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What	to	Expect

• Overview	on	what	is	DocuSign and	how	to	access	it
• UMB	DocuSign security	levels	and	how	to	request	them
• DocuSign functions	available	to	each	security	level	and	the	
level(s)	best	suited	for	researchers

• The	e-signature	process	in	DocuSign
• Research	applications
• Q&A



What	Is	
DocuSign?
DocuSign	 is	an	electronic	signature	web	
application.	DocuSign	eSignature	provides	an	
easy,	fast,	and	secure	way	to	send,	sign,	
approve,	and	manage	all	of	your	
electronically	signed	documents	at	anytime	
from	anywhere.



UMB	DocuSign	Security	Roles

• No	DocuSign	account	(anyone	can	sign	a	sent	document)
• DocuSign	account	Viewer security	role	(default	account	role)
• DocuSign	account	Sender security	role	(requested	account	role) - most	
applicable	for	study	team	members
• DocuSign	account	Template	Sender security	role (requested	account	role)
• DocuSign	account	Template	Creator security	role (requested	account	role)



UMB	DocuSign	– Sender	Role

• Anyone	can	sign	a	document	sent	through	DocuSign, however	if	you	want	
to	upload	documents	to	send	for	signature	you	must	start	by	initiating	a	
DocuSign	account.
• Once	you	initiate	you	will	only	have	basic "Viewer"	rights	and	will	not	be	
able	to	upload	and	send	a	document	to	others.
• To	upload	or	send	documents	you	will	need	to	request	a	“Sender”	security	
role.



Getting	Started:	www.umaryland.edu/docusign



DocuSign	Log	In	(requires	UMB	and	DUO	
authentication)



“Sender”	Security	Role	Request

• Navigate	to	UMB	DocuSign	
Webpage:	
www.umaryland.edu/docusi
gn
• Navigate	to	bottom	of	
webpage	to	select	and	
subsequently	expand	the	
DocuSign	Security	section	



Click	“CITS	
Services	

Authenticated	
UMB	Forms	

Library”	link	to	
bring	you	to	
the landing	

Page



Expand	“Center	for	
Information	
Technology	

Services”	to	click	the	
“UMB	DocuSign	
Security	Change	

Request	Form”	link



Enter	contact	
information	for	you	
and	your	supervisor	

(if	you	are	a	
supervisor	you	
cannot	supervise	

yourself!)



“Begin	Signing”	Landing	Page- Three	options	in	the	yellow	bar	



Click	“Start”	to	
being	signing	
process	and	
enter	all	prompts	
for	information



Have	you	taken	the	online	training	classes?
https://www.umaryland.edu/cits/services/docusign/



Choose	the	
“Sender”	
option



Reason	for	new	security	role	

describe	your	
research	role



Click	the	“Sign”	
icon	to	adopt	
your	signature



Three	ways	to	
adopt	a	
signature	(text,	
draw,	upload)



Click	“Finish”	to	
send	completed	
document	to	
your	supervisor



Supervisor	
listed	receives	
an	email	and	is	
prompted	to	
review	and	sign



Optional:	Supervisor	can	save	signed	document



After	finishing,	a	copy	will	pop-up	and	supervisor	will	receive	a	
completion	notification



DL-CITS	DocuSign	Support	Receives	Request	and	Approves



Email	Notification	of	Completed	Document,	Click	to	Review



Now	you	have	the	Sender Role!	Send	an Envelope



Sign	a	Document



Drag	and	Drop	a	Document to	Send



UMB	DocuSign	– How	To	Sign	Your	Own	Document
Demo:	CV	– Signature,	Date,	and	Route



Click	Start	à
Sign	a	

Document



Upload	CV	
Document



Click “Sign”



Continue	to	Add Signature	and	Date	Fields



Send	CV	
Document



CV	Document	In	
DocuSign	Inbox



Recipient(s)	
Receive	Email
With Signed CV



Click	to	Review
Document



How	to	Send	a	Document	for	Multiple	
Signature(s):	Delegation	Log	Example
• PI	uploads	delegation	log	from	computer	into	DocuSign
• Tip:	Have	delegates'	names	and	email	addresses	handy	for	routing
• PI	adds	delegates	names	and	email	address	to	recipient	fields	in	DocuSign
• PI	adds	initial	and	signature	fields	to	respective	places	on	delegation	log
• PI	sends	envelope
• Delegates	receive	request	to	sign	simultaneously	(assuming	the	order	of	their	signature	
doesn't	matter)

• After	delegates	have	all	signed	the	log,	then	PI	will	initial	the	log affirming	delegations
• Now	the	document	is	complete,	and	all	signing	recipients	will	receive	a	copy	of	the	
completed	log

• Note:	PI	will	then	have	a	signed	log	to	sign	after	study	is	complete	:-)



Click	Start	à Send	an Envelope



Upload	Delegation	Log



View	Delegation	Log

Tip:	Have	delegates'	names	and	email	addresses	handy	 for	routing



Add	Names and	
Email Addresses	
for PI and
Delegates

Note:	By	default, only	one	reciepient	
field	is	displayed.	Click	"ADD	
RECIPIENT"	for	additional	recipient	
needed



Change	the	
signing	order	
for	the	
delegates

Note:	When	the	signing	 order	value	
is	the	same	as	another	recipient,	
then	the	signature	request	will	be	
sent	at	the	same	time.	Thereby	
avoiding	 the	dependancy	of	any	
one delegate	slowing	down	the	
routing	of	the	log	to	other	delegates.



Customize	
email	message	
for	context

Choose	a	custom	
message	
per recipient

Choose	to	have	all	
recipients	receive	
the	same	email



Add	Initial	and	Signature	Fields	to	Delegation	Log



PI	Receives	
Email	Request

Here	is	where	we	
see	the	custom	
email	message



PI	Initials	and	Signs	Delegation	Log	as	First	Delegate



Delegates	receive	the	request	to	sign	simultaneously



Manage	Sent	
Delegation



See	Delegation	
Status



Signers	see	who	has	already	signed



All	delegates	have	initialed	and	signed



PI	Receives	Request	to	Finalize	Delegation	Once	All	Study	Staff	Have	Signed

Note:	the	custom	
email	message



All	signers	receive	email	that	document	signing	is	complete



Download	signed	document	directly	from	email	or	DocuSign



Ta-Da	A	Completed	Delegation	Log



Things	to	Note	for	Research- Regulatory	Binder

-This	presentation	tailored	to	signatures	needed	in	a	regulatory	binder	for	
non-sponsored,	non-FDA	regulated	research.	There	is	another	UMB	for-fee	
DocuSign	version	(21CFR11	compliant)	available	for	FDA	regulated	studies.
-Some	sponsors	may	be	ok	with	using	this	version	of	DocuSign to	complete	
signatures	needed	for	regulatory	documents,	ask	before	using!
-HHS	funded	studies?	No	regulations	in	45CFR46	that	speak	to	electronic	
signatures,	but	always	ask	before	using!



Things	to	Note	for	Research- Consent	Forms

-Currently	UMB	has	not	approved	DocuSign	to	collect	e-Consent.	Potential	in	
future	is	hoped	for!

-Although	HIPAA	compliant,UMB	has	not	approved	DocuSign	to	collect	e-
HIPAA	Consent	for	research.



Things	to	Note	for	Research- Applicability
Summary

FDA	Regulated	- Cannot	use	basic	DocuSign	(not	21CFR11	compliant)

HHS	Funded- No	regulations	in	45CFR46	regarding	electronic	signatures

Sponsor	Funded	– Ask!

Department	Funded	– Ask!



Thank	You	…	Questions???

• DocuSign	UMB	Support
• If	you	have	questions	or	issues	using	DocuSign,	please	send	an	email	to:		
DL-CITSDocuSignSupport@umaryland.edu
• Or	contact	the	IT	Help	Desk	at	help@umaryland.edu - (410)	706-4357	
(HELP)


