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Completing A Hiring Pre-Authoization Form
Request In DocuSign

1 Navigate to https://powerforms.docusign.net/cf5f0e5e-222b-4b51-8e41-414b6a
bbb54b?env=na3&acct=0df82721-ac1d-4c63-a607-e443830d0cf0&accountId=0df
82721-ac1d-4c63-a607-e443830d0cf0

2 Add your full name and email here

https://powerforms.docusign.net/cf5f0e5e-222b-4b51-8e41-414b6abbb54b?env=na3&acct=0df82721-ac1d-4c63-a607-e443830d0cf0&accountId=0df82721-ac1d-4c63-a607-e443830d0cf0
https://powerforms.docusign.net/cf5f0e5e-222b-4b51-8e41-414b6abbb54b?env=na3&acct=0df82721-ac1d-4c63-a607-e443830d0cf0&accountId=0df82721-ac1d-4c63-a607-e443830d0cf0
https://powerforms.docusign.net/cf5f0e5e-222b-4b51-8e41-414b6abbb54b?env=na3&acct=0df82721-ac1d-4c63-a607-e443830d0cf0&accountId=0df82721-ac1d-4c63-a607-e443830d0cf0
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3 Enter the PCN # if there is an existing one or enter "New" if there is not

4 Enter the full name and email of the Hiring Manager tab to next field
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5 If there is an additional reviewer, enter their full name and email here

6 Enter the full name and email of the Dean/Director or Delegate tab to next field
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7 Enter the full name and email of the VP or Delegate tab to next field (do not
change anything for the last three areas - Budget Office, Compensation, and HR)

8 Click "Begin Signing"
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9 Click "Learn more..."

10 Click "Continue"
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11 Enter the Department name and the Division Name the request is for

12 Select the appropriate option. If it is an existing PCN enter the PCN and the name
of the vacating employee.
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13 Enter the desired hire date

14 Enter the proposed title
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15 Enter the proposed salary

16 Enter the appointment term (ex. 12 months, 9 months)
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17 Enter the FTE (ex. if it is a 12 month appointment the FTE is equal to 1)

18 Select from the drop menu the appropriate funding source
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19 Enter the index number associated with this source and the percentage of the
funding coming from this source (ex. 50% of the funding from this index will
support this role, while another 50% of the funding will come from an additional
source).

20 If the funding for the position is not 100% funded from one index enter the
additional information. If the funding is 100% from one index the skip this step.
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21 IF you have this information you can write it here or leave it for the UBO to
comment on.

22 Provide a brief narrative about how this appointment aligns with your divisions
strategic goals and the OAR process.
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23 Click "Close"


