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University of Wisconsin 
NIH Other Support 

DocuSign Desk Reference  
 

For Administrators: How to upload an Other Support document and request a signature 

Effective January 25, 2022, the National Institutes of Health (NIH) requires the PI/PD, Co-Investigators, Other Senior/Key 
Personnel to electronically sign their respective Other Support documents. To comply with this requirement, the University 
of Wisconsin – Madison is using DocuSign to obtain authenticated electronic signatures on Other Support documents. 
DocuSign is the preferred and accepted system for electronically signing documents. 

This reference describes how an administrator uploads an Other Support document and requests a signature from the 
researcher.  Administrators must remember to Print to PDF once the document has been signed to create a flattened, 
uneditable PDF as required by the NIH.  

1. Log into DocuSign  

Once you have an activated account, you can log into the DocuSign website (app.docusign.com).   

Your email address ending in “wisc.edu” will get you to the UW-Madison-licensed version of DocuSign.   

 

 

 

 

 

 

 

 

 

The landing page of DocuSign looks like this:  

  

https://account.docusign.com/
https://app.docusign.com/
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You will notice the UW crest in the top right corner:  

 

The crest indicates that you are in the version of DocuSign 
licensed by UW-Madison.  

 

 

2. Upload a document to sign   

After you have prepared the Other Support document with input from the researcher and are assured that the 
information is true, accurate, and complete, the document can be uploaded in DocuSign (part of the function called “Send 
an Envelope”).   

On the DocuSign main page, click on the START button. 

 

Select “Send an Envelope”:  
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A new screen will appear.  The next step will be to add a document to the envelope.  

 

 

 

Click on UPLOAD and select the appropriate document.  
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The document will then appear on screen.  

 

You may choose to include more than one document at a time in the envelope by clicking on “UPLOAD” and repeating 
the process above.  

3. Send the document to the researcher to sign 

The next step is to add the individual recipient who must sign the document.  

Users will automatically appear as you begin typing in the “Name” field.  Select the individual who must sign.  Note that 
an individual does not need to have an account if they only need to sign a document. In that case, you will need to enter 
their full name and email address. 

 

You must include a Subject for the email that will go to the recipient.  You may also choose to include a short message.   
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After you have entered a Subject and Message, click on the “NEXT” button in the lower or upper right hand corner of the 
screen.  In this next step, you will flag the location for the researcher to sign and indicate where the Date Signed will 
appear.  

 

A new screen will appear.  The left side of the screen contains “Standard Fields.”  The middle section shows the 
document to be signed.  The right side of the screen shows a thumbnail image of the document.   
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In the middle section, scroll down to the signature block.  Click and drag the “Signature” and “Date Signed” from the 
list of Standard Fields on the left side of the screen over to the signature block. Once you drag and drop, the field is 
placed.  

 

After adding the “Signature” and “Date Signed” fields, you may send the document to the recipient by clicking on 
“SEND” in the bottom right corner of the window.   
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Once you have sent the document, it will appear in your list of Sent Envelopes.  

 

4. Complete and save the Other Support document  

When the individual opens the document, you receive an email with the following message: 
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After the document has been signed and dated, you receive another email with the following message: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When you click on “VIEW COMPLETED DOCUMENT”, your browser will go directly to the signed document.  You can 
scroll down to view the signature.  On the top left of the screen, a message indicates that the document is now complete.  

 

Use the printer icon at the top of the screen to print the signed document to PDF.  You must print to PDF to prepare the 
requisite flattened PDF for submission.   

 



Last saved: 12/10/2021  Page 9 

5. What the researcher sees when you request their signature 

As an administrator, you may want to know what the researcher sees after you ask for their signature.  The following 
steps occur on the researcher’s end.   

When you click SEND to ask the researcher for a signature, they receive an email with the following message.  

 

After the researcher clicks on REVIEW DOCUMENT, the document opens in a browser.  The image on the screen looks 
like the following. 
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The researcher clicks CONTINUE and the document can be acted upon.   

Clicking on the START button on the left side of the screen takes the individual to the place in the document where the 
document is signed.  

 

After the researcher has signed and clicks FINISH, a new pop-up window appears.  

 

The researcher may LOG IN to view a copy of the document.  If the researcher selects NO THANKS, the following 
message will appear:  
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At this point, you as the administrator will receive an email that the document has been completed.  

 


