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What is                                 ?

• About DocuSign

https://www.docusign.com/company



Process: Email Notification

• Notifications
• When you have been assigned to sign a document, you will receive an 

email from DocuSign with a link to the form

[Campus Program 
Manager’s Name]



Process: Read Disclosure and Agree

• To be granted access to the official check 
request form,  you must read and agree to 
the Electronic Record and Signature 
Disclosure 

TASK
• Read the Electronic Record and Signature 

Disclosure 
• Click check box to agree to use electronic records 

and signatures
• Click “Continue”



• Your action items will be highlighted or boxed 
• As a Signer, your only task is to complete an automatic signature

TASK
• Click “Sign” icon

Process: Signing



Process: Creating your Electronic Signature

• When creating your electronic signature, one of 
the two options:

To “Select Style,” choose a style of your 
choice. Once selected, click “Adopt and 
Sign.”

Or 
To “Draw,” sign your name using your 
cursor.

TASK
• Create Electric Signature

Select Style

Draw



Signing



Process: Final Step
TASK

• Once completed, click “Finish”
• Your document is now being sent to the next Signer



Campus Program Manager Contact
District Office

Seattle Central College

Robin Armstrong - robin.armstrong@seattlecolleges.edu

North Seattle College

Brian Rucci - brian.rucci@seattlecolleges.edu

South Seattle College

Christine Consolacion - christine.consolac1@seattlecolleges.edu
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