DocuSign Routing Instructions: Restricted Regions (Faculty & Staff) 
*All email addresses within DocuSign envelopes needs to be the individual’s UT EID email address. 

1. Traveler [UTEID@eid.utexas.edu]
a. Role: Needs to Sign
b. Buttons required: 
i. Name
ii. Date Signed
iii. Signature
2. Unit Head [UTEID@eid.utexas.edu]
a. Role: Needs to Sign
b. Buttons required: 
i. Name
ii. Date Signed
iii. Signature
3. COLA – Administrative Support Signing Group (Dean’s Office Reviewer) 
a. Role: Needs to Sign
b. Button required: 
i. “Approve” renamed “Release” using button text option for this button in the top right-hand corner of the document
c. If there is further action that needs to be taken by the envelope creator, Dean’s Office staff will communicate those. Any updates made to the envelope should be done using the “Correct” function, if possible. 
i. If your corrections require a new envelope, please be sure to void the previous envelope. 
4. Associate Dean Hoelscher (Dean’s Office Signer) [hoelsch@eid.utexas.edu]
a. Role: Needs to Sign
b. Buttons required: 
i. Name
ii. Date Signed
iii. Signature
5. Texas Global (received final copy and provides final approval) [grs@austin.utexas.edu]
a. Role: Receives a Copy 
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