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• When status is changed to “Ready for OSPI Review” the 
certification is ready for the electronic signature via DocuSign.

• There is a new role for those who can sign the certification page. 
An organization should have more than one person authorized 
to sign.

• The certification page will be visible to SD and ESD users who 
have that role.
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• Email Notifications:
When status is changed to “Ready for OSPI Review” SD users with 

certify role will be notified.
ESD users with certify role will be notified when status is “Ready for 

OSPI Review” and SD had signed.
• District will sign the page before ESD.
• ESD signs then F-196 goes to OSPI
• Certification must start over every time financial statement 

status is changed (Return to ESD, Return to District) 



The F-196 Certification Process

October 2020 |OSPI | SAFS | 4

• Signed certification page is frozen/locked when status is 
changed to “Accepted  by OSPI.”

• For any revisions to the F-196 a paper signed certification page 
will be submitted.
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Click on 
certification tab 
in the secondary 
navigation bar to 
begin the 
process, then 
click Begin 
Certification
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Authorized 
signer will check 
the agreement 
box and then 
click on 
continue
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Authorized 
signer will 
then click 
start.
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Authorized 
signer will then  
click on the box 
with sign and 
the arrow in the 
certification 
page
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“District Signer“ is 
the default 
signature, the 
authorized signer 
will type in their 
name in the Full 
Name box and 
initials in the initials 
box.

The script signature 
will appear in the 
preview box. If ok 
click on Adopt and 
Sign.
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Authorized signer 
signature will 
appear on the 
signature line, then 
click finish. 
This signature 

becomes the 
default signature. 
If you want to 
change the signer 
see slides 11-14
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To change the 
signature click on 
the script 
signature and 
select change
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To change the 
signature click 
add and a new 
signature box will 
appear.
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Type the new 
signer’s name 
and initials in the 
boxes and then 
click adopt and 
sign.
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 To replace the 
original signature 
click on replace. 
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The new 
signature will 
appear in the 
certification 
page. If 
everything is ok 
and ready to 
certify click on 
finish.
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The certification 
process is 
complete for 
the district, the 
ESD now will 
certify. 
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ESD users will 
follow the 
same process 
as school 
districts.
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ESD users will 
click continue
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Authorized 
signer will 
then click 
start.
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Authorized 
signer will 
then click on 
the box with 
sign and the 
arrow in the 
certification 
page
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Authorized 
signer will then 
click on the box 
with sign and 
the arrow in the 
certification 
page.
The default 

signature needs 
to be changed. 
Click on the ESD 
signature and 
select change.
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The authorized 
signer will 
change the 
default signature. 
Click add in the 
dialog box and 
type  the new 
signature and 
initials and script 
signature will 
appear in the 
preview box. If ok 
click on Adopt 
and Sign. See 
slides 11-14.



The F-196 Certification Process

October 2020 |OSPI | SAFS | 23

The new 
signature will 
appear in the 
certification 
page. If 
everything is ok 
and ready to 
certify click on 
finish.
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The 
certification 
process is 
complete.
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