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DocuSign Supplier Forms 
A Supplier Form is required to be completed by any Supplier 
seeking payment from the University, including individuals or 
businesses, at the time it is determined that we are acquiring a 
good or service.  
 
When engaging with a Supplier for a good and/or service please 
request the appropriate form to be completed:  
 

 Supplier Form-Individual 

 Supplier Form-Business 

The link can be sent via email by copying the appropriate link 

above and using pasting option “Keep Source Formatting”. Once 

the Supplier receives the link and they have clicked on it, they 

will be prompted to enter their name and email address.  

Upon entering their email, the Supplier will then be asked to 

enter their access code.  

 
 
The Supplier will receive an email that will provide an access 
code. They will enter the Access code in the appropriate field and 
then click Validate.  
 
Once validated the Supplier will be taken to the appropriate 
Individual or Business form.  
 

 

The Supplier will click on START to navigate the form and must 
complete all required fields noted in RED.  Optional fields can be 
completed at the discretion of the Supplier.  
 
Signature requirements are noted with the following symbol:  

 
After clicking the Sign image the Supplier will be prompted to 
adopt a signature and sign. They do have the option to change 
the style if desired.  
 

 
 

Here’s what an adopted signature will look like:  

 
 
The Supplier will use the NEXT Button on the left hand side of the 
document until they have completed the required fields. Once 
the NEXT button disappears, the Supplier will click FINISH in the 
upper right hand corner of the document. 
 

 
 
Once the Supplier clicks Submit, they will be asked if they would 
like to keep a saved copy of the document.  
 
Upon submission, the form will automatically route to the UNI 
Supplier Entry team for processing.  
 
 

https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=e64b356d-227c-4f0f-9039-1cc17007f61d&env=na3-eu1
https://na3.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=9f2382e2-8717-4615-93fd-da20ca2e0074&env=na3-eu1

