The College Declaration of Major Form — DocuSign Process

The College has transitioned to a DocuSign form for our Declaration of Major form. This transition will allow students to
easily submit forms from anywhere in the world, as well as ensure that all forms that we receive contain the correct
information and approvals. It also enables all signatory parties to know when the form has been completed, as they will
receive an email alerting them that the document has been completed. Below is a step-by-step walk-through for the
DocuSign process of declaring a major OR a minor. In the case of the minor, the student would simply check the box next
to “This is for a Minor Declaration” in the middle of the form.

Step 1: The College Forms Site

For a student to start the process of filling out the DocuSign form, they will simply click on the orange link designated by
the red arrow below. Please note the wording for the description. Students are encouraged on the College pages that
reference declaring a major or minor to contact the Declare a Major/Minor Contact (DMC) before they start the process.
They’re encouraged to do this to ensure that they follow whatever process your department has set up. For example,
some departments prefer for the student to fill the form out while they’re in a Zoom meeting with their advisor or another
department administrator.

PLEASE START THE DECLARATION PROCESS BY VISITING THE

DECLARE A MAJOR/MINOR CONTACT PAGE AND FIND THE
DEPARTMENT YOU WOULD LIKE TO DECLARE A MAJOR IN. CONTACT
THE PERSOM LISTED FOR THE DEPARTMENT VIA EMAIL TO DETERMINE
WHAT STEPS YOU NEED TO FOLLOW TO DECLARE A MAJOR.

Declaring Minor: Please reach out to the deparment contact to
i ) ) determine what steps you need to follow to declare a minor. Not all
|J{*('|m:‘ll|{}tl1u| Major departments use the DocuSign form.
and Minor Form

(DocuSign) Please review the preview of the form below to see what information
you'll need to complete BEFORE starting the DocuSign process
{required fields are highlighted in yellow on the preview). Please
note: this form is not for submission. Declaration of Major or Minor
must be submitted via DocuSign.

Preview PDF

Next Step: The PowerForm




Step 2: The PowerForm

After the student clicks on the link, they’ll automatically be directed to a DocuSign site that asks the student to designate
who will receive the form once the student fills out their portion. This initial site is called a PowerForm and allows the
initiator of the form to designate who will be receiving the form, where appropriate. Below, you can see where the
student will enter their name and email in the areas marked with green arrows. They will then enter the Declaration of
Major Contact name and email in the areas marked with yellow arrows. They do not need to update the Declaration of
Major Signatory field, as the DMC will populate that information when the student signs the form and finishes their
portion. Nor do they or the DMC need to update the College Registrar information, as the form is set to automatically be
routed to our registrar’s office when the department has completed their portion of the form. Once the student fills in the
areas marked with arrows below, they will click on Begin Signing at the bottom of the PowerForm.
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Step 3: The Declaration of Major Form

Once the student clicks on Begin Signing, they will be directed to the actual DocuSign form to fill out. Please note that this
is a separate step in the DocuSign process from the PowerForm. If a PowerForm is started, but Begin Signing isn’t clicked,
DocuSign does not consider the form as started and an “envelope” isn’t created. Once Begin Signing is clicked, and
“envelope” is created and the form will open and the student can begin completing the form. Also note that, once an
envelope is created, the DocuSign form will show up in The College’s DocuSign portal to see. So if you are creating test
forms, every time you click Begin Signing that form will show up in our portal regardless of the information that you have
(or have not) populated. To alleviate departments or students creating test forms simply to see what information is listed
on the form, we’ve added a —PREVIEW PDF— link on the forms site where you can view the form (also linked HERE).

The completion of the DocuSign Declaration of Major form is (for the student) very similar to completing a form when it
was a .pdf. The main differences are that we can easily require fields and the information submitted via DocuSign is
secure, as opposed to the .pdf being emailed in once it was filled out. As you can see below, there are fields that are
marked with red boxes. If a field is red, the student will be required to enter some sort of information in that field before
they can finish the form. They do not have the option of leaving required fields blank. You’ll also notice some fields or
checkboxes that are not red. Those fields are optional and the student can either fill them out or leave them blank. Once
the student fills in the appropriate fields and “sign” the form, they can click Finish to submit the form. If they have not
completed a required field, or they’ve entered incorrect information in certain fields (in some fields we require the
students to enter a specified number of numbers, such as their 9 digits for their UVA ID # or 4 digits for the Course
Number field). After the student “finishes” the form, an email will automatically be sent to the whomever the student
listed as the DMC on the PowerForm.

Pleaze review the documents balow. FINISH LATER OTHER ACTIONS ~
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https://college.as.virginia.edu/sites/college.as.virginia.edu/files/DecOfMajorForm.pdf

Step Four: The Declaration of Major Contact

Assuming the student entered the information in correctly, the DMC will receive an email from DocuSign prompting them
to review the document. The title of the email should be Please DocuSign: Declaration of Major, or something similar (see
below).

|[c0\|egef0rm5] Please DocuSign: Declaration of Major

o . S %5 | =
collegeforms-request@virginia.edu on behalf of College Forms via [
To Adam Testing 423 PM

@ If there are problems with how this message is displayed, click here to view it in a web browser.

A
fiE STy

College Forms
coll_docusigni@virginia.edu

Adam Testing,
Please DocuSign DecOfMiajorForm2020. pdf

Thank You, College Forms

Powered by DocuSign

When you click on the “REVIEW DOCUMENT” button, you will automatically be directed to the DocuSign site. As you can
see below, the form with the student’s information is in the background and a window asking for you to Enter Recipients’
Information is in the foreground. You’ll be working in that foreground window. As you can see, it prompts you to update
the name and email of whomever will be the signatory of the declaration of major in your department. Please note that
this signatory varies widely throughout A&S. Some departments have the DUP sign the form, while others have the actual
student’s faculty advisor, with some departments granting that authority to the administrators. (It is up to the department
to determine how they handle this process, and because of the varied processes we are trying to leave the DocuSign
approval process as unrestricted as we can. Having the form go to a DMC first instead of straight to the DUP for signature
is as unrestricted as DocuSign allows us to be.) If the DMC and signatory are the same person, the DMC will simply enter
their own name and email in the Declaration of Major Signatory fields and the form will be directed to them for signature.
Once the Declaration of Major Signatory info is updated, the DMC can click on the FINISH button at the bottom of the
foreground window. You can also click on VIEW DOCUMENT to remove the foreground window. When you’re ready to
continue updating the form or finish it, click on UPDATE RECIPIENTS at the top. IMPORTANT: you do not need to update
the College Registrar information. Altering that information may end up causing your form to not be routed to The
College, and the form will not be completed.

Enter Recipients’ Information

Declaration of Major Signatory
Name * Ernail -

“Depariment Contect will updsie” contecinesdsioupdaistnisSvign

Priveiz Massags

College Registrar

- VIEW DOCUMENT




Below is an example of how you might complete the form, with your signatory’s information.

Enter Redpients’ Information

Declaration of Major Signatory
Email
driest@vingmiz edu

You can enier information in this field and it will not be comveyed o the
student or lster recipienis. However, The College si=7 will be sbie fo e
the note in our DogySign Menegement Porisl|

- VIEW DOCUMENT

Next Step: Department Signature for Approval




Step Five: Department Signature for Approval
Once the DMC finishes assigning the Declaration of Major Signatory, the form will be routed to the person that was listed
in Step Four. The signatory will receive an email similar to the one below. You can see the private message that was
entered in for the last step. The signatory can click on REVIEW DOCUMENT and the form will automatically take them to
the DocuSign form for signature.

[coll_docusign] Please DocuSign: Declaration of Major

. o . GG e
coll_docusign-request@virginia.edu on behalf of College Forms via Docu
To Dr. Tom Test %19 PI

@ If there are prablems with how this message is displayed, click here to view it in a web browser.

IVERSITY
IIII TVIRGINIA

College Forms sent you a document to review and sign.

College Forms
coll_docusigni@virginia.edu

PRIVATE MESSAGE
You can enter information in this field and it will not be conveyed to the student or later recipients. Howewver, The College staff will
be able to see the note in our DocuSign Management Portal

Please review all information on form and click on the Sign button if you approve. Form will automatically be sent to The College.

Powered by DocuSign

As you see below, the private message is also conveyed at the top of the site when the signatory enters the DocuSign
page.

Please Review & Act on These Documents RN
B " Y iRCaniia
College Furrnﬁ
. University of Vinginia — Arts and Sciences v by DocuSign

PRIVATE MESSAGE: You can enter informetion in this field and it will not be conveyed to the student or later recipients.
However, The College st=ff will be able to see the note in our DocuSign Management Portal.
View More

Plaaze review the docurments balow. OTHER ACTIONS ~

After the signatory clicks CONTINUE, they’ll see the form with the information that the student filled out and a red box
prompting them to enter their name and then click on the “Sign” button (Figure 1). If they choose to do so, and then click
FINISH, their signature will act as approval for the student’s Declaration of Major form and will be routed to The College
Registrar’s office. **If the Major Advisor is not the same as the signatory, please make sure that the Major Advisor’s
name is entered in the field for “Name of Student’s Major Advisor”. You do not need to worry about typing out your
name if you are not the major advisor. That information is captured multiple times in the DocuSign process.** If they
determine that they can not approve the form, they can click on OTHER ACTIONS and then Void or Decline to Sign (Figure
2) and enter a brief explanation as to why they chose to not approve the form. The student will then receive an email
notifying them of that decision and they will have to start a new form. After the department signatory completes their
step in the process by either approving or voiding/declining to sign, the department’s part in the DocuSign process is



complete. As noted before, the form will be routed to The College Registrar’s office for processing.
Figure 1
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Step Six: Document Completion

After The College Registrar has processed the document, they will initial the form and complete the DocuSign process for
this form. At that point, an email will be autogenerated and sent to all signatories (in this case that would mean the
student, the departmental signatory, and the COLL Registrar) as you can see below in Figure 1. This email contains a link
that will direct the recipient to a DocuSign site where they can view the completed form and print the form or download a
.zip file of the form (Figure 2). The easiest method to download the .pdf is to simply click print and DocuSign will
autogenerate a .pdf. You can then download the .pdf or you can print the file and have a hard copy. The DocuSign process

is now complete!
Figure 1

Your document has been completed
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This document is now complete.

L

a

v

DiociafSage Envetopa 10 BF AET208-0045-4 1E0-B7 TO-450F 4T 1 8EBER
B i o ek B

ﬂ LI. 4
SARTS &L CTER

@

OTHER ACTIONS »

10N OF MAJOR and MINOR FORM
FOR THE BA OR BS DEGREE

MNCES

MNAME:

1
Tmsi Tast L] :
Last Mo =t M Y1
INSRLUTIONS: Mease frsd e ibe depariment in w» [}
h.‘l."-:.- pe g aduidame | ard otk ¢ .
wUE

o dagd & o P 1

LVAID = 123456788  —  unc
VA EMAN fosl virgininedy |
Imtended Diate of

Craduation Spring Foir

Callege al Ak students may omly have AdS majors semwe minon in Mlul schunls are spen

|:n"|. "

Check appropriate box or bowes as they apply o the indended major

ncded MajorfMinor

This i iy firsl of only magor

This

Thim replaces my poevioas declaration in

Clme

= for 2 Minor Dyvsdaration

l: |.||11p|- te the bottom portion of this form with a major/ minor 'uluu:lr

unh-trl.lly Studles

= A sevorsd mapar vy other magir is |'|{

devlaration following o leave of absenoe oF v

imiary it roea

reby appiy for o mapr in thes depariment bn onsgRaton with o mgorimises sdvisar, | propese de il e
[— I..mrv\r Conrse Thie Comree To B £ n;:‘lriri Credit
_Potis | Nosber sclect o st s yray | Moen
COLL 1001 TEST - = .
oLl 1002 TERT —— El) .
COLL 001 TEST Fal 083 3
oL o] FEST Sgrng M 2
COLL 1009 TEST S 2081
COLL 1004 e tal s m
COLL 001 TEST P - .
CIOLL 2003 TEST Ty ] 3
COLL FIE TEST i i
COLL 2004 TEST Sorry 5
oL 004 TES1 gy )
Mame of Studeni’s Major Advisor
[ gmed Dy
Dr Tom Tesi

PRIMT MAKME CLEARLY: 11 ECIRLE FORAES W

REMISOER TO
ER S

COURSES TAKES TO SA TERY OO ¥
rchicabe that you

Segor. Thary
¢ are dlso Wsted i the

o reggardingg vour AR reper, s

v it el Sign helaw oo
Crndine Cre
fid
SR SN ATURE
=Y
:
LE
SO0

Do

Ciddaark

anmi2 (R0 pdf

LL BE RETURNELD

.u.|-px MM AND ARE
. mbaun H

1% mbirmy

WS0I0

FATE

Nan-Lollege dudents mdy have only one major ind one mings s ihe College ‘-1. PR siudenis may nol I».ur:. Cn IInr Wl D

L Jrnr—




If you have any questions about this process, please feel free to reach out to Adam Richard via email at
ar5se@virginia.edu. Thanks for all of your help and understanding during this transition to DocuSign. We're figuring out
and fixing the bugs as we find them, so please let us know if something isn’t working as intended.

Thank you!

Adam Richard
College Business Administrator
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