
DocuSign CLM 
EXTERNAL REVIEW PROCESS 

Step Screenshot 
Receive Email 

Click Review, 
and this 
message pops 
up: 



Click Got it, 
and a new 
browser 
opens. 
 
Click the blue 
arrow beside 
the 
document(s) 
you want to 
download, and 
you will be 
prompted to 
save locally.  

Click Next, and 
you will be 
prompted to 
upload a New 
Version.  The 
document(s) 
you uploaded 
will be listed 
below the 
upload box. 
 
NOTE: If there 
are multiple 
documents 
attached to 
the original, 
you will be 
asked to select 
the document 
you’re 
replacing.  This 
is the 
mechanism 
you should use 
to upload the 
signed 
Resolution. 

 



You will be 
prompted to 
leave a 
comment 
telling TxDOT 
what you did.  
Click Finish to 
return the 
documents to 
TxDOT. 

 
You will see a 
popup asking if 
you want to 
complete the 
review.  Click 
Complete to 
send to TxDOT 
or Cancel to 
return to the 
previous 
screen. 

 



You will 
receive 
confirmation 
that the 
documents 
were 
submitted. 

 
 

 

 

 

 

 

 

 



DocuSign eSignature 

CHANGE THE SIGNATORY 

Step Screenshot 
Receive Email 

Click Review 
Document 

Click Other 
Actions 

Then click Assign 
to Someone Else 



Enter the new 
signer’s name 
and email, along 
with a reason for 
the 
reassignment 
 
Click Assign 

 
Confirm signer 
was changed 

 



New signer will 
receive an email 
notification of 
the 
reassignment 

 
 

  



ADD APPROVERS 

Step Screenshot 
Notify TxDOT In order to use this functionality, you must provide your TxDOT POC with the following 

information prior to TxDOT sending the agreement for signature: 
1. The name of the initial recipient, who will be permitted to update the information 
2. The number of approvers you would like to include 

Receive Email 
 
Click Review 
Document 

 
Review the 
Disclosures and 
check the box to 
agree 
 
Then click 
Continue 

 

 



Enter the name 
and email of the 
reviewer and 
signatory.  Add 
a private 
message if you 
choose. 
 
Click Finish 

 
Confirm 
recipients have 
been assigned 

 



Approvers will 
receive email 
notification.   
 
Click Review 
Document, 
review the 
Disclosures, and 
check the box to 
agree 
 
Then click 
Continue 

 
Click Approve 
or Decline 

 



If you click 
Decline, review 
the notice and 
decide how to 
proceed. 
 
If you click 
Approve, the 
document will 
be sent to the 
next person in 
line to approve 
or sign, as 
appropriate. 
 

 

Note that the 
approval will 
not appear on 
the document.  
However, each 
person in the 
routing can 
confirm that the 
appropriate 
approvers have 
been included 
by clicking 
Other Actions > 
View Certificate 

 



The Certificate 
of Completion 
shows each step 
in the signature 
process 
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