DocuSign Walkthrough

After the Sales Rep has received approval from their manager, they send the Order Form request: 

Recipients:
· “Sales – Order Forms” 
· Sales Manager

Subject Line:
· “Order Form/Addendum/NDA Product Account” (i.e Order Form MA Lauren’s Test Account)

Email Contents:
· Account Name
· Link to Opportunity in SFDC
· Name & Email Address of Signer (exactly as they appear in SFDC)
· Name & Email Address of anyone to be cc’d ((exactly as they appear in SFDC)
· Any important notes regarding the deal
· Attached Order Form 
· (Naming convention: Order Form/Addendum/NDA Product Account Date, i.e “Order Form_MA_Lauren’s Test Account_092818”)
· Number of days in which the envelope should expire (if applicable). Default is 30 days.
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Sales Ops receives the email and reviews the Order Form. Once the Order Form has been approved by Megan Caldwell, it is ready to be uploaded into SFDC via the Opportunity:
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[bookmark: _GoBack]The Order Form is attached, the Account Name (taken from the Opportunity) is added to the Subject Line and the requested Recipients are added. The envelope is also given a number of days in which it will expire (if applicable). Please note: The Name of any recipient must be provided EXACTLY as it appears in SFDC, otherwise, it will not be found by DocuSign.
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On the Order Form, the fields for Signature, Date Signed, Name, Full Title, and Email are added for both signers and then the Envelope is sent.

[image: ]

All parties receive an email from the Envelope sender (Sales Ops):
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When the recipient clicks on the “Review Document” button, they will be taken to an external DocuSign link where they will need to read and agree to the Disclosure and click the “Continue” button
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They will then be taken to the Order Form for signing. Upon clicking the “Start” button, the arrow will guide the signer to the appropriate signing area.
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If the recipient has elected to have another employee to sign the document, they can go to the “Other Actions” drop-down menu and select “Assign to Someone Else.” 
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The person will need to enter the Name and Email Address of the person they want to transfer signing power to, as well as a reason for the change: (The following link can be sent to the customer should they require additional directions: https://support.docusign.com/guides/signer-guide-signing-other-actions-new)
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If the recipient has elected not to sign electronically, they can go to the “Other Actions” drop-down menu and select “Print & Sign”:
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When the signer clicks on the “Sign” button, they will be taken to a window which will give them the option of selecting a pre-created style for their signature or drawing their signature:
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Upon making their selection and clicking the “Adopt And Sign” button, their signature will be recorded on the Order Form. Then they need to click the “Next” button to fill their title (if the information is not already in SFDC) and click the “Finish” button: 
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The signer will then be informed of next steps:
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Upon both parties signing, all recipients will receive a notification that the envelope has been “completed.” This message also contains the final, signed, pdf version of the Order Form. They can also click on the “View Completed Document” button which will takes them to into DocuSign to view the document. 
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They can also click on the “View Completed Document” button which will takes them to into DocuSign to view the document. 
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The Sales Rep can also view the Date and Time at which the Envelope was signed by all parties within the “DocuSign Status” section on the Account or Opportunity Page by click on the hyperlinked “Envelope #”
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From there, the Sales Rep can view all information regarding the envelope. The Sales Rep can also access the final, signed, PDF version of the Order Form from the “Notes & Attachments” section:
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If at any point during the Order Form process the Sales Rep has any questions about the status of the Order Form/Envelope, they should first check the “DocuSign Status” section and the “DocuSign FAQs” document on the “Order Forms” page in HL Staff. If they still have questions, they can reach out to Sales Ops and provide the link to the Opportunity in question.




image5.png
DocuSign NA3 System <dse_NA3@docusignnet> | Lauren Condon

DN

Higher Logic Order Form - Lauren’s Test Account

(@ 1 there s probiems it hovs this message i isplayed ik hre o view i 3 web browr,

Phish Alert

38z HIGHER LOGIC !

ALL TOGETHER

Lauren Condon sent you a document to review and sign

REVIEW DOCUMENT

Lauren Condon

Icondon@higherlogic.com

Please review and sign the enclosed documents and direct all questions to your main
POC at Higher Logic

Thank you

Powered byDocuSign,

Do Not Share This Email
This email contains a secure link to DocuSign. Please do not share this email

Visit DocuSign.com, click ‘Access Documents', and enter the security code:
4399EFCID24D45DBI4CI5179670219983

10:20 AM

v

+ Get more add-ins

=





image6.png
This site uses cookies, some of which are required for the operation of the site. Leam More [ ox |

Please Review & Act on These Documents

Lauren Cor
HIGHER

v and sign the enclose tall que

Please read the Electronic Record and Signature Disclosure.

[ 1agree to use electronic records and signatures. CONTINUE OTHER ACTIONS v




image7.png
‘This site ‘some of which are re

FINISH OTHER ACTIONS v

Please review the documents below.

[ e | 38z HIGHER LOGIC

Order Form —Lauren’s Test Account, with principal offices at: 555 Anywhere St. Somewhere, WA

5555
“The following lists the subscriptons and services included n this order and are governed by the terms and conditions

ofour Online License Agreemen.

Annual SaaS Subscription Fees (includes software licenses, maintenance, |  Annual Fees

support, upgrades, hosting and integration with Personify) (imvoiced annually)

Marketing Automation Enterprise 25800
B

Total Annual Fecs

‘Estimated One Time Service Fees

Tmplementation

One Time Fees:
S350

Higher Logic Academy Traimng Free

e 100 e the umber ofcortact i e dtaose. The ighe Logic i and el e s S200 . Il equied Subscrberpoys o

Payment Terms

Service feesto be paid at contract signing

25300

SaaS fecs to be pard ot contract signing

T e e w30 o o

9/28/2018

Lauren Test Condon Test

]

Incondoneyahoo. com





image8.png
ield to create and add your signatur

QQuwa o

‘Annual SaaS Subscription Fees (includes software licenses, maintenance, |  Annual Fees
support, upgrades, hosting and integration with Personify) (nvoiced annually)
Marketing Automation Enterprise S0
“Total Anmual Feer B
Estimated One Time Service Fees One Time Fees:
Tplementaion EXT
Tigher Logic Academy Traiming Tree

e 100 e the umber ofcortact i e dtaose. The ighe Logic i and el e s S200 . Il equied Subscrberpoys o

Payment Terms

Service feesto be paid at contract signing

SaaS fecs to be paid ot contract signing

25300

T e e w30 o o

9/28/2018

Lauren Test Condon Test

]

Incondoneyahoo. com

ISH

OTHER ACTIONS v





image9.png
This site uses cookies, some of which are required for the operation of the site.

Select the sign field to create and add your signature. FINISH OTHER ACTIONS v

Q Qv s o Finish Later

Print & Sign
“Aunual Saa5 Subscripton Fees Gcludes software liceases, maintenance, ||| AnaualFees <
support, upgrades, hosting and integration with Personify) (invoiced annually) Assign to Someone Else
Varketing Automation Eneprse G Dectine to Sign
ol Anawal Fers ST

Help & Support &'
Estimated One Time Service Fees One Time Fees: b & Supo
Implementation $4500 About DocuSign &'
Tigher Loge Academy Tring T View History

T View Certcats (PDF) &
Tt Dt e of s e . T Lo ikt il o & 500 1 e e St s

View Electronic Record and Signature
Disclosure

Session Information

Service feesto be paid at contract signing S450

SaaS fecs to be pard ot contract signing 25300

T e e w30 o o

9/28/2018

Lauren Test Condon Test

]

Incondoneyahoo. com





image10.png
Assign to Someone Else

- Required

Email Address for the New Signer *

MCaldweliehigheriogic.com

New Signer's Name =

Megan Caldwell

Please provide a reason for changing signing responsibility

Megan has final approvall

226 characters remaining

Selecting the Assign to Someone Else button will send a notification to the person to whom you assigned
this envelope. The original sender will also recsive a notification. You will be added as a Garbon Gopy (GC)
recipient.

ASSIGN TO SOMEONE ELSE CANCEL





image11.png
Print & Sign

How would you like to retumn your signed document?

@ uploaa

Fax

m canceL





image12.png
Adopt Your Signature

‘Gonfirm your name, initials, and signature.

* Required

Full Name*

Lauren Test Condon Test LTet

SELECT STYLE DRAW

PREVIEW. Ghange Style

Docusigned by:

Lo, Tt Condan Tt [ UTE

8282F2A440A2472.

By selecting Adopt and Sign, | agree that the signature and initsls will be the slectronic representation of my signature and initsls 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 nitial.

ADOPT AND SIGN CANCEL





image13.png
Enter your title

38z HIGHER LOGIC

Order Form Lauren’s Test Account, with principal offices at: 355 Anywhere St. Somewhere, WA

53555

“The following lists the subscriptons and services included n this order and are governed by the terms and conditions

ofour Online License Agreemen.

ISH

‘Annual Saa$ Subscription Fees (includes software licenses, maintenance, Annual Fees
support, upgrades, hosting and integration with Personify) (imvoiced annually)
Marketing Automation Enterprise S0
“Total Anmual Feer B
Estimated One Time Service Fees One Time Fees:
Tplementaion EXT
Tigher Logic Academy Traiming Tree

e 100 e the umber ofcortact i e dtaose. The ighe Logic i and el e s S200 . Il equied Subscrberpoys o

Payment T

Service feesto be paid at contract signing

SaaS fecs to be paid ot contract signing

25300

T e e w30 o o

—

Lo Test (ondon Test

e
9/28/2018

Lauren Test Condon Test

]

Incondoneyahoo. com





image14.png
You're Done Signing

A copy of this document will be sent to your email address wh
by all signers. You can also download or print using the icons above.





image15.png
=] Completed: Higher Logic Order Form - Lauren's Test Account - Message (HT!

M2 = IR ) 1.l e what you want to do

@ X BB O

N B Gy

Open Quick Remove | Sawe SaweAl  Upload UploadAl | Select Copy  Show

Print Attachment  As Attachments - Attachments- Al Message
Adions Save to Computer Save o Cloud Selection | Message -
DocuSign NA3 System <dse_NA3@docusignnet> | Lauren Condon 01 ram

PN Completed: Higher Logic Order Form - Lauren's Test Account

(€ 1 there s probiems it hovs this message i iplayed ik hre o view i 3 web brower,

v
@ Order Form_MA _Lauren's Test Account_092818.doc.pdf _

S S4B

Phish Alert + Get more add-ins

38z HIGHER LOGIC

ALL TOGETHER

‘Your document has been completed.

VIEW COMPLETED DOCUMENT

Al signers completed Higher Logic Order Form - Lauren's Test Account =

Powered byDocuSign,

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

Alternate Signing Method
Visit DocuSign.com, click ‘Access Documents', and enter the security code:
35E504D718E54E918DDE9F626752C9D83





image16.png
This site uses cookies, some of which are required for the operat

This document is now complete. CLOSE OTHER ACTIONS v
3§z HIGHER LOGIC
We
55555
‘Annual Saa$ Subscription Fees (includes software licenses, maintenance, ‘Annual Fees.
support, upgrades, hosting and integration with Personify) (invoiced annually)
Estimated One Time Service Fees One Time Fees:
o ar 10 ime o s of ot he s Th: Hiher Logie e and aerls e 300 e 5 equied S oy for
p— ——"
(avron Tedt Condon Ted @am Candon,
9/28/2018 10/1/3018™"
DocuSign, @ Cnenge Language -English US) ¥ |  Terns OfUse&Privacy ¥ | Copyright © 2018 DocuSign ine. | V28





image17.png
Notes & Attachments

No records to display

New Note| [Atiach File

Notes & Attachments Help

- Agreements

No records to display

New Agreement

Agreements Help

-Docusugn Status

DocuSign Status Help

Action  Envelopet Sender. Subject Envelope Status. Hours Sent o Sign  Sent
Edit| Del DSX-0000363 Lauren Condon Higher Logic Order Form - Lauren's Test Account Completed 69.05 91282018 1020 AM
Stage History Stage History Help
stage 222NativeSFDCAmountField Probabity (%) Expected Revenue _Close Date Last Modified

Verbal 5000 30% 50.00 12312018 Lauren Condon, 9/28/2018 9:25 AM

Opportunity Field History

Opporturity Field History Help




image18.png
Home  Leads

Accounts  Contacts  Opportunities

Reports  Dashboards  Products

Quotes  Cases

Campaigns 4

. Unresolved Hems

1% DSX-0000363
) Laurens Test Opportunty
& DSX0000208
& Dsx0000259
© AMER MA

© 1AFCMA Upsel
& Paul Wehking
& Byan Turotee
& Ek Hartig

@ Recycle Bin

Docusign Status
DSX-0000363

« Back to Lst: Users

DocuSign Status Detail

‘DocuSion Recipent Satus 2) | DonuSin Status tistory 1) | Nes & Atacments [)

Customize Page | Edit Layout | Printable View | Help for tis Page @

[t | [Detete]  Glone | Carrect in DocuSign] Resend Docusign Emai Void Envelope] View In Docusign|

Enveloper  DSX.0000363 Sent 9202016 1020 AM
DocuSign Envelope 1D GO34DA0E-ADB3-4310.4581-5A5650C30259 LastViewsd 91262013 10:27 AM
Sender Lauren Gondon Veided Reason
Sender Emal _ Icondon@hicheriogic.com Voided Reason Extended
Subject  Higher Logic Order Form - Lauren's Test Account Completed  10/112015 7:23 AM
Envelope Status  Completed Dectinea
Voided
Desined Reszon
Deslined Resson Extenced
Hours Sent o Sgn 69,05
Hours to Complete 69
Number Completed 1
sentage 3
Time to Complete 2 day(s), 21 hous), 3 minute(s)
Minutes to Complete 4,143
Days toComplete 3
Complted Age 0
v Related Obijects
Aecount  Laurens Test Account
Case
Contract
Oppeortunity  Lauren's Test Opportunty
Owner I Kara Gondon [Ghange] Created By Kara Condon, 512812018 1020 AM
Last Modified By Kara Condon, 10112018 723 AM

(£t | [Dette]  Glone | Correct in DosuSign] [Resend Docusign Emai Void Envelope] [View In Docusign|

DocuSign Recipient Status

[New DocuSign Recipient tatus |

DocuSign Resiient Status Help (2

Action DocuSign Recipient Name Docusion Recient Emai DocuSign Routing Order  Recpient Status  Date Sent Dste Detverea oate Signed Date Decined  Decined Reason
i Del Louren Tst Condon Test Incondon@yahoo.com 1 Competed BR0IG1020AU  IDBR0ISI027AM 8282018 1100 AM
it Del Lauren Condon london@tigheriogic com 1 Competed ammn0ie 1020AM 1012018722 A1 10172018723 A
DocuSign Status History [ ——
oste user Acton
9252013 1020 Al Kara Condon Greated.
Notes & Attachments [Newniot] At it view Al Notes & Atachmens Help (2
Acton Trpe Tite Lastwodiiea Cresteasy

Onder Fom 14 Lauren's Test Account 082815.0d 1012018723 A Kara Gondon

Edit View | Del Attachment




image1.png
Order Form MA Lauren’s Test Account - Message (HTML)

Insert  Options FormatText Review Help @ Tell me what you want to do

Hew e[ A A== BB S [ = (2

|> Follow Up -

¢ = & [

B Copy ! High Importance
Paste BIU ¥-A- . &= 5= Address Check Attach Attach Signature = Assign Dictate Customer  View View
- _ - - Book Names File~ ltem= = Policy - ¥ Low Importance - Manager Templates
Clipboard B Basic Text B Names. Include Tags 5 Voice Salesforce My Templates: ~
| To.. | | sales  Order Forms ]
T e [y ols wanager |
send | pject [order Form MA Lauren's Test Account |
% Order Form_MA Lauren's Test Account_092818.doc _
Attached 102KB.
Hi,

Please see attached Order Form for Lauren’s Test Account.

Opportunity: https://higherlogic.my.salesforce.com/0060g00000uz031

Signer: Lauren Condon (LNCondon@yahoo.com)

This deal has been approved by my manager and customer is ready to sign. Customer is aware that in order to receive discount, contract must be signed by the end of the
month. Please have the envelope expire in 12 days/

Lauren Condon | 760.842.4422 | lcondon@higherlogic.com

“ HIGHER LOGIC

& A ToceTHeR





image2.png
Opportunity
) Lauren's Test Opportunity

Gustomize Page | Edit Layout | Printable View | Help for tris Page @

- show Feed
« Back to List: Users

Products o) | Quotes 0 | Open Activies (0] | Actvity History o) | Partners [0 | Compeltors(o) | Noles & Altachments (9 | Agreemens (0 | DocuSion Status 0] | Stage History 1] |
‘Opportunity Field History 3]

Opportunity Detail Edit | [Detete| | Cione | sharing| | Create Contract| [Modity Contract] [ send with Docusign
Opportunity Owner [E] Lauren Condon [Change] Probability (%) 80%
‘Opportunity Owner Division  Sales Operations Forecast Category  Commit
Opportunity Name  Lauren's Test Opportunity Forecast Commit Category.
Account Name  Lauren's Test Account “Term (Wuitipler)
Close Date 1213172018 Contract
Stage  Verbal Annual Recurring NEW2 ) $0.00
Type  New Business Rounded AR $0.00
Opportunity Source  BDR Non-Recurring Amount NEW _ §0.00
Description Amount NEW2 ) $0.00
Is Exchange or Free Lead Source
Start Date RFP
End Date ‘Sandbox Requested

Override Start and End Date
Renew

‘Opportunity Referrer

Marketing Portfolio Opportunity.

Sandbox Issued
Reason Closed

Reason Closed - Additional
Information

MA Hold Opportunity.




image3.png
Home Leads Accounts Contacts Opportunities Reports Dashboards Products Quotes Cases Campaigns +

. Opportunity: Lauren's Test Opportunity fo_
& Documents &+ Recipients

Order Name Order Recipient Action Role

B Message to All Recipients

‘Subject

Higher Logic Order Form - Lauren's Test Account

Message

‘

Please review and sign the enclosed documents and direct all questions to your main POC at Higher Logic.

4 Settings

O Send automatic reminders

Warn signers day/(s) before request expires




image4.png
Leads Accounts Contacts Opportunities Reports Dashboards Products Quotes Cases Campaigns  +

‘Opportunity: Lauren's Test Opportunity for Lauren's Test Account
Envelope: DSE-0000426

Lauren Gondon v ve | Bo 125% v

- Order Form -Lauren's Test Aceount, with principal offices at: 555 Anywhere St Somewhere, WA -
53555 S Email

‘Standard Fields.

The fllowing s he subscripions nd seviesinchd nhis order andar gverned by th emssnd ondions ~
£ Sgnatue ot i
DS el Lauren Condon v
= Annual Saas Subscription Fees (includes software licenses, maitenance, | Annual Fees
3 Date Signea support, upgrades, hosting and integration with Personify) invoced annually) =
Marketng Autonstion Emerpise ST Formatting v
ot Ao SET Data Label v
s
teme One Time Fees: — o
= Emai EE

Thgher Logic Academny Traming Tree
Gompany her Log .

& Tite moth st 190 s he s oot e o, The g Loge e 1 i S200. e e Subi s o

T Text Service fees to be paid a contract signing. $4.500
G R o
e
Radio L2
pate signed pate signed
# romua o vane el
e
@ macoment - Sove s ustom
. - et .
B Delete
X |4 »

@Engisn | Powersd by DocuSin | GontactUs | Termsof Use

Intelectusl Property | xDTM Compiant | Ge

19ht © 2018 DocuSign,Inc. Al ights reserved SHORTCUTS || FEEDBACK




