Logging Into DocuSign

For First Time
& Returning Users



Preparing to Use DocuSign

« Before logging into UT’s DocuSign, users
will need:
» To be active-status faculty or staff
« Their EID & password =4
 https://idmanager.its.utexas.edu/eid _self help/
* To be registered with Duo -
 https://utdirect.utexas.edu/apps/duo/reqgister/



https://idmanager.its.utexas.edu/eid_self_help/
https://utdirect.utexas.edu/apps/duo/register/
https://utdirect.utexas.edu/apps/duo/register
https://idmanager.its.utexas.edu/eid_self_help
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Welcome to UTDocusSign

Empowering faculty & staff to electronically sign
documents, making any workflow or approval
simple, secure and fully digital.



http://docusign.utexas.edu/
http:http://docusign.utexas.edu
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‘The University of Tesas at Austin

Enter EID & Password

THE UNIVERSITY OF

— AT AUSTIN —

UT EID

PASSWORD

[ 1 forgot my UT EID or password. ]

1T need a UT EID.
Help

© 2017 The University of Texas at Austin | Web

Version: 2017.2.0

If you need to update your EID password, use the Self-Service Tools:
https://idmanager.its.utexas.edu/eid_self help/



https://idmanager.its.utexas.edu/eid_self_help/
https://idmanager.its.utexas.edu/eid_self_help
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Select Preferred Duo Authentication

Two-Factor Authentication Required

Passcode

-,- ' I e Device: | Android (XXX-X0¢-4354)

What is this? (5 Choose an authentication method

Need help?

TS d by Duo Security @ Duo Push recon MIMENDED Send Me a Push
r\\‘:; Call Me Call Me

Enter a Passcode

Why Am I Here? | Manage Devices | Help | Logout

Select Duo option and
be ready to answer the
app push; phone call;
or use the passcodes
provided vis SMS
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Option 1: Select DUO Push

When selecting “Send
Me a Push”, Duo
sends an alert to the
user’'s mobile device

ap p . Powered by Duo Security lalle
The app must be

launched to confirm
authentication.

Why A | M s | Help |

nauthorized use of UT A uter and networking resources is prohibitad log nowled
eness of and concurrancy he UT Austin Accaptable y. The u ity sac he
iyl = Pt
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Option 2: Select Call Me

When selecting “Call
me”, Duo calls the
phone number(s) that
are registered with
that EID.

Duo calls from
512.475-9400.

The listener will be
prompted to press any
key to confirm login.

Two-Factor Authentication Required

=S
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Why Am I Here? | Manage Devices | Help | Logout
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Option 3. Selecting Enter Passcode

When selecting
“Enter a PaSSCOde”’ Two-Factor Authentication Required
Duo will indicate S T
which code to use e

next.

DUC Training University-Wide eSignature 8
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New Users: Initial Landing Page

Opening this page using your UT EID/password and Duo
authentication creates your UT DocuSign account

THE UNIVERSITY OF ﬂ' H I ..
EXAS : °® 3

HOME MANAGE REPORTS

Welcome to DocuSign

OVERVIEW Last 6 Months WHAT'S NEW MY DOCUSIGN ID Edit

Templates tab. —

© Action Required 5 (Available in the U.S., U K., Australia, and
Ganada only) Gollect payments with your
signed agreements. More Info

) Waiting for Others 10

Inbox DocuSignad by:

Manage your envelopes more effectively with . .

the new Inbox, Sent, and Completed folders on Slgwner -S*-@M‘tm’ﬂ
A Expiring Soon - the Manage page. More Info SoFS55EERZ1B4FA .

Save as Template
v Completed 125 Save your envelope as a template to use again

@ See next slide!
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Once a New Account is Created

« Stop and let the DocuSign Unit Contact (DUC)
know

 The DUC must request user account updates from
the UT DocuSign Administrator

« The DUC will notify users when account is
updated

 While waiting, users can update preferences
and signature by follow these instructions:

» http://docusign.utexas.edu/user-profile-
management

e See further instructions on next slide



http://docusign.utexas.edu/user-profile-management
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Login page after privileges have been
updated

[ ] B il

If you are going to
be sending Sign or Get Signatures [T
documents, after
privileges are

updated, the overviEw Lact s Mg WHATS NEW i DocusIGN 1D st
Templates tab is © Action Reaet ; e e U UK Aot ane o Q

Sheiianh O'Hers
only) Collect payments with your signed

available at top of Bliiinat it

©) Waiting for Others 10 Inbox

SC re e n an d th e Manage your envelopes more effectively with the Docusigned by:
new Inbox, Sent, and Completed folders on the sw SW

N eW b utto n A Expiring Soon - Manage page. More Info P ———

Save as Template

ap pe arS . +/ Completed 138 Save your envelope as & template to use again and

again. More Info

TIPS AND TRICKS WE WANT YOUR FEEDBACK HELP AND SUPPORT
Download Our Mobile App We appreciate your ideas, suggestions, bugs, and @ Support Home
Need to use DocuSign on the go? Sign even your compliments.
anvthing. anvwhere. anvtime with the R W Community
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Occasionally, users are
presented with a non-UT
login screen.

Enter any UT email
address that ends in
utexas.edu and click
Continue.

DocuSign will forward to
the EID login on Slide 4.

Note: EID login page
has no information about
the email address that
was entered. Use your
EID & password on that

page.

DocuSign - Enter email ¢ X

C & DocuSign, Inc. [US] | https://ac

DocuS_%'gn:

Please log in to your account

[ (anyone)@utexas.edu |

CONTINUE

No account? Sign up for free

Or log in via:

G+fRIOS Y inY

©Eroish(US) ¥ Help | Tams | intellectual Property | Privacy Policy
Gopyight ©2017 DoouSign. Inc. Allights ressrved.
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