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How to - Complete a Docusign New Konica Minolta Order Form (Swap)

This Docusign New Konica Minolta Order Form (Swap) needs to be completed for each expired leased
Konica Minolta Copier that needs to be replaced as part of the FY24 Konica Minolta Equipment Swap.
The Procurement Office will prefill out the Docusign New Konica Minolta Order Form (Swap) with the
corresponding information associated to the replacement copier that needs to be ordered and the
current copier that needs to be returned to Konica Minolta. Note that the department will keep the
current copier until the new copier is delivered and installed. The instructions below must be
completed by the Departmental Point of Contact and then signed by the Cost Center Manager for the
assigned Default Operational Cost Center once the prefilled Docusign New Konica Minolta Order Form
(Swap) is received. The Departmental Point of Contact is the person who Procurement has listed as the
point of contact for the specific copier. Should you receive this Docusign New Konica Minolta Order Form
(Swap) by mistake and/or you are no longer the Departmental Point of Contact, please reach out to Ayla
Ortiz (ayla.ortiz@utrgv.edu) or Nadia Loaiza (nadia.loaizaO1@utrgv.edu).

The Departmental Point of Contact will receive an email from Docusign that looks like the one below.
The Departmental Point of Contact will need to click “Review Documents”.
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Complele with DocuSign: New Konica Minolta Copier Order Form
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Ayla Ortiz sent you a documeant fo review and sign

REVIEW DOCUMENTS

Ayla Ortiz
ayla orliziutrgy cdu

These documents are regquired m order 1o clilian a new Konica Minolta copiern and
officially enter into the 5 year keasc agreement ticd to this new unit. Plcasc review and
check for accuracy of the new copier detads (address, building roominumber, etc).
Upcn complebon of dacument, it will e routed to Koanica Minolta far order processing

For questons, please email ayla.ortizfutrgv.edu and nadia.loaizal 1i@putrgv.edu
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2. A separate browser window Docusign. The Departmental Point of Contact will enter his/her UTRGV
email address and click “Use Company Login) which will prompt the prefilled out Docusign document
to open. The Departmental Point of Contact will click Continue twice.

Log In

& ayloortiz@utrgvedu

Use company login

Poassword *

Enter password

Login

Reset password

Lag In with Passkey

Use Security Key or Biometrics

Please Review & Act on These Documents UTRGV
Ayla Ortiz
The University of Texas At Rio Grande Valley Fomersd by DocuSign

These documents are required in order to obtain a new Konica Minolta copier and officially enter into the 5 year leass
agreement tied to this new unit. Please review and check for accuracy of the new copier detalis (address, building

View More

CONTINUE OTHER ACTIONS ~

Please review the documents below.
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Changes to Shared Fields

Another recipient has made changes to sharad fislds on this documant.
These fieids are highlighted for your notification and review.

I d—

3. The Departmental Point of Contact will need to review the following Documents for accuracy first. (Do
not initial yet.):

e Equipment Schedule to Master Premier Lease for the University of Texas System (pg. 1) —
Document identifies the information associated to the new copier that will be ordered (i.e.
Department’s name, Departmental Point of Contact name and phone number, delivery/installation
address, model of new copier, and monthly lease rate of new copier).

e Rider 100-1 (pg. 2) — Document identifies information associated to the new copier that will be
ordered (i.e. Building/Room Number where the copier will be delivered/installed, lease term of 60
months, model of new copier, B&W/Color copy rates, default operational cost center, and monthly
lease rate).

e Equipment Removal Authorization (pg. 3) — Document identifies information associated to the
current copier that must be returned to Konica Minolta (i.e. Model of current copier, serial
number, and physical location of copier).
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DiecuSign Ervelope 1D: 42AR0050-8512-4414-9603- 180930603400
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Premier Lease for The |

KOMNICA MINOLTA University of Texas System

L-.‘-!JS TDJ!*ER EH_L - TC' IMFGH.‘T}Q T]Dl"‘l soparaie sohodw'es musd o comploiod for each g decaten |

LEGAL COMFART MERL PR TRMENT Mak
The University of Texas Rio Grande Valley Accounis Payable
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SERIAL NO.

C450i
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FIONICA MINOLTA
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EQUIPMENT REMOVAL AUTHORIZATION
Customer.  University of Texss Rio Grande Valley
Pick Up Address; 2408 W Usiversity Dr. Edinburg, T 78530 ELAFS RME1. 104 h
Equipment being removed from Customer's Location:
Make:  Keniea Mingles Mogel:  C458 h Serlal Number: A1Z3507E212] h

Make: Meel: Serial Number;
Make: Todel: Senial Humber:
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4. Once the Departmental Point of Contact has verified that all the information is correct, he/she will need to
initial Rider 100-2 (pg. 2) on the designated field and click Finish.

b} 2 hiipsy/nas.docusignnet/Signing//ti=b 1a /bd3d2auid 10fad /150eaed0bcS T

00kes, 5oma of which ars required for the operation of tha site

Finish to send the completed document.
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Once the Departmental Point of Contact completes Steps 1-4, the Cost Center Manager for the Default
Operational Cost center indicated on the Rider 100-1 will receive an email from Docusign with the Subject
name Konica Minolta Copier Order Form indicating there is a document pending their review and
signature. The Cost Center Manager will need to click Review Document which will prompt them to the
Docusign Konica Minolta Copier Order Form. The Cost Center Manager will click Continue and sign on the
indicated field and click Finish.

Complete with DocuSign: Mew Konica Minclta Copier Order Form

o DocuSign MAZ System <dse_NAZ@Edocusignnet >
Tu Rasin Carderas
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Ayla Orliz senl you & documsnt 1o review o san

REVIEW DOCUMENTS

Ayla Ortiz
ayla orizfiutrge. edu

Thezse: docemenis are required in order ke obiain a new Konica Minolia copier and
nfficially enter inio the 5 year lease agreement hed bo this new unit. Please review and
check for accuracy of the new copier details (address, building reomi/number, etc).
Upon completion of documend, it will be routed to Konica Minota for order processing.

Far quesbons, please email ayla.ofiziiuirge.edu and nadia.loaizall f@utrgyv.edu
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Save a Copy of Your Document

e

et

Your document has been signed

It you wouid 1ka 3 copy for your recands, sekect Downiaad or Pont and
sawe.

6. Congratulations! Your Docusign New Konica Minolta Order Form (Swap) has been completed by your
department. It will now be routed to the Procurement Office for signature and then sent to Konica
Minolta for processing.



