
Electronic Thesis/Dissertation Form – DocuSign Instructions 

Graduate students are required to complete the electronic thesis and dissertation (ETD) form as part of their defense 

and requirements for graduation.  DocuSign is being used to complete, sign, and send the form to all required signers. 

*At no point in this process should you need to open/subscribe to a DocuSign account.  Accessing this form should

always be from within the email sent to you by the DocuSign system.

*If you feel that you need a DocuSign account, contact VCU Technology Services at docusign@vcu.edu.

https://ts.vcu.edu/askit/university-resources/docusign/

*If you have questions about how to use the form, please contact the Graduate School at gradschool@vcu.edu.

Completing the form: 

The initiator of the form should be a student.  This individual will need to enter the following information: 

Name/email address of Student 

Name/email address of student’s Committee Chair 

Name/email address of student’s Committee Member 1 

Name/email address of student’s Committee Member 2 

Name/email address of student’s Committee Member 3 

Name/email address of student’s Committee Member 4 

Name/email address of student’s Committee Member 5 

Name/email address of student’s Committee Member 6 

Name/email address of student’s Committee Member 7 

Name/email address of student’s Graduate Program Director 

Name/email address of student’s School’s Dean/Designee.   

Name/email address of student’s Advisor 

*If your Committee Chair and your Advisor are the same person, list their name/email address in each role.

*If you have less than 6 committee members, leave those roles blank. Master’s committees require a minimum of 3

members. Doctoral committees require a minimum of 4 members.

NOTE: Schools may have a designee or Assoc/Asst Dean who is responsible for signing candidacy forms instead of the 

Dean.  View designees here:  https://graduate.vcu.edu/facstaff/forms.html .  If your school is not listed, check with 

your department to make sure you are listing the correct person.   

**Contact your program if you are unsure of who is required to sign your ETD Form. 

https://graduate.vcu.edu/facstaff/forms.html




Once completing the fields shown above, click “Begin Signing” 

After you click the “Begin Signing” button, a DocuSign window will open.  You must read and agree to the Electronic 

Record and Signature Disclosure and click “Continue”: 

The ETD Form will then open.  All fields in Red are required.  Fields in gray are optional. Enter your information into the 

form.  Upload any required documents for embargo is applicable. Click “Sign Here”. 





If you have not used DocuSign before, a window will open so that you can select your style of Signature. You have the 

option to choose different fonts or draw your signature.  The upload feature will only work if you have a DocuSign 

account that has been setup by Technology Services. 

Click “FINISH” when you are done. Your form will be automatically routed to the next signer for approval until it reaches 

the Graduate School for processing.  If you have any questions or problems using this form, please contact 

gradschool@vcu.edu. 


