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Review and Sign an Imported Contract Document Using
DocuSign

There are two ways for agencies to route a contract document through SWIFT to be reviewed in
DocuSign.

1. Contract administrators can import an existing contract document into SWIFT and then process
the signatures electronically through DocuSign.

2. Contract administrators can create a system-generated contract document within SWIFT and
then process the signatures electronically through DocuSign.

Depending on the route the agency uses for electronic signatures, the format of the document you view
in DocuSign will be different. If the agency routed it by importing the contract document, the contract
document in DocuSign will be in a PDF format. Use this reference guide.

IMPORTANT! SWIFT will send an email with the DocuSign link on it. Save this email invitation. Use it
every time you need to access the contract document.

This guide provides the steps to review and sign an imported contract document in SWIFT using
DocusSign. It describes what happens when you sign the contract document. It also provides a summary
of the other actions you can take.

Steps to complete
e Step 1: Access the contract document
e Step 2: Review the contract document and any attachments
e Step 3: Sign the PDF contract document using the Drag and Drop menu

Steps to review and sign an imported contract document in DocuSign

Step 1: Access the contract document

As a designated contract signer, you will receive an email notification about the document to review and
sign. It is from the State of Minnesota. In the body of the email message, select the Review Document
button.

MY MINNesOTA

Ed Schuebel sent you a document to review and sign

REVIEW DOCUMENT
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Step 2: Review the contract document and any attachments

1. DocusSign displays the contract document. Click on the document and DocuSign opens up it up.

2. On the right menu, select the Thumbnails icon. DocuSign displays the pages of any attachments.

Select the sign field 1o create and add your signature. OTHER ACTIONS v

[CRNCRE AN . ANO)] Thumbnails icon El

ENT ONLY v ptcontractform_training_1{
ONLINE SIGNING SERVICE Pages: 1

DEMOMNSTRATION DO
DocuSign Envelope 1D: 28630F04-208C-4762-B35F-59121BDCANTF D ¢ s

i Signature ¢ = Washington 98104 + (206) 219-0200
BS it <MV test> "Professional and
L stamp Technical Services Contract
(= Date Signed State of Minnesota

SWIFT Contract No.: XXX

This Contract is between the State of Minnesota, acting through its XXX (“State") and XXX whose designated business

Name !
address is XXX(“Contractor”).

First Name

o Do Do

Last Name Rechals

3. Review the contract document and attachments following your agency’s review process.

4. Atthe middle of the top banner, there are other icons to select. For example, you can download
the document, print it, zoom in or zoom out, or get help.

5. At the top right of the banner, you can take other actions. You can finish it later, assign it to
someone else, decline to sign, get help or select other options. These actions are described at
the end of this guide.

Step 3: Sign the PDF contract document using the Drag and Drop menu

1. When you are ready to sign, use the scroll on the right side to go to the page with the signature
block.

2. Notice the Drag and Drop menu on the left panel. Drag the items from the left menu and drop
them on your signature section on the signature block. DocuSign will fill in the items from the
SWIFT record.

3. Drag and drop the following items:

e On the Print Name field of the PDF document, drag the Name from the left menu.

e Onthe Title field, drag the Title from the left menu.

e Onthe Date field, drag the Date Signed from the left menu. DocuSign will input the current
date.

e If you are adding the SWIFT Contract No., drag the Text box and fill in the Contract Number.
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SWIF

Drag and drop fields from the left panel onto the document
L%

Q@ Q W 8H 0

9. -S-taieaudrl:s.m Government data practices and intellectual property; 14. Publicity and endorsement; 15.

The Ct certifies that the appropri: have
executed the Contract on behalf of the Contractor as required
by applicable articles, bylaws, resolutions, or ordinances.

S Name

FIELDS Governing law, jurisdiction, and venue; and 16. Data disclosure.
1. State Encumbrance Verification 3. State Agency

# Signature Individual certifies that funds have been encumbered as With delegated autharity

required by Minn, Stat. §§ 16A.15 and 16C.05
DS Initial Print name: Print name:
1 st Signature: Signature:
am)|
£ Title: Date: Title: Date:

[ Date Signed SWIFT Contract No.;

2. Contractor 4. Ce i of A

As delegated to The Office of State Procurement

Gheckbox

g First Mame Print name: Print name:
o Signature: Signature
cn Lasthame Title: Date Title Date
&g Email Address Print name: Print name:
E Company Signature: Signature:
Title: Date: Title: Date:
W Tie
Distribution:
Agency
Contractor
State's Authorized Representative — photo copy

When you select Signature from the left menu, DocuSign opens a Signature icon.
e When you move the Signature icon to the Signature line, DocuSign opens the Adopt your

Signature window.

e You can select the Change Style link to change the signature.

e When you are done, select Adopt and Sign.

Adopt Your Signature
(%

Confirm your name, initials, and signature.
" Required
Full Name~*

Encum Signer

SELECT STYLE DRAW UPLOAD
PREVIEW
DocuSigned by: Ds
71B658C337394EB...

Initials™

ES

Change Stylg

By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | (or
my agent) use them on documents, including legally binding contracts - just the same as & pen-and-paper signaturs or initial.
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5. DocuSign updates the signature block of the contract document showing the fields you dragged
and dropped, and it shows the signature as you adopted. Go to the top of this page and select

Finish.

Q@ Q k86 6

9. _S;tateaudﬂ:s.m Government data practices and intellectual property; 14. Publicity and endorsement; 15.
Governing law, jurisdiction, and venue; and 16. Data disclosure.

1. State Encumbrance Verification 3. State Agency

Individual certifies that funds have been encumbered as With delegated authority

required by Minn. Stat. 66 164,15 and 16C.05

E 51 .
Print name: o gy Print name:
Signature: [ s Siang e Signature:
1 2

TitIe:IEncumbrance Verifier J_ Date: July 31, 2020 Title: Date:

SWIFT Confract No :|1F'9'5C'1 |

6. DocuSign displays a Log In message.

Log in to DocuSign

A copy of this document has been saved to your DocuSign account. Please
log in to view it.

Email

e At the top of the page, you can select icons that let you download or print the updated copy.

e You can select Log In to see the document if you have a DocuSign Account. Once in your
account, you can create folder and organize your documents.

) [ i} il
HOME MANAGE TEMPLATES REPORTS
v| 1 Selected MOVE DELETE

Filtered by: Date (Last 6 Months)

Subject Status Last change

grege 10/0/2018
v Completed
‘/ From: Ed Schusbel S 03:27:24 pm
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e You can select No Thanks and DocuSign will log you out.

SWIFT notifies the contract coordinator that all signers completed their signatures on the contract
document. The contract coordinator executes the contract document.

You have successfully reviewed and signed a imported contract document electronically using SWIFT.

Summary of other actions you can take

If at any time, you choose Other Actions on from the top menu, here is what DocuSign displays.

Please Review & Act on These Documents M1 miNNesoTA

] Ed Schuebel
5] tateoiviNStateofN Fousred oy DocuSign.

This is the default email message - Update/Edit as needed.

Please review the documents below. OTHER ACTIONS v
S

Assign to Someone Else

Decline to Sign

Help & support &
About Docusign ('
View History

View Certificate (FDF) &'

‘Session Information

1. Finish Later:

DocuSign logs you out of the contract document. Access it again from the original email notification.

You've saved your document to finish later.

To complete the document, use the link in the original email notification inviting you to review and sign the document

2. Assign to Someone Else:

Add your email address, name and a reason for changing the assignment. Select the Assign to Someone
Else button. DocuSign will send an email notification to the new signer and the original signer.
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Assign to Someone Else

~ Required

|Emai| Address for the New Signer * I

firstname.lastname@&state. mn.us

New Signer's Name *

Test User

| Please provide a reason for changing signing responsibility

I 'will be going on medical leave. This change has been approved by the financial director.

157 characters remaining

Selecting the Assign to Someone Else button will send a notification to the person to whom you assigned
this envelope. The original sender will also receive a nofification. You will be added as a Carbon Copy (CC)
recipient.

3. Decline to Sign:

If you select Decline to Sign, DocuSign opens up the Caution page.

e Select the Continue button to decline or deny this contract document.
e Or, select Finish Later and contact the sender of this contract document.
e In either case, provide a reason for declining this contract document to its sender.

Caution

If you choose to continue, this document will be void and inaccessible to other signers.

To request changes to this document, please select FINISH LATER and contact the sender directly with
your request.

_ FINISH LATER CANCEL

NOTE: If any of the signers declines to sign a contract document, SWIFT notifies the contract
coordinator and stops the signature routing.

4. Select other options such as get help, view the history or view the certificate of completion.

Please review the documents below. OTHER ACTIONS v

I ————
Finish Later

Assign to Someone Else

Decline to Sign

Help & Support

About Docusign &
View History

View Certificate (PDF) (7'

‘Session Information
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