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# DocuSign
DocuSign electronic signature service offers electronic document routing, ECU Calendars and Events

PiratePort"

IMPORTANT DATES: SUMMER 2024

tracking, and eost savings for departments.

Important information from the Cashier. Payment due dates and payment maiing instructions. ... [Read More] idars ... [Read More]

J L

1. Log into your PiratePort portal.
2. Search for the DocuSign application and click to launch.

Log in to DocuSign

Enter your email to log in.

Email *

ExamplePiratelD@ecuedu ‘

NEXT

Sign Up for Free

3. Log in to DocuSign or complete your account activation with your ECU employee email address then
click Next.

® docusign Home Agreements Templates Reports

Last 6 Months

0 0o 0 4

Action Required Waiting for Others Expiring Soon Completed

Welcome back

@ (lanee b (lai/Director

Get Started Go to Templates >

Create your first
template

Send future envelopes faster
with templates

Create Template

Agreement Activity ®

4. Find and click the Templates tab to locate the Shared Folders option containing the Contractual
Services Payment Request (CSPR) template.
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W docusign Home Agreements Templates Reports

My Templates

~ [[] ENVELOPE TEMPLATES

-
Q Search My Templates ( Date v )( Advancedsearch ¥ ) Clear

A My Templates

28 Shared with Me

\ ¢ Favorites
Show Less "W / Resending the same envelopes?
= // sending S n pes:

s Save documents, placeholder recipients and fields as a template so you can

\

3 Al Templates
save time.

te

[i] Deleted —

| m—
» 3 rolbers Create a Template

» 3 SHARED FOLDERS

5. Users may need to expand the menu options to see the Shared Folders.
6. Click Shared Folders to expand the option.

W docusign Home Agreements Templates Reports ®
ﬁ Contractual Services Payment Requests
v B awacecawes (Q searchsharedFolder | -\/ Date = ) ( Advanced search = ) Clear
~ AN e

A My Templates

26, Shared with Me NAME 2 OWNER %  POWERFORMS  CREATEDDATE LAST CHANGE +
Ecu
¢ Favorites - CSPR Form 4/15/2024 6/14/2004
O W Materials B/
Eigbie for motching 110948 m 10600 am
Mgmt.
Show Less

i Al Templates

[ Deleted

» [ Fopers

\, [ SHARED FOLDERS

Contractual Servic...

Graduate Assistant

HUB

pointment Rec...

Tenure and Promaoti

7. Navigate to the Contractual Services Payment Request subfolder and click it to find the CSPR Form

template.
8. Click the Use button to start a new request.
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X ‘ CSPR Form

Add recipients R——

Disburzement

9. Add the required recipients.

Note: Some required signature rounds are automated and cannot be modified.
10. Scroll down through the form to complete all required fields.

ADVANCED OPTIONS

ADVAI

Materiais Managemant

Non-State Funeiing Source (1 Applicable)

CusTOMIZE =

L]

11.

cusTomIzE *

||||||

12.

Add message

uuuuuuuuuuu

11. Some signature fields may be optional. Click the Delete icon if these signatures do not apply to your

request.

12. Once all the required recipients have been successfully entered, click the SEND button to begin

completing the form information.
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Do you want to sign this document now?

SIGN NOW SIGN LATER
13.
13. The submitting departmental Preparer may select the option to Sign Now or the Preparer user entered
in the signature round will receive an email notification to begin the form.
Once the CSPR has completed all required signature rounds, the document Preparer from ECU should continue the payment
request through the AP i 1 portal at https: i ity formstack c
accounts_payable_submission
View Less
Please review the documents below. m OTHER ACTIONS ~
14,

14. Click the Continue button to complete all required fields on the CSPR form.
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15.

Please review the documents below.

‘_> START

16.

17.

15. Users may navigate through each required field by clicking Start. A document guide will highlight each
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Docusign Envek

e ID: 3 2
COnuaCiua SUTVICEs Fayineit REGUeSt Cast varolina University Do Not use (o pay ECU students or employees

2. Banner ID Number for Payee
| Lest I ‘ I |

1. Contractor/Payee Name

First & \nlllall
or

Company [

] | 4 Banner 0 is not required for @ one time payment to @ speaker, entertainer,
resenter, or artist if the following conditions sre met:

b Payoo's Address a; Payment is $300 or less

swoel ] | b indwiduat is not an empioyee of ECU or an employee of another North
ciy| Carolina agency, or UNC University
State Z & No addtional payments were made or anticipated to this individual during
_ Payee's Phone Numev: the calendar year

d: Individual must be a US citizen
e: Individual does not have a conflict of interest with ECU and/or have
immediato family employed by ECU

Ous ctizen
() permanent Resident (copy of Green Card required)

O Non-resicent Alien

Country|

4. Payoe's Prosent Employer [

lisa Status (copy required) NC State Agency ¥ yes, permanent, full time?
Yes No o
N [0~ O [ G On

Student Ciszenship Code[ ] Is thero an immediate family member working at ECU?
Employment |V

|ACH Indicator

Taxable International Rate.

1099 Income Type [ Oves Om
6. Program Participating In

Taxable Rate[___]
] 7. Dates of Participation Bsgml Eml

AP Type
If yes, name & ECU dept? [ |
. Certifcation: 1 am an independent contractor, and | understand the tax and legal implications of this particular payment to be reported on Form 1099

signature of Payee

9. Type of Services Rendered (Detailed Description)

T0. Ware services physically rendered in NC7 [ J[VES [{_J[NO

1. Reason for Selecting This Individual 1o Perform Thase Services

T3 FOAP__FUND ORGANIZATION ACCOUNT _PROGRAM _ACTIVITY _ TOTAL

T2 Bawhs of Fow.

A day is considered 8 hours. If moretess than 8 hs. fst number of hours.

1day x

[
[
|

E—r—

| days =
Total (Tos 5537 o Fom 1099

field with an indicator of Fill In.

NEXT

AP Payment Submission Portal Instructions. pf

1of1

FINISH

| FINISH ‘ OTHER ACTIONS v

16. Clicking the Next option will take the current signer to the next incomplete required field.
17. Once all required fields have been completed, click Finish to send the form on to the next required

signature round.
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