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Completing Recaps 

All recaps must have the required information completed on them in order for HR to process. 
This information can be easily obtained via Information Navigator report, OHR000011, 
Employee Summary. Please use this report to complete the Name, UWF ID, Position 
Number, Department Name, Department Number, and Pay Index Number. Recaps should 
include all hours worked and/or leave taken during the pay period. The pay period dates can 
be found by viewing the current Payroll Calendar on the Controller’s Office, Payroll 
Department webpage. When you input the “From” date on the recap, the remainder of the pay 
period dates will automatically populate for you. 
 
DocuSign Access 
 
In order to be able to send documents through DocuSign you must take the DocuSign Sender 
training which is available through SCOOP and be set up as a Sender by ITS. Please refer to 
the “Obtaining DocuSign Sender Certification” process in Confluence. 

 
 
Starting an Envelope 
 
Log into DocuSign through the DocuSign app in MyUWF. 

 
To upload and route the recap for signatures via DocuSign, you will start an envelope in either 
of the following ways: 

• From the Home page, click the NEW drop down and select Send an Envelope. 
• From the Manage page, click the NEW drop down and select Send an Envelope. 

 

https://uwf.edu/finance-and-administration/departments/controllers-office/departmental-areas/payroll/
https://uwf.edu/finance-and-administration/departments/controllers-office/departmental-areas/payroll/
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The Prepare view appears: 
 

 

Adding Documents to an Envelope 
 

Once you start an envelope, you add the documents you want your recipients to review and 
sign electronically. When you add your files, DocuSign converts them to PDF format for 
sending and storage. File names are used to generate the default envelope name and are 
used when the documents are downloaded using the separate PDFs option. For recaps, 
please use the following naming convention for the file name:  Recap for “employee name”.  
Example:  Recap for John Doe 

 
To add documents: 

 
1. Click the blue UPLOAD button, and select the document to be signed from your 

computer. 
2. If you need to rename the document, from the Prepare view, after you upload a file 

to an envelope, click the  menu icon below the document name and select 
Rename Document. 

 
Adding Recipients 

 

1. From the Prepare view, enter the email addresses of the recipients. 
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2. Recipients should be added in the order in which they must sign. For the case of a 
recap, the Employee is the first recipient. Next, add the supervisor as the second 
recipient of the envelope. Lastly, add the hrrecords@uwf.edu (Signing Group) as 
the final recipient of the envelope. When this is received in HR we will print and 
process the recap to Payroll. It is important that you select the official UWF employee 
email (not alias). To do this select the employee utilizing the auto complete function or 
check the UWF campus directory. It is also important that you send to the 
hrrecords@uwf.edu (Signing Group) and not just hrrecords@uwf.edu or to a 
particular individual’s email in Human Resources. If not, the recap will be delayed as 
we will not be able to access it. 

3. To set the appropriate action for the recipient, choose Needs to Sign from the drop-
down list. 

4. To add additional recipient rows, click ADD RECIPIENT. 
5. Check the Set Signing Order box and make sure that it routes in the following order: 

1. Employee 
2. Supervisor 
3. hrrecords@uwf.edu (Signing Group) 

6. Click the yellow NEXT button to advance and add fields to the document. 
 
 
Adding Signature Fields 

 

In the recipients list at the top of the page, select a person to add signature fields to. 
Note: The fields you add apply only to the selected recipient and are color-coded to match 
the recipient's color. You can only add fields for the recipients you designated as signers; you 
cannot add field for recipients who simply need to view or receive a copy only. 

 
In the page guide at right, select a page you want to tag with fields. The selected page 
becomes the active page and displays in the center panel. 
 
 

mailto:hrrecords@uwf.edu
mailto:hrrecords@uwf.edu
mailto:hrrecords@uwf.edu
mailto:hrrecords@uwf.edu
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From the Fields palette at left, click and drag one of the available field types to add it to 
the active page 
 

 
 

To adjust the look, the assigned recipient, or other characteristics of a field, click the field. 
The Field Properties panel slides in over the page guide. Set the properties as desired. Use 
the page guide to scroll through the pages and add more fields for your recipient. 

 
At a minimum, you will need to add the following fields: 

• Date Signed 
• Signature 
• Text – to add the Employee’s Name (Printed) and the Supervisor’s Name (Printed) 

 
Please add Signature and Date Signed fields for the hrrecords@uwf.edu (Signing Group) in 
the HR USE ONLY box. 

 
Previewing and Sending 

Once you finish adding documents, recipients, messages, and signing fields, you are 
ready to preview your work, and then send your envelope. 

From the Add Fields view, the top navigation bar presents options to send, preview, save, or 
discard the envelope: 

 
• To preview your recipients' experience, click RECIPIENT PREVIEW. 
• To send your envelope, click the yellow SEND button. 
• Once you send your envelope, your recipients receive an email notification, 

asking them to review and sign. 

mailto:hrrecords@uwf.edu
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Example Non-Exempt Recap: 
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Example Exempt Recap: 
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