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How To Complete A DocuSign Form For HR

1 Navigate to https://powerforms.docusign.net/05232abe-924c-4e1f-8ada-04d49e
c76f18?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/05232abe-924c-4e1f-8ada-04d49ec76f18?env=na3&acct=0df82721-ac1d-4c63-a607-e443830d0cf0&accountId=0df82721-ac1d-4c63-a607-e443830d0cf0
https://powerforms.docusign.net/05232abe-924c-4e1f-8ada-04d49ec76f18?env=na3&acct=0df82721-ac1d-4c63-a607-e443830d0cf0&accountId=0df82721-ac1d-4c63-a607-e443830d0cf0
https://powerforms.docusign.net/05232abe-924c-4e1f-8ada-04d49ec76f18?env=na3&acct=0df82721-ac1d-4c63-a607-e443830d0cf0&accountId=0df82721-ac1d-4c63-a607-e443830d0cf0
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3 Enter the full name of the employee, do not change the email address

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

6 Enter the full name and email of the Department Chair/Dean, Director or Delegate
tab to next field
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7 Enter the full name and email of the Dean/Director or Delegate tab to next field

8 Enter the full name and email of the VP or Delegate tab to next field
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9 Do not change anything here

10 Do not change anything here
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11 Click "Begin Signing"

12 Click "Got it"
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13 Click "Continue"

14 Provide the employee information
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15 Check the primary purpose for the request (select all that apply)

16 Enter the current and proposed position information
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17 Enter the current and proposed index and budgetary information

18 Provide the rational for the proposed salary increase
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19 Attach the required Updated Position Description and any other optional
information such as an updated organizational chart and market and equity
review of the salary.

20 Click "Finish"


