
Alumni Clubs & Societies
Incentives Reimbursement Process
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What will be reviewed:

• What can be reimbursed?
• What do I need to be reimbursed?
• How do I get reimbursed?
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• Event supplies for Category 1 
Events (up to $250; $500 for 
Networking)

• Board Meetings (up to $50, for ten 
meetings)

• Please consult with Staff before 
purchasing alcohol (no tobacco 
products will be reimbursed)
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• Speak with staff member before event if 
you are unsure that it will be considered 
Category 1

• Save all receipts from purchases for event
• Have sign-in sheet and/or pre-registration 

list.
• Click on link to reimbursement form

What do I need to 
be reimbursed?
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• We use DocuSign- an online form
• Societies follow this link: 

https://na2.docusign.net/Member/PowerFormSi
gning.aspx?PowerFormId=07021c03-b5f2-
4aa1-a5cd-da24a7780f3f

• Clubs follow this link: 
https://na2.docusign.net/Member/PowerFormSi
gning.aspx?PowerFormId=f3a3b00c-94d9-
4330-b959-a771ff8f7827

How do I get 
reimbursed?

https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=07021c03-b5f2-4aa1-a5cd-da24a7780f3f
https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=f3a3b00c-94d9-4330-b959-a771ff8f7827
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This is what will 
show up when you 
click on the link
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Input your name and email 
address into the first two 
boxes, followed by the name 
and email addresses of two 
other board members. Then 
click begin signing (red 
button at the bottom).
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First, click to agree

Then click to 
continue
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Each question is required to answer. If you are seeking 
reimbursement, you must attach receipts. If you are not, 
you must attach an attendance sheet to count towards your 
Scarlet, Gray, or Carmen ranking for the next fiscal year. 

Once you select that 
you have a receipt 
to attach, click the 
paper clip icon



10

Select to upload an attachment 
from your computers files, then 
push continue.
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Push upload a file button
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Once you have selected 
the file from you computer, 
the file name will show, and 
you can select done. 
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By pushing the paperclip icon, 
you can also select to attach a 
document by faxing it in. 
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Push OK. Instructions on how 
to fax/ cover page will be sent 
to you once you are done 
filling out the form. 
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Finish the form by filling out the event 
details. Please include helpful 
feedback, as well as a detailed 
description of expenses. 
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Once you are finished filling out the 
form, you will scroll to the bottom. As 
you scroll to the bottom, you will view 
all of the documents you attached. 
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Hit finish!
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If you selected to fax in an 
attachment, this box will appear. 
Click ‘Get Cover Page’ and the 
cover page will appear.
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Print this page and use it as the 
cover page to have relevant 
documents attached to the form 
electronically. 
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If you didn’t select to upload documents via fax, 
you will be done and this page will appear. You 
can either close the page or select ‘Show 
Document’ to view a PDF copy of your form. 
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This is what the email will look like that your 
Board Members will receive (the two you 
selected as your ‘signers’). They should push 
review document to get started. 
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The Board Member signing will 
also have the agree to the terms 
by clicking the box below and then 
pushing continue. 
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The Board Member will see a 
yellow arrow icon. They should 
click on it to sign virtually. 
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Their name will already be filled in with a pre-
determined signature. They can change the style, 
or select Draw to sign their own name on a tablet 
or phone. Finish by pushing Adopt and Sign. 
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Board Member will be able to view their signature, 
and scroll through the attachments. 



26

Board Member will click finish 
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Board Member will hit 
continue to close out the form
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Once both Board Members have gone through this process, 
an email will be sent to the person who initiated the form. 
Select Review Document to be able to view, print, and save 
the completed forms for your record keeping. 
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If you have a DocuSign account, it will 
ask you to sign in to see the completed 
form. If you do not, it will automatically 
open for you. 



30

To view completed forms, click on 
Completed on the left hand side
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Select which form you want to view (if there are 
multiple). 
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You can click on the individual pages on the 
right hand side and also viewed who has 
signed the form and when. 
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Any questions?!?
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