How to approve a Personnel Action Form (PAF):

1. After the Initiator has created the PAF, the person that was entered as the
Director (Non-Academic) or the Chair/Director (Academic) will receive an emalil
notice to review and sign the PAF. Once the Director or Chair/Director approves,
the Vice President (Non-Academic) or the Dean/Vice President (Academic) will

then receive an email notice to review and sign the PAF as illustrated below:

Human Resources via DocuSign
ACTION REQUIRED: Tennessee Tech PAF for Signature Tue 2:00 PM

Human Resources sent you a document to review and sign.

REVIEW DOCUMENTS

2. In order to review the PAF as an approver, select the Review Documents

button from your email notification. DocuSign will open in a browser window.
3. If you need to assign the PAF to someone else to sign instead of yourself, select

Other Actions then Assign to Someone Else.
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How to approve a Personnel Action Form (PAF):

4. If you intend to approve the PAF, select the checkbox after reading the Electronic
Records and Signature Disclosure. You will then be able to select Continue to
start reviewing the PAF. If you have acknowledged the agreement before you

may not have this option, simply select Continue.

Please Review & Act on These Documents m

s
Tennessee

. Tennessee Tech Powered by Docu%ry

“Note - This message is NOT spam. It is being sent on behalf of Tennessee Tech Electronic Signature System DocuSign and
requires your immediate action. You have a Personnel Action Form that needs your approval/signature.

4

Please read the Electronic Records and Signature Disclosure.
n : ; CONTINUE OTHER ACTIONS ~
B4 1 agree to use electronic records and signatures.

5. Review the information on the PAF.
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How to approve a Personnel Action Form (PAF):

6. Select the Start button to be directed to the fields you are required to complete.

START

7. Select Sign in order to sign your name to the PAF. DocuSign will automatically
date the document with the current date.
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L e wRAIPErson or Head Date

8. If this is your first time using DocuSign to sign a PAF it will ask you to set a font
style for your signature. After doing so, please make sure your full name and
initials are correct then click Adopt And Sign.

Adopt Your Signature

Confirm your name, initials, and signature.

Full Name Initials
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By selecting Adopt as
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ADOPT AND SIGN CANCEL

9. After entering and reviewing your information, select the Finish button. The

Finish button will only be visible if all required information has been entered.

FINISH
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