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How to Use DocuSign Other Support Template

1 Go to https://myaccess.ucsf.edu/landingand select DocuSign

2 Click "Templates"
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3 1. Click "Shared With Me"

2. Search for Other Support

3. Add to Favorites

4 Click "Use Other Support Template"
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5 Add Principal Investigator or Senior/Key Personnel into the Name and email fields

6 Click "ADVANCED EDIT"
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7 Upload the Senior/Key Personnel's Other Support Document

8 Optional: Add additional recipients to receive a copy of final documents
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9 One all recipients have been added, click "NEXT"

10 The Other Support document will be add after the attestation letter
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11 Add the "Signature" and "Date Signed" fields to the bottom of the Other Support
document

12 Click "SEND". This will trigger an email to go out the the Key Personnel recipient.
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13 The Senior/Key Personnel selects "View Documents" from the Docusign
notification email.

14 Senior/Key Personnel will be required to initial and sign the attestations cover
page.
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15 Senior Key Personnel will be required to sign the Other Support document

16 Click "FINISH"
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17 Email will be sent to all recipients with the completed documents.

18 Download as separate documents. Both documents need to be provided to OSR
either by adding them as a Docusign recipient that recieves a copy or via email.
OSR will submit the signed Other Support document to the Sponsor and retain the
attestation cover letter.
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