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1) When you open the DocuSign link you will be prompted to enter your information: 

 

 

 

 

 

 

 

 

2) Next enter the Full Name and Email Address or the appointed signatory (president, 
chancellor, appointed designee): 

 
 
 
 
 
 
 
 
 
 
 
 

3) You will see the State Director for Financial Aid’s name and email address – no action is 
required in this section: 

 

 

 

 



4) Click “Begin Signing’: 
 

  

 
 

5) Read and agree to the electronic record and signature disclosure:  

 
 
 
 
 
 
 
 
 

 

6) Enter the Institution’s information in each of the required boxes: 
 

 

 

 

 

 

 

 
7) Be sure that your name is correct under ‘Printed Name (institutional representative) and 

enter your signature.  

 

 

 

 

 



8) Click ‘Finish’ 
 
 

 

9) Next, the document will route to the university president/designee to sign.  


