Service Request

Jennifer Baker Jennifer.baker@docusign.com
Enterprise Account Executive | DocuSign – Public Sector | Cell: 650-561-5033
 
7/13/2018 DocuSign account executive provided Carasoft's Purchase Order for Enterprise Pro (20,000 envelopes/yr)

7/13/2018 ETS submit a service request via CDT's Remedy system

7/23/2018 DocuSign activated DGS' accounts in Sandbox and Production

Single Sign On Implementation

Joel A Savage  Joel.Savage@docusign.com
Technical Specialist | Professional Services | DocuSign
 
During the kick off call the following items are typically covered.
· Kick off call between myself and the resources on your side, typically your DocuSign product owner and the IT resource that will handle the configuration of your Identity Provider.
· This is to discuss the technical aspect as well as the business take-aways of how you want to implement provisioning as well as dealing with any pre existing users outside of your corporate account.
· By the end of the kick off call we have at least enabled the SSO/org feature for your production account and setup a Demo environment with SSO features enable for this as well.
 
Beyond the kick off call
Overview of steps for implementing successful SSO (If assistance is required at any point I can make myself available to answer any questions via email or WebEX )
· From this point your team will perform configurations for SSO on your Identity Provider and DocuSign configuration within demo and production. (If assistance is needed I can be available for this)
· Claiming your domain (We recommend you enable the setting “prevent unmanaged signups” on your domain once all of your corporate accounts are added to your organization)
· Performing Identity Provider config with the DocuSign Endpoints
· Performing Identity provider config within DocuSign for your Identity Provider URLs (issuser URL, login url etc.)
· Begin testing SSO Identity Provider initiated login and Service Provider initiated login
· You will want to generate a list of External Account users (Production only effort, no need to perform in demo)
· Email external account user to have them close the external account or if thye only have personal documents within this account you could allow them to change their email address within the external account to a personal one. (I can provide a sample email to send to your users) (Production only effort, no need to perform in demo)
· Review Just in Time Provisioning rules within Identity Provider tile in org admin (Choose desired default account and default permission set for newly provisioned users) 
· If you intend to use Advanced Just in Time provisioning please refer to the SSO implmentation guide for details on the Saml Attributes AccountID and permissionprofileID beginning on page 20 of the SSO guide just below.
· https://support.docusign.com/en/guides/single-sign-on-implementation-guide
· Identify users that are service users for integrations (e.g salesforce, ariba, workday, etc)
· Exclude integration users from SSO via steps below
· Test SSO Identity Provider initiated login
· Test SSO service provider initiated login
· Decide if you are going to use role based access with your Identity Provider to allow users into DocuSign or if you are going to allow all users within your company into DocuSign.
· Once all use cases are tested for SSO you will want to enforce SSO for all of your users and go live with SSO by clicking the checkbox “Require all users to authenticate via Identity Provider”
· 1 week after go live we will remove your SSOv1 config since you will be fully on SSOv2 at this point.
 
 
To change a user login policy to exclude them from SSO perform the following steps
1. In the DocuSign Admin application, click Users.
2. Find the user that will bypass federation. Click the user name or click ACTIONS adjacent to the name and select Edit.
3. Select the Logon Policy option for the user.
4. The available settings are:
· Default: This setting uses the policies set for the user’s email domain.
· Identity Provider or Username/Password: This setting allows a user to maintain a username and password within DocuSign, even when SSO is required for all users in the domain.
· Identity Provider only: This setting requires a user to log on with an Identity Provider when SSO is optional for users in the domain.
5. Click SAVE to save the change.
 
This can also be accomplished in org admin by following the steps below
1. Click Users
2. Account Users
3. Browse for desired user
4. Click Security Tab
5. Change login Policy to “Identity Provider or username/password”
6. Click Update

Upload OBAS Senders (CSV) file to DocuSign Admin Portal



[bookmark: _GoBack]Account Manager Training

Lauren Griessel
Adoption Consultant | DocuSign | o: 2069573551 | m: 4256232940
Support: 1-866-219-4318
 
Lauren provided 1-on-1 help via WebEx and emails.  All changes are tested in SandBox first.  Production changes get applied after validation.
 
8/7/2018 - 1st Session
1. How to create a template: https://support.docusign.com/en/guides/ndse-user-guide-create-templates
2. Autoplace: https://support.docusign.com/en/guides/AutoPlace-New-DocuSign-Experience
3. Branding: https://support.docusign.com/en/guides/ndse-admin-guide-advanced-branding-configuration
4. Payments: https://support.docusign.com/en/guides/managing-payment-gateways
8/9/2018 - 2nd Session
1. Stamps: https://support.docusign.com/en/guides/ndse-user-guide-manage-your-stamps
2. Conditional logic: https://support.docusign.com/en/guides/ndse-user-guide-conditional-fields
3. Approve and decline tags: https://support.docusign.com/en/guides/ndse-user-guide-field-types
4. Power form settings: https://support.docusign.com/en/guides/ndse-user-guide-create-a-powerform
8/20/2018 - DocuSign account executive suggest using shared Inbox setup for OBAS
1. SHARED INBOXES: Access to others inboxes on her team (https://support.docusign.com/en/guides/ndse-admin-guide-share-envelopes )
2. REPORTING - Custom report:  Ability to have report that shows total docs that are out for sig / completed etc for entire team
9/4/2018 - Delegated Admin Permission Set

9/14/2018 - DocuSign Graduation to Account Manager
 
DocuSign Moving Forward

Geoff Gastwirth | Strategic Account Manager | (940) 453-4335
 
Introduced to Geoff Gastwirth, your Account Manager and main point of contact at DocuSign moving forward. 
 
Directed any future questions to Geoff
 
Below are links to support resources available moving forward:
· DocuSign Knowledge Market
· DocuSign Support Center
· DocuSign Community

DocuSign University has also created a course specifically designed to enable the expansion of future use cases.  The course is available on DocuSign University using the course code listed below.

Course Name: DocuSign Digital Transformation Project Manager Fundamentals
Course Code: DTPMFUND
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Sample Upload - OBAS-Sender.csv
Sample Upload - OBAS-Sender

		FirstName		LastName		UserEmail		PermissionSet		Group		Group		CompanyName		JobTitle		AddressLine1		AddressLine2		City		StateRegionProvince		PostalCode		Phone		Language

		Jaime		Tovar		jaime.tovar@dgs.ca.gov		Template Admin		OBAS-CSS Manager		CSS Manager		DGS - OBAS		Section Manager II		707 3rd Street				West Sacramento		CA		95605		(916) 376-5333		en

		Melanie		Zbur		melanie.zbur@dgs.ca.gov		DS Sender		OBAS-CSS Manager		CSS Manager		DGS - OBAS		Section Manager II		707 3rd Street				West Sacramento		CA		95605		(916) 375-4015		en

		Laura		Frost		laura.frost@dgs.ca.gov		DS Sender		OBAS-CSS Manager		CSS Manager		DGS - OBAS		Section Manager II		707 3rd Street				West Sacramento		CA		95605		(916) 375-4989		en

		Travis		Williams		travis.williams@dgs.ca.gov		DS Sender		OBAS-Team 1		CSS Manager		DGS - OBAS		Staff Services Manager I		707 3rd Street				West Sacramento		CA		95605		(916) 375-4559		en

		Allison		Kenngott		allison.kenngott@dgs.ca.gov		DS Sender		OBAS-Team 1				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-4565		en

		Ivan		Jen		ivan.jen@dgs.ca.gov		DS Sender		OBAS-Team 1				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-4229		en

		Judy		Casazza		judy.casazza@dgs.ca.gov		DS Sender		OBAS-Team 1				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-5954		en

		Kent		Dills		kent.dills@dgs.ca.gov		DS Sender		OBAS-Team 1				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 443-9612		en

		Jennifer		Lau		jennifer.lau@dgs.ca.gov		DS Sender		OBAS-Team 1				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 443-9818		en

		Freda		Stathopoulos		freda.stathopoulos@dgs.ca.gov		DS Sender		OBAS-Team 1				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 376-5210		en

		Sara		Clark		sara.clark@dgs.ca.gov		DS Sender		OBAS-Team 1				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 376-1756		en

		Bruce		Betts		bruce.betts@dgs.ca.gov		DS Sender		OBAS-Team 2		CSS Manager		DGS - OBAS		Staff Services Manager I		707 3rd Street				West Sacramento		CA		95605		(916) 375-4736		en

		Kathryn		Hill		kathryn.hill@dgs.ca.gov		DS Sender		OBAS-Team 2				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 441-9640		en

		Clara		Amador		clara.amador@dgs.ca.gov		DS Sender		OBAS-Team 2				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-4688		en

		Jack		LaFrancesca		Jack.LaFrancesca@dgs.ca.gov		DS Sender		OBAS-Team 2				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 376-1642		en

		Jenee		McClain-Battiste		jenee.ivery@dgs.ca.gov		DS Sender		OBAS-Team 2				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 376-3827		en

		Greg		Olsen		greg.olsen@dgs.ca.gov		DS Sender		OBAS-Team 2				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 441-9693		en

		Dahya		Patel		dahya.patel@dgs.ca.gov		DS Sender		OBAS-Team 2				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-4370		en

		Phoebe		Hsu		phoebe.hsu@dgs.ca.gov		DS Sender		OBAS-Team 2				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 376-3837		en

		Faith		de Leon		faith.deleon@dgs.ca.gov		DS Sender		OBAS-Team 3		CSS Manager		DGS - OBAS		Staff Services Manager I		707 3rd Street				West Sacramento		CA		95605		(916) 376-1759		en

		Marsha		Fins		marsha.fins@dgs.ca.gov		DS Sender		OBAS-Team 3				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-4426		en

		Prithy		Singh		prithy.singh@dgs.ca.gov		DS Sender		OBAS-Team 3				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-4717		en

		Ada		Kwong		ada.kwong@dgs.ca.gov		DS Sender		OBAS-Team 3				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-4129		en

		Tara		Marconi		tara.marconi@dgs.ca.gov		DS Sender		OBAS-Team 3				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-4745		en

		Monica		Rodriguez		monica.rodriguez@dgs.ca.gov		DS Sender		OBAS-Team 3				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 617-3698		en

		Vince		Clements		vince.clements@dgs.ca.gov		DS Sender		OBAS-Team 3				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 376-3832		en

		Emin		Nabiyev		emin.nabiyev@dgs.ca.gov		DS Sender		OBAS-Team 4		CSS Manager		DGS - OBAS		Staff Services Manager I		707 3rd Street				West Sacramento		CA		95605		(916) 376-9930		en

		Nic		Pletcher		nicolaus.pletcher@dgs.ca.gov		DS Sender		OBAS-Team 4				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-4448		en

		Eric		Waddell		eric.waddell@dgs.ca.gov		DS Sender		OBAS-Team 4				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 376-1768		en

		Renee		O'Connor		renee.oconnor@dgs.ca.gov		DS Sender		OBAS-Team 4				DGS - OBAS		Intake Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 376-1866		en

		Sharlini		Taylor		sharlini.taylor@dgs.ca.gov		DS Sender		OBAS-Team 5		CSS Manager		DGS - OBAS		Staff Services Manager I		707 3rd Street				West Sacramento		CA		95605		(916) 376-5251		en

		James		Frolich		james.frolich@dgs.ca.gov		DS Sender		OBAS-Team 5				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 376-1770		en

		Nathan		Higgins		nathan.higgins@dgs.ca.gov		DS Sender		OBAS-Team 5				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-4142		en

		Anton		Snytkin		anton.snytkin@dgs.ca.gov		DS Sender		OBAS-Team 5				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 443-9820		en

		Sara		Cunningham		sara.cunningham.dgs.ca.gov		DS Sender		OBAS-Team 5				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-4506		en

		Andre		Ordiz		andre.ordiz@dgs.ca.gov		DS Sender		OBAS-Team 5				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 376-3828		en

		Aaron		Broadway		aaron.broadway@dgs.ca.gov		DS Sender		OBAS-Team 5				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-4993		en

		Luke		Ramirez		luke.ramirez@dgs.ca.gov		DS Sender		OBAS-Team 5				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 441-9636		en

		John		Isham		john.Isham@dgs.ca.gov		DS Sender		OBAS-Team 6		CSS Manager		DGS - OBAS		Staff Services Manager I		707 3rd Street				West Sacramento		CA		95605		(916) 376-1752		en

		Maria		Ruiz		maria.ruiz@dgs.ca.gov		DS Sender		OBAS-Team 6				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 376-5481		en

		Dennis		Schrader		dennis.schrader@dgs.ca.gov		DS Sender		OBAS-Team 6				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-4988		en

		Lynette		McIntyre		lynette.mcintyre@dgs.ca.gov		DS Sender		OBAS-Team 6				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-4064		en

		Melissa		Thomas		melissa.thomas@dgs.ca.gov		DS Sender		OBAS-Team 6				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-5961		en

		Amanda		Cortopassi		amanda.cortopassi@dgs.ca.gov		DS Sender		OBAS-Team 8		CSS Manager		DGS - OBAS		Staff Services Manager I		707 3rd Street				West Sacramento		CA		95605		(916) 375-4574		en

		Cathy		Duggan		cathy.duggan@dgs.ca.gov		DS Sender		OBAS-Team 8				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-4681		en

		Lucia		Brambila		lucia.brambila@dgs.ca.gov		DS Sender		OBAS-Team 8				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 376-5373		en

		Zaki		Syed		zaki.syed@dgs.ca.gov		DS Sender		OBAS-Team 8				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-4368		en

		Kaeli		Denna		kaeli.denna@dgs.ca.gov		DS Sender		OBAS-Team 8				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 376-5324		en

		Nicole		Cruz		nicole.sorbi@dgs.ca.gov		DS Sender		OBAS-Team 8				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 376-1640		en

		Ron		Seto		ron.seto@dgs.ca.gov		DS Sender		OBAS-Team 8				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-5935		en

		Lauren		Sharon		lauren.sharon@dgs.ca.gov		DS Sender		OBAS-Team 8				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 443-9546		en

		Jason		Casillas		jason.casillas@dgs.ca.gov		DS Sender		OBAS-Team 9		CSS Manager		DGS - OBAS		Staff Services Manager I		707 3rd Street				West Sacramento		CA		95605		(916) 376-5243		en

		Huy		Phan		huy.phan@dgs.ca.gov		DS Sender		OBAS-Team 9				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-4360		en

		Maleka		Quettawala		maleka.quettawala@dgs.ca.gov		DS Sender		OBAS-Team 9				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 443-9615		en

		Marissa		Frederick		marissa.frederick@dgs.ca.gov		DS Sender		OBAS-Team 9				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 617-3685		en

		Robin		Ramirez		robin.ramirez@dgs.ca.gov		DS Sender		OBAS-Team 9				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 617-3644		en

		Robyn		Cole		robyn.cole@dgs.ca.gov		DS Sender		OBAS-Team 9				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-4341		en

		Leticia		Garcia		leticia.garcia@dgs.ca.gov		DS Sender		OBAS-Team 9				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-4399		en

		Peggy		Owens		peggy.owens@dgs.ca.gov		DS Sender		OBAS-Team 9				DGS - OBAS		Acquisition Analyst		707 3rd Street				West Sacramento		CA		95605		(916) 375-4952		en

		Rosa		Martinez		rosa.martinez@dgs.ca.gov 		DS Sender		OBAS-FSU		CSS Manager		DGS - OBAS		Staff Services Manager I 		707 3rd Street				West Sacramento		CA		95605		(916) 375-5963 		en

		Annette		Allen		annette.allen@dgs.ca.gov 		DS Sender		OBAS-FSU				DGS - OBAS		AGPA 		707 3rd Street				West Sacramento		CA		95605		(916) 376-5173 		en

		Ed		Hass		ed.hass@dgs.ca.gov 		DS Sender		OBAS-FSU				DGS - OBAS		AGPA 		707 3rd Street				West Sacramento		CA		95605		(916) 375-4359 		en

		Carolina		Ramos		carolina.trenado@dgs.ca.gov 		DS Sender		OBAS-FSU				DGS - OBAS		SSA 		707 3rd Street				West Sacramento		CA		95605		(916) 376-5136 		en
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