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DocuSign CLM Supplier Review Job Aid 

                     

The City of Albuquerque is using a new system for Professional/Technical Agreements. This means we will be using DocuSign for two stages of the 

agreement process. (1) CLM (Contract Life Management) will be used for the review and (2) DocuSign eSignature will be used for signing the 

agreement.  

STAGE 1 – The Review (NOTE: Please do not print out the agreement, sign it, and upload it with a wet or digital signature during this stage. 

Signing will come later).  
1. When the agreement is ready for the supplier review, they will receive an email that looks like this, with instructions:  
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2. You can choose one of the two ways to review the 

document.  

a. Option 1 – Reply to this email.  

i. Click on the attachment provided 

in the email. Download the 

document to your computer, and 

make your edits.  
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ii. When your edits are completed, “Reply” to the email, attached the revised document, and click “Send.”  

NOTE: Do not change the name of the document.  

 

 

 

iii. Then you will receive an email that 

your review has been completed.  
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b. Option 2 – Review Online 

i. Click the Review Online 

Link 
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ii. The system will show you the three steps it takes to 

review online:  
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iii. Click “Got it.” Then it will take you to a 

preview screen to view the document.  

1. IF YOU HAVE CHANGES: Click the 

“Download” icon, and make your 

changes in word.  

2. IF YOU DO NOT HAVE CHANGES: 

Click “Next.” 
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iv. After above steps.  

1. IF YOU HAVE 

CHANGES: 

Click on the 

“Select File” 

button and 

upload your 

edited document 

from your 

document 

library, then 

click “Next.” 

NOTE: Do not 

change the name 

of the 

document.  

2. IF YOU DO 

NOT HAVE 

CHANGES: 

Click “Skip.” 
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v. V. Enter your 

comments, and then 

click Finish:  
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vi. The system will make sure you are 

ready to complete. When ready, 

click “Complete.”  

 

 

 

 

 

vii. Then you will receive an email that your review 

has been completed.  
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STAGE 2 – Signing 

 

1. You will receive an email notification from DocuSign indicating that it is 

waiting for your signature. Click “Review Document.”  
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2. It will then take you to DocuSign eSignature. Click on “Continue.”  

 

 

 

 

 

 

 

 

 

 

 

3. Click “Start” to the top left of the page.  
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4. Click on the “Sign” sticker. 

 

 

 

 

 

 

 

 

5. Click “Finish.”  

 


