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Log into Docusign https://account.docusign.com/ with your Fresno State Credentials 

 

 

 

 

 

Create your Alteration in Forms 
Portfolio as you normally would and 
save as a PDF. 

Select “New” and “Send an Envelope 

https://account.docusign.com/
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 NOTE: If you are uploading multiple Alteration Forms you must apply the template to each of the pages 
where you need the approval signatures. Repeat the process below until the template is applied to each 
signature page.

 

 

 

Select “Upload” to select your “Forms” PDF 
you saved.  

Select upload again to add any additional 
documents. 

NOTE: When you upload, DocuSign may pop 
up a template it thinks you need. Disregard it 
by canceling the pop up window and apply 
the template per the instructions below. 

 

 

Select “Apply Templates” 

Select the “3 dots” for more options  
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1. Select “Browse” 

2. Select “Shared Folders” 

5. Select “Apply Selected” 

4. Select “Alteration” 

3. Select “Procurement” 
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  Select “X” to remove 
additional unwanted 
approval blocks 

Enter the Appropriate 
contact information 

The template is designed to represent the signature flow of the Alteration Form. You can remove 
any unwanted signature blocks below, by pressing the “X” to remove. (See screen shot at bottom) 
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Select “Next” to Review 

It is very important to enter the Vendor or Payee name in the Email Subject field.  

Customize message as 
needed 

Very important to enter the 
Vendor or Payee name 
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Once you Select “Send” the form will be sent to your designated approvers you assigned and then to the 
Procurement office. You will receive a notification once the document is complete. 

NOTE: You might need to move and align these 
fields with your uploaded Alteration Form. 


