Instructions for Signature Authority Confirmation
1. Drexel University please go to http://deptapp.drexel.edu/compt/applications/login.aspx

2. College of Medicine please go to http://deptapp.drexel.edu/compt/applications/ducom_signature
3. You will be presented with a login screen.
[image: ]
4. Please login with the username and password given through email.
5. Please choose your rollup organization AND press Submit.
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6. You will see a list of the authorized signers for your rollup organization.  To EDIT, click on the Edit button.  [image: ]  You can sort by the column headers that are underlined.
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7. You can add updates to each row.   Please make sure you enter the ID or email id address (example;  jhk26, sm23) associated with each name you enter.   This is required to ensure the correct person is entered in the system.
[image: ]

8. Once you have finished updating the row, you can click UPDATE.  [image: ] 

A date stamp will appear in the right column for each update.   

9. Repeat these steps for each row you will be updating.
10. If a fund or org is not currently in use and will not be used in the future, enter INACTIVE in any signer field. 
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Finalizing your changes:
1. Click the “Here” link. 
[image: ]
2. Please fill in the information.  Choose the Rollup of the organization that was completed.
[image: ]

3. Once you have submitted this form, you will receive an email, confirming your changes.  
4. Your signature authority report is available to review and update any time throughout the year.  Consult http://www.drexel.edu/depts/compt/procedures/signature_auth.html for the complete signature authority process. 
5. For any technical issues please contact James Kim at jhk26@drexel.edu.
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