Using Docusign to Digitally Sign Documents:

Step 1: Go to https://www.docusign.com/ and click ‘Log In’ at top of page
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Step 2: Enter your UT net ID followed by @tennessee.edu in the login box, ex.
jstefans@tennessee.edu and then enter your UT password (if your password gets rejected on
the first try, please try again until you see the box that says: USE COMPANY LOGIN

Step 3: Once you have entered your email and password, (you may have to enter it twice) you
should now see the box USE COMPANY LOGIN, click that box and it should then redirect you to
a UT CAS login page, if needed, enter your UT net ID followed by your password to proceed:

DocuSign

Please log in to your account

jstefans@tennessee.edu

Password

LOG IN

Forgot password

USE COMPANY LOGIN

Sign in as a different user


https://www.docusign.com/

Step 4: Once you have signed in, you can then edit your profile signature, select the signature
of your choice and be sure to click ‘Create’ when done:
Create Your Signature
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Step 5: To upload a document that needs a signature, go to the top bar and select the
‘Manage’ tab:
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WHAT'S NEW

Comments
Ask and answer questions about documents and
receive real-time comment notifications. More Info

Bulk Send for Multiple Recipients

Include multiple recipients in each envelope. Send
to more recipient types and specify envelope
custom field values. More Info

Template Sorting
Sort your templates by name.
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Step 6: Now select the ‘New’ button in the top right corner and select ‘Sign a Document’ from
the drop down menu:

NEW Inbox

Send an Envelope l Filtered by: Date (Last 6 Months) | Edit

Sign a Document Subject
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Step 7: Now you can upload the document by searching for it from your PC files or by clicking
and dragging a document into the upload box and then hit ‘SIGN’ to proceed (you can click and
drag an email document attachment from the sender directly into the upload box):

Sign a Document
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Step 8: To sign the document, hit the ‘Signature’ option on the top left side of the page. Doing
so will bring up your digital signature, simply drag it to the desired location and place it on the
document, the same can be done for the date by hitting the ‘Date Signed’ button. To save be
sure to hit the ‘Finish’ at the top of the page when complete:
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Step 9: The send box will now appear, this is where you can enter your name, and then the
email address of the person you wish to return the signed document back to, you can also add
an additional message if needed, hit ‘Send and Close’ to complete

Sign and Return

Send your signed document to anyone you would like. Enter an optional
email address below.

Full Name: Email Address:
Justin Stefanski kavrit@utk.edu
+ADD RECIPIENT
Subject:

Message:

Kaye, please see attached signed document. Thanks. Justin
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Step 10: An email will be sent to the recipient that you entered and the document can be
accessed via the attached document in the email or by clicking the ‘Review Document’ option:

Tue 3 00 PM
. DocuSign System <dse_na2@docusign.net>

To Stefanski, Justin

i If there are problems with how this message is displayed, click here to view it in a web browser.
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Justin Stefanski sent you a copy.

REVIEW DOCUMENT

Justin Stefanski
jstefans@tennessee.edu

Kaye, please see attached signed document. Thanks. Justin
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