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Welcome to DocuSign 
~~Discussion and Training~~

Hosted by International Programs in Agriculture

Facilitators:
Sondra Booth, Ag Business Office

Cory Brenner, Food Science
Lynn Cornell, IPIA
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Current Process Review

• Collects information
• Prepares Letter
• Emails to Department 

Head

Department 
Liaison

• Reviews
• Approves
• Signs
• Emails back to 

Department Liaison

Department 
Head • Emails to Business Office

Department 
Liaison

• Reviews funding accounts
• Emails IPIA Admin

College 
Business Office • Emails to IPIA Approver

IPIA Office 
Admin

• Reviews dates, funding
• Emails to IPIA Admin

IPIA Approver
• Adds approver signature
• Adds to database
• Emails to College Business 

Office

IPIA Admin

• Approves
• Signs
• Emails to Department 

Liaison

College 
Business Office • Processes Letter

• Emails scholar for 
signature

Department 
Liaison

• Reviews
• Signs
• Emails to Department 

Liaison

Visiting Scholar
• Processes letter

Department 
Liaison
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DocuSign Process Review

Department Liaison

•Collect information
•Prepare letter
•Upload to DocuSign
•Requests signatures

Department Head Business Office International 
Programs

Department 
Liaison

Same approvers but ALL electronic.
Recipients receive reminders to review, sign and approve
Letters are not “lost” in transit
Status of letters are quickly identified
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Why DocuSign?
 Uniformity
 Efficiency
 Productivity
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Why DocuSign?
Uniformity

 Letters processed in same manner
 All signatures are electronic
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Why DocuSign?
Efficiency

 All processes are optimized
 Nothing is wasted (effort, time, energy)
 Uses resources in best way possible
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Why DocuSign?
Productivity

 Increased output per unit of input
 Completing task successfully

Measurable and quantitative results
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Q & A?
 Focus on “Why Transition to DocuSign?”



D O C U S I G N  T R A I N I N G

Big Picture
Step 1

Using ISS liaison provides forms using DocuSign

Move to hands-on training



Ask inviting faculty 
member to provide CV of 
visitor and to fill out the 
following 3 forms using 
DocuSign.

1. Request form



2. Confirmation of English Ability

Ask inviting faculty 
member to provide CV of 
visitor and to fill out the 
following 3 forms using 
DocuSign.



3. Designee Form



Go to https://one.purdue.edu
Select “Electronic Signature Software – Docusign”
Log in using Boilerkey

Open DocuSign -

https://one.purdue.edu/


Click “Start”, then “Send an Envelope”



Click “UPLOAD” and select 3 forms



Add Recipients to Envelope.



Click the box “Set signing Order”
Add: 
1. Inviting Faculty 
2. Business office 
3. Department Head



Click “NEXT”



• Click “Keep PDF form data”
• Click “Confirm”
• Fill out the form fields.



• After all fields on the 3 forms are complete, click “SEND”
• Fill out the message box. Naming convention:

• VS/VUG forms - Last name, First name

• Click “NEXT”

• This will begin the 
signature process.

• Each time a recipient 
views, or signs the 
envelope you will get 
an email.



• Once all signatures are submitted, you will get an email.
• Download and save the forms
• Submit RPS for the VS/VUG
• Use information on forms to write letter of invitation.
• Once you get Approval for Invitation Letter from ISS, begin the 

next envelope. This envelope includes the following 
documents:
1. Letter of invitation
2. CV
3. Confirmation of English Ability
4. Approval for Invitation from ISS



• Set signing order
1. Inviting Faculty, PurduePete@purdue.edu
2. Department Head, DH@purdue.edu
3. Visiting Scholar, JaneDoe@gmail.com
4. Beth Siple, sibleb@purdue.edu – Viewer
5. Sondra Booth, booths@purdue.edu – Assigner
6. IPIA signature, Peter Hirst, hirst@purdue.edu
7. IPIA copy, Lynn Cornell, lcornell@purdue.edu - Copy
8. Dept Copy, FSBO, FSBO@purdue.edu – Copy

• After fields are assigned to the letter, click “SEND”

mailto:PurduePete@purdue.edu
mailto:DH@purdue.edu
mailto:JaneDoe@gmail.com
mailto:sibleb@purdue.edu
mailto:booths@purdue.edu
mailto:hirst@purdue.edu
mailto:lcornell@purdue.edu
mailto:FSBO@purdue.edu


• Fill out the message box. Naming convention:
• LASTname, FIRSTname, VS/VUG, Dept
• Add Message

• Click “SEND”



Click “SEND”





You are ready!
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