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Creating DocuSign Templates

1. Ensure you are in the Templates tab
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3. Click Create Template
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4. Give a name to the Template as well as a brief description.

< Depariment of Roary - Roary’s First Template. @ ACTIONS v NEXT

Template Name and Description

T ————— |

This Is Roary's first template!
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5. Click Upload to upload a document. DocuSign accepts most Document, Image,
Presentation, and Spreadsheet file formats. It is recommended that each file not exceed
5 MB in size and cannot exceed 25 MB in size.

Add Documents to the Envelope

GET FROM CLOUD b

6. Add the Recipient information to the appropriate fields. If you want to have more than
one recipient, click Add Recipient. If you have more than one recipient and you want
the document to be sent and then signed in a specific order check the Set Signing
Order checkbox and set the appropriate order with the number fields to the left of each

recipient. Templates, unlike standard envelopes, can have their recipients’ fields set up
in two ways.
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a. Method One: If the Template being created is being sent commonly to a specific
address or set of addresses it is advised to fill in the Name and Email fields with
that information. For organizational purposes you can fill in the Role field as well
but it is not required for the document to function.

Add Documents to the Envelope
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Demonstration Test Form.pdf E
1 page

Add Recipients to the Envelope

As the sender, you automatically receive a copy of the completed envelope.

D Set signing order

| Mascot - Method Ongl | # NEEDS TO SIGN ¥ MORE ¥

‘ Roary the Panther B |

| testO1@fiu.edu |

*2 ADD RECIPIENT
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b. Method Two: If the Template being created will be sent to varying addresses OR
will be used as a Powerform (which would be an unknown address) it is advised
to fill in the Role area only and leave the Name and Email fields blank.

Add Documents to the Envelope
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Demonstration Test Form.pdf E
1 page

Add Recipients to the Envelope

Ag the sender, you automatically receive a copy of the completed envelope.

D Set signing order

‘ Mascot - Method Two ‘ # NEEDS TO SIGN ~ MORE v

Name B ‘

‘ Ema ‘

*2 ADD RECIPIENT

7. Fill out the Email Subject and Email Message areas. This can be edited later on when
using the template to send an envelope but it can save users of the template time if you
prefill most of it out with placeholder text.

Message to All Recipients Advanced Options | Edit

[7] Gustom email and language for each recipient > Feciient= can diarie Siomig Esporsibity

* Incomplete envelopes expire 120 days after send date

Email Subject * * Recipients are warned 3 day(s) before request expires
‘ Roary's First Template =] ‘
Characters remaining: 78
Email Message
Dear Recipient,
We hope this message finds you well. Join us in congratulating Roary on creating their first DocuSign template!
Regards, =
Template User “

Characters remaining: 9850
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8. Click Next

Message to All Recipients Advanced Options | Edit

[] custom email and language for each recipient i Fleaiplents can change signig responeibiy

= Incomplete envelopes expire 120 days after send date

Email Subject * = Recipients are warned 3 day(s) before request expires

‘ Roary’s First Template

[E2]

Characters remaining: 78

Email Message

Dear Recipient
We hope this message finds you well. Jein us in congratulating Roary on creating their first DocuSign template!
Regards, v
Template User

Characters remaining: 9850

SAVE AND CLOSE E

9. Apply your fields and settings just as you would when sending a normal envelope. The
only difference is that you may be assigning the fields based on the Role of a signee
rather than their specific name or email.

@En0ishUS) ¥ | Ponersdby DocuSign | GontectUs | Termsof Use | Pr

XDTM Compliant | Copyright @ 2018 DocuSign, Inc. Al rights reserved
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10. When you have set up your document appropriately, click either instance of Save And
Close. It is important to note that when users will use your template they will be able to
reposition and edit these fields as needed before they send it.
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