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DocuSign - Overview
This PowerPoint outlines the setup, overview and process of how documents 
can be signed electronically via DocuSign in the PowerSchool Special Programs 
application.  

DocuSign supports signatures, initials, check box and short text fields.  It also 
supports the ability to have multiple signers.  When the first person signs the 
form, then the form is automatically sent to the next signer via email.  After 
the last required signature is obtained, an email is sent to each contact 
containing the document with all signatures.

Forms can be configured to sign on Review or Final status. 

There is no cost from PowerSchool to use the DocuSign feature.  There is a 
licensing fee from DocuSign.  Contact Matthew.hlavaty@docusign.com for 
pricing.   Contact the PowerSchool support team for assistance on 
configuration.

mailto:Matthew.hlavaty@docusign.com
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Set up
1. Configuration\IntegrationDocuSign Account  
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Set up
2. School District Representative  - Some forms 
require a district representative.    District 
Profile\School District Representative.

3. School District Representative Email – Staff 
Demographics \ Work Email Address

4. Student Contact Email Address – ensure each 
student contact has a valid email address.
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Set up
5. Form Properties – Configure each form to use 
DocuSign for student/parent and/or staff signatures.  
To configure DocuSign, each form must have the 
behavior setting labeled ‘Support DocuSign’ and/or 
‘Staff Support Sign’ set to ON.  See image on the 
following slide).  Checking the ‘Apply to existing non-
final documents’ check box will implement the 
DocuSign functionality for all unfinalized forms.  
Setting the value to On and leaving the ‘Apply to 
existing non-final documents’ unchecked, will only 
use DocuSign for  forms created going forward.
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Set up
6. Setting DS for Review Status – Log in as a 
Configurator.  Select a Configuration task.  Open the 
form, click More, Configure DocuSign E-Signature.  
Check ‘Allow Submit Review Document’.
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DocuSign Process
• Complete the document.  Check each contact 

that will receive the document via DocuSign.
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DocuSign Process
• Based on the district administrator defining the 

DocuSign process, mark the form Review or 
Finalized.

• Within the form, click More, Submit Document 
for e-Signature.  Complete the document.  Check 
each contact that will receive the document via 
DocuSign.  A listing of contacts appear.  Click 
Submit & Send to Signers Via DocuSign Now.
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DocuSign Details – user can check Enable “Sign Now” or 
the contact can access their email to sign the document.
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Accessing Doc Via Email

The contact will receive an email in their inbox, sent by the 
district contact (e.g. Paul Nick).  See image on next page.
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DocuSign Process

• Click Review Document.  

• DocuSign will guide the email recipient with first 
checking a box to agree to use electronic records.  
It will start at the top of the document and guide 
the signee to sign the applicable areas.
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• This form requires the parent to select one of two check 
boxes, then sign.
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• Check the boxes, sign the form.  The following screen will 
appear:
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• The form is sent back to PSSE and can be viewed on the 
student’s document area.  Click the PDF link to open the 
full complete form.   The PDF is only viewable in PSSE once 
ALL signers have completed the process.

• A copy of the signed PDF is also sent to the signee’s email.
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• View the DocuSign status of the form by clicking on More, 
view DocuSign details.
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DocuSign – Other Actions
A user can open the email and select items such as 
Finish Later, Decline to Sign.


