DocuSign APCR Submission Instructions:

To be able to utilize DocuSign, one must complete the E-Sender Signature Training on BuckeyeLink. Please follow the steps below to complete the APCR Certification Form:

1. Please click on the following APCR Certification Form Hyperlink (APCR Certification Form) and enter your login information

1. Click on the red “Use” button and fill out the names and emails for all the recipients (“CCATS” and “Dean, VP, or Senior Fiscal Officer”)

1. Now, click on the “Advanced Edit” button at the bottom. On the next screen, you will see the names and email information you just provided. On this screen, you can upload an attachment. For example, if you are unable to fit all the cost centers on the front of the form, you can upload a word document that lists all the cost center numbers (CCXXXXX). Then, click “Next” at the bottom right-hand corner and you will see the fillable APCR Certification form.

1. On the fillable form, please fill out the College/VP Area, Unit Name, and Cost Center for which you are submitting for. Then, click the “Send” button at bottom right-hand corner.

1. Now, you should receive an email with the newly created document, in which you will have the opportunity to provide the CCATS signature and date the form before sending it on to the Senior Fiscal Officer. 

Please see screenshots below:
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The Asset Physical Custody Report (APCR) requires each cost center to physically account for their asset inventory and
verify accurate information in Workday. Certification of each cost center’s asset inventory fulfills the federal and state
requirements for verification of assets and is a necessary component of the 16-point department sub-certification.

Complete required fields below as prompted.
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