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@ WILLAMETTE
UNIVERSITY

Willamette University will be using DocuSign as a platform for the submission and approval of request
for payment documents, beginning on a temporary basis through the COVID-19 crisis. This job aid
covers the approval of accounting documents, using a request for payment as an example.

You will receive an email naotification when you have a document that needs to be signed.

= M Gmail Q  Ssearchma )
= Hint: Please note that you do not
O~ ¢ : have to have a DocuSign account to
i— Compose .
o approve accountlng documents.
Kenneth Pifer via D. 2 3:05 PM
Willamette University - Request for Pa...
Pause Inbox Kenneth Pifer sent you a document to
The email will look Willamette University - Request for Payment » X 8 B2
like this: Approval Inbox x
Kenneth Pifer via DocuSign <dse_NAZ@docusign.nat= 3:04 PM (1 minute ago Y N

-

Kenneth Pifer sent you a document to review and sign.

"
- Kenneth Pifer
W kpifer@willamette edu

Kenneth Pifer,
Please DocuSign Test-Big Vendor.pdf
Thank You, Kenneth Pifer

Powered by DocuSign
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Click the button labeled “Review Document” to open a window in DocuSign that will allow you to
review and the document and supporting materials, and to sign the document indicating approval.
Then click “Continue.”

This site uses cookies, some of which are required for the operation of the site. L earn More

Please Review & Act on These Documents M WILLAMETTE
UNIVERSITY
Y| Kenneth Pifer
Willamette University Powerad by DocuSign
Thanks for your patience! This test includes delivery to A/F. so we can test both the approval process and the delivery process.
Thanks!

View More

Please review the documents below. CONTINUE OTHER ACTIONS ~
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Now, you will have a chance to review the request and supporting documents, and click on the

“Sign” button when you are done.

This site uses cookies, some of which are required for the operation of the site. Learn More

Please review the documents below.

FINISH

Vendor# 123456
3 WILLAMETTE
UNIVERSITY
Request for Payment
DATE 3/23/2020 AMOUNT 50,000.00
pavee Big Vendor GL# DISTRIBUTION ~ PROJECT# AMOUNT
ADDRESS 1234 State Street 10-80508-6010 50.000.00
Salem, OR 97301
DELIVERY INSTRUCTIONS:
v | Direct Deposit (ACH
W N Pav:lcnt ( ) All Rush Requests must be received in
i : .
Accounting by 8:30 A.M. with a Rush Request
I:] Mail Check form. Controller's approval is required. TOTAL 50,000.00
DHE“‘"" check t_"‘ University [IRush-ACH or standard mail delivery
and hold for pickup []Rush-Overnighted Check, Department is
[lccr (credit card) c
rasponsible for UPS Fee,
[]ACH Direct Debit(Payroll&HR)
GL Descrlptlon (Briefly describe the purpase of | PAYMENT PURPOSE (enter o detailed expianation of this payment that provides enough infarmation

the charge which will post to the General Ledger. Field
is limited to 25 choracters.)

TEST

to allow an approver of an auditor to understand)

TEST #1 - Docusign workflow with Dan

REQUIRED FOR ALL REQUESTS
REQUESTED BY:

Printed Name: Ken Pifer

BUDGET OFFICER APPROVAL up to §10,000:

Printed Name:

Signature:

Signature:

Date: 3/30/2020

P G
D
gy

Date: 3/31/2020

ADDITIONAL APPROVAL AS NEEDED

FISCAL OFFICER APPROVAL 510,000-50,000:

Sr. VP or VP of Division APPROVAL $50,000 and above:
|

Printed Name:

wres_ from VP or Deon.
mee & Contraler. Signature

Signature: Printed Names:
Date: Signatures:
Dates:

Attach all original invoice(s). For new vendors, please submit the company’s W-9 with ACH Payment Authorization form. Forms can
be found in WU Portal under Forms tab or click here,

OTHER ACTIONS ~

= Hint: There is not a “send it back” option, or an opportunity for questions. We are requestors
to coordinate any questions/issues addressed with issuers prior to submission.
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You will have an opportunity to verify or edit your signature.

My Signatures and Initials

Choose a saved signature and initials or adopt new ones to use when signing the decuments in this envelope

o cren whlf, (7

1AS0484...

ADOPT NEW

And once the signature is affixed to the document, you can click “Finish.”

This site uses cookies, some of which are required for the operation of the m

Done! Select Finish to send the completed do« . FINISH OTHER ACTIONS v

B Once you click “Finish,” you
will receive a confirmation by

vendor# 123456
™M WILLAMETTE i
D WALVAMETTE email, and the next approver
Request for Payment will receive a notification.
DATE 3/23/2020 AMOUNT 50,000.00
pavee Big Vendor GLUDISTRIBUTION  PROJECTH AMOUNT
ADDRESS 1234 State Street 10-60508-6010 50,000.00
Salem, OR 97301
DELIVERY INSTRUCTIONS: —
S e AR it s e = Hint: You can view items
g by 8:30 A.M. with a Rush Request 50,000.00
[CImail check form. Controller's approval is required. ToTAL X .
e chock Uity o sandamdors you have submitted or
D p Dkush-cvem\ghled Check. Department is .
EJuc e bty PO for S e approved in the Manage
% iil’.’.”!:ﬁ‘él’i e ::g:“:mﬁ % et st xnctonof i eymn ot rovs arud frmatn screen If yo u h ave a
T”é:T“'"'" 25 characters) TEST #1 - Docusign workflow with Dan DOCU S/gn accoun t I f you are
REQUIRED FOR ALL REQUESTS the requester, your requests
REQUESTED BY: BUDGET OFFICER APPROVAL up to §I.D 000: . .
REAUBTERRE _ , will show in the Inbox and
Printed Name: Ken Pifer Printed Name: St Gots
—
- e the Sent box. If you are an
T /32020 approver, you will see

requests routed to you for
Sr. VP or VP of Division APPROVAL $50,000 and above: appro Val in the Inbox.

Mote: Auyment Requostber 0005100000 sequires (wo_ signutures from VP or Deon
Payment fequest abave $160,000 must be sianed by the President or VP for Finonce & Conteole. Sgnature.
)

ADDITIONAL APPROVAL AS NEEDED

FISCAL OFFICER APPROVAL $10,000-50,000:

Printed Name:

Signature: Printed Names:

Date: ig

Dates:

Attach all original invaice(s). For new vendors, please submit the company’s W-9 with ACH Payment Authorization form, Forms can
be found in WU Portal under Forms tab or click here.

Test-Big Vendor.pdf
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If you have a DocuSign account, you can download the DocuSign mobile app, which allows you to
review and approve documents through a simple mobile app.

3:26 all T @l

Download the DocuSign app
¢ Search from the App Store.
DocuSign - Upload &
Sign Docs

eSign & simplify your business

| OPEN th

4.9 %%k Wk #40 a4+
What's New Version History
Version 2.25 Tw ago

Conduct business securely and efficiently with our
award winning eSignature app. With this update, we
focused on improving some bug fixes to get yo. more

1

Needs My Signature

2

Waiting for Others

Preview

Sign and send documents Upload documen

on the go attachments, the

other cloud RECENT ACTIVITY

f Willamette University - Request for Payment Ap..

ADD DOCUM Sent by Kenneth Pifer 3:05PM

oo My Sionature @ Please DocuSign: Test-Big Vendor.pdf

Draft 211PM
RECENT ACTMATY
Ty Ploasa ocusign Mt NOA
e Willamette University - Request for Journal Entry...
Draft Yesterday

1N

Ploasa DocuSign: Mutusl NDA doc

Please DocuSign: ICP-Rush Irinaga 3 27 20.pdf
Search Completed 3/27/20

@ DocuSign: JE approval - special assessment
Waiting for 1 other 3/27/20

You will see a dashboard
when the open the app. Select
the box in the upper left
corner, “Needs My Signature.”

Home Create Documents

WILLAMETTE ) UNIVERSITY
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DocuSign

Select the document
you wish to review.

NEEDS MY SIGNATURE Edit

Willamette University - Request for Payment
f Approval
Sent by Kenneth Pifer 3:05 PM

You will see a summary of the
workflow steps. Select “Sign”
to proceed with the next step.

DETAILS Sion

:="_-=| Willamette University - Request 18
5 Payment Approval

From: Kenneth Pifer
Sent: Today at 3:05 PM

RECIPIENTS 3:287
Kenneth Pifer Cancel KENNETH PIFER
1 kpifer@willamette.edu v ~
Signed
Today at 3:05 PM
i Vendaor# 123456
Kenneth Pifer o WILLAMETTE

2 kpifer@willamette.edu
Needs to Sign
Viewed Today at 3:27 PM

Kenneth Pifer
3 kpifer@willamette.edu
Needs to Sign

Kenneth Pifer
4 kpifer@willamette.edu
Needs to Sign

Kenneth Pifer
5 kpifer@willamette.edu
Needs to Sign

Accounting
6 accounting@willamette.edu
9
a— Receives a Copy

Void

UNIVERSITY
Request for Payment

DATE 32372020 AMOUNT 50,000.00
pavee  Big Vendor GLH DISTRIBUTION  PROJECTH AMOUNT
ADDRESS 1234 State Street 10605088010 50,000.00

Salem, OR 97301

DELIVERY INSTRUCTIONS:

[F]Direct Deposit (ACH)
Al Aush Requests must be recnved in

[ wire Paymen Wi
ccounting by 530 A M. with 3 Rush Request
Dlwai Check ‘form, Controller's approval s required. ToTAL 50,000.00
[ Retur eheck toUNNSISIY [0 in ack or standard mat delvery
and hold for pickup

[Jush-Overnighted Check. Department .
responsiie for UPS Fee.

e icredie cars)
e Direct DebitiPayralib )

PAYMENT PURPOSE (-

REQUIRED FOR ALL REQUESTS

REQUESTED BY: BUDGET OFFICER APPROVAL up to $10,000:

Printed Name: Kannath ¢ifer Printed Name: Kenneth Pifer
g &._,

Date 3/29/2020 Date: 3/20/2000

ADDITIONAL APPROVAL AS NEEDED

FISCAL OFFICER APPROVAL $10,000-50,000: =
Printed Name:,

Signature;

Date. ignatures:

Dates:

\ Forms can

—
e found In W Portal under Forms tab or dlick here.

Test-Big Vendorp o1

Review and touch the

signature blocks to sign. Click

on Next to advance, or Finish AV
when done.
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