University of Wisconsin
NIH Other Support
DocuSign Desk Reference

For Researchers: How to upload and sign an Other Support document

Effective January 25, 2022, the National Institutes of Health 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.
DocusSign is the preferred and accepted system for electronically signing documents.

This reference describes how to upload and sign one’s OWN Other Support document in DocuSign.

1. Log into DocuSign

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

DocuSign

Log In

Email *

Enter email

NEXT

No account? Sign up for free

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:

Dowsign esignature Home Manage Templates Reports

0

Waiting for Others
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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. ©) JR

2. Upload a document to sign.

This may be a document that you prepared yourself or that someone prepared for you. After you are certain that the
document is true, accurate, and complete, it is ready to be signed.

On the DocuSign main page, click on the START button

Drop documents here to get started

or

START ¥

Then select “Sign a Document”:

START ¥

Send an Envelope

Sign a Document

Use a Template
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A new window will pop up. Click on UPLOAD to locate the

document.

Select the document you wish to sign.
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Sign a Document
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UPLOAD

GET FROM CLOUD ¥
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@ NIH-other-support
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P 30 Objects
B Desktop

|%] Documents
¥ Downloads
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B Videos
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== Group (G)
== Home (H:)
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= Transfer (T:)

¥ Network -
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[J] Search Desktop

= v [

31KB

File name: 1 NIH-other-support

~| | All Supported Types

Open Cancel
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After you click on the Open button, the document will appear in the Sign a Document pop up window:

Sign @ Document

For W ot Bt At st - (O WO BT LSS SEOLE IO
D 2 OTHER SUPTORT

A
(5N

Tres @ %0 Vo page” by mperng (e Sugurt et . (W Sgyes® St bo
ot - Pw bt S haam

UPLOAD

GET FROM CLOUD ¥

NIH-other-support.docx :
3 pages ’

Click on the SIGN button to proceed.

3. Sign the document.

After you click on the SIGN button, you will be taken to a new screen within DocuSign:

Please Review & Act on These Documents @W!SCQNSIh

Jennifer Rodis
UW Madison Powered by DocuSign

CONTINUE

N————

Please review the documents below. OTHER ACTIONS |

Click on the CONTINUE button.
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The document will appear on screen. Scroll down to the signature block:

Drag and drop fields from the left panel onto the document

Qe (V| & Dld O
DUy OF AU CONUTIDULOIHL. WO/ DL/O-ADL 177777 THICE PIOVIUEU DY UL JUSEPI JUNES dl
the University of Texas at Austin.

ALE *Status of Support: Active

*Primary Place of Performance: University of California, Los Angeles
# Signature Project/Proposal Start and End Date (MM/YYYY) (if available):
DS Initial *Person Months (Calendar/Academic/Summer) per budget period: N/A
: *Estimated Dollar Value of In-Kind Information: estimate $4,000

Stamp
) Date Signed *Overlap (summarized for each individual):
There is scientific overlap between aim 2 of NSF DCB 950000 and aim 4 of the application
under consideration. If both are funded, the budgets will be adjusted appropriately in

S Name N i
- conjunction with agency staff.
& First Name
O3 e I, PD/PI or other senior/key personnel, certify that the statements herein are true, complete and
o LAt SNED accurate to the best of my knowledge, and accept the obligation to comply with Public Health
= Email Address Services terms and conditions if a grant is awarded as a result of this application. | am aware
L that any false, fictitious, or fraudulent statements or claims may subject me to criminal, civil, or
B company administrative penalties.
- Tite

*Signature:

Date:
T Text
Checkbox

On the left side of the screen, under “FIELDS” drag and drop the “Signature” and “Date Signed” to the appropriate
locations in the document.

When you click on “Signature” in the “Fields” list, your signature will appear on screen. Use your mouse to drag it over

to the signature block.
DocuSigned by °

*Signature: ""' " :‘I,’.Ef‘w.

The “"Date Signed” functions in a similar way to the “Signature.” When you click on . |
“Date Signed” in the “FIELDS" list, today’s date appears, and you use your mouse to g | °
drag it over to the signature block. Date: 12/8/2021 \
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The result will look like this:

I, PD/PI or other senior/key personnel, certify that the statements herein are true, complete and |
accurate to the best of my knowledge, and accept the obligation to comply with Public Health
Services terms and conditions if a grant is awarded as a result of this application. | am aware

that any false, fictitious, or fraudulent statements or claims may subject me to criminal, civil, or

administrative penalties.

DocuSigned by
*Signature: E ‘ Rw

Date: 12/8/2021

4. Send a copy of the document.

Click on the FINISH button to send a copy of the document to someone else.

A new pop-up window will appear.

You may send the signed document to one person
by entering their Full Name and Email Address. To
send the signed document to multiple people, click
on “+ADD RECIPIENT.” You may add more than
one additional recipient. Click SEND AND CLOSE to
send a copy of the document to someone.
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Sign and Return

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

address below.

Full Name:*

Subject:

FINISH ‘

Email Address:*

Please DocuSign: NIH-other-support.docx

250 characters remaining

SEND AND CLOSE

NO THANKS

+ADD RECIPIENT
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5. Download a copy of the document.

You can access a list of signed documents in the Manage menu of DocuSign.

DocuSign eSignature Home Manage ) Templates Reports

Filtered by: Date (Last 6 Months) | Edit

Click on the Subject of the document you wish to download and save.

Completed Q_ Search Quick Views >3 FILTER

Filtered by: Date (Last 6 Monthe) | Edit

Status Last Change ¥ Folder
\/ Please DocuSign: NIH-other-support.docx Completed 12/8/2021 Sent DOWNLOAD v
To: Jennifer Rodis 02:37:40 pm Inbox

A new screen will appear. Click on the image of the document you wish to save.

wre Home Manage lempiates Keports

NIH-other-suppor.
Pages: 3

v

Please DocuSign: NIH-other-support.docx ©

Envelope ID
+/ Completed

MOVE MORE ¥ &,
Recipients = SIGNING ORDER

 Jenniter Rodis / signed

The document will open in Adobe Acrobat and can be saved in a location of your choosing.
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