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DocUSIGN POI-SPONSOR FORM

The POI-Sponsor Form is now available in DocuSign. In the short term, we will continue to accept the
PDF version; however, we strongly encourage departments to begin using the new DocuSign form
moving forward.

For security purposes, the DocuSign form will mask the Unique Identifier (driver’s license, social
security number, visa/permit number). The unmasked Unique Identifier will be visible after the form
has been fully completed. Instructions on how to view this information can be found in the section
titled How to Locate the Unmasked Unique Identifier.

The DocuSign form can be accessed through AccessUH using your CougarNet ID. Please refer to the
screenshots and step-by-step instructions provided below.

How to Create and Send the POI-Sponsor Form

1. Click DocuSign Icon in Access UH (If the DocuSign Icon is not visible, please email
DocuSign@central.uh.edu to request access.)

DocuSign

UH Digital Signature

2. Select Start, Use Template.

Sign or get signatures
Agreements
Envelopes > [2} sign a Document

B use aTemplate
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https://cloudapps.uh.edu/sendit/l/Lr2xIkFcxVVfuADhaeN1bA/oY5WVxnVFCB2ISQjaWgJmQ/vLjmRYxR1D41Hsz892qQ0uzA
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3. Click All Templates, select ePOI Request Form, and click Add Selected.
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Select a template
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NAME 14

® ePOI Request Form

Business and Finance

OWNER 1} LAST CHANGE v

Jeremy Sanchez 1/5/2025 | 2:21:27 PM

Add Selected

4. Enter names and email addresses of all recipients. Click Send.

Add recipients

POl Applicant

Noame *

NEEDS TO

Email *

POl Sponsor

Nome *

NEEDS

Email *

Final Department Signature

Noame *

NEEDS

Email *
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How to Locate the Unmasked Unique Identifier

For security purposes, the DocuSign form will mask the Unique Identifier (driver’s license, social
security number, visa/permit number) with asterisk. The unmasked Unique Identifier will be visible
after the form has been fully completed. Only the sender of the DocuSign form will be able to retrieve

the unmasked Unique ldentifier.

Please select the Unigue Identifier Type and provide the Unigue Identifier (See ePOI Service Type section for
SSN Requirements)

Unique Identifier Driver's License State and Number |
Type

Unigue |dentifier:

1. Access the DocuSign through AccessUH using your CougarNet ID and click on the DocuSign Icon.

2. Click on Completed.

» docusign Home Agreements Templates Reports

@ Undate from your administrator

Welcome back Last 6 Months

O 0o o) 5

Action Required Waiting for Others Expiring Soon Completed

[J Government Account

3. Locate the completed POI-Sponsor form and click on the Kebab Menu Icon (vertical dots :).
Select Form Data.

Completed Shared Access ‘
| Q search Quick Views LostGmonths v | Sender v | | Advonced search v Clear
NAME STATUS LAST CHANGE v FOLDER
Sent -
@) Request for ePOI @ Completed 15/2025 =i Download ‘ H
01:59:00 pm Inbox .
To: Jane Smith (external no uh email), Jennifer Schaudt +1 more: —
Print
Move
Forward
Copy
Copy With Field Data
Save as Template
History
é it
Export as CSV
Delete
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4. The Form Data window will appear. Scroll within this window until you locate the Unique
Identifier Field. This field will display the specific identifier type that the applicant entered on
the POI-Sponsor form (Driver’s License State and #, Social Security #, or Visa/Permit Type and
#). In the example below, the applicant provided their Driver’s License State and #.

Form data

Text e293chcd-5d6a-496e-
ab27-ef2afb8f66385

Text f851f763-991a-4329-
bb46-6e51b3bef8dd

Dropdown 29034eb5-c477-
4d4d-afdb-f6254b64d3f2

Text dcd4a88f1-10c5-4ad5-
afad-0bch46724a30

77023

017011960

X

Driver's License State and
Number

TX 123456789

Driver's License Stote and
Number

For any additional information related to POI-Sponsor Form please contact:

HRIS at hrpsoft@uh.edu
HR Records at hrrec@uh.edu
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