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DocusSign is an electronic signature application that enables users to securely sign/approve and send documents for approval from a computer or mobile
device, at any time. The DocuSign agreement cloud assists in the entire contract process; preparing, signing, acting on, and managing documents.

Access
Returning User
Log in to https://www.utrgv.edu/esign with your UTRGV username and password.

First-time User
Activate your esign account and setup your profile. Access to this service is automatically granted to UTRGV Faculty and Staff.

Department Request to Add Electronic Signature (eSign) to Forms
If you would like to use an electronic signature with a form, you may submit a service request through the IT Support Center to get started.

Training & Resources
Learn how to use DocuSign with free, self-paced online training. Visit the DocuSign training page for more information.

https://www.utrgv.edu/it/software/docusign/index.htm



https://www.utrgv.edu/esign
https://support.utrgv.edu/TDClient/1849/Portal/KB/ArticleDet?ID=78952
https://www.utrgv.edu/it/software/docusign/index.htm

PowerForm Signer Information Supervisor Notes:
Please click here to access the DocuSign —
‘ Emergency Paycheck Request (EPR) link.

UTRGV Emergency Paycheck Request (EPR) Name: *

‘ Supervisor Name

The EPR form has been established for the request of emergency
paychecks in the event where extenuating circumstances exist. Step 1: Supervisor or proxy fill in all the

Email: * . . .
names and emails of signatories

To ensure the expeditious delivery of email invitations to all ‘ supervisor_email@utrgv.edu ‘ ) ’
designated signatories to execute the document, it is essential to correspondlng to the employee S
accurately provide the appropriate name and email address for Oi . Deot Head/ D department. Once it’s complete, click on
i i P irector/ Dept Hea ean
each designated signatory role indicated below. the ‘BEGIN SIGNING'.
Please note that providing an incorrect email address will cause Name: *
the form to be null and void, and you will need to recreate it. ‘ Director Name ‘ Please be advised that the form with
incorrect email addresses will be deemed
For any inquiries or assistance, please feel free to reach out to the L I d id d the initi il q
Payroll Office at 956-665-2558 or via email at payroll@utrgv.edu. Email: null and void, and the Initiator will need to
‘ director_email@utrgv.edu ‘ recreate the form.
Please enter your name and email to begin the signing process. Please contact us at 956-665-2558 or email
Vice President for department .
payroll@utrgv.edu if you have any
Department Contact .
Name: * questions.

Your Name: * ‘ Vice President Name ‘

‘ Department Contact Name ‘ i
Email: *

‘ vicepresident_email@utrgv.edu ‘

Your Email: *

‘ department.contact.email@utrgv.edu ‘

Please provide information for any other
signers needed for this document. m



https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fpowerforms.docusign.net%2Fbfb75202-56c4-4b3a-8cbf-13e119dda597%3Fenv%3Dna3%26acct%3D997a74ed-9a57-4679-b927-395b0fc1c95b%26accountId%3D997a74ed-9a57-4679-b927-395b0fc1c95b&data=05%7C01%7Cbee.loh%40utrgv.edu%7C9310d8233ea34d32134708dba9806ff8%7C990436a687df491c91249afa91f88827%7C0%7C0%7C638290141330362754%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=ltIiEtI6cK8MqiYE77SWK1%2FmfFpyj%2Fb1PZ4FpsaTyZQ%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fpowerforms.docusign.net%2Fbfb75202-56c4-4b3a-8cbf-13e119dda597%3Fenv%3Dna3%26acct%3D997a74ed-9a57-4679-b927-395b0fc1c95b%26accountId%3D997a74ed-9a57-4679-b927-395b0fc1c95b&data=05%7C01%7Cbee.loh%40utrgv.edu%7C9310d8233ea34d32134708dba9806ff8%7C990436a687df491c91249afa91f88827%7C0%7C0%7C638290141330362754%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=ltIiEtI6cK8MqiYE77SWK1%2FmfFpyj%2Fb1PZ4FpsaTyZQ%3D&reserved=0
mailto:payroll@utrgv.edu

Please Review & Act on These Documents

LA
Wicies

5 At Rio Grande Valley Fawered by DocuSign

An emergency Paycheck request has been routed to you for approval N otes:
Step 2: The detailed instruction page will
CONTINUE be displayed. Please read through the
information carefully.

Please read the Electronic Record and Signature Disclosure.
| agree to use electronic records and signatures |

STOP: If you prefer to discuss your
employee’s specific situation with the
Payroll team prior to completing this
form, please reach out at 956-665-2558

or email at payroll@utrgv.edu.

If not, then click ‘CONTINUE’ to start
filling out the EPR form on the following

page.

Powered bvDocuSian & Change Lenguzpe - Engisn (US) ¥ | Gapyrigh



mailto:payroll@utrgv.edu

Done! Select Finish to send the completed document.

FINISH LATER OTHER ACTIONS ~

G THE UNIVERSITY OF TEXAS RIO GRANDE VALLEY
Emergency Paycheck Request

Date: [02/08/2023 ]

Su}\u".lm_\ime:ﬁuper‘vi sor Name |

Employirg Department Name: Department Name ]

Diepariment Contact Name: Contact Name Email Address: [dept_contact.emai léutrgv. eduf]|
ATION Notes:
[] sTAFF [CFactery [ WORKSIIDY  [] DIRECT-WAGE — L . L.
Name [Employes Name ] Employes D4 EO00000000 JEmployee Record®: [0 Fmail Addresm-femployes . emai 18utrgv. adu Step 3: FI“ N a” the f|EIdS pertalnlng to
Campus Location (City):[C1 Ty _name | Buu-d.mgP..oom:
gy Pobock romposicoxoperiod (e From: B8/0L72623 | refparEmEs | the department, employee, and document

DOCUMEN STATUS INFORMATION

—r—rr— status with the correct information, and

# Hiring Proposal or other required document(s) prepared and aubmitted: 1 yax, stabs date: [B/0072023 | [ Mo . . .

- g Pogaon ot aquicnd Aot ppaved ity — include a detailed explanation of the
® Hiring Propasal o other required document(s) deliversd to Hisman Rescirees: stabe doter |06/0072023 | 7] Mo

* Emplovie completed mandstory emplovment documents: ves, sate date: [06/00/2023 | ] e reason for EPR.

* Timecand(s) prepared and submitted by Emplayes: fyas, sate date: [06/00/2023 | ] ™

* Timecard(sh approved by Timecard Approver: Tfyes, sute dute [(870L72025 ][] Yo

Note: In order for an Emergency Paycheck to be processed, all timecards must be in "Approved " statns.

® Il applicabile, will a reversal of dircet deposil be required O v @

retaﬂed explanation of reason for emergency request

NI TIATOR:

Superviser

Prmt Name Signeture Dete
APPROVALS:

Drirector’ Dept Head! Dean:

Prut Name Signature Date
Vice Premdent:
Print Name Signature Drate:
REVIEW:
Payroll Department:
Print Name Signature Date
EBA@utrgy.edu [ ]APPROVED [ | NOT APPROVED
Ci
By:
Signatare of Executive Vice President for Finance & Business Affairs and CFO Date
Rav_ w07 023
UTREV_Emergency Paycheck Request_Rev_09.07 2023 pdf 2af2

Notes:

m Step 4: Click ‘FINISH/



UTRGV_Emergency Paycheck Request

@ DocuSign MA3 System <=dse_MAZ@docusign.net=
To

@ If there are problems with how this message is displayed, click here to view it in a web browser,

UT'RGV.

The University of Texas
Rio Grande Valley

UTRGV.edu

Notes:

Supervisors may assign a proxy/department
contact to complete the form, but the
supervisor needs to execute the document.

Payroll sent you a document to review and sign.

The supervisor indicated on the initial
PowerForm will receive an email notification
for approval after the initiator completes the

REVIEW DOCUMENT

payroll document.
payrolli@uirgy. edu
An emergency Paycheck request has been routed to you for approval Step 5:Su pervisor - Click ‘REVIEW

DOCUMENT” to review the EPR.

Fowerad by DocuSign

Do Not Share This Email
This email contains a secure ink to DocuSign. Please do not share this email, link, or access code
with others.

Altermate Signing Method
Visit DocuSign.com, cdick 'Access Documents’, and enter the secunty code:
S1022D7DASI24EEZOTFCATAOFST3IS50223

About Docu Sign

Sign decuments electronically in just minutes. It's safe, secure, and legally binding. Whether you're
in am office, at home, on-the-go —- or even across the globe — DocuSign provides a professional
trusted solufion for Digital Transaction Management™.




OTHER ACTIONS -

@ a & 8 (£ o

G THE UNIVERSITY OF TEXAS RIO GRANDE VALLEY
Emergency Paycheck Request

Date: 09/08/2023

Supervizor Name: Supervisor Name

Employing Department Name: Department Mame

Dieparment Contact Name: CONLACT Name Emal Addre:
EMPLOYEE INFORMATION

dept_contact.email@utrgy. edu

[X] STAFF [ FacuLTy ] WORK-STUDY [} DIRECT-WAGE
MName: Employes Name Empleyes ID&: 6000000000 Employee Record®: 0 Email Addresm: employee. email@utrgy. edu
Campus Locatron (City): C1TY name Bulldmg Foom: 9,999

Emargency Paveheck raquested for the peried (dates): From: 08/01/2023 To: 08/31/2023
DOCUMENT({S) STATUS INFORMATION

Beapond to the following:

* Hiring Proposal o other required documend(s ) prepered znd submitted:

* Hiring Proposal or other required document(z } approved adminisratively:
Hiring Proposal o other regqiared document(s) delivesed to Human Resoacss:
* Employee completed y ensployment 3

Vs Hyes state date: 08/01/2023 ||
Yos Ifyes, stata dats: 08,/01/2023
Vex [fyes stte dote: 08/01/2023
fyes, sate date: 08/01/2023
x mtat date: 08/01/2023 | |
Tes Ifyes, sate dater 08/01/2023 | |

& Timecard(s) prepared and submitted by Emplayes:

111
FEFERE

Timecani(s) approved by Timecard Apprever:
Neove: In order for an Emergency Paycheck to be processed, all timecards must be in “Approved ™ statns.

* 1T applicable, will a reversal of direet depesii be reguired O] ves [ 0

petailed explanation of reason for emergency request.

Supervisocr Comments Notes:
Step 6: Supervisor clicks ‘Sign’

Supervisor Superwvisor Name

Prmt Name
APPROV

Diirector’ Dept Head! Dean:

Prmt Nama Eignsture Date
Wice Premdent:
Print Name Signature Drate
Payroll Department:
Primst Name Signature Date
Route by defauli to EVPEBA@utrgy.edu [ JaPPROVED [ | NOT APPROVED
Comments:
By
Skgnature of Executive Vice President for Finance & Business Affairs and CFO Date
Rev. 90772025
UTRGW_Emergency Paycheck Reguest_Rev_09.07 2023 pdf Zof2




Finish to send the completed document.

OTHER ACTIONS

| a &« 8 & o
G "ERSITY OF TEXAS RIO GRANDE VALLEY
Emergency Paycheck Request

Dste: 09/0B/2023

Supervizer Name: Supervisor Name

Employing Department Name: Department Name

Deparment Contact Name: CONTACT Name Email Addre
EMPLOYEE INFORMATION

dept_contact.email@utrgy. edu

[X] STAFF [J FACULTY ) WORK-STLDY [ DIRECT-WAGE
MName: Employee Name Employee ID4 65000000000 Employee Record®: 0 Email Addresm: employee. email@utrgy. edu
Campus Location {City): City name BuldmgPoom: 3,999

Emergency Pavcheck requested for the peried {dates): From: 08/01,/2023 To: 08/31/2023
ATUS INFORMATION

Bespond to the following:

# Hiring Proposal o other required docwmeni(s) prepared and submitted:

e Proposal of other required documert(z) spproved sdministratively”

g Proposal or other required docwmvent(s) delivered te Human Resources:
* Employee completed mondsiory emplovment docaments:

Yar Ifyes stabe dute: 08/01/2023 ||
Yos [fyes, stato dute: 0B/01/2023
[fyes stabe date: 08/01,/2023
es, state date: 0B/0L/2023
rex. stabe date: O8/0L/2023
Yas [fves, sate dwte: 08/01/2023 | |

* Timecardis) prepared and submiticd by Emplayes:

111
FEZEFE

* Timecard(s) approved by Timecard Approver:

Note: In order for an Emergency Paycheck to be processed, all timecards must be in "Approved " status.
* 17 applicable, will a reversal of direct deposit be requined (] var [x

petailed explanation of reason for emergency request.

Supervisor Comments

Supervisor Supervisor Name Supurwiter Mot
Prmt Name

APPROVAL: )

Directos/ Dept Head! Dean:

Prmt Name Signature Date
Vice Premdent:
Print Name Signature Dzt
REVIEW:
Payroll Department:
Print Name Signature Date
Rowie by defauli to EVPFBA@utrgyv.edu [ JaPrPROVED [ | NOT APPROVED
Comments:
By:
Signature of Executive Vice President for Finance & Business Affairs and CFO Date

Rav. 9077023

Notes:

Last step: Supervisor — After executing
the document, click ‘FINISH

UTRGEV_Emergency Paycheck Reguest_Rev_09.07 2023 pdf Zof2



UTRGV_Emergency Paycheck Request

@ DocuSign MNA3Z System =dse_MNA3@docusign.net=
To

@ If there are problems with how this message is displayed, click here to view it in a web browser.

UTRGV.

The University of Texas
Rio Grande Valley

UTRGV.edu

Notes:
Payroll sent youl a document o review and/sign. After the Supervisor concludes the review and
executes the document, the request will
REVIEW DOCUMENT automatically route to the next level of

departmental approvers as indicated on the
PowerForm. Director/ Dept Head/ Dean — Click
el @uiray.edu ‘REVIEW DOCUMENT’ to review the EPR.

An emergency Paycheck request has been routed to you for approval

Fowersd by DocuSign

Do Mot Share This Email
This email contains a secure ink to DocuSign. Please do not share this email, link, or access code
with others.

Altermate Signing Method
Visit DocuSign.com, click ‘Access Documents”, and enter the security code:
B1D22D7DAS3I24EE297FC17ADFST3IS0223

Abowut Docu Sign

Sign documenis electronically in just minutes. li's safe, secure, and legally binding. Whether you're

in an office, at home, on-the-go — or ewen across the globe — DocuSign provides a professional

trusted =solufion for Digifal Transaction Managerment™'.
R EERRREEERRERERSSSESSS=QESS S S= =>>S>—S=S SSE—————S————————————————————————_—




Finish to send the completed document.

@ a kW 868 BB @

G THE UNIVERSITY OF TEXAS RIO GRANDE VALLEY
Emergency Paycheck Request

Dazte: 09/08/2023
Supervizor Name: Supervisor Name
Employing Department MName: Department Name

Deparment Contact Nzme: CONTACT Name Emml A ddr dept_contact. emai 1@utrgy. edu
EMPLOYEE INFORMATION

[X] STAFF [J FactLTy ] WORK-STUDY [] DIRECT-WAGE
Mame: Employee Name Employes ID4 6000000000 Employee Record®: 0 Email Address: employee . email@utrgy.edu
Campas Location (City): Ci Ty name Buldmg Foom: 9. 999
Emergency Pavcheck requested for the period (dates): From: 08/01/2023 To: 08/31/2023

STATUS INFORMA TTON

Bespond to the following:

* Hiring Proposal of other required document(z) preparad and submitied:

* Hiring Proposal of other required document(z) spproved administratively:

= Hiring Proposal of other required document(s) deliversd to Fuman Resourcss:
* Employee completed menmdstory ensplovment docaments:

Yar [fyes matedate 08/01/2023 | | Mo
. : DB/0L/2023 [
Yes [fyes stabe dote: 08/01/2023 | |
Tes [fyes, state date: 08,/01/2023 Ll M

Ta

Yas [fyus stzbe date: 08/01/2023
Tes [fves, state dater 08/0L/2023

* Timecard(s) prepared and submitied by Emplayes:

* Timeccard(s) approved by Timecard Approver:
Neote: In order for an Emergency Paycheck to be processed, all timecards must be in " Approved '™ status.

® [T applicable, will a reversal of direct deposil be required O ver [ ms

(Mote: Requestor must explam why Hiring Proposal and’ or other required docmment(s) were not prepared/subputted prior to effective date of pay pertod
raquested and provide & statemant of smploves handship)

petailed explanation of reasonm for emergency request.

Supervisor Comments

) ICNE

Supervisor supervisor Name 9/8/2023
Prmt Name Date
APPROYV.
S
Director/ Dept Head! Dean: Directeor Name [va'- Mt a/8/2023
Prat Name Signature Date
Vice Premdent:
Print Name Signature Date
Payroll Department:
Prit Name Signature Date
Route by default to EVPEBA @utrgy.edu [ JAPPROVED [ |NOT APPROVED
c
B:
Signatare of Executive Vice President for Finance & Business Affairs and CFO Date
R w07 2023
Notes:
—_——
LUTRGV_Emergency Paycheck Request_Rev_09.07 2023 _pdf 2of2

Director/ Dept Head/ Dean — After
executing the document, click ‘FINISH.




UTRGWV_Emergency Paycheck Request

@ DocuSign MNAZ System =dse_MNAZI@docusign.net=
To

@ If there are problems with how this message is displayed, click here to view it in a web browser,

UT'RGV.

The University of Texas
Rio Grande Valley

UTRGV.edu

Notes:

After the Director/ Dept Head/ Dean executes
the document, the request will automatically
REVIEW DOCUMENT route to the Vice President for the department
as indicated on the PowerForm. Vice President
for the department - Click ‘REVIEW

Payroll DOCUMENT” to review the EPR.

payrolli@utrgv. edu

Payroll sent you a document to review and sign.

An emergency Paycheck request has been routed to you for approval
Fowered by DocuSign

Do Not Share This Email
This email contains a secure link to DocuSign. Please do not share this email, link, or access code
with athers.

Altermate Signing Method
Visit DocuSign.com, click 'Access Documents”, and enter the security code:
S1D22D7DASIZ4ES29TFCITADFITIS0223

Abouwut Docu Sign

Sign documents electronically in just minutes. It's safe, secure, and legally binding. Whether you're
in an office, at home, on-the-go — or even across the globe — DocuSign provides a professional
trusted =solufion for Digiial Transaction Managemeni™.




Finish to send the completed document.

OTHER ACTIONS ~|

a a & 858 & o

"ERSITY OF TEXAS RIO GRANDE VALLEY
Emergency Paycheck Request

Date: 09/08/2023

Supervizer Name: Supervisor Name

Employing Deparment Name: Department Name

Diepariment Contact Name: CONTACT Name Emal Addrer dept_contact.email@utrgy. edu
[x] STAFF [J FactLTy ) WORK-STUDY [ DIRECT-WAGE

Name: Employee Name Employes D4 6000000000 Employee Record®: 0 Email Address: employee . email@utrgy. edu

Camipus Locatien (City): City name Buwldmg Poom: 9,999

Emergency Paycheck requested for the period {dates): From: 8/01/2023 To: 08/31/2023
ATUS INFORMATION

Bespond to the following:

* Hiring Proposal o other requirad decument(z) prepersd and suibmitted: : 08/01/2023 [ ]|
* Hiring Proposal or other required decwment(s ) approved admintstratively: : DB/01/2023 L) M
* Wiring Propasal o other required document(s) delivared to Fuman Resouces: : 08/00/2023 | | Te
* Employee completed mandatory employment docaments: : 08/01/2023 | | TR
* Timecard(s) prepared and submitted by Emplayee: : 080172023 | | Ta
* Timsward(s) approved by Timesasd Apprever: Ves [fyes, sate date: DB/01/2023 | | Yo

Nate: In ovder for an Emergency Paycheck to be processed, all timecards must be in " Approved ™ status.

® Irapplicabile, will a reversal of dircet deposit be required O ves [x]

petailed explanation of reason for emergency request.

Supervisor Comments

1M IOR:
Supervisot supervisor Name 9/B/2023
Prmt Name Date
APPROVALS:
Diracter/ Dept Head! Dean: Director Mame 9/8/2023
Prmt Name Date
p——
Vice Premdent: Vice President Name e Persided Mot 2/8./2023
Print Name Signature Dt
Payroll Dvpartment:
FPrint Name Signature Date
Route by default to EVPEBA@trgv.edu [ JAPPROVED [ | NOT APPROVED
Comments:
By
Signature of Executive Vice President for Finance & Business Affairs and CFO Draite
Rav 9073025
Notes:
UTRGW_Emergency Paycheck Request_Rev_09.07 2023 _pdf Zof2 _—

Vice President for the department— After
| enisu | executing the document, click ‘FINISH.




UTRGV_Emergency Paycheck Request

@ DocuSign NA3Z System <dse_MNA3@docusign.net=
Te

@ If there are problems with how this message is displayed, click here to view it in a web browser.

UT'RGV

The University of Texas
Rio Grande Valley

UTRGV.edu

Payroll sent you a document to review and sign. Notes:
After the Vice President for the department
REVIEW DOCUMENT executes the document, it will be routed to the

Payroll Office for review.

g::rrt::_ln@tmuv.edu Payroll - Click ‘REVIEW DOCUMENT” to review
the EPR.

An emergency Paycheck request has been routed to yvou for approval

Fowered by DocuSign

Do Not Share This Email
This email contains a secure ink to DocuSign. Please do not share this email, link, or access code
with others.

Alternate Signing Method
Visit DocuSign.com, click 'Access Documenis’, and enter the secunty code:
S1D22D7DASIZ4ESZATFCATADFITIS0223

About Docu Sign

Sign documents electronically in just minutes. lt's safe, secure, and legally binding. VWhether you're
in an office, at home, on-the-go — or even across the globe — DocuSign provides a professional
trusted solufion for Digital Transaction Management™.




Finish to send the completed document. FINISH OTHER ACTIONS -~

- " Press | F11 ‘ to exit full screen

m THE UN

Date: 09/08/2023

Supervizer Name: Supervisor Name

Emploving Department Name: Department Name

Depariment Cenfact Name: CONtACT Name Emal Address: dept_contact.email@utrgy. edu

EMPLOYEE INFORMATION

[x] STAFF [ FactLTy ] WORK-STLDY [ DIRECT-WAGE

Emergency Paycheck Request

Mame: Employee Name Employes D4 6000000000 Employee Record®: D Emal Addres:: employee . email@utrgv. edu

Campus Location (Crty): City name BuldmgFoom: 9,999

Emergency Pavcheck requested for the peniod (detes): From: 08/01/2023 To: OB/31/2023
DHHUMENT(S) STATUS INFORMATION

Beapond to the followine:

* Hiring Proposal of other required document(s) preparad and submitted: Yas [fyex sabe date: 08/01/2023 : o
* Hiring Proposal of other raquired decurment(s) spproved sdministratively: Yas [fyws, wtats date: 08/01/2023 L]
* Hiring Propasal or other raquired document(s) delivered to Human Resources: Yes Ifyes siabe dute: 08/01/2023 | | Mo
* Employee completed mendstory ensploviment documents: Yes Ifyes sate date: 08/01/2023 | | Mo

* Timecand(s) prepared and submitted by Employee: Yas Ifyes sate date: 0840172023 | | ™o

Tes [fyes, suate date: 0870172023 || be

* Timecard(s) approved by Timecard Approver:

Neote: In ovder for an Emergency Paycheck to be processed. all timecards must be in "Approved " status.

& Ir applicable, will a reversal of direet deposit be required O ver [x

REASON FOR EMERGENCY PAYCHECK RECH 1
(Mote: Requeator must explam why Hiring Proposal and’or other required doc
requested and provide a statement of employee hardship) | | _ ...

were not preparedaubrutted prior to effective date of pay penod

petadled explanation of reason for emeérgency request.

Supervisor Comments
[Ean supervisor jme L The payroll office will validate the request to
_ ) _ ensure it meets the criteria outlined on the EPR
Diractor/ Dept Head! Dean: Director Name 9/8/2023
rmt Neame Date . .
_ e instruction page.
Vice Premdent: vice President Name 9/B/2023
Print Name Dhatz
- P . e Ifallinformation is correct and complete, the
Payroll Department: oL 1 v“::""“' 1 3/8/2023 ‘ .
e = 2 payroll office will execute the document and
Route by defauli to EVPEBA@utrgy. edu D.—\PPR.D\'ED |:| NOT APPROVED ‘ ’
I select ‘FINISH.
. e Ifthe request does not meet the ERP criteria,
Signature of Executive Vice President for Finance & Business Affairs and CFO Drate _ the document Wi“ be rejected. The
UTRGW_Emergency Paycheck Request_Rev_08.07 2023 pdf ZofZ department ContaCt (SuperVisor Or prOXY) Wi”
receive a notification detailing the reason for
the rejection and the steps to rectify.




UTRGWV_Emergency Paycheck Request

@ DocuSign NA3 System <dse_NA3@docusign.nets
To

@ If there are problems with how this message is displayed, click here to view it in a web browser.

UI'RGV

The University of Texas
Rio Grande Valley

UTRGV.edu

Notes:
Following Payroll approval, the form will
Payroll sent you a document to review and sign. route by default to the Executive Vice

President for Finance & Business Affairs and
CFO (EVPFBA) for final review and approval.

REVIEW DOCUMENT

payroll EVPFBA - Click ‘REVIEW DOCUMENT” to
pavroli@utrav. edu review the EPR.

An emergency Paycheck request has been routed to yvou for approwval

Fowered by DocuSign

Do Not Share This Email
This email contains a secure link to DocuSign. Please do not share this email, link, or access code
with others.

Altermate Signing Method
Visit DocuSign.com, click 'Access Documents’, and enter the security code:
S1D22D7DASIZAES29TFCI1TADFITIS0223

Abouwut Docu Sign

Sign documenis elecironically in just minuies. It's safe, secure, and legally binding. Whether you're
in an office, at home, on-the-go - or even across the globe — DocuSign provides a professional
trusted solufion for Digital Transaction Management™ .




below. THER ACTIONS ~

@ a k& 856 B o

UTKG; THE UNIVERSITY OF TEXAS RIO GRANDE VALLEY
m Emergency Paycheck Request

Diate: 09/08/2023

Supervisor Name: Supervisor MName

Employing Department Name: Department Name

Deparment Contact Name: CONLACT Name

EMPLOYEE INFORMATION

Emal Address: dept_contact.email@utrgy.edu

] STAFF [ FACULTY ] WORK-STUDY [] DIRECT-WAGE

MName: Employee Name Employes ID4: 6000000000 Employee Recorde: 0 Emal Addrem: employee . email@utrgy. edu

Campus Locatron (Crty): C1ty name BuldmgPoom: 3,999

Emergency Paycheck requested for the period (dates): From: B8/01/2023 To: 08/31/2023
DHOCUMENTS) STATUS INFORMATEON

Feapond to the followng:

ng Proposal of other required docusserd(z ) prepared and submitied: Yas [fyex state date: 080172023 : T
e Proposal or other required docunent(s) epproved adminsstratively: Yes I[fyes, stata date: 080172023 Ll e
g Proposal o other required document(s) deliversd to Human Resowaces: Yes [fyes stabe date: 08/01/2023 Ll e
* Employee completed mendstory enployvment documents: Yas [fyes, stabs date: 0840172023 | | o
* Timecand(s) prepared and suhmitted by Employee: Yas [fyes state date: 08/01/2023 | | Th
* Timecad(s) approved by Timecard Approver: Yes Ifyes, sate date: 08/01/2023 | | Mo

Nete: fn order for an Emergency Payclieck to be processed, all timecards must be im "Approved ™ stafus.

* 1T applicable, will a reversal of direet deposil be regquined C] ves [x]

N FC L PROV A A )

(MNote: Regueator must explam why Hiring Proposal zand’ or other required docmment(3) were mot prepared subnutted proor to effective date of pay pervod

petailed explanation of reason for emergency request.

Supervisor Comments

(hd IOR:
Supervisor supervisor Name 9/8/2023
Prmt Name Date
A PPROV:
Dirsctor/ Dept Head! Dean: D rector Mame 9/8/2023
Prmt Nama Diate
]
Vice Fremdent: vice President Name | e prnsdend bme 9/B/2023
FPrint Name Signature Drate
Payroll Departnaent: Payroll 9/8/2023 .
Frint Name Diae NOtES.

H { 4 {
Rouie by defauli to EVPFBA@uirgy.edu _-lPPRD\'ED @:\'D'l’ AFPROVED EVPFBA - CIICk Approved Or NOt
Comments] | Approved.” After that, click ‘Sign.
By: 1. 9,/8/2023
Signature of Exccutive Vice President for Finance & Business Affairs and CFO Doate
UTRGV. Emergency Paycheck Request_Rev_00.07.2023 pdf 2ef2




Finish to send the completed documen OTHER ACTIONS -

a a & 8 & o

G THE UNIVERSITY OF TEXAS RIO GRANDE VALLEY
Emergency Paycheck Request

Daste: 09/08/2023
Supervizor Name: Supervisor Name
Employing Department Name: Department Name

Department Comtact Neme: CONtact Name Emal Address dept_contact.email@utrgv. edu
[X] STAFF [J FaciLTy ) WORK-STUDY [ DIRECT-WAGE

MName: Employee Name Empleyee ID4 6000000000 Employee Record®: 0 Email Address: employee . email@utrgy. edu

Campus Locatron (City): City name BuldmgPoom: 9.999

Emergency Pavcheck requested for the period (dates): From: 08/01/2023 To: 08/31/2023

JSTATUS INFORMATION

Beapond to the following:

* Hiring Proposal of other required document(z) preparsd and submitiad: Yaz [fyex sate date: 08/01/2023 [ =

* Hiring Proposal or other required document(s) spproved adminsstratively Yes [fyes, stats date: 08/01,/2023 L ¥
= Hiring Proposal o other regqiared documert(s) delivered to Hiaman Resoirces: Yes [fyms stabe dote: OB/OL/2023 L) e
* Employee completed mendstory employment docaments: Tas Ifyes, sats date: DB/0L/2023 | | Mo

w lfyes state date: 08/0L/2023 | |
Tes Tfyes, state date: DB/0L/2023 L] ¥

® Timecard(s) prepared and submitied by Emplayes:

= Timecardis} approved by Timocard Approver
Note: In order for an Emergency Payeheck te be processed, alfl timecards must be in "Approved ™ status.

® Il applicable, will a reversal of direct deposii be required O] ver [xl 1

(WNote: Requeator must explam why Hining Proposal and’ or other quuued document (1) were not prepared submitied prior to e fective date of pay perod
raquested and provide = statement of amplovee hardship.)

petailed explanation of reason for emergency request.

Supervisor Comments

INTTIATOR:

Supervisor supervisor Name 9/8/2023
Promt Name Drate
APPFROVA
Drirecter/ Dhept Head! Dean: Director Name 9/8/2023
Prmt Name Diate
Vice Premdent: vice President Name 9/6/2023
Print Name Dt
REVIEW:
Payroll Department: Payroll 9/8/2023
Frint Name Diate
Route by default to EVPEBA@utrgy. edu [Ed|aPPROVED ]| NOT APPROVED
Comments! ]
]
B 9,/8/2023
Signature of Executive V Finance & Business Affairs and CFO Drate
Rav_ a7 2025
.
UTREW_Emergency Paycheck Request_Pev_09.07 2023 pdf Zof2 N Otes .

EVPFBA — After executing the

m document, click ‘FINISH.




Completed: UTRGV_Emergency Paycheck Request

DocuSign MA3 System =dse_MNAZI@docusign.net=
To Payroll UTRGVY

@ If there are problems with how this message is displayed, click here to view it in a web browser,

UTRGV_Emergency Paycheck Request_Rew 089.07.2023. pdf
e gency Fay q pdf
L 571 KB

UT'RGV.

The University of Texas
Rio Grande Valley

Notes:

After approval by the Executive Vice President

for Finance & Business Affairs and CFO, the

completed document will be electronically
routed to Payroll for processing, and HR and the

supervisor will receive a copy for their records.

UTRGV.edu

Your document has been completed.

VIEW COMFPLETED DOCUMENT

All signers completed UTRGV_Emergency Paycheck Request

Fowered by DocuSign

Do Mot Share This Email
Thiz email contains a secure link to DocuSign. Please do not share this email, link, or access code
with others.

Alternate Signing Method
Visit DocuSign.com, click "Access Documenis®, and enter the security code:
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About Docu Sign

Sign documents electromically in just minutes. It's safe, secure, and legally binding. VWhether you're

in an office, at home, on-the-go - or ewven across the globe — DocuSign provides a professional

trusted solufion for Digital Transaction Management™.
s




You have reached the
end of the procedure.
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