Using DocuSign Templates for 1-9s

(Updated 8/22/2023)
BEFORE USING SHARED TEMPLATES

Payroll-approved DocusSign I-9 templates have been shared with each Business Center Manager on
campus. At the discretion of the Business Center Manager, they may further share the templates with HR
staff.

In order to use the templates, authorized HR staff must first obtain a no-cost DocuSign sending license from
NU ITS (https://services.unl.edu/service/docusign-e-signature-workflow-service).

NOTE: Due to the sensitive nature of the information being collected and to ensure compliance with the
electronic completion of the I-9, the template is locked and cannot be edited, nor can additional signers be
added to the routing.

ACCESS AND USE A SHARED TEMPLATE

1. Access templates that have been shared with you by clicking TEMPLATES on the ribbon.

2. Click on SHARED WITH ME on the left-hand side of the screen.

Home Manuo Templates Reports

NEW ¥ Shared with Me
TEMPLATES Name 2
& My Templates
o &% Shared with Me
A Al Templates
W Favorites
W Deleted

3. Click the USE button next to the UNL- Form [-9 template.

Name % Owner % PowerForms Created Date % Last Change v Folders
LI &% unLike Jordan 8/2/2023 8/15/2023 m
Eligible for matching Malone 03:35:26 pm 12:09:27 pm

IMPORTANT: If you click the triangle on the USE button,
never select EDIT from the drop-down menu unless you
Edit are the owner of the shared template.
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4. Enter the NAME (first and last) and EMAIL ADDRESS of the individual needing to complete the 1-9.

5. Enter the NAME and EMAIL ADDRESS of the authorized UNL Human Resources professional who will
complete the remote document verification and employer section of the I-9.

NOTE: This field must be an individual’'s name and email address and cannot be a
shared/department name and/or email address.

6. When ready, click SEND in the bottom right-hand corner. The envelope (document) will be sent to the
employee, and after they complete their assigned fields, it will be sent to the department contact to
complete theirs. After the envelope is complete, each individual will receive the final, completed
envelope via email from DocuSign.

Employee

Name *

:I Email *

HR Representative

Name *

EI Email *

Nebiaska

Lincoln”

Payroll Services 2
401 Canfield Administration Building | P.O. Box 880436 | Lincoln, NE 68588-0436
402.472.2010 | Fax 402.472.2804 | payroll@unl.edu



Using DocuSign Templates for 1-9s

(Updated 8/22/2023)
MANAGE SENT ENVELOPES

1. Access envelopes that you have sent by clicking MANAGE on the ribbon.

2. Click on SENT on the left-hand side of the screen.

a. Optional. Hover your mouse over WAITING FOR OTHERS in the Status column on an incomplete
envelope and a pop-up window will appear showing who still needs to complete their required fields.

b. Optional. Click the RESEND button on an incomplete envelope to resend the DocuSign natification
email to all signers who have not completed their required fields.

Note: The I-9 template is set up to automatically resend the envelope every 3 days to signers who have not
completed their required fields.

c. Optional. Click the triangle on the RESEND button for additional options.

Ho Manage Templates Reports @
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