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Interest Form Electronically

When you receive DocuSign, Inc.’s Conflict of Interest Form via email, the St. John’s logo will be
visible and the screen will look like the one below. If it does, go to step three. If not, go to step
two.
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ST. JOHN’S
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Claudine Savain sent you a document to review and sign.

REVIEW DOCUMENTS
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Claudine Savain via DocuSign EyEy -

If the email looks like the screen below, perform the following steps:
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From: DocuSign System <dse@docusign.net> Sent: Fri 9/2/2016 9:49 AM
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If you do not see the St. John’s logo on the header of the email, please right-click to
download the image.
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Once you right-click, the St. John’s logo will download as shown below. Then go to step
three.
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3. Click on the yellow “Review Documents” box. Once you click on the yellow box, you will be

4.

directed to the questionnaire.

Jd O e v Please DocuSign these documents: FY16 Conflict of Ifterest Employee Questionnaire.pdf, HR Policie... - Message (HTML) = =5 R
IRGIEN | niessage | macatee E-mai Scan = @
3 2 Move ta:? To Mpnager N3 Rules - 3 EZ A% #eno )
—_— T EETE . & ¥ Rk \
33 Team E-mail + Dan 1 omeniote - B Related -
junk ~ Délete | Reply Reply Forward B more - iR Move Mark Categorize Follow | Transiate Zoom
k- Dulee | Raply  Regly b b 3 Reply & Delete Crefe New S Badonsio ) i T T G setea s | X
Delete Respand ‘Quick steps Move Tags Eating o0m

® If there are problems with how this my
From:
To: Jorge Osario

BRI C S @™o

iessage is displayed, dlick here to view & in a web browger.

DocuSign System <dse@docusign.net>

sent:

ign thess documents: F¥16 Corflict of Interest Employee
ﬁ
i

&
q p
P O
%) e
Vg

Claudine Savain sent you a document to review and sign

REVIEW DOCUMENTS

, HR Policie.

T. JOHN’S
INIVERSITY

Qu¥INaI
o
0

*rectio

Claudine Savain

|7} Claudine Savain via DocuSign

OB E & @ &8 =501

Fri 9/2/2016 949 AM

»@l|

9s4aM |
5/2/2016

If you are able to open the questionnaire as shown below, skip step five and go to step six.
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5. If you cannot open the questionnaire, you will need to perform the following steps:
a. If you use Internet Explorer, you need to make sure the browser is updated.

b. Otherwise, copy the link by right-clicking on the yellow box.
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C. Open another web browser (e.g. Chrome, Firefox, or Safari) and paste the link in the URL
field. Then press “Enter” to open the document.

d. Continue with the below steps (5e).
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e. Once you click on the yellow box, you will access the questionnaire.
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f. Once you open the questionnaire, it will look like the one below.
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g. Go to step six.

6. Before you begin the questionnaire, you need to read the box on the top left side that reads “I
agree to use Electronic Records and Signatures,” and click on it. The gray shadow over the

guestionnaire will disappear, and you will b€ able to start the questionnaire.
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7. Read each question and select either “Yes” or “No.”
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If you select “No,” go to the next question. If you select “Yes,” a text box will open for you to
provide more information.

Note: Except for question 10, when answering “No,7 a text box will open for you to provide
more information.
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Once you answer all of the questions, you will need to complete the signature section.
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11. After you click “FINISH,” if the document did not close/complete and returns to the

guestionnaire, that means you did not answer all of the questions. Follow the yellow tab “Next”

and complete all of the open questions. Then repeat step 10.
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12. Once successfully completed, you will see the below screen with the following message: “Thank
you for completing the Conflict of Interest Questionnaire. Immediately after completing the
questionnaire, you will be e-mailed a copy for your records.”

C=SIEEE B

(%C) @ http://www.stjohns.edu;sites/default/files/uploads/stjohnsu_confl O ~ (V] H B Directory | St. John's University | B St. John's University Docusi.. x| | {% JC @
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ST. JOHN’S
g UNIVERSITY

Thank you for completing the Conflict of Interest Questionnaire.

Immediately after completing the questionnaire, you will be e-mailed a copy for your records.
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13. Immediately after you complete the questionnaire, you will receive an email with two
attachments.

a. Completed Conflict of Interest Questionnaire (seven pages)
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14. Any questions relating to the Conflict of Interest Policy Statement and/or the Questionnaire and
Disclosure Form, or how to complete the questionnaire electronically, should be directed
to

Jorge Osorio

Internal Auditor

St. John’s University
Internal Audit Department
Tel 718-990-7990

Email osorioj@stjohns.edu
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