DGS DocuSign Customization
ACCOUNT
Account Profile: DGS address added
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Security Settings
[image: ]
Regional Settings
[image: ]
Brands
[image: ]
Stamps: No Stamp was created
Updates
[image: ]
USERS AND GROUPS
Users: OBAS and ETS users were uploaded via CSV
Permission Sets
[image: ]
DS Admin: Don Sur; Liep Huynh; Richard Chu; Jones Ribinson
DS Sender with Reporting and Template Admin: Matt Walters
Groups
[image: ]
Signing Groups (Not used yet)

SIGNING AND SENDING
Signing Settings
[image: ]
Sending Settings
[image: ]
Email Preferences
[image: ]
Custody Transfer: No rule added.
Document Retention: Not enabled.
[image: ]
Legal Disclosure: Choose not to use.
[image: ]
Reminders and Expiration
[image: ]
Document Custom Fields: Not configured
Envelope Custom Fields
[image: ]
INTEGRATIONS
Connected Apps: Default (Box/DropBox/Google Drive/OneDrive)
Connect: None added.
API and Keys: Development purpose only.  Not to be shared.
Payments: No payment gateway enabled
AUDITING
Audit Logs: No configuration needed.
[bookmark: _GoBack]Bulk Actions: No configuration needed.
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ORGANIZATION Updates
Overview
ACCOUNT Scheduled Releases

Account Profile
The most recent release notes can be found here: https://support.docusign.com/releasenotes

Security Settings

Regional Settings
System Updates

Brands
This is a list of available system updates that may affect your DocuSign implementation. To ensure a smooth transition,

Stamps DocuSign recommends the following:
Updates « Test each update by activating it for your account.

« You can activate and deactivate updates repeatedly before the auto-activation date to evaluate the impact on your
USERS AND GROUPS organization and modify affected integrations as necessary.

« Activate updates before the auto-activation date.
Users « At the auto-activation date, DocuSign permanently activates the update for your account.

Permission Sets
Auto-Activation

Category ~ SystemUpdate  Description Status
Groups Date
Signing Groups Gonnect  SendIndividual  Gonnect listener receives individual notification °
Messages messages for each envelope status. Inactive
SIGNING AND SENDING
7/15/2017
Signing Settings Connect  Only HTTPS Connect listener server must use SSUTLS. 12:00:00 arln A.Cﬁve

Sending Settings
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ORGANIZATION

Permission Sets %= FILTERS

Overview
ADD PERMISSION SET DOWNLOAD PERMISSIONS

ACCOUNT
PR Name Last Modified Users
STERY e DS Admin - 4 ACTIONS ¥
Regional Settings
Brands DS Sender - 67 ACTIONS ¥
Stamps

DS Viewer - 0 ACTIONS ¥
Updates

DS Sender with Reporting and Template Admin 11/13/2018 | 4:12:16 pm by Don Sur 1 ACTIONS ¥

USERS AND GROUPS

llsers
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ORGANIZATION

Groups Q search
Overview

ADD GROUP 1-14 of 14 groups

ACCOUNT
Account Profile Name Users
SRy SN Administrators 5 ACTIONS ¥
Regional Settings
Brands CSS Manager 1" ACTIONS ¥
Stamps

CSS Team 1 7 ACTIONS ¥
Updates

CSS Team 2 9 ACTIONS ¥
USERS AND GROUPS
Users CSS Team 3 7 ACTIONS v
Permission Sets

CSS Team 4 4 ACTIONS ¥
Groups
Signing Groups CsS Team 5 s ACTIONS ¥
SIGNING AND SENDING

CSS Team 6 5 ACTIONS ¥
Signing Settings
Sending Settings CSS Team 8 7 ACTIONS ¥
Email Preferences

CSS Team 9 8 ACTIONS ¥
Custody Transfer
BocineytHelantion CSS Team FSU 4 ACTIONS ¥
Legal Disclosure
Reminders and Expiration ETS 10 LLEULELS ¥
Document Custom Fields

Everyone 73 ACTIONS ¥
Envelope Custom Fields

OBAS 61 ACTIONS ¥

INTEGRATIONS
Connected Apps
Connect

APl and Keys

Payments

AUDITING

Audit Logs

Bulk Actions
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Sending Settings
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Signing Settings

Manage what recipients see when envelopes are sent from this account.

CANCEL

Signing Experience
In-session Landing Pages
Watermark Configuration

Auto-Navigation

Navigate required fields v

Recipients

v/| Require a reason when a recipient declines to sign
Allow recipients to sign on paper
Allow senders to override sign on paper

/| Allow recipients to sign on a mobile device
Allow recipients to change signing responsibility

| Allow senders to override change signing responsibility
Allow recipients to edit documents
Allow recipients to create a DocuSign account
Allow offline signing on a mobile device (3

Allow recipients to sign documents offline on a mobile device 3
Document Formatting

The selected formats will be applied to all Date Signed document fields

Current Date Format:

January 18, 2018 v

Current Time Format:

None v

Signature

The selected formats will be applied to all signatures.

® Add DocuSign frame Do not add frame
DocuSigned by:
S'am,o/z E‘&«VL” S'am,o/z S reVere

DAAI11133332222...

Envelope Delivery

Attach documents to completion email
Attach certificate of completion to envelope
Suppress emails to embedded signers

| Send completion emails to embedded signers

' Allow account users to decide if they should send a link or attach a PDF

Self-signed email notifications are delivered by

Link v

CANCEL

Powered by DocuSign | Terms of Use | Privacy | Intellectual Property | Gopyright © 2018 DocuSign, Inc. Al rights reserved.





image9.png
ﬁ DGS State of California Department of General Services (31052141) v Go to DocuSign @ .

ORGANIZATION

Sending Settings

Overview
Manage what your users can do when sending envelopes from this account.
ACCOUNT
CANCEL
Account Profile
Security Settings
Regional Settings Fields and Properties
Brands Enable formula field (calculated field)
Stamps Enable conditional fields
Updates Allow users to share custom fields

When an envelope is sent, write the initial value of the field for all
USERS AND GROUPS recipients

Allow fax delivery to recipients
Users
/| Enable signer attachment field

Permission Sets
| Allow signers to add multiple attachments per field

Groups Append attachments to the document with the attachment field

Signing Groups
Document Visibility:

Off v
SIGNING AND SENDING

Allow sender to specify document visibilit
Signing Settings pecly o

Sending Settings Enable draw new signature for each signature or initial field

Emall Prforonces /| Enable signature stamp field

Allow sender to download form data
Custody Transfer
Enable custom email and language for each recipient

Document Retention
Enable signing order by default

Legal Disclosure

Reminders and Expiration Recipient Roles

Document Custom Fields Enable bulk recipients

Envelope Gustom Fields Enable needs to view role

/| Enable specify recipients

INTEGRATIONS Enable allow to edit recipient
Connected Apps Enable update recipients

Jr— Enable in person (hosted) signing role
API and Keys Templates

Payments

' Enable shared template folders

AELIE Envelope Correct
Audit Logs

| Allow adding documents after one or more recipients have completed
Bulk Actions their action

CANCEL

@ Engisn | Powered by Docusign | Terms of Use | Privacy | Intellctual Property | Copyright © 2018 Docusign, Inc. Alights reserved
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ACCOUNT
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Stamps
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USERS AND GROUPS
Users

Permission Sets
Groups

Signing Groups

SIGNING AND SENDING
Signing Settings

Sending Settings

Email Preferences.
Custody Transfer
Document Retention
Legal Disclosure
Reminders and Expiration
Document Gustom Fields

Envelope Custom Fields

INTEGRATIONS
Connected Apps
Connect

APl and Keys

Payments

AUDITING

Audit Logs

Bulk Actions

® engisn

Email Preferences

Set the default email notification preferences for new users. Users can modify these settings in their My Preferences. API User
settings apply to envelopes sent using an AP! integration.

USER

CANCEL

API USER

For Signers

Notify me when:

RITRTRTRRTRIRTR

ANRENRINRENEEN

Select Al
I have an envelope to sign

An envelope is completed

1'am a copy-only recipient

1'am an acknowledge recipient

Another signer declines to sign

The sender voids an envelope

The sender corrects an envelope

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

I can edit an envelope, or specify or update recipient information
An envelope | signed offline fails to synchronize

An envelope is sent to a signing group to which | belong

A comment is posted in an envelope that's been sent to me
® Allcomments

Only comments that mention me or are private to me

For Sender

Notify me when:

ASRENEENREN

ANRENEINEEN

Select Al
An envelope is complete

A signer assigns an envelope to someone else
Asigner declines to sign

A signer withdraws consent to do business online
The first time each recipient views an envelope
Envelope delivery to a recipient fails

Asigner's offline signature fails to synchronize
Documents will be purged from the system

A comment is posted in an envelope I've sent
® Allcomments

Only comments that mention me or are private to me

CANCEL

Powered by DocuSign | Terms of Use | Privacy | Intellectual Property | Gopyright © 2018 DocuSign, Inc. Al rights reserved.





image11.png
ﬁ DGS State of California Department of General Services (31052141) v Go to DocuSign @ .

CRCESNIZALION, Document Retention

Overview
Set your account's document retention policy or purge individual envelopes.

ACCOUNT Purging permanently removes documents from completed, declined, and voided envelopes. To start, the envelope is added
to the purge queue.

Accolnipioilc] After the waiting period ends, the envelope is purged.

Seeuily SEigs For more information on this process, see Document Retention.

Regional Settings

Brands

DOCUMENT RETENTION POLICY ~ TARGETED PURGE
Stamps

Updates

By default, documents are kept in your account.
USERS AND GROUPS
You can enable a document retention policy to set the number of days that completed, declined, and voided documents are

Users kept. Once enabled, all applicable envelopes will go into the purge queue after the defined number of days.
Permission Sets To find and purge a specific envelope, use Targeted Purge Feature.
Groups

Enable document retention policy
Signing Groups

After an envelope is completed, voided, or declined, how many days should DocuSign keep documents before sending them

SIGNING AND SENDING to the purge queue?

Signing Settings

Sending Settings Remove fields and metadata

O Redact personally identifiable information
Custody Transfer
Document Retention CANCEL

1 eaal Dicclosiire
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ORGANIZATION

Overview

ACCOUNT
Account Profile
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Stamps

Updates

USERS AND GROUPS
Users

Permission Sets
Groups

Signing Groups

SIGNING AND SENDING
Signing Settings

Sending Settings
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Custody Transfer
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Envelope Custom Fields

INTEGRATIONS
Connected Apps
Connect
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AUDITING
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Legal Disclosure

CANCEL CREATE

cusToM

DocusSign allows you to furnish a legal disclosure, the Electronic Record and Signature Disclosure. If you choose to use this,
each new recipient will read and agree to the terms of the disclosure before they can take action on any document.

DocusSign is providing this for your convenience only. If you have questions about using an Electronic Record and Signature
Disclosure, please contact your legal counsel.

® No, | choose not to use an Electronic Record and Signature Disclosure at this time.

Yes, | elect to use an Electronic Record and Signature Disclosure with my new recipients.

Recipients must accept the Electronic Record and Signature Disclosure when signing documents:
Once for this account
First time viewing each envelope sent from this account

First time viewing each time the recipient appears in the signing order

Enforce frequency setting for members of this account.

Allow recipients to withdraw their consent.

Use brand company name.

Note: Each time you change the content below, all envelope recipients with unsigned documents will be required to adopt a new version

Configure a Disclosure

Account Name *

State of California Department of General Services

Update DocuSign account name with disclosure account
name

Email address your customer should use if they want to
request paper copies of their documents ?

esignadmin@dgs.ca.gov

How much will you charge your customer if they request
you send paper copies of their documents ?

0.00

If your customer requires paper copies how will you
collect those fees ?

We will bill you for any fees at that time, if any.

How should your customer contact you if they decide to withdraw their consent to receive electronic records from you ?

Email esignadmin@dgs.ca.gov
Phone
Mail Address One
Address Two
Gity
Select State v
Postal Code

If your customer decides to withdraw their consent, what other information
will you need ?

We do not need any other information from you to withdraw consent.

Are there any special consequences of your customer withdrawing their
consent to receive electronic records from you ?

The consequences of your withdrawing consent for online documents will be
that transactions may take a longer time to process.

If your customer needs to change their email address, where should they
send the change request ?

esignadmin@dgs.ca.gov

Enter any other information you require from your customer if they change
their email address.

We do not require any other information from you to change your email
address.

CANCEL

Powered by DocuSign | Terms of Use | Privacy | Intellectual Property | Gopyright © 2018 DocuSign, Inc. Al rights reserved.
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ORGAN ZATION Reminders and Expiration

Overview
Set default reminders and expirations for all envelopes sent from this account.
ACCOUNT
CANCEL
Account Profile
Security Settings
Regional Settings Reminders and Expiration
Brands .
' Allow senders to override account defaults
Stamps
Updates Reminders

DY

' Send automatic reminders
USERS AND GROUPS

Users Days before sending first reminder: | 1

Permission Sets

Groups Days between reminders: | 3

Signing Groups
Expiration

SIGNING AND SENDING
Days before request expires: | 120

Signing Settings
Sending Settings ) -

Days to warn signers before expiration: | 0
Email Preferences.
Custody Transfer
Document Retention

Legal Disclosure CANCEL

Reminders and Expiration
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Powered by DocuSign

Account Profile

CANCEL

Account Name

This appears in notification emails to recipients and in your account drop-down menu.

State of California Department of

General Services Edit

Account Address

This is used as your account's billing address and in the certificate of completion for your sent envelopes.

Street1*

707 3rd Street

Street 2

City *

‘West Sacramento

Country *
United States

State *

CA - California

Postal Code *
95605

CANCEL

Terms of Use

Privacy

Intellectual Property

Gopyright © 2018 DocuSign, Inc. Al rights reserved.
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ACCOUNT
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Stamps

Updates

USERS AND GROUPS
Users

Permission Sets
Groups

Signing Groups

SIGNING AND SENDING
Signing Settings

Sending Settings
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Custody Transfer
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Document Gustom Fields
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Security Settings

Manage how users access your account and how recipients access envelopes sent from your account.

CANCEL

Account Security

Web App Session Timeout (minutes)

60

Avuthentication Settings

Recipient Authentication Settings

Any reciplent must authenticate on every envelope sent
from this account

® The sender can require that a recipient must authenticate
on any envelope sent from this account

Disable recipient authentication for this account
Recipient Authentication Triggers

@ The first time a recipient accesses an envelope per device

Every time a recipient accesses an envelope

Recipient Authentication Skip Option

@ Recipients cannot skip authentication when accessing
subsequent envelopes from the same sender

Recipients can skip authentication when accessing
subsequent envelopes from the same sender when using
the same browser, on a device, for the following duration:

0 Minutes ¥

Login Requirements

@ Not Required to Login
Login Required if Signer Has an Account
Account Required — Login Once Per Session

Account Required — Login for Each New Envelope

General Authentication Settings

Access Codes
Enforce access code rules

Minimum access code length (6-50)

6

Access code must include at least:
One letter
One number

One special character (except "<”, ">", "&#")

Password Security
Password Rules
User Personal Information

' Allow users to edit their name

CANCEL
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ORGANIZATION

Regional Settings

Overview
CANCEL

ACCOUNT

Account Profile

Security Settings Time Zone

Regional Settings /| Allow users to set their own Time

Zone and Date Format

Brands

S Your Time Zone as set in My
Preferences:

Updates (UTC-08:00) Pacific Time (US & Canada)

USERS AND GROUPS Your Date/Time format as set in My
Preferences:

Users 11/26/2018 | 03:17:21 pm

Permission Sets .
Default Time Zone for the account

Groups (UTC-08:00) Pacific Time (US & Can v

Signing Groups
Default Date/Time format for the

account
SIGNING AND SENDING

4/27/2018 | 04:00:00 pm v
Signing Settings
Sending Settings
Email Preferences.
Custody Transf
ustody Transfer CANCEL
Document Retention

Legal Disclosure




