&2 COLUMBIA UNIVERSITY

Human Resources

How to Use Individual Templates Configured for Document Replacement

The University is providing DocuSign to schools and departments to facilitate the sending and receiving of hire documents to

new hires/rehires.

DocuSign provides a set of video guides to help you navigate the system. Please review the training resources available at:

DocuSign Training Video Library

The steps below will help you get into the system and get started with the CUHR-provided templates.

Key Terminology:

DocusSign: https://account.docusign.com/

1. Hiring Template — groups of DocuSign formatted documents based on employee type.

2. Individual Template — single DocuSign formatted document.

3. Envelope — the final collection of templates and custom documents sent to a new hire to be completed.

The most effective way to use the individual templates configured for document replacement is to replace the document in

the template with a form in which the employer sections have already been completed.

For this job aid, form NY 195.1 for Non-Exempt employees is used as an example

1. Prior to using DocuSign, you
must prepare a NYS 195.1
form by completing the
employer sections. Once all
relevant sections are
completed, save the form on
your device.

Note that the steps outlined
below can be completed as a
stand-alone process or as an
addition to a Hiring Template.

1. Employer Information

Name: Trustees of Columbia
University in the City of New
York

Doing Business As (DBA)
Name(s): Columbia University

FEIN (optional): 13-5598093

[Physical Address: |
615 West 131st Street
Studebaker, 4th Floor
New York, NY 10027

Mailing Address:
615 West 131st Street
Studebaker, 4th Floor
New York, NY 10027

Phone: (212) 851-0611

2. Notice given:
[m] At hiring

[ "] Before a change in pay rate(s),

allowances claimed or payday

LS54 (11/16)

Notice and Acknowledgement of Pay Rate and Payday
Under Section 195.1 of the New York State Labor Law
Notice for Hourly Rate Employees.

3. Employee’s rate of pay:
$50.00 per hour
*Union employees may also be eligible for shift

differential. See the applicable collective
bargaining agreement.

4. Allowances taken:
[ None
[m] Tips 6:00 per hour
[ Meals per meal
[ Lodging

["] Other: * As provided for under the
applicable collective bargaining

agreement:
See
5. Regular payday: Columbia Pay Calendar

6. Payis:
[m] Weekly
[ Bi-weekly

[ ] other

7. Overtime Pay Rate:
$7500  per hour (This must be at least 1%
times the worker's regular rate, with few
exceptions.)

*See comment above re: shift differential.

8. Employee Acknowledgement:
On this day | have been notified of my pay rate,
overtime rate (if eligible), allowances, and
designated pay day on the date given below. |
told my employer what my primary language is.
Check one:

11 have been given this pay notice in English
because it is my primary language.

] My primary language is. Ll
have been given this pay notice in English only,
because the Department of Labor does not yet
offer a pay notice form in my primary language.

Print Employee Name

Employee Signature

Date

Christelle Dorce, Manager of HRPC Initiatives

Preparer Name and Title

The employee must receive a signed copy of
this form. The employer must keep the original
for 6 years.
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2. Login to DocuSign using
your uni@columbia.edu
email address;

i. If you already have an
account in DocuSign, you
will need to switch to the
CUHR account to access
the hiring templates.

Click on the person or
initials icon located on the
top-right corner of the
screen to access the menu,
then click on “Switch
Account”. (If you are using
a mobile device, the menu
is located on the top-left
corner of your screen).

ii. If youdo not already have
an account, you will
automatically be in the
CUHR account.

re Home  Monage  Templates  Reports

Get started

Welcome back

Select an Account

(Colurbia Univarsty - CHR Dar - 2060173

Drop documents to get started or click the 'Start button.

3. Once in the CUHR account,
click on the down arrow next
to start, and select “Use a
Template”.

You can also click on “Templates”
from the top navigation

DocuSign eSignature

Get started

Welcome back

Recsnt Actiity ©

4. From the Template library
screen, navigate to Shared
Folders > HR Hiring
Administrators > A La Carte
Hiring Documents folder
located on the left side of the
screen. Then, select the
individual template ending in
"(for document replacement)"
that you want to use and click
"Add Selected" (or “USE”
depending on how you
navigated to the templates)

Select Template

o My Templates
a% Shared with Me
0 AnTempiates

W Favorites

FOLDERS

Search

Name

Stipend Authorization Form
(for decument replacement)
122004

NY State 195 Exempt (for
document replacement)
122023

Owner

Derek Hanson

Derek Hanson

Last Change ¥

1/3/2024 | 02:14:25 pm

1/3/2024 | 01:30:23 pm

SHARED FOLDERS

NY State 195 Non-Exempt
(for document replacement)
122024

Derek Hanson

1/3/2024 | 01:29:53 pm

v @ HR Hiring Administrators
8 Ala Carte Hiring Doc...
B Gasual Employment Hi...
B Officers of Admin, Libr...
@ Officers of Instruction

B Afficars nf Bacaanh L

ADD SELECTED CANCEL

IT-2104 bundle 1.2.2024

W-4 122024

Paid Family Leave bundie
12.11.2023

Personal Information form
12.11.2023

Derek Hansen

Derek Hanson

Derek Hanson

Derek Hanson

1/3/2024 | 12:50:00 pm

1/3/2024 [ 10:42:41 am

12/11/2023 | 02:56:36 pm

12/11/2023 | 02:54:30 pm

I (Col) -
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5. A new screen opens allowing
you to enter the recipient’s
information as well as a
message.

i. Enter the recipient’s name
and email address.

ii. Youcan add a custom
email subject and
message, or use the
default one from the
system.

Add recipients

signer 1

Name *

‘ 1 Roaree L. Golumbia

Email *

‘ flc1754@columbia.edu

Add message

] Custom emai and anguags for sach recipient

To: Roarss L. Golumbia

s
[ngn )

mplete with DocuSign: Your Student_Officer_(Research) Hiing Documents

g: 11

Email Message

Dear [[Recipienthame]),

Welcome to Golumbia University! Pisase
timely process your hre.

Should you have any questions during this procsss, please fee! free o reach out to your Department liaison.

Cherscters remeiing: 9693

carsfully review and promptly complets the documents enclosed as.

some of thess documents are required to

6. Click on “Advanced Edit”
located in the lower right-hand
corner of the screen.

A new screen opens with a
small preview of the template
under an “Add documents”
section.

‘ X | s s e et 202

Add recipients

Empioyes cusromize + 5

Name *

8

Email

Add message

ADVANCED OPTIONS

N

Click on the three-dots located
at the lower-right corner of
the document to access more
options. Then, click on
“Replace”.

You will then be routed to your
device to find the completed
document that you had
previously saved.

Gomplets with DocuSign: Columbia NYS 195 Nonexempt

Add documents

Columbia NYS 195 Nor

1 page
1 Template Applied

Add recipient ©

Delete Dx

View Document

[[] setsigning order View | Bulksend [NEW)

Employee

Name *

# NEEDS TO SIGN ¥

cusTomiZE ¥

@ | ADVANCED OPTIONS
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8. Navigate to and double click
your document from your
device’s file explorer.

This screen appears requesting
that you confirm wanting to
replace the template. Click
“Continue.”

Change to Applied Template

This document has one or more templates applied. If you
replace it, the template information will become part of your
envelope and can no longer be managed separately. Do you
want to continua?

\:‘ Don't show this again

CANCEL

9. You may either send your
envelope right away by clicking
on “Send now” located at the
lower right-hand corner of the
screen or you may opt to
further review and customize
the envelope.

e Toaddyour own
custom documents to
the envelope, refer to
the job aid “DocuSign
Using Hiring
Templates” job aid.

e Toadd one of the
provided templates
(individual or hiring
templates), refer to

the “DocuSign
Customizing Envelopes

X | Complete with DocuSian: Columbia NYS 15 Nonexempt
@
e —

@ W found form fields for NYS 195 Non Exempt_John Smith.pdf. x

Drop your files here or

UPLOAD ¥

NYS 185 Non Exempt_John ..
1page

Add recipients

(] Setsigningorder View | Bulk send [HEH

Employee # NEEDS TO SIGN v customize v

B Chrstelle Dorce \

Email *

T \

3 ADD RECIPIENT | v |+ ADD DELAY

@ | ADVANCED OPTIONS

[ ]

.
oo - [

Using Multiple
Templates” job aid.
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10. You may also preview the
envelope prior to sending it
to the hire by clicking on
“Next” instead of “Send

4

now .

A new pop-up screen appears to
grant you options to manage the
field data within the PDF. Do NOT
make any selection.

11. You must leave the
selections on the pop-up
screen blank and close out
the screen to prevent
unwanted alterations to the
template.

X | Complete with Docusign: Golumbia NYS 185 Nonexempt

—

® We found form filds for NYS 195 Non Exempt_John Smith.pdf.

Drop your files here or

NYS 105 Non Exempt_John
1 page

x

Add recipients ~
(] Setsigningorder View | Bulksend [NEW,
Employes T LI —
Name

[ 8 omstete orcs |

Email -

[ssssseommbacds ]

2 ADD RECIPIENT | v | ADD DELAY

Manage PDF form field data

What would you like to do?

O assgnto:

O Keep POF form data

O elsoseta

® | Aovanceo oprions

v | next

SEND Now

12. Click “Preview” located on
the upper right-hand corner
of the screen.

A new screen appears to show
the exact view that the hire will
have access to.

Chrstalle Doroe v

Q. Search Fields
O | standare Fiees

F (@ soreure

nsal

(@) o Sarea

7 (@ Narme
e
8] company
CES

Tt
) Nomber
Gheckbon
(&) oropcoun
Rado

8 Peymentem

& owwrs

{1 IE—.

X

© e B0 uexv 2

1. Employer Information 3. Employee’s rate of pay:

$50.00 per hour

*Union employees may also be eligible for shift
differential. See the applicable collective
bargaining agreement.

Name: Trustees of Columbia
University in the City of New
ik

Doing Business As (DBA) & Allowances taken:

Name(s): Columbia University [ None
W Tips8.00 __ per hour
[OMeals______ permeal
FEIN (optional): 135598093 Dl odging

[J Other: * As provided for under the
applicable collective bargaining
agreement:

See funion contracts

5. Regular payday: Columbia Pay Calendar

Physical Address:

615 West 1315t Street
Studebaker, 4th Floor
New York, NY 10027

Mailing Address:
615 West 1315t Street
Studebakcer, 4th Floor
New York, NY 10027

6. Payis:
[ weekly

Phone: (212) 851-0611

[ Bi-weekly

[ other

2. Notice given:

(W] At hiring
[ Before a change in pay ratel(s),
allowances claimed or payday

7. Overtime Pay Rate:
$75.00_ per hour (This must be at least 1%
times the worker's regular rate, with few
exceptions.)

*See comment above re: shift differential.

8. Employee Acknowledgement:
On this day | have been notified of my pay rate,
overtime rate (if eligible), allowances, and
designated pay day on the date given below.
told my employer what my primary language is.
Check one:

[ have been given this pay notice in English
because it is my primary language.

My primary language is = o

ave been given this pay notice in English only,
because the Department of Labor does not yet
offer a pay notice form in my primary language.

Print Employee Name.

Sion
¥

Employee Signature

Date

Christelle Dorce, Manager of HRPC Initiatives

Preparer Name and Title

The employee must receive a signed copy of

® AcTions v PREVIEW

Engien(US) v ComactUs | Tams of Use | Pruecy | Islocus Propery | Thet  Copyright 2024 DocuSig, e Al s rasaved

T Text

[ Requied Fiid
[ Resd Only
Rules N

24 open nuLes

Add Text ~

Columbia Payrol
Calendars

4000 | Gharaster Limit

Formatting v
Data Label v
Tooltip v
Validation v
Location v
Conditionsl Fisldz v

SAVE AS CUSTOM

BACK SEND v
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13. The upper left-hand corner of T ° =0

the screen populates the e

name of the hire that you
input as the recipient and the e %

Grapy | mation 3. En;plavee't rate of pay: 8. Employee Acknowledgement:

employer sections of the O it T ———

University in the City of New *Union employees may also be elgible for shift  overtime rate (if eligible), alowances, and

t I t fI t th bargaining agreement. told my employer what my primary language s.
emplate reflect the R ——

Dol busess e l0RA) ClNone ODthvebeen e i o e inish
: : WTps60  perbour ecause tis my primary anguage.
information from the Bra—"r, O s

document that you uploaded L O oy o formin iy
. Studebaker, 4th Floor agreement; christelle Dorce
You may close the screen g s

5. Regular payday: Columbia Pay Calendar

lumbia Payroll Calendarse -
615 Wt 1315 Sset o
Studebaker, 4th Floor £3
H “~” | d h 7 6. ayis: Employee Signature
using the “X” located on the o -
PowerdyDocuSign e — ama0 [ ———
14. Once you are satisfied with
the drafted envelope, clic S ————— s
% " :
Send” in the lower right- [ o owmtevoe 7] Co BO e %
h d Q Search Fields X Documents -3
ana corner. Sy [p— q 1. Employer Information 3. Employe's e of o 5. Employee Adknowledgement: —
Name: Trustees of Columbia 2000 ___per hour On this day | have been notified of my pay rate, N e
% (2 snae University in the City of New *Union employees may also be eligible for shift  overtime rate (i eligible], allowances, and Pages: 1
< York J differential. See the applicable collective designated pay day on the date given below. |
R bargaining agreement. told my employer what my primary language is.
[@) ostesignea 4. Allowances taken: Check one:
=] Doing Business As (DBA) @] ice i i
- Name(s): Columbia University [ None [bj‘ haveff’e" sven "“Sl pay notice in English
7 (&) name ] Tips 6:00 per hour ecause it is my primary language.
[] Meals_ per meal B My primary languageis == .. .|
(@] Emait FEIN (optional): 13-5598093 [ todging have been given this pay notice in English only,
ecause the Department of Labor does not et
5 b h f Labor d
(@] company Physical Address: [ Other: * As provided for under the offer a pay notice form in my primary language.
& o 616 West 1315t Street applicable collective bargaining
e Studebaker, 4th Floor EE’_Efme"!— Tl (o
oty o0sy SeeJunion contracts
- Print Employee Name
‘? Text 5. Regular payday: Columbia Pay Calendar
Maling Address: ficolumbia Payroll calendars T
) Number " 615 West 1315t Steet S
Studebaker, 4th Floor
(@) crecknox New York, NY 10027 6. Pays: Employee Signature
8] orepaown Phone: (212) 851-0611 W) weekly
(@] Radio [ Bi-weekly Date
[Jother
(8] Payment tem Christelle Dorce, Manager of HRPC Initiatives
2. Notice given: 7. Overtime Pay Rate: Preparer Name and Title
o W] Athiring $7500 _per hour (This must be at least 1%
(&) Drawing [0 Before a change in pay rate(s), times the worker’s regular rate, with few v
2l hd K] L]
oack || senn

15. You will receive an email

confirmation when the on o e cie demodocuignne © rery | & repys

ith how this message i displayed, dlick here to view it in a web browser.

recipient opens the envelope.

You will also receive a DocuSign

Conflrmation emall When the Ginny Kaplan viewed Complete with D

(Instructional) Hiring Documents.

documents have been signed
and the envelope is marked

com | ete At 8/22/2023 10:34:41 AM EDT, Ginny Kaplan opened and viewed your documents, VIEW COMPLETED DOCUMENTS
p . Student Officer (Instructional) Cover Page 8.8.2023.pdf, Personal Information Form V7

8.21.2023.pdf, W-4 (2023).pdf, IT-2104 cover 8.8.2023. pdf, it2104_fill_in.pdf,
it2104_1_fill_in with APT #.pdf, it2104e_fill_in.pdf, Paid Family Leave - cover and
waiver 8.21.2023.pdf, Paid Family Leave Employee Waiver.pdf, Voluntary Ethnicity
8.1.2023.pdf, I-9 Instructions needs Links 8.8.2023 Word.pdf, Paid Safe Sick
Leave.pdf, Optional Attachments 8.8.2023.docx.

“Your document has been completed.

All signers completed Gomplete with DocuSign: Student Officer (Instructional) Hiring
Documents

Rev. 1.4.2024 Page 6 of 6



