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DocuSign for
Electronic Signatures

Beginning on January 25, 2022, the National Institutes of Health (NIH) will require all investigators to electronically sign
their Other Support documentation. The University has a site license for DocuSign and will require that Other Support
disclosures for all NIH proposal and Just-in-Time submissions be signed through DocuSign. Other forms of electronic
signature will not be accepted.

How to Use DocuSign

You will receive an email from DocuSign that will notify you of access to the system. Investigators who receive the
Other Support document for their signature do not need an account to sign the document.

How to sign in to DocuSign for JHU

Visit URL

Please enter you email address of <YourJHEDID>@jh.edu, click next.

Click “USE COMPANY LOGIN.”

Enter your JHED ID and password

Once authentication is complete, you will arrive at your DocuSign home page.

If your account has access to multiple DocuSign instances, you may need to navigate to your profile image in
the upper right corner and select “Switch Accounts” and then select “Johns Hopkins University — Research
Administration” account to switch accounts.
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How to use Docusign.com

Get started quickly by utilizing the online training information provided by DocuSign.

e Support home

e New user guide
e How to send a document

e How to sigh a document
e How to manage documents
e How to download or print your document



https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Faccount.docusign.com%2Forganizations%2Fce459e4b-cf24-483e-81fc-3ff17d2dedb5%2Fsaml2%2Flogin%2Fsp%2F223c7b5b-a0e9-46fa-826b-165c86110b22&data=04%7C01%7Caschaff6%40jhu.edu%7Cad009d5291f947e1176c08d9d1418086%7C9fa4f438b1e6473b803f86f8aedf0dec%7C0%7C0%7C637770901519649856%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=r7TNUFt9O1a%2Bc49Kk%2FlBAJ1zV56obzgxAyY2P%2BZrJNY%3D&reserved=0
https://support.docusign.com/en/guides/ndse-user-guide-switch-accounts
https://support.docusign.com/en/home
https://support.docusign.com/en/guides/ndse-user-guide
https://support.docusign.com/en/articles/How-do-I-get-signatures-on-a-document-New-DocuSign-Experience
https://support.docusign.com/en/articles/How-do-I-sign-a-DocuSign-document-Basic-Signing
https://support.docusign.com/en/guides/ndse-user-guide-managing-documents
https://support.docusign.com/en/guides/ndse-user-guide-download-or-print-your-document
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How to Create a DocuSign Document (Envelope) for Signature by an Investigator

e From the DocuSign Home page, select Manage

e Click “New” in the left corner to Start an envelope. You can start with a new envelope, use a template stored in
DocusSign eSignature, or finish a previously saved draft.

e Add your documents. DocuSign eSignature supports a broad variety of file formats. Select files from your local
machine or from cloud storage providers like OneDrive. At a minimum, you should include the completed
(verified as accurate by the investigator) Other Support document and all required supporting documentation
(i.e. copies of any translated contracts required to be submitted per NIH requirements)

e Add recipients. Specify who receives your envelope and what action you want them to take.

e Then place the signature tag.

e Add messages. Enter the email subject and message details for your recipient(s).

e Advanced Options. Set special recipient privileges, reminder settings, and expiration options.

e Add fields. For each recipient, add fields to your documents to gather the desired electronic signatures and
other information, such as title, date signed, and more.

e Preview and send. Review your field setup and send the envelope to your recipients.

e Once the signature is complete, everyone is alerted and the document is stored electronically. You will receive a
fully signed document and a signature certification in an email.

e To see the status of your document or to access stored documents, just visit your DocuSign home page.

How to Sign a DocuSign Document

When someone sends you a DocuSign document for your electronic signature, you will first receive an
email from DocuSign sent on behalf of the sender with a link taking you to the document. Do not forward

the email to others, as the link sent is personalized to the investigator for signature.

Step 1 Review the DocuSign email

DocuSign:

Michael P sent you a document to review and sign

REVIEW DOCUMENT

Michael P
docusigntest342@gmail com

Brandon P,

Please DocuSign Sample Document_1.pdf

This email contains a secure link to DocuSign. Please do not share this email, link, or access code
with others.

Alternate Signing Method
Visit DacuSign.com, click ‘Access Dacuments’, and enter the security code
DBAS514D9964E4B498DSEE24EECI306ER

Open the email and review the message from the sender. Click REVIEW DOCUMENT to begin the
signing process.

The University requires that investigators sign and certify their own Other Support disclosures; faculty cannot assign
this task to an administrator, department staff, or other member of their lab.



https://docs.docusign.com/supportdocs/ndse-help/Content/start-a-document.htm#gso1578456465211
https://docs.docusign.com/supportdocs/ndse-help/Content/add-files.htm#crk1578456412036
https://docs.docusign.com/supportdocs/ndse-help/Content/AddRecipients.htm#jar1578456351432
https://docs.docusign.com/supportdocs/ndse-help/Content/AddMsgs.htm#mpf1578456350875
https://docs.docusign.com/supportdocs/ndse-help/Content/AdvDocOpt.htm#tfm1578456367923
https://docs.docusign.com/supportdocs/ndse-help/Content/add-fields.htm#odn1578456409392
https://docs.docusign.com/supportdocs/ndse-help/Content/SendDocs.htm#oeg1578456408976
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Note: A signer’s experience may vary. New signers have a different experience than returning signers and signers
with a DocuSign account. To learn more, watch the Signing video or read the how-to guide Signing Documents
Electronically with DocuSign.

Step 2 Agree to sign electronically

Review the consumer disclosure, and select the checkbox | agree to use Electronic Records and Signatures. Click
CONTINUE to begin the signing process.

Please Review & Act on These Documents Docugl:gn

Michael Paimer
DocuSign Customer Service

1 agree to use Electronic Records and | e OTHER ACTIONS r

Important! To view and sign the documents, you must agree to conduct business electronically.

Note: To view additional options, click OTHER ACTIONS. For more information of other actions available, please
review our Signing Documentation.

Step 3 Start the signing process

1. Click the START tag on the left to begin the signing process.

Dbss'éﬂ Envelope ID: 424E4441-987E-4179-883E-DAICEF1818D8

START mple UoCaiment

SIGN

SIGN i

Signature: x

2. Click the SIGN tag. You are asked to Adopt Your Signature. First time DocuSign users will be prompted to
select either a pre-drawn signature or choose to draw their own signature on a mobile device. Please note
that cutting and pasting signatures from another signed document is fraudulent.



https://fast.wistia.net/embed/iframe/lm7j5njxic
https://support.docusign.com/guides/signer-guide-signing-for-signers
https://support.docusign.com/guides/signer-guide-signing-for-signers
https://support.docusign.com/guides/signer-guide-signing-for-signers
https://support.docusign.com/guides/signer-guide-signing-for-signers
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Adopt Your Signature

Confirm your name, initials, and signature.

Full Name Initials

Michael P| MP
Draw

Preview

DocuSigned by: Ds
m.ldkd,{,(, P MF Change Style

02367A3EOD33485

By clicking Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all
purposes when | (or my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature
or initial.

ADOPT AND SIGN CANCEL

Step 4 Verify your name
Verify that your name and initials are correct. If not, change them as needed.
Step 5 Adopt a signature

Do one of the following:

e Accept the default signature and initial style, and go to the next step.
e Click Change Style, and select a different signature option.

e Click Draw. Draw your signature/initials using a mouse, or your finger or a stylus on atouchscreen.

Adopt Your Signature

Gonfirm your name, initials, and signature.

Full Name Initials

Michael P MP

Select Style

Draw your signature Clear

By clicking Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all
purposes when | (or my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature
or initial.

ADOPT AND SIGN CANCEL

X

Step 6 Save your signature

Click ADOPT AND SIGN to adopt and save your signature information and return to the document.
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Step 7 Confirm signing

When you finish clicking all signature tags in the document, confirm signing by clicking FINISH.

@ aa. % e {
B L Sl e
Primary Signer
Name: Brandon P
Gender: Male O Female O
Married:
Signature: x &MAAWP Date; 12/5/2014 | 1:27 PT

Done! Click Finish to send the completed document. m OTHER ACTIONS -

Docus‘{yn English (US) v | Terms Of Use & Privacy v | Gopyright © 2014 DocuSign Inc.

A message appears stating that you have completed your document. You can now download a PDF copy or print
a copy of the document. The sender receives an email with the signed document attached, and the signed
document appears in their DocuSign account. The pdf copy with the signature is what gets submitted to
ORA/JHURA for submission to the NIH.




