
Use Template from DocuSign for Payee Certification NOT the link from HR webpage 

Step One: Open OneCampus and Choose DocuSign – Electronic Signature Software 

 

Step Two: Once DocuSign open Chose Templates 

 

 

Step Three: Choose All Templates; use search field for Payee Certification and Click on Payee 
Certification document name 

 

Step Four: Click Use to initiate PC form 

 

 

 

 

 

 



Step Five: Click “Advance Edit”  

 

Step Six: Add recipients 

 

 

Step Six: Send form 

Each role has a designated color and fields required by that role are color coded 

 

• The form will go to the initiator first and you will complete the fields required for your role 
• Once initiator has completed their portion, the Payee will complete their fields on the PC form 
• Final- the Dept Head/Program Authorization will be signed 

Please note: 

 The form does not do the final calculation so that will need to be completed by the 
initiator/consultant 


