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1. Always notify the prospective employee
that their offer letter is being sent via
DocuSign. Use an email, text, phone, etc.

2. Asecurity access code is not necessary.
However, if a department prefers to use
an access code, then that code should be
shared via a telephone call. @ Click “New” from “Home” or “Manage”

A. Start the Offer Letter DocuSign process

L] x| ul

MANAGE TEMPLATES REPORTS

Sign or Get Signatures “'
——

B. Upload the Offer Letter @ Click “Send an Envelope” = {Csmemmem>

Sign a Document

Use a Template

@ Click “UPLOAD”

@ C. Apply the Offer Letter template

USE A TEMPLATE @ Select Offer Letter
@ Click the ellipse }

(People Admin .pdf)
to send for signatures

GET FROM CLOUD

) File Upload @ H u ”
@ Fie p Click “Apply Templates
1 Bl > ThisPC » Desktop v D Search Deskto
Organize « New folder Set as Supplement
& OneDrive ~ Mame Offer Letter - ne-tta.docx ‘ Apply Templates
- M= Offer Letter - ne-tta.docx ! pages Replace Document
= This PC M= Offer Letter - ne-nttfa.docx Rename Document
I Desktop '@ ndse-user-guide.pdf
Delete Document

D. Add Selected Offer Letter template

x
Apply Templates for Offer Letter - ne-nttfa.docx
SUGGESTED SELECTED (1)
. “ ”
2 @ Click “BROWSE
- Q Search
am My Templates
=% _shared with Me Name Match Page Range Owmer
All Te 1t H «“ n”
i e Lt Click “All Templates” (on left)
v Theresa Braun
template
Folders Connect_to_Nolij_Test Hollie Pitts @
Shared Fold H “« 2
area Foes Updated 1-9 and Find & check “HR Offer Letter
P Chandon Ahmad
Wa2)
DocuSign Form Holiie Pitts
e Click “APPLY SELECTED”
IC
TRES Hollie Pitts
OHR I-8 ONLY GChandon Ahmad
Labor Distribution - Hollie Pitts @ Message dISp|ayS
OSRAA
OHR Hiring Template
Graduate Associate Ghanden Anmad
E)—:IR Hiring Template Chandon Ahmad : .
ellows v Template Offer Letter template was successfully applied to Offer Letier-- - - X .
ne-tta.docx. .
OHR Hirina Template v
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E. Complete Recipients Information

Add Recipients to the Envelope
As the sender, you automatically receive a copy of the completed envelope.
| set signing orde:
1 Dean, Director, Department Head/Ghair # NEEDS TO SIGN
Email
2 Employee # NEEDS TO SIGN ¥
Email
3 Business Center CC RECEIVES A COPY ¥
Email
3 Department CC RECEIVES A COPY ¥
Email

i= IMPORT B

MORE ¥

MORE ¥

MORE ¥

MORE

@ Enter “Name” & “Email” address for each

Recipient

@ Add / remove Recipients if needed

G. Send Offer Letter

< Please DocuSign: Offer Letter - ne-tta.docx. HELP
Theresa Braun - 124% v
ired: .
Standard Fields reaut
Please complete the enclosed personal demographic form and return it to - This will speed up your
F  / sgnaue access to campus services.
DS | Statement — Use one of the following paragraphs, as appropriate:
® DS nital
Use if a Personal Demoaraphic form is required:.
[} Date Signed
Oregon State University has a technology transfer program. All OSU employees are required to sign an agreement.
conceming the rights to technology developed during their employment at OSU. 1F you would like additional
& Name information, including rights to a royalty share, contact the Office of Commercialization and Corporate
Development, Kerr Administration Building A312, (541) 737-3888.
& Email B -
Use if 2 Personal Demographic form is NOT required:
B company § .
The technology transfer agreement signed ak the time of your original employment with OSU will remain in effect.
- e Use in EACH letter;
1f you find this offer lease sign one copy of the letter and return it to me. The other copy is for
T Text your 3
Checkbox Wie look forward to your acceptance of this offer.
[E Dropdown
@ Radio
[Dean, Lirector, Department Head/Chair]
Jfx Formula
T accept this offer, as outlined in this letter.
& Attachment sign
T e pate signed
B Note (ErnpiGyee Name) Date
&
© Approve c Vice Provost, Academic Affairs
@ Decine BC Human Resources

OTHER ACTIONS v

DocuSign — HR Offer Letter Template User Guide

F. Complete Recipient Messages

Add/modify Recipient messages, if
desired

Last revised: 8/02/2017

Message to All Recipients

/| Gustom email and language for each recipient
To: Dean, Director,
Department Head/Chair

English (US)

Please DocuSign the Offer Letter

@ Click “Next”

HELP OTHER ACTIONS ~

places

HELP OTHER ACTIONS v

NEXT >

Review letter to make sure Signatures
and Date Signed are in the appropriate

@ Click “Send” to send the DocuSign
HR Offer Letter for signatures




