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 ' dOCUSign

You have 3 documents for review

Dear Contractor:

Standard Contract CW15241 is submitted for your review and comments.
You can view the document in CLM using the button below. To ensure
timely execution of the contract, please share any required revisions, if
necessary, by July 26th, 2026.

Contractor: UAT Supplier 3
Issuing Officer: Kevin Levonyak

- kevin.levonyak+passhedemo@docusign.com




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)

There are two ways to review:

Reply to this email Review the document online
Download the attachments, Use our secure review platform

review them and then reply to view and edit the documents

directly with any new versions. right from your browser.

Review online

You can only reply to this email once. Make sure you've attached all
your feedback or changes before you reply.

Testing CLM Standard Contract.docx
Due on: 7/26/2026

PASSHE-SC-1.2 Terms for Standard Contract Attachment.docx
Due on: 7/26/2026

Testing CLM Contractor Attachment.docx
Due on: 7/26/2026

Option 1: Reply to Email

Open email and review all
attachments.

If no changes need to be made, skip
to step 5, page 4.

4 Attachments - Scanned by Gmail @ & &} Addall to Drive

@ IUP-Preventative ... 4 @i PASSHE-SC-1.2T... v B KA-TE-1.2 Travel ... 4 & Quote, Attachme... 4

D KU- Mid-Atlant... | PASSHE-SC-1.2 Terms f... 5 CW3s462 Att..
w 31KB e w 120 KB e L:‘ 126 KB e

3 attachments (277 KB) > Save all to OneDrive - B Save All Attachments




Download any documents that need
to be changed by clicking the
download arrow

in Gmail =,

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

& PASSHE-SC-1.2 Terms f...
120 KB

|_§T+ summarize
&1 Preview

N @ Edit in browser Drive - PASSHE &

@ Open in Word

cusign.net. Learn wk

{g Save to OneDrive - PASSHE

O Copy

| CETER—
-_—

With the document open in Word, 1 @  PASSHESC-12 Terms for Standard Contract E

. . 4 -5C-1.2 Terms for Standa ontrac
make edits and then save the file °
again. Home Insert Llayout References Review View Helg
(If Word is not saving edits 2 In Calibri (Body) SR L B
automatically, choose File, and then - Paste O B 7 U 25 X X2 Abv % ~
Save or Save AS) - B Format Painter
With the original email open, click to Outlook

reply to the email. Then attach the
updated document(s) file.

# Attach file ~ | m Pictures .

L) Browse this computer

@ OneDrive

—

GMail

5 ¢ | Sans Serif -

Attach files




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

Click to Send

Contract and documents are correct and accepted.

Thank you,
Vendor Contact Name

© & SansSerif v/~ B I U A~ =~

m'p.ac-:@@g&.y

s

° 4y v Becky Proctor (review-clm+5472c969-669%f-4fca-8362-b03d2ad

Confirmation Email will be sent by
Docusign CLM.

W docusign

Your review is complete

Thank you for reviewing the documents below. Your feedback was submitted

to Becky Proctor on 7/17/2026.

Standard Contract has been amended as agreed (attached). The other
2 documents are accepted as is.
— twe—5@gmail.com
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Option 2: Review Online

1. | Online Review

online.
Reply to this email Review the document online
Download the attachments, Use our secure review platform
review them and then reply to view and edit the documents
directly with any new versions. right from your browser.

Review online

2. | Acknowledge Steps
1. Download orread

documents _
How to Complete Your Review
2. Upload any changes
H H H There are a few ways you can update or comment on these documents
3‘ Add Informatlon In comp\eteyourrevie)\f-u:or}(evin LZ\:nyuk o e
Comment Field How to complete your review:

1. Download or recd the document in the browser
2 If you update the document, uplood a new versicn

CliCk Got it tO Continue. 3. Add notes or a message in the Comments field

Mot klevenyak@springem.com? Add your infermation
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3. | Click the name of each document to
read and review. T} docusign Testing CLM Standard Contract.docx

If changes are needed, click the
download arrow beside the document

name Ii' . o = 2

EERET Edit Commerr:

Review

Instructions

To begin, download the document(s) or
review in the browser. When you are done
reviewing, continue to the next step.

3 Documents for Review

Testing CLM Standard Contract.do...

&

PASSHE-SC-1.2 Terms for Standard ...

&

Testing CLM Contractor Attachmen...

&

Download all

4. | Openthe documentin Word, make 7 autosere @ ot
Changes’ and save. File Home Insert Draw Design Layout References Mailings Review View Help Acrobat

KU - Floor Machine Repairs.docx - Last saved b... = Saved v

[t Summary By Copilot

Penns, sterm of Higher Echication
PASS) RCH 2028

ISSUING OFFICE CONTRACTOR'S NAME & ADDRESS [Contract & Cwm
i i i Contractor Name: C———— Lc
Pennsylvania State System of Higher Education — lUpon exceution of this Contrar
Kutztown University of Pennsylvania ) loffice mv"p"m" ure the Specif
15200 Kutztown Road Address: lGoodsiServices by issuing a F
Kutztown, PA, 19530 4700 We b lthe Contractor which will prov
Williamse——m- """ payment instructions for the §
|Goodsiservices.
Issuing Officer:_Backy J Proctor
Phone, T4Z.720—
E-mail: boroctor@passhe.edu
Contractor's Federal ID or Soc. Sec. No.




Drag and drop the file into the Upload
New Version box, or
e C(Clickto Select File

# docusign

O—©0 2
Aminw Esn

Edit

Instructions

If you edited any document, upload your new
version. If you do not have any edits to make,
please select “Skip™ to finish your review.

Upload New Version

Drag and drop here
SELECTFILE
Updated Document(s)

Testing CLM Standard Contract.docx x

Testing CLM Stondard Contract.docx

5b.

o Navigate to the folder and click
to choose the document
e Clickto Open

@ Open
&« = v 1 &> Downloads > ~ C Search Downloads »
Organize »  New folder =- 0 0
) Bl Name Date modified Type
2 Documents # Today
WP # [ 10P - Vent Hwﬁleﬂningand Filter Mair ices - o T/17/2026 11:28 AM Microsoft Wor
& 71772026 11:17 AM Microsoft Wor
O Msic #
] T/17/2026 7:49 AM iCalendar File
3 videos »
7/17/2026 7:23 AM Adobe Acroba
b ~ Yesterday
= Branding [5) Docdapng 7/16/2026 1:06 PM PNG File
7 Screenshots [%] Doc3apng 7/16/2026 12:54 PM PNG File
[%] Docd.png 7/16/2026 12:48 PM PNG File
s B ThishC [%] Doc3.png 7/16/2026 12:47 PM PNG File
RS
File nome: [IUP - Vent Hood Cleaning and Fiter Maintenance Services - docx | AFies 9 v
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Choose the document you are
changing and click OK.

Which document is Testing CLM Standard Contract.docx
for?

@ Testing CLM Standard Contract.docx
() PASSHE-S5C-12 Terms for Standard Contract Attachment.docx

() Testing CLM Controctor Attachment docx

BN -

Add comments and information for
the Procurement Team.

Adding a comment is a required step
before clicking to Finish.

Review Edit Comment

Comment

Instructions

Add comments for your review here. Once
your review is complete, your comments
and/or document(s) will be passed along to
Becky Proctor or routed to the next reviewer.

*Comments

Back Finir#
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8. | You may only submit the review once.
Ensure that all comments and
documents are com pleted and Are you sure you're ready to complete this review?
attached before clicking Complete. _ - _
Completing the review will send this document(s) back to Becky Proctor. You can
only do this once, so please make sure that you have included all your notes in
comments or a redlined version before submitting your feedback
[y
Cancel Complete
9. | A pop-up notification confirms that Language
. [ English (US) ~|
the review was successfully
JARD CONTRACT
‘OR'S NAME & ADDRESS [Contract# CWiess
Name: T | C
lUpon execution of this Contract, the Issuing
i USPA, 17701 Eenmant insiuctons for e Sosciad
10. | A Confirmation Email will be sent by

Docusign CLM.

¥ docusign

Your review is complete

Thank you for reviewing the documents below. Your feedback was submitted
to Becky Proctor on 7/17/2026.

Standard Contract has been amended as agreed (attached). The other
2 documents are accepted as is.
— twe—————"5@gmail.com




