Docusign Envelope ID: A3645C1A-B073-4702-9F03-E2E9D172A8AA

Guidance for Pls: Entering Account Details in the Tuition
Support DocuSign Workflow

Entering detailed account information ensures tuition charges are paid accurately, supports compliance,
and provides transparency for all parties. While this may take a few extra minutes compared to the
previous PDF, it helps prevent downstream errors and reduces back-and-forth with ORSP.

Page 2 of the template before PI P e
enters anything.
Minim al entries: Start Oicunkgn Envsiops 10 COERG1AD-SA084B07 8150 SU0DCEARBTE?
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For this example, student will be
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matching requirement. o el Grant-Funded Tuition Support Request
H . Section 3 ~Grant(s)
PrOVIde' Principal Investigator | Julie Knox
. Waneor 3ponscr Account  Coshars Seart Date. EndDate Caloalited yaurs
s Brlef gra nt name Grant | NSF-DMA.. TEBES 788D  O/152023 113172026 238
e Grant account number 24 Graat (optionsl)
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e DocuSign calculates length. T e E e ——————
Term Spring 2025-2026
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Key points for entering charges.

Section 4 —Specific Charges

for Pl to add optional notes

e Tuition charges are summed
(highlighted yellow) and
placed alongside student
provided number.

e Small red “1” will not appear
on final copy. Flags and
formula, will be white font in
final version.

e DocuSign calculates the
length of the grant, to help
you catch gross data entry
errors.
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e When selecting tuition, provide Eharge
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. I Main Grant Account v
double check whether main
account or cost share account. _
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e Ifyourstudent enrolledina 1 [ty
continuation course, explain
which account to use and 3% [ContnvatonFoe ] [rases |
whether your grant rules allow g 1 [Wain Grant Account »
. charge v
you to pay it. We are not Gty | [Llapprovev]
asking for amount. Pay all or 4" [Grad School Fee ] [resss |
1 |Main Grant Account v |
pay none.
e Please use one line for Grad
i 5
School fee, which account and N P A 0
whether you can pay it for the
student.
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Statement about P aporoving charges
Julia Kiox
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A note about the pilot:

We recognize this step requires more detail than the previous process. The goal is to improve accuracy
and transparency for everyone involved. Your feedback is essential —please let us know what works well
and what could be improved. We are committed to making this process as efficient and user-friendly as
possible.



