GRANT AGREEMENT WORKFLOW WITH DOCUSIGN

Authorizing Official Signs Grantee Using DocuSign

DocuSign has been integrated into the OLDCC Grants Portal (EADS) to allow grantees to digitally sign the Grant
Agreement. DocuSign allows the AO to review and sign the Grantee Agreement without logging into the OLDCC Grants
Portal. Instead, the AO will be notified that the Grant Agreement is ready by an email from DocuSign.

1. Once the email from DocuSign arrives, click the Review Document button.

a.

The email subject line will say “Grant Agreement Requires your Signature: [Name of Grant]”.

Grant Agreement Requires your Signature: DocuSign Grant Agreement Test

This message is from a trusted sender.

¢ ) Clinton via DocuSign <dse_demo@docusign.net> S & 7
To: You Tue 7/25/2023 12:20 PM
DocuSign

Clinton sent you a document to review and sign.

REVIEW DOCUMENT
Clinton
@gmail.com

You have a Grant Agreement to sign relating to the following project at your organization.

Application: DocuSign Grant Agreement Test
FAIN:
OLDCC Project Manager: @parent.people.fullname @

Please click ‘Review Document’ to review and sign the document. Your response is
requested within 14 days, before 2023-08-08.

For a brief video tutorial of the DocuSign signing experience see
https:/fwww.youtube.com/watch?v=sFOGy2UwbJk. If you have any questions about this
request, please reach out to your OLDCC PM.
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2. The link will open a new tab in a browser and the screen below will appear. Check the box next to “I agree to
use electronic records and signatures” to continue.

Please Review & Act on These Documents DOCUSing

Clinton
Office of Local Defense Community Cooperation

‘You have a Grant Agreement to sign relating to the following project at your erganization.

Application: DocuSign Grant Agreement Test
FAIN:
OLDCC Project Manager: @parent.people.fullname@

Please click ‘Review Document’ to review and sign the document. Your response is requested within 14 days, before 2023-08-
08.

For a brief video tutorial of the DocuSign signing experience see https:/www.youtube.com/watch?v=sFOGy2Uwb.Jk. If you
have any questions about this request, please reach out to your OLDCGC PM.
View Les%

OTHER ACTIONS v

3. Click Start when the yellow button below appears.

DocuSign Envelope 10; 940

Office of

Departmen

( START

4. Review the Grant Agreement and click Sign when ready. The Adopt Your Signature pop-up box will appear.
5. Select the signature style, draw a signature, or upload a signature.
6. Click Adopt and Sign when finished signing.

Adopt Your Signature

Confirm your name, initials. and signature.
“ Required

Full Name* Initials®

cJ CR

SELECT STYLE DRAW UPLOAD

PREVIEW Change Style

DocuSigned by: C

67DBSEBCT2A1408B...
By selecting Adopt and Sign, | agree that the signature and initials will be the electronic representation of my signature and initials for all purposes when | (or
my agent) use them on documents, including legally binding contracts - just the same as a pen-and-paper signature or initial.

ADOPT AND SIGN CANCEL
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7. The notification below will appear. Click Finish.

Ready to Finish? m

You've completed the required fields. Rey your work, then select FINISH.

8. The option to save a copy will appear. Note that a signed copy will automatically be emailed to the AO, so
creating an account is not necessary.
9. Click No Thanks to continue.

Save a Copy of Your Document

Sign up for a FREE DocuSign account today and sign all your documents electronically.
ﬁ Electronically sign any
E document.
Password
Get signatures from
others.

Confirm Password
Sign on the go with
DocuSign Mobile!

Country/Region
-- select --

By clicking the 'SUBMIT' button, you agree to the
Termes & Conditicns I—_l;'and Privacy Policy L)l'

10. The notification below will appear.

You've finished signing!

You'll receive an email copy once everyone has signed.
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11. Once the document is signed, an email from DocuSign will arrive with a copy of the signed Grant Agreement.
a. The email subject line will say “Completed: Grant Agreement Requires your Signature: [Name of Grant]”.

Completed: Grant Agreement Requires your Signature: DocuSign Grant Agreement Test [ -

¢ Clinton via DocuSign <dse_demo@docusign.net> S &

To: You Tue 7/25/2023 12:31 PM

= Grant Agreement - DocuSign
i -

S

DocuSign

Your document has been completed

VIEW COMPLETED DOCUMENT

Clinton
@gmail.com

All parties have completed Grant Agreement Requires your Signature: DocuSign Grant
Agreement Test.

You have a Grant Agreement to sign relating to the following project at your erganization

Application: DocuSign Grant Agreement Test
FAIN:

OLDCC Project Manager: @parent.people.fullname @

Please click ‘Review Document’ to review and sign the document. Your response is
requasted within 14 days, before 2023-08-08.

For a brief video tutorial of the DocuSign signing experience see
https /iwww.youtube.comfwatch?v=sFOGy2UwbJk. If you have any questions about this
request, please reach out lo your OLDCC PM

12. Navigate to the Grant Agreement tab (see portal view below) to verify that the signed Grant Agreement is in the
portal and ready for OLDCC to view.
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OLDCC Grants Portal (AO View)

Authorizing Officials can log into the OLDCC Grants Portal as normal and find a pdf of the agreement under the Grant
Agreement tab. Additionally, the Instructions for Counter-signed Grant Agreement section has been updated to
contain steps for using Docusign.

{/GRANT AGREEMENT LETTERS

o Instructions for Counter-signed Grant Agreement

**** READ FIRST! =

OLDCC now employees DocuSign to counter-sign Grant Agreements. The Authorizing Official will receive an email from DocuSign in their email inbox once
the GMS has sent the Grant Agreement for Signature.

1. Authorizing Official goes to email and clicks on the DocuSign "review document” link
2. Sign the Grant Agreement in DocuSign
3. The signed Grant Agreement is automatically uploaded to the "Grant Agreement" field in the OLDCC Grants Portal

Grant Agreement: HH E

[(] File Name ~ Size  Date

Grant Agreement - Test Grant(8197711)_202301171110.pdf 259.9KB  01/17/2023 11:12

Total Files: 1
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Printing From DocuSign
DocuSign allows users to download, print, or Print & Sign a copy of the Grant Agreement.

1. To download the document, click the Download logo on the top menu.

@ @(@a o
BLOC105220 P

2. To print the document, click the Print logo on the top menu. use the menu buttons at the top of the document.

Q@ Q - ®
BCOC1052208 alaTaltile

3. To use Print & Sign, click Other Actions and select Print & Sign.
a. The Print & Sign option allows users to come back later to complete the signing electronically.

FINISH OTHER ACTIONS ~

Finish Later

Print & Sign

Assign to Someone Else

Decline to Sign

Help & Support =
About DocuSign &
View History

View Certificate (PDF)

View Electronic Record and Signature
Disclosure

Session Information
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b. Click Upload then Continue.

Print & Sign

How would you like to return your signed document?

® Upload

Fax
CONTINUE ANCEL

c. The grant agreement will be downloaded into the “Downloads” folder.

Downloads e )

] Mame

~ Today
Grant_Agreement_Requires_your_Signature_ Tes(2)

d. The downloaded document will be a PDF that can then be printed or sent in an email.

ﬁ'ﬁ:’ee\ @'-’3 *@E}@'IE‘,-ﬁ.?

DocuSign Envelope 1D A4AJADRL ACALAEDD-ABLL-JEQAS1 EEBDEA

Office of Local Defense Community
Cooperation

Department of Defense

Notice Of Award

1.FEDERAL AWARDING AGEMNCY 2ZINSTRUMENT TYPE:

U5, DEPARTMENT OF DEFEMNSE Grant Agreement
OFFICE OF ECONOMIC ADJUSTMENT

NOTE: The signature MUST be completed in DocuSign for the Grant Agreement to be returned to OLDCC
to complete the award.
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