
1 
 

 

DocuSign Guide 
May 22, 2020 

 

All Emergency Child Care Grantees must sign a grant agreement with the Early 

Learning Division in order to receive payment. The information in this guide 

explains how to use DocuSign to sign your grant agreement. 

 

What is DocuSign? 

DocuSign is a tool that allows grantees to sign their grant agreement electronically.  

How does the signing process work? 

You will receive an email with your grant agreement. The DocuSign tool will walk 

you through the steps needed to sign the agreement. 

What do I need to do prior to starting the signing process? 

 Read the sample grant agreement here:  

https://oregonearlylearning.com/COVID-19-Resources/Grants. Scroll to 

“Sample Agreement.” 

 Make sure you have applied for and received a DUNS number. See 

instructions here: https://oregonearlylearning.com/COVID-19-

Resources/Grants. Scroll to “DUNS Number Guide – Updated.” 

 Have your Taxpayer Identification Number, Social Security Number or 

Employer Identification Number ready. 

When do I receive my check? 

You should receive 50% of your grant award by check within approximately 10 

business days of signing your grant agreement. 

  

https://oregonearlylearning.com/COVID-19-Resources/Grants
https://oregonearlylearning.com/COVID-19-Resources/Grants
https://oregonearlylearning.com/COVID-19-Resources/Grants
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Signing your Grant Agreement  

Step-by-Step Online Instructions 

 

Step 1: You will receive an email from “ECC Grants via DocuSign.” Open the 

email and click “Review Documents.” 

 

 

 

 

 

 

 

 

Continued…  



3 
 

Step 2: Click “CONTINUE.” 

 

 

Step 3: The grant agreement will include the name of your child care 

business that you provided us in your grant application. Your grant award 

amount will also appear on this page. Click “Start.” If you find any errors, 

go to Step 12.  
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Step 4: Click “Sign” with the arrow. 

 

 

Step 5: Confirm your name is correct. If it is not, type in your name. Click 

“ADOPT AND SIGN.” 

 

Continued…  
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Step 6: Enter your 9-digit DUNS number and click “NEXT.” If you do not 

have a DUNS number, go to https://oregonearlylearning.com/COVID-19-

Resources/Grants and scroll to “DUNS Number Guide – UPDATED.” 

 

 

Step 7: Complete all the red fields in the W-9 form. You must enter either 

your Taxpayer Identification Number/Social Security Number or Employer 

Identification Number. Choose the circle next to the number you will enter, 

then enter the number. Click “NEXT.” 

 

 

Continued…  
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Step 8: Click “Sign.”  

 

 

Step 9: Click “FINISH.” 

 

 

 

Continued…  
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Step 10: Click “NO THANKS.” 
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Step 11: Finished!  You should see the following message.  

 

You will receive a copy of the fully executed grant agreement by email 

from “ECC Grants via DocuSign” after an Early Learning Division 

representative signs.  

You should expect to receive a check in the mail for 50% of your grant 

award within approximately 10 business days of receiving your fully 

executed grant agreement. The remaining grant payments will be made in 

late June (25%) and late July (25%) after you confirm that you remain 

open and serving children. 

 

Step 12: If you find an error in your grant agreement, click “OTHER 

ACTIONS.” Then click “DECLINE TO SIGN.” 
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Step 13: Tell us why you are declining to sign, then click “DECLINE TO 

SIGN.”  

 

 

Step 14: Click “CONTINUE.” 
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Step 15: You should see the following message. A member of the Early 

Learning Division staff will contact you. 

 

 

Questions? 

Email the Early Learning Division at ECCGrants@state.or.us. 

-END- 


