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DocuSign 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 

1. DocuSign Information :

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
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Notes:
Please click here to access the DocuSign – 
Emergency Paycheck Request (EPR) link.

Step 1: Supervisor or proxy fill in all the 
names and emails of signatories 
corresponding to the employee’s 
department. Once it’s complete, click on 
the ‘BEGIN SIGNING’.

Please be advised that the form with 
incorrect email addresses will be deemed 
null and void, and the initiator will need to 
recreate the form.

Please contact us at 956-665-2558 or email 
payroll@utrgv.edu if you have any 
questions. 

2. Initiator (Supervisor/Proxy) :

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
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Notes:
Step 2: The detailed instruction page will 
be displayed. Please read through the 
information carefully.

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. 

mailto:payroll@utrgv.edu
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Notes: 
Step 3:  Fill in all the fields pertaining to 
the department, employee, and document 
status with the correct information, and 
include a detailed explanation of the 
reason for EPR.

Notes:
Step 4: Click ‘FINISH.’
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Notes: 
Supervisors may assign a proxy/department 
contact to complete the form, but the 
supervisor needs to execute the document. 

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

Step 5: Supervisor - Click ‘REVIEW 
DOCUMENT” to review the EPR.
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Notes: 
Step 6:  Supervisor clicks ‘Sign.’
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Notes: 
Last step:  Supervisor – After executing 
the document, click ‘FINISH.’
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Notes:
After the Supervisor concludes the review and 
executes the document, the request will 
automatically route to the next level of 
departmental approvers as indicated on the 
PowerForm. Director/ Dept Head/ Dean – Click  
‘REVIEW DOCUMENT’ to review the EPR.

3. Approval ( Director/Dept Head/Dean):
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Notes: 
Director/ Dept Head/ Dean  – After 
executing the document, click  ‘FINISH.’
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Notes:
After the Director/ Dept Head/ Dean executes 
the document, the request will automatically 
route to the Vice President for the department 
as indicated on the PowerForm. Vice President 
for the department - Click ‘REVIEW 
DOCUMENT” to review the EPR.

4. Approval (Vice President for the department) :
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Notes: 
Vice President for the department– After 
executing the document, click ‘FINISH.’
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Notes:
After the Vice President for the department 
executes the document, it will be routed to the 
Payroll Office for review. 

Payroll - Click ‘REVIEW DOCUMENT” to review 
the EPR.

5. Review by Payroll Office :
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Notes: 
The payroll office will validate the request to 
ensure it meets the criteria outlined on the EPR 
instruction page.

• If all information is correct and complete, the 
payroll office will execute the document and 
select ‘FINISH.’

• If the request does not meet the ERP criteria, 
the document will be rejected. The 
department contact (supervisor or proxy) will 
receive a notification detailing the reason for 
the rejection and the steps to rectify. 
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Notes:
Following Payroll approval, the form will 
route by default to the Executive Vice 
President for Finance & Business Affairs and 
CFO (EVPFBA) for final review and approval.

EVPFBA - Click ‘REVIEW DOCUMENT” to 
review the EPR.

6. Final approval (EVPFBA and CFO) :
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Notes:
EVPFBA – Click ‘Approved’ or ‘Not 
Approved.’ After that, click ‘Sign.’
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Notes:
EVPFBA – After executing the 
document, click ‘FINISH.’
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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. 
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You have reached the  
end of the procedure.  
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