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1. This QRG shows the team member how to complete the I-Commit Choice Day process.

2. The leader will send the team
member an email to the team
member’s personal email account.

This shows an example of what the
team member will receive. The team
member will review the document
by clicking REVIEW DOCUMENT.

Team member’s name 
TeamMemberEmail@yahoo.com 

(Leader name) 

its 
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3. The I-Commit template for team 
members displays.  
 
The team member must click the 
“agree” box in the upper left and 
then the CONTINUE button (next to 
OTHER ACTIONS) to be able to 
continue with the document.  

 
 
 

Team member’s name 
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4. The team member enters the 
information requested in the Team 
Member section and the Leader 
section.  
 
They then check one of the Choice 
Day options to not return to work 
and resign immediately, or to return 
to work and complete the 
improvement plan.  
 
Note: The team member can scroll 
through the document, or click the 
prompts on the far left (see the 
orange box with START) to move 
from section to section. 
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5. Scenario 1 – Team member chooses 

not to return.  
 
Let’s look at the two scenarios. In 
this scenario, the team member has 
chosen not to return.  
 
They have filled in the information at 
the top (Team Member and Leader) 
and checked the circle indicating 
their choice to not return. They can 
scroll to the next section or click the 
orange NEXT button. 
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6. Scenario 1 – Team member chooses 

not to return.  
 
Note that when the team member 
chooses not to return, certain fields 
are inactive that would be active if 
the team member chose to return 
(For example: “The following are the 
actions that I will take....” is inactive 
on this screen.) 
  
The next action the team member is 
prompted to take is to electronically 
sign the document.  
 
The team member will click the Sign 
marker.  
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7. Scenario 1 – Team member chooses 
not to return. 
 
After clicking the Sign marker from 
the previous screen, an Adopt Your 
Signature screen will display to assist 
the team member in choosing an 
electronic signature. 
 
The team member will enter their 
full name in the Full Name field and 
their initials in the Initials field. The 
system will suggest an electronic 
signature under Preview. The team 
member may customize the look of 
the signature by clicking CHANGE 
STYLE.  
 
When they are satisfied with the look 
of their signature and initials, they 
click ADOPT AND SIGN.  
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(7. Continued) Scenario 1 – Team 
member chooses not to return. 
 
Here is what the document looks like 
after the team member has chosen their 
electronic signature and clicked ADOPT 
AND SIGN from the previous screen.  
 
You can see the electronic signature and 
date and time stamp. 
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8. Scenario 1 – Team member chooses 
not to return. 
 
The team member may scroll to the 
next section or click the orange NEXT 
button.  
 
They are prompted to once again 
sign the next section of the 
document by clicking the Sign 
marker.   
 
This time, the system remembers 
their signature and adds it.  
 
After signing, the team member 
clicks FINISH to send the document 
back to the leader. 

 
 
 

 
 

Please note that there are other actions 
the team member can choose when 
clicking the OTHER ACTIONS tab in the 
upper right.  
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9. Scenario 1 – Team member chooses 

not to return. 
 
Once the leader has completed 
reviewing the document, the team 
member will receive another 
email. 

The team member can view 
the completed document by clicking 
VIEW COMPLETED DOCUMENT. 
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10. Scenario 1 – Team member chooses 
not to return. 
 
After clicking VIEW COMPLETED 
DOCUMENT, the document will 
display and the team member has 
the option of downloading/printing it 
if desired. 

 



Quick reference guide for team members: I-Commit Choice Day 
 

Page | 11     08/19/2019 
 

11. Scenario 2 – Team member chooses 
to return. 
 
If the team member decides to 
commit to Novant Health, they will 
check the circle indicating their 
intention to return and to complete 
the improvement plan.  
 
The other fields in the form will 
activate and allow information to be 
entered.  
 


IMPORTANT: The text fields in 
DocuSign have a 3000 character limit 
(approximately 500 words or one 
page of single-spaced text.). 
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12. Scenario 2 – Team member chooses 

to return. 
 
The team member will scroll down 
(or click the orange START prompt 
on the left) to complete all sections 
of the form, sign in two places, and 
click FINISH to send the document 
back to the leader for review. 

 

 

I-Commit - Novant Health 
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13. Scenario 2 – Team member chooses 
to return 
 
After reviewing the document, the 
leader may need the team member 
to revise sections of the I-Commit 
document. If this happens, the team 
member will receive an email to 
Please review suggested changes. 
The team member will click REVIEW 
DOCUMENT. 
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14. Scenario 2 – Team member chooses 

to return 
 
The team member reviews the 
document sections to see what the 
leader needs added and makes 
changes.  
 
For each section that requires 
attention, there is an Initial marker 
on the right that the team member 
must click after adding the additional 
information. The leader has already 
initialed this area. 
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15. After adding all additional 
information to the required sections, 
and initialing the sections, the team 
member clicks FINISH to send it back 
to the leader. 
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16. Once the document is complete, the 
team member will receive an email 
indicating the document is complete 
and providing an option to view. 

 

 
 

For more information about the I-Commit process, please contact the HR Service Center.  


