
State Personnel Office
New Hire Packet on DocuSign
Training & Demonstration



• Public Sector Utilization of DocuSign
• DVR New Hire Experience

Value Assessment
• DocuSign Basics
• Getting Access to DocuSign
• New Hire Packet Process in DocuSign 
• Demonstration
• Next Steps

Agenda



Public Sector Utilization of  DocuSign

Over 3,000 Federal, State, City, County, and Municipal Organizations



DVR New Hire Experience – Value Assessment

Turnaround Time: 85% reduction 
Reduced time to prepare, distribute, manage, process, 
scan and archive from 62 hours to 9.25 hours per 
candidate

Error Rate Reduction: 100% elimination
Reduced missing or incomplete candidate documents 
from 50% to 0%

Hard Cost Savings: $24.27 per candidate
Eliminated the need to print, distribute, store and 
archive physical paper documents



DocuSign Basics



• Landing page of 
log in

• Overview of 
envelopes 
received, sent and 
completed

• Start allows you to 
create an envelope

Home in DocuSign



• Allows you to see Received and Sent envelopes and take action

• Inbox folder 
contains 
envelopes you 
have received 
and can take 
action on

• Sent folder 
envelopes can 
be viewed or 
managed 

Manage Envelopes in DocuSign



Basic Workflow:
1. Create an Envelope
2. Add Document(s) 
3. Add Recipient(s)
4. Add DocuSign Fields
5. Send Envelope
6. Recipient Signs; envelope is routed to additional 

Signers
7. Email notification sent when envelope Complete

Jane Doe
Jane.Doe@state.nm.us

An Envelope is a container for a DocuSign transaction. 
Includes sender, recipient(s), documents, fields, delivery 
progress, and more.

Understanding DocuSign Envelopes



• Recipient Routing Order defines 
the order that an envelope is 
routed

• Each Recipient has a Role. Add 
the Name and Email for each 
recipient

• Each Recipient has a 
Type that defines 
what action that 
recipient is to take

Understanding DocuSign Recipients



• Fields are color coded to indicate which recipient should sign, 
initial or add information

• Fields may include validation, to ensure the correct data is 
being entered

DocuSign Fields



• Fields can be 
optional or required

• Conditional Logic 
can exist that cause 
fields to appear or 
disappear based on 
other field actions

• Field settings and 
conditional logic 
have been defined in 
the template

Required fields have a solid body

Optional fields only have a border

Conditional fields have a hash pattern. Field 
will appear only when the Signer selects “B”

DocuSign Fields, Continued



DocuSign Templates
• Templates help streamline the sending process when you 

frequently send the same or similar documents or send documents 
to the same group of people. 

• A template contains a document, recipients and fields. 

• A template is like a PDF with fillable fields. A DocuSign template also 
includes envelope routing for the Recipients who need to take 
action.

• Templates have been prebuilt by your team to support your needs.



New Hire Process in DocuSign



DocuSign & NHP Access
Recipients do not need to be a User of a DocuSign account

• Every Recipient must have an Email Address

To send NHP, Senders must have access to send envelopes in the SoNM 
DocuSign account

• Agency must have an E-Signature agreement completed with DoIT
• To request access, agencies can send an email to EnterpriseSupportDesk@state.nm.us
• To send an envelope, users must have Sender Access in DocuSign

mailto:EnterpriseSupportDesk@state.nm.us


• DocuSign Templates have been created for the 
New Hire and Employee Transfer processes, along 
with all separate hiring forms 

• HR Consultants will use the appropriate template 
and send a new DocuSign envelope for each hire

• The HR Consultant begins the new hire packet by 
filling in their required fields

• Full Process Documentation will be distributed, 
along with this demonstration

New Hire Packet Process in DocuSign



Demonstration



New Hire Packet - Next Steps
SPO plans to do a pilot rollout starting Monday, 2/21
• Pilot will be conducted with agencies including SPO, DoIT, ECECD, & EDD
• Two Pay Periods

Open Support Sessions
• Weekly training/support calls will be available

To utilize NHP, agencies using E-Signature can request access by 
contacting EnterpriseSupportDesk@state.nm.us

HCM Access Required

mailto:EnterpriseSupportDesk@state.nm.us


Signing Up for E-Signature Service



Signing Up for E-Signature Service
Agencies can request Service Level 
Agreement via email to 
EnterpriseSupportDesk@state.nm.us

Include the names & emails of:
• CFO

• General Counsel

• Agency Head

SLA will be dispatched via DocuSign

Agencies Signed up for E-Signature Service

mailto:EnterpriseSupportDesk@state.nm.us


Contacts
State Personnel Office

JohnnaK.Padilla@state.nm.us

Dept. of Information Technology
Daniel.Garcia5@state.nm.us
PeterJ.Gonzales@state.nm.us

DocuSign Customer Success Architects Team
Stephen.Lind@docusign.com
Deo.Favorito@docusign.com

mailto:JohnnaK.Padilla@state.nm.us
mailto:Daniel.Garcia5@state.nm.us
mailto:Peter.Gonzales@state.nm.us
mailto:Stephen.Lind@docusign.com
mailto:Deo.Favorito@docusign.com


Thank you.
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