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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 email

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:

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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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.

5. Review the information on the PAF.
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6. Select the Start button to be directed to the fields you are required to complete.

7. Select Sign in order to sign your name to the PAF.  DocuSign will automatically

date the document with the current 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.

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.




