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Docusign CLM External Review Process 

Review Documents through Email or Online 

The following steps will walk through the 2 ways to review and submit documents with PASSHE 
Procurement. You can only use one method and only submit one time. After submitting your 
comments and any changed documents, a confirmation email will be sent. 

1. Receive Docusign CLM email from PASSHE Procurement Team 
2. Choose to review through email or online 
3. Open and view all attached documents 
4. Download any document you wish to change 
5. Open the document in Word to edit 
6. Save document 
7. Attach the document(s) to the email or online review 
8. Add comments and information 
9. Submit or send the review 
10. Receive confirmation email 

Step-by-Step Walk Through with Screenshots 

1. Receive email via Docusign with 
attached review documents 
 

 



 

2 
 

2.  Choose method to Review 
1. Reply to Email, add 

comments, and attach all 
edited files, send 

2. Online Review, attach edited 
files, add comment, confirm, 
and submit (page 5) 

 

 

Option 1: Reply to Email 

1.  Open email and review all 
attachments. 
 
If no changes need to be made, skip 
to step 5, page 4. 
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2.  Download any documents that need 
to be changed by clicking the 
download arrow  

in Gmail ,  

or in Outlook  and choosing to 
open in Word or Save As and choosing 
a folder location on your computer. 
 
 

 

3.  With the document open in Word, 
make edits and then save the file 
again. 
 
(If Word is not saving edits 
automatically, choose File, and then 
Save or Save As.)  

4. With the original email open, click to 
reply to the email. Then attach the 
updated document(s) file. 

Outlook 

 
 

GMail 
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5. Add a comment to the email. 
Including any update information, or 
confirmation that documents are 
accepted as-is. 
 
Click to Send 

 

6. Confirmation Email will be sent by 
Docusign CLM. 
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Option 2: Review Online 

1. Online Review 
In the email, click the link to Review 
online. 
 

 

2.  Acknowledge Steps 
1. Download or read 

documents 
2. Upload any changes 
3. Add information in 

Comment Field 
 
Click Got it to continue. 
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3. Click the name of each document to 
read and review.  
 
If changes are needed, click the 
download arrow beside the document 

name . 

 

4. Open the document in Word, make 
changes, and save.  

 



 

7 
 

5a. Drag and drop the file into the Upload 
New Version box, or  

• Click to Select File 

 

5b. • Navigate to the folder and click 
to choose the document 

• Click to Open 
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6. Choose the document you are 
changing and click OK. 

 

7. Add comments and information for 
the Procurement Team. 
 
Adding a comment is a required step 
before clicking to Finish. 
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8. You may only submit the review once. 
Ensure that all comments and 
documents are completed and 
attached before clicking Complete. 

 

9. A pop-up notification confirms that 
the review was successfully 
submitted. 

 

10. A Confirmation Email will be sent by 
Docusign CLM. 

 
 


