the Document History

~ page (displayed here); No record of signing activities
- will exist in version history until you click the button.

s tricky. That’s why it’s important to click the
‘ ‘Get e-Signature Status‘ button throughout the signing
. process to keep things up-to-date.
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