
E-Signature Information Guide

*The team travel authorization form is shown as an example but this process will be standard
across all other electronic forms, including purchase requisitions.

1. Go to https://clemsontigers.com/insidecuad/ (password: CUAD), then click on the
"Business Forms" icon.

2. Scroll down to forms and select which form you want to download.
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https://clemsontigers.com/insidecuad/


3. Click the download button and select "Open with", and then click "OK".
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4. Open the authorization form and select “Fill & Sign” from the toolbar on the right side of the
screen.
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6. Fill out the form with appropriate information. Then, click “Sign” located at the top of the
page and drop your signature on the “Initiator” or "Requester" line at the bottom of the page.

 
 
 

5. When the screen that says "Who needs to fill and sign first?", please select "Me".
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7. After you drop your signature on the "Initiator" or "Requester" line, click "Next" in the top
right corner.
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8. You'll then see a pop-up box that tells you to save the document. Click "Save".
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9. Another box will pop-up saying that it can't be saved. However, after you click "OK", you'll be 
directed to save the document in a file folder on your computer or desktop.
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10. Once you save your document the file folder of your choosing, you'll then be asked to select
how you want to send your file:

a) On the left side of the pop-up box, select "Request Signatures".
b) Click "Get Started" to continue to the next step.
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11a. Enter email addresses in order and send
o 1st – Supervisor/Head Coach – example@clemson.edu

 If you are the head coach, you can have an admin create the 
form on your behalf and send to you for approval or you can 
route the form to yourself for additional approval.

o 2nd – Sport Supervisor (sports only) – example@clemson.edu
o 3rd – Compliance (sports only) - cuacs@clemson.edu
o 4th – Click “Show CC” and add Melissa King – king4@clemson.edu

11b. 
• If submitting a Travel Authorization, please attach the travel roster (for

Team Travel).
• If submitting a purchase requisition, please attach the quote.

3

1 2

11b

11c

11c. Click "Specify Where to Sign" to continue.
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*If you are submitting a purchase request, you only need the signature of your sport 
supervisor. However, there are a couple of exceptions which are listed below:

• For IT equipment, you'll need to send it to Eric George after your sport supervisor.
• For athletic equipment, you'll need to send it to Mike Wilson after your sport 

supervisor.

mailto:example@clemson.edu


12. Select "Send" in the bottom right corner.

13. Select "Start" at the top left of the page.
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14. Select "Click to Send" in the bottom right corner.

*Depending on your settings, you will receive multiple updates as the form makes its way 
through the authorization process. Do NOT make any travel arrangements or purchases 
before you receive the final copy that includes all required signatures.
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