How to use DocuSign to send a form:

1. Login using “DocuSign” on myVSU portal
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2. Click on “New” and choose “Send an Envelope” from the drop-down menu
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3. Upload the form that needs signatures
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4. Specify signee and check the box for “Set signing order”. If applicable, add recipients who would get a
copy.
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5. Click “Next” to indicate the places where individuals would sign, Or, click “Send Now”
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Adding notes to a form:

On some occasions a form may need additional information or needs to be sent back with some notes. Way to
add notes or further information to a completed form can be found at:
https://support.docusign.com/en/guides/ndse-user-guide-add-comments



https://support.docusign.com/en/guides/ndse-user-guide-add-comments

