Step 1: Log in to Docusign
Step 2: Select “face/circle” icon in the upper right hand corner
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MANAGE TEMPLATES REPORTS

Sign or Get Signatures

OVERVIEW Last 6 Montht WHAT'S NEW

Step 3: Select “My Preferences”
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Sign or Get Signatures

OVERVIEW Last 6 Month: WHAT'S NEW

Step 4: Select “Notifications”
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ACCOUNT Personal Information
Personal Information To configure what information is shared when you sign, edit Privacy & Security
Electronic Notary Public
Privacy & Security
Regional Settings
Contacts

Jorge Hernandez (3)
SIGNING AND SENDING jhernan@ufl.edu ®
Custom Fields Account: University of Florida

Default Account
Template Matching
——"
Notifications

Stamps K

Company and Job Title

Company
University of Florida Information Technology

Job Title

Address and Phone

Address
optional
City

Step 5: Select or uncheck the Notifications you would like to receive!
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Sending Notifications

Regional Settings
Notify me when | am the sender and:
Contacts
Select All
SIGNING AND SENDING v An envelope is complete
Custom Fields v/ A signer assigns an envelope to someone eise
Template Matching v/ A signer declines to sign
Connected Apps v/ A signer withdraws consent to do business online
The first time each recipient views an envelope
Notifications
v/ Envelope delivery to a recipient fails
Stamps
v/ A signer's offline signature fails to synchronize

Documents will be purged from the system

v/ A comment is posted in an envelope |'ve sent
® Allcomments

Oﬂl‘y comments that mention me or are private to me

Recipient Notifications

Notify me when | am a recipient and:

Select All
v | have an envelope to sign
An envelope is completed

<

| am a copy-only recipient

S

| am an acknowledge recipient
Another signer declines to sign
v  The sender voids an envelope

The sender corrects an envelope
v/ A signer assigns an envelope to me
Documents will be purged from the system
My fax is received
Another signer made changes that require my approval
| can edit an envelope, or specify or update recipient information

An envelope | signed offline fails to synchronize
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An envelope is sent to a signing group to which | belong

If you should have any questions please let IT Know and we will try to help you with the process.




