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1. Go to https://account.docusign.com
DocuSign

Please log in to your account

Email address

CONTINUE

No account? Sign up for free

2. Enter your USF email address. You will then be prompted to login with your NetID and
password.
3. Select “New”, then “Send an Envelope.”

Sign or Get Signatures NEW

Send an Envelope

Sign a Document

Use a Template

4. Upload your completed form that is ready for signature.
Add Documents to the Envelope
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5. Enter the names and email addresses for each individual who needs to sign the document.

Add Recipients to the Envelope

As the sender, you automatically receive a copy of the completed envelope.

Import a bulk list. Send copies of this envelope to many people at once. @
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6. Select “Next” in the top left corner.
7. Select “Keep PDF form data,” if prompted.

Manage PDF form field data

What would you like to do?

() Assignto:

{:} Keep PDF form data

() Delete data

8. To specify on the document where an individual needs to sign, select the “Signature” field from
the left column, and drag it to the appropriate location on the document. Repeat this for all
signatures.
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7 Signature

Initial

Date Signed
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9. Select “Send” in the top left corner. You will be notified by email when your form has been
signed by all parties.
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