Checking the Status of a DocuSign Form
Graduate and Professional Studies now uses DocuSign to process several forms. This tutorial provides
an overview of how you can check the status of DocuSign form.
To check the status of the form, start by going to www.docusign.com. Click the Login button at the top
right of the screen. Doing so will take you to the login page shown here. Enter your TAMU email and
click continue.

You will then have the chance to enter your password. As an important next step, be sure to click on
the “Use Company Login” button. It is the blue rectangle. This will allow you to login with your Texas
A&M credentials.

You will then be taken to the CAS authentication page, where you can log in using your NetID and
password.

After signing in with your NetID and password, you will come to the DocuSign home page. On the left
side, you will you see an Overview section. This provides you with information about documents you
have signed or initialed over the past 6 months. You can see the forms that need your attention, as
shown in the Action Required section. You can also see the forms that are waiting on others, the forms
that expire soon, and those that are completed.

Once I click on the Overview section, I will see the documents that are in the queue.

This page shows us the status. The right side of the page shows us the document we can review. We
see that the student, George Student, initiated the form and signed. Raul Graduate Program Assistant
has signed and can update along the way for people waiting to sign. As long as the “Update Recipients”
notification is still showing, any email address can be updated among people who have not signed
already.
Finally, we can see that the next person who “Needs to Sign” is Shonda Committee Chair.

If you have questions about what you are signing or programmatic elements of the DocuSign form,
contact the Graduate Program Assistant in your department. If you have questions about how to sign
the form or other technical aspects of DocuSign, check out the Support Center page. Finally, if you
think there is a mistake in the form or you need to make a correction related to the people included on
the form, see the helpful videos and other tutorials that show you how, available here.

