New Hire Packet on DocuSign
Process User Guide

1. Navigate to DocuSign: https://app.docusign.com/home

2. Enter your State of NM email address, click Next, and select your email account
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3. Enter your email password and click Sign In.

If you have multi-factor authentication enabled, complete the steps required to verify your identity.
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4. Click Yes or No to stay signed in.
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Stay signed in?

Do this to reduce the number of times you are asked
to sign in.
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https://app.docusign.com/

5. Click START and select Use a Template
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6. Go to Shared Folders [1], scroll down to the New Hire Packet folder [2], select the New Hire Packet template [3],
and click ADD SELECTED [4]

Select Template

‘ Q, search
Click Shared Folders
and the New Hire Name Owner Last Change ¥
Packet folder (®  New Hire Packet Daniel Garcia 2/21/2022 | 12:18:25 pm
/ () Transfer Hire F’acket\ Dariiel Garcia 2/21/2022 | 12:16:39 pm
3
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7.

Enter your name and email as the HR Consultant 1 [1]. Enter the Employee name and email [2]. Enter the name
and email of the HR Consultant 2, which may be the same as HR Consultant 1 [3]. Finally, click SEND [4]

MNew Hire Packet

Recipients

HR Consultant 1

Name =

| e Enter your Name and Email as

Ermail - HR Consultant 1
|

Employee
Name =

| — Enter the Employee Name and
Email * S 2 Email

HR Consultant 2

Name ~

| «—a 3 Enter the Name and Email of

Email - HR Consultant 2.
| Click SEND

Click SIGN NOW to complete the fields assigned to the HR Consultant.

Do you want to sign this document now?

e Click SIGN NOW
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9. Click CONTINUE to begin filling in the required fields.

Please Review & Act on These Documents &
. Steve Lind

State of New Mexico (Dema) CI|Ck co NTI N U E Powered by DocuSign
Please review and sign your documents. To begin, please click the button below. Signing will not be compl
reviewed the enclosed documents and you have confirmed your signatures.
View More
Please review the documents below. CONTINUE OTHER ACTIONS

10. Click START to navigate to the fields that need to be completed. You can also use the Tab key to navigate the
fields.

~ the documents below. FINISH

Click START iw:ggowms SERVIC

DocuSign Envelopeluw

State of New Mexico
Welcome Letter

(208) 219-0200

Dear | I
Welcome and congratulations on accepting your new position with the State of New Mexico.

11. Enter data in the form and click on FILL IN (or the Tab button) to get to next required field

Click FILL IN
Full Name: [Steve Employee] IJ Employee ID: | [

Agency: | |

HireDate: [ ] T —
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12. Click on the FINISH button when all field data has been entered
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Signature/Date

Click FINISH when complete
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13. The hiring packet is now sent to the Employee for them to complete their information. You can monitor
envelope status from the Sent folder in the Manage tab:
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14. Clicking on the envelope subject will show additional detail about the progress of the envelope:
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15. After the Employee has finished, the envelope will proceed to HR Consultant 2 (same process as Steps 9-12
above). The HR Consultant 2 will complete the I-9 form now that the employee has attached the required
documentation, as well as the Benefits Eligibility forms.

16. When the packet is complete, the combined document can be downloaded to your computer.

Download

Select which files you want to download:
(V] ANl 2files

(| Document 1 PDF

(| Certificate of Completion 1 PDF

| Combine all PDFs into one file

DOWNLOAD CANCEL

17. HR Consultant will review the Beneficiary Designation form. If the Employee indicated someone other than their
spouse, HR will need to contact the Employee and their spouse to obtain additional information.

START

MARITAL STATUS ONEVER BEEN MARRIED O MARRIED [O] DIVORCED O WIDOWED
Marriage or divorce after the date this form is completed may revoke your beneficiary designation(s

[5) You have selected Spousal Consent. Please contact laqne other than your spouse. If this box is checked, you must submit a
your Onboarding Administrator to receive the

Beneficiary Spousal Consent form. Please complete for this designation to be effective

the form and sign before a notary. Upon completing (@UITR L ESVRe L1IVR ol DEEER e DTN LTELT MY TR EITE [ o ) e 1
this form, return to the Onboarding Administrator.

| desigrare e Tonowmyg persorrwo-ve Ty -survivor veneficiary to receive a monthly pension payable for life in the event of my
death prior to retirement. If | have less than the minimum number of years to meet retirement eligibility when | die, this monthly

18. HR Consultant will also review the Outside Employment Disclosure form. If the Employee indicated they have an
outside conflict of interest, complete the secondary process below to obtain approval from the Supervisor and
Agency Head as required.

Employee Certification
Check the statement that is applicable to you:

O Iam currently NOT engaged in outside employment (or in the process of obtaining such) nor do I have a
( ict any fi ial interest in a busi which may be affected by the actions of this agency.

(X I1Wve indicated below any outside employment or conflict of interest pursuant to the provisions of the
Goyfror’s Code of Conduct.

[ Should I have a financial interest either now or in the future which I am required to report to the Secretary
of State under the Financial Disclosure Act, I will do so.
Outside Employment

In addition to your position with this agency, are you currently employed or are now arranging for (including
consultant work) such outside employment. This agency’s division management will make the final
deter of approval/denial.

Name of Business: Very Busy Inc.
Address: 123 Main St. I City: Santa Fe State: NM l Zip Code: 87501
Work Performed: puyties 1, Duties 2, Duties 3

A. Open the downloaded PDF from Step 16 on your computer and save the Outside Employment
Disclosure form only as a single page file

B. In DocuSign, go to START > Use a Template > Shared Folders > New Hire Packet > Outside Employment
Disclosure Review and click ADD SELECTED

C. Add the names and emails of the Employee’s Supervisor and Agency Head and click Advanced Edit

D. On the document shown, click the menu dots * and click Replace

E. Locate the file saved to your computer in step A and click Open, then CONTINUE

F. Click Next and finally, Send
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