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Submitting a Performance-Based Bonus Request
and Payment Auth Form through DocuSign

1 Navigate to https://powerforms.docusign.net/6a465a87-229d-417d-ad92-25f4a3
d125aa?env=na3&acct=0df82721-ac1d-4c63-a607-e443830d0cf0&accountId=0df
82721-ac1d-4c63-a607-e443830d0cf0

2 Add your full name and email here

https://powerforms.docusign.net/6a465a87-229d-417d-ad92-25f4a3d125aa?env=na3&acct=0df82721-ac1d-4c63-a607-e443830d0cf0&accountId=0df82721-ac1d-4c63-a607-e443830d0cf0
https://powerforms.docusign.net/6a465a87-229d-417d-ad92-25f4a3d125aa?env=na3&acct=0df82721-ac1d-4c63-a607-e443830d0cf0&accountId=0df82721-ac1d-4c63-a607-e443830d0cf0
https://powerforms.docusign.net/6a465a87-229d-417d-ad92-25f4a3d125aa?env=na3&acct=0df82721-ac1d-4c63-a607-e443830d0cf0&accountId=0df82721-ac1d-4c63-a607-e443830d0cf0
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3 Enter the full name and email of the Supervisor tab to next field

4 Enter the full name and email of the UBO tab to next field
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5 Enter the full name and email of the Dean/Director or Delegate tab to next field

6 Enter the full name and email of the VP/Provost tab to next field
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7 Do not change anything here

8 Do not change anything here
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9 Enter the full name and email of the Employee to receive the bonus here tab to
next field

10 Click "Begin Signing"
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11 Click "Got it"

12 Click "Continue"
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13 Enter the employee's information, the UBO will provide additional details or
comments about the funding source if needed.

14 Select the appropriate response from each of the drop menus
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15 If the employee has received prior performance bonus within this fiscal year
provide and explanation for the 2nd request here.

16 Provide the rational for the performance bonus request
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17 Click "Finish"


