
 

HOW TO USE THE REQUEST OF EMPLOYEE SCHEDULE CHANGE FORM 

 

 

 

 

Launching the form from the Payroll 
Services website brings you to the 
PowerForm creation page. 

 

1. Enter your information here. Doing so 
allows you to correct the envelope later if 
necessary, see the status of the envelope 
and receive a completed copy all through 
your DocuSign dashboard. 

 

 

2. Enter the employee whose schedule is 
changing here. The requester and employee 
may be the same if you are filling out the 
form for yourself. 

 

3. Enter the Department Administrator who 
will be approving the schedule change here. 

 

4. Click “Begin Signing” to create the form 

 

Make sure to use only Cal Poly email 
addresses. 

 

 

Click the link in the email sent by DocuSign 
to launch the form. 

You may then be directed to authenticate 
your Cal Poly portal credentials. 



 

HOW TO USE THE REQUEST OF EMPLOYEE SCHEDULE CHANGE FORM 

 

 

 

 

 

DocuSign will guide you through form completion and handles routing the form to the next signer. 

1. The Pink sections are assigned to the Requester 
2. The Green section is assigned to the Employee 
3. The Blue section is assigned to the Department Administrator  

The completed form is available to the Requester, Employee and Department Administrator and is automatically 
routed to Payroll Services by DocuSign. 


