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[ SANTA ANA COLLEGE i | santiago Canyon College

Adobe Sign

Electronic signatures (i.e., e-signatures) are legally binding and can be used to replace handwritten signatures. They can also use more
advanced cloud signatures that rely on certificate-based digital IDs to provide stronger signer authentication. With Adobe Sign, recipients
can electronically sign documents by typing or drawing their name on their computer or mobile device or uploading an image of their signature.

The following document shows how to use Adobe Sign to prepare a document for signatures, and how to electronically sigh a document.

NOTE: You will need access to the Adobe Creative Cloud in order to use Adobe Sign features. Additionally, a secure certificate based digital ID
(or digital signature) for Adobe Sign is tied to your Adobe Creative Cloud account, which is associated with a valid RSCCD email address.

NOTE: Login instructions and software installation steps for Adobe Creative Cloud are located here:
Adobe Creative Cloud Home Use for Faculty and Staff
NOTE: A training video covering the main contents of the Adobe Sign guide can be found here:

Adobe Sign Training — Shared screen with speaker view.

For further assistance, please contact the RSCCD ITS Help Desk.

714-564-4357 | Ext 44357 | helpdesk@rsccd.edu | webhelpdesk.rsccd.edu | Mon-Fri, 7:30am-4:30pm
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Prepare document for e-signatures

The typical workflow for preparing a document for electronic signatures (i.e., e-signatures) in Adobe Sign is:

Upload document(s) to Adobe Sign
Add signers

Specify where to fill and sign

Send and track progress

PwnNPE

Upload document to Adobe Sign (using Adobe Acrobat DC)

To use Adobe Sign with Adobe Acrobat DC:

1. Open the file you want to send in Adobe Acrobat DC.
2. Click “Adobe Sign” on the right panel

OR

Go to Sign > Request Signatures

OR

Go to Fill & Sign > Request Signatures

New! - 8 x
Home  Tol__Filand Sign 20O a0
B 7:{ Request Signatures. é‘ ‘°
e e e
N - DC) R Create POF
@ : . 2 B8 Combine Files

1. Open the file you want to send in Adobe Acrobat DC.
&2 editeoF
2. Click "Adobe Sign" on the right panel B export PO

Community College District
Santa Ana College » Santiago Canyon College

Services OR

Go to Sign > Request Signatures
OR

£[] organize Pages
[% send for Comments
5 Comment it

...... g A Fill &sign

NEW USER ACCOUNT REQUEST FORM
Go to Fill & Si
Section 1 - Classified, Faculty (Full-Time ana ey, conriae

Please provide the following information:

1. Name: g
Q erotect
2. Colleague ID Number: A
3. Position Title: Prepare Form
4. Location (site, building & room number): # More Tools

NOTE: To use the Adobe Acrobat website instead, please see steps for “Using Adobe Acrobat website to prepare a document for signatures”.
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Add signers to document

After opening Adobe Sign, you will be prompted to enter the following:

1. Inthe Signers field, specify the email address(es) of the signers.
a. Use “Add CC” to carbon copy the email to other recipients that are not signers.

e LN

When complete, click “Specify Where to Sign”.

Add signers to a document

1. In the Signers field, specify the email address(es) of the
signers.

a. Use “Add CC” to carbon copy the email to other
recipients that are not signers.

2. In the Subject & Message field, specify the email subject
and message body text.

3. OPTIONAL: To add additional files to the agreement, click
Add Files > Select the document(s) to upload > Open.

4. For More Options see subsection.

5. When complete, click “Specify Where to Sign”.

Supported File Types for Signing

In the Subject & Message field, specify the email subject and message body text.
OPTIONAL: To add additional files to the agreement, click Add Files > Select the document(s) to upload > Open.
For More Options see subsection for Upload a Document to Adobe Sign - More Options.

Updated 10/27/2021

1B ~dobe Acrobat Pro DC - o X

File Edit View Sign Window Help

Home  Tools [ NORV W
. °

Adobe Sign 44 signers Specify where to fill and sign Send and track progress

CC | Hide

Enter CC’s emails

signers

22 Tl | @rscededu X

Subject & Message

New User Account Request Form v016

Please review and complete this document.

File(s)

Add Files

w the file.

New User Account Request Form v016.pdf

Your file will be uploaded to Adobe Sign. Anyone with the fink can vie

B Select Files

A ||« Ongw » Microsoft Teams .. v &  SearchMicrosof ft Teams Chat ... o

Organize v Newfolder Bz M @
# Quick access

H T AN "I T H
B Desktop
& Downloads | |

@ OneDrive - Ri &
|| End UserDoc # I | |
u
»
3
. & |

| Help Desk St: #
“ile name: [New User Account Request Form . | | All Supported Formats (pdf, " |

P S N Y
<

More Options Specify Where to Sign

1. PDFis the primary file format used with Adobe Sign electronic signatures.
2. Besides PDF, you can send Microsoft Office files, various image files, HTML files, and text files for signing.

3. Supported file types are: DOC, DOCX, RTF, XLS, XLSX, PPT, PPTX, TXT, CSV, HTML, HTM, TIFF, TIF, BMP, GIF, JPG, JPEG, and PNG.
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More Options
Under “More Options” there are additional features you can use:

NOTE: These are optional, not mandatory.

Toggle switch for documents to “Complete in Order” or “Complete in Any Order”
Password Protect the document

1
2
3. Set a Reminder for the document
4

Set a language for the Recipient of the document.

Upload a Document - More Options
1. Toggle switch for documents to
"Complete in Order" or "Complete in
Any Order"

2. Password Protect the document

3. Set a Reminder for the document

4. Set a language for the Recipient

Get documents signed fast with Adobe Sign

Add signers, specify where to sign, send and track progress. Learn more.
signers AddCC | @

‘0 « Clacken_Dane@rsced.edu

Subject & Message

New User Account Request Form v016

Plea complete this document.

File(s) Add Files

New User Account Request Form v06.pdf

Your file will be uploaded to Adobe Sign. Anyone with the link can vig

Specify Where to Sign

More Options

Recipients
ICDmDIeteinOnier (B Complatein Any Order |

Add Me | Add Recipient Group | @

‘ P10 Fv o L erscdedu B v Emall X |
‘ ﬁ" Enter recipient email |
CC | Hide

RO I @rscededu %
Message

New User Account Request Form v016 Options )

Please review and complete this document.

Password Protect

Password must contain 3 to 32

Files

«characters.

Add Files |

- New User Account Request Form vo16.pdf

X

Drag More Files Here

O Sshow password

O Set Reminder

Recipients' Language

Preview & Add Signature Fields

English: US M
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Specify where to fill and sign document

Under “Specify where to fill and sign” screen, you can:

Specify fields that need a signature (e.g., “Signature Fields” options).

Specify required fields for specific recipients (e.g., fields that are “Assigned To” specific recipients)
Specify field types and default values (e.g., Read-only fields, checkboxes marked by default, etc.)
Modify size, shape, look and feel of the fields.

Copy, clone, repeat, and delete fields.

R N

When done, click “Send” at the bottom of the document.

To edit a specific field
1. Right click the field > Edit
OR
2. Use the right panel to “Drag and Drop” the desired field type.

B cove Acrotat pro DC - a4 x
File Edit View Sign Windew Help
Home  Tools B Q@ a0
o
s P RS R
Page | hame -
0 ed D d
al RECPENTS
Rig e field d u
pe ere to and sign a do e £ ol Information OR
Technology SgratureFields A
pe eld at need a signature o= . e the right panel to "Drag and Drop
e.g g eld optio ACCOUNT REQUEST FORM e desired field type e
Section 1 - Classified, Faculty (Full-Time and P DER S
Prease provide e following information: nitiats
pe eq ea ela O pe e ple
| Sigrature Block
e q eld at are “Assianed To” sbe 72 Colleogue 1D Nomber: Y] rame 2
3. Position Tile: b Stamp
pDie 4. Locafion (ste. bulding & room number]: bl N .
5. Department J Division: . Al i i
3 Select Signer Info Fields v
5. ;t:mm:l::pe - of Foatee  otmpn ~
De d B d d a. s this g sherl ferm employeet (TWes (o Ve Type [ "
& End Dale (it appicable): i — Data Fields v
e.g, Read-o eld eckboxe arked b 9. Supenvisor Name / Approving Manager: Y| O reqie O Read Orly
10. Requestor: hl
defa e 1. Comptor: O maskheddsts ) Muitrime dits entry More Fields v
ak st Thes Mo
. Ifnot, wil @ new computer need fo ba deployed? (Mes (Mo Delault Ve
12. Prone Number: Transaction Fields
od e ape, 00K and Teel of field . Willa Physical phone be assigred? (Wes (Mo Tockip ng rformation (1]
b WillIhis be @ “cirect / personal” ine or s f a main depariment ine? _ Select N vsion o -
<. Wil the employee need voice mail asigned fo themon this line? Tres (o
12, MAC Address of phone dssigned to empioyes: 5]
ob one. rapa d delate field a. To find the MAC address on the phne. press Appicafions button T select Pron| <41 N
= - the MAC name fieid (e.9.. SEP3820516181B3). o
14.1f o phone Is assigned, whal lines should appear on it < pesnes
a. tns I ] . .
d. Line 4: Delote Fiekd DK
do e ©. lino & B
. Line &
15 1F the ta any H D falders, which . Reses Fiskis
16 to Colleagus, what (09, NAE STAC.SPRO. efcl; 0 save o templte

——
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Tips for specifying fields
Consider the following when specifying fields:

1. Field must be “Assigned To” either a specific individual, or “Anyone”.
2. All recipients are assigned a color code. Use the color code on the top right corner of each field to determine who it is assigned to.

Tips for specifying fields
1. Field must be "Assigned To"
either a specific individual, or
"Anyone".

2. All recipients are assigned a
color code. Use the color code
on the top right corner of the field

to determine who it is assigned to.

Section 2 - Account Request Form (ARF) For Vendors

Version 004 —03/04/2019
For Vendor Accounts Only
fmE B 'm HEE .
|

!h IIJHF I I PN E WO

Request Information

Account Type: Vendor
Requestor:

Approving Manager: *signature
Department/Division:

Effective Date:

Today's Data

I :.IIIII u

Updated 10/27/2021

Approving Manager &7

= || recipenTs
[ I
(-

More Fields ~

Transaction Fields v

User Information

First Name:

Last Name:

Company Name:

Email Address:

Phone Number: |

Requested Account Expiration Date™:

o [ so, provide us with the Account Login ID:

,P_I

Are you requeseting a renewal or extension for an existing account? Tes Mo

4

Adddddd

d To

5T

Field Type

Value Type

Tooltip

Validation

O Required
O Mask field data

Default Value | |

v

1 (Prefill)

O Read Only

O Multi-line data entry

| ng Manager |

| None v |

‘Conditions

Appearance

Tools

Delete Field
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Signature Fields
There are 5 different kinds of signature fields available. By default, signature and initials fields are mandatory, denoted by a red asterisk*.

NOTE: “Signature” and “Initials” fields are the most commonly used.

1. Signature (Recommended)
a. NOTE: Does not require a recipient to have an Adobe ID; does not require sign-in to Adobe Creative Cloud.

b. NOTE: If a signer does have an Adobe ID or Adobe Creative Cloud, such as an RSCCD employee, they may be prompted to create
a signature as shown here: Sign a document using the email link

2. Digital Signature
a. Requires a recipient to have a digital ID certificate service such as GlobalSign (not recommended).

3. Initials
a. Similar to Signature field; does not require an Adobe ID or sign-in to Adobe Creative Cloud.

4. Signature Block
a. The signature block is a group of fields. The signature block field cannot be made optional and is always required.

b. By default, the signature block contains both a signature field, and an e-mail field.

5. Stamp
a. Stamp fields can serve double duty as either a stand-alone signature, or in support of another signature fields. For example, you

may need to place a personal signature, as well as a corporate seal or stamp.

\Slgnatu re Fields

Signature

r Y *Slgnature

*
Digital Signature

Digital Signature

-
Initials ffim— initials

: * Signature Block
Signature: gioner Name (Date)

Email. Stamp
*& stamp /gner Info Fields
W:35m

H:35em
Data Fields

More Fields
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Updated 10/27/2021
Missing Signature Fields

Missing Signature Fields

There are recipients who need to sign this document that do not have a signature field assigned to

them. You can go back and add signature fields or we will add a signature block for those
recipients. Do you want to review or send the document?

bt

NOTE: Each signer needs to have been assigned a required Signature field. If a signer does not have a required signature field assigned, or has
only been assigned an optional signature field, Adobe Sign adds a Signature block at the bottom of the document.
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Prefill Document Fields (Optional)

Updated 10/27/2021

1. OPTIONAL - If you specified the “Prefill” role for any of the fill fields, you will be taken to a screen where you can Prefill the document
fields before sending the final document to the recipients

a. See bottom of screen for the “Thank you for prefilling this document” notification.
2. When done with the prefilled fields, click “Click to Send” at the bottom of the document.

Prefill Document

Ids (OPTIONA!

1. OPTIONAL - If you specified the "Prefill" role for any of the fill fields, you will be taken to a screen where you can Prefill the document fields before sending the
final document to the recipient. See bottom of screen "Thank you for prefilling this document" notification.

2. When done with the prefill fields, click “Click to Send” at the bottom of the document.

I dobe Acrobat Pro0C

File Edit View Sign Window Help
Home  Tools

Adobe Sign

o
Add signers Specify where to fill and sign Send and track progress

moh |z & 5 O Relative to Page SupervisorName v

< Al Information
Technology |
Commniy Cllee Dt Services
NEW USER ACCOUNT REQUEST FORM

N . q
| - |

Section 1 - Classified, Faculty (Full-Time and Part-Time), Confidential and Management

Please provide the following information:

. Name:
. Colleague ID Number:
. Position Title:
. Location (site, building & room number):
. Department / Division:
. Account Type: Select -1
. Start Date:
a. Isthis a short term employeez | Ttes (No
8. End Date (if applicable]:
9. Supervisor Name / Approving Manager: |
10. Requestor:
11.Computer:
a. Isthere an existing computer available for this employeez Wes (Wo
i If not, willa new computer need to be deployed? Nes (™o
12. Phone Number:
a. Will a Physical phone be assigned? | Wes (o
b. Wil this be a “direct / personal” line or is it @ main depariment ine? _ Select... Ra
c. Wil the employee need voice mail assigned to them on thislinez | Wes (™o
13.MAC Address of phone assigned fo employee:
a. To find the MAC address on the phone, press Applications button 0. select Phone:
Information and look at the MAC Address or Host name field (e.g., SEP382051618183).
14.1f @ phone is assigned, what lines should appear on itz
a. Line D)
b_Lline2:

RECIPIENTS
Il Dane Clacken (clacken... v
(Signer)

Signature Fields

Signature
Digital Signature.
Initials
Signature Block

Stamp

Signer Info Fields

Data Fields

More Fields

Transaction Fields

Reset Fields

®

File Edit View Sign Window Help

Home  Tools New User Account .. X

B & 8 Q

Adobe Sign

— o
Add signers Specify where tofill and sign Send and track progress

Options v New User Account Request Form v016

< of Information L g B = ==
Technology
Commniy College Dt S@pVices
NEW USER ACCOUNT REQUEST FORM

Section 1 - Classified, Faculty (Full-Time and Part-Time), Confidential and Management
Please provide the following information:

. Colleague ID Number: ~ Test

. Position Tifle: Test

. Location (site. building & room nurmber): Test
- Depariment / Divi
. Account Type:

. Start Date:

10.

ployee? ' Yes [ /No
yedz [ Yes [INo

ent line? Select.
is linez ' Yes [/No

o find the MAC address on the phone, press Applications titon @, select Phone
Information and look at the MAC Address or Host name field (6., SEP382051418183).
one is assigned, what lines should appear on it2

Thank you for prefilling this docurnent Clickto Send
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Send document

After preparing the document, preparing the prefill fields, and clicking Send, you will receive a notification that “<Document Name> has been
successfully sent for signature.” A copy of this notification will also be sent to your email.

e el ‘New User Account Request Form

B Pl Lo
4 Looaion e mlmw

vO16" has been successfully sent for
signature

b Depewiemed | Dumers
4 Boooed Tk i
P fuet Db

B et e gyt T

(et A copy has also been sent to you at i . 1 for your records.
B e "Mew User Account Request Form v016" was sent for signature to
! h?f:?:“:‘.‘:‘,‘:::‘;?:rﬂ: o As soon as the agreement is complete, all eligible parties will be e-mailed PODF mpmz
o e r—— ™ et v [hia
Rt M Reminders
L
s i There are no reminders set for this document.
e You will be alerted if:
g S ——— » The document you sent has not been viewed by today at 6:29 PM.
+ The document you sent has not been signed by Jul 22 at 10:29 AM.
Change alert settings

All agreements that are not completed within 365 days will be automatically expired.
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Track progress of document

Updated 10/27/2021

1. Login to Adobe Sign website at https://nal.documents.adobe.com/public/login and go to Manage to view the history and current

status of each document.

By Adobessign
Home  Send Reports

Search documents, recipients & notes ‘Search Full Text Title Status
Filter by Document Status v
[ Fitter by Name or Company | [Fitter by Document status v | [ Filter by Document Owner  v| €
Name Company Document Title Date

 Waiting For Me to Sign (0)
~ Draft (1)

 Waiting For Me to Prefill (1)

D prefill New User Account Request Form v016 0712172020

~ Outfor Signature (0)

+ Signed (2)

~ Archived (0)

~ Library Templates (1)

OR

Upload Agreements

2. Open Adobe Acrobat DC > Sign > Manage All Agreements > All Agreements > Open Adobe Sign (this takes you to the website above).

New User Account Request Form v16.pdf - Adobe Acrobat Pro DC - [m] X
File Edit View Window Help
Home  Toc Wil and Sign Q search -] @ A .
Request Signatures
Recent \ents
reate Form
Starred R
I Manage All Agreememsl
Scans
FILES
My Computer
Document Cloud
Add an Account
SHARED
Sy Manage sign agreements in Adobe Sign.
Shared by others You're about to leave Adobe Acrobat and open Adobe Sign online.
SIGN ' Open Adobe Sign
All Agreements
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Signed Document Review

Updated 10/27/2021

When a document is successfully e-signed, it will show to all recipients with signatures and detailed dates, including the time when each

individual signed.

Ll R IR
Lisk changuet  Tiriiiy, Masih M, 1603

Adt Sign Tk - Aeei ol .

ddobe Sign Tutorial = Comee arsd Join Us

Cimm . Mi

MO _Ci @rsced.edu

Tread

e T18

sl e

B v i went ne e o et of Radolbe Sapn Tutowial

Lomm———— o, Mar 24, 2020

Adobe Sign Tutorial

il Rapdt Rupad!

Comdd B
By

e

Towraacas £

“Adobe Sign Tutorial” History
T e by
RS 05 - AT 1 P AT O e 304 RS SE T

T Decurment s-sgrd by
Sgranars Do 20000034 - 5 b 0 A DI - T ot e k. 2560 T8 24017

- - kO P DAY O s D04 S AL B

T DT - b ]
g i 4R - 5514 PR T - Timm B e e 756 T 3813

S Sgred:

TR0 - WA P T
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Using Adobe Acrobat website to prepare a document for signatures

You can also prepare a document for signatures using the Adobe Acrobat website.

Adobe Acrobat Website: https://nal.documents.adobe.com/public/login

NOTE: You will need a valid RSCCD email address to login to Adobe Acrobat website. Login instructions for Adobe are located here:
https://www.rsccd.edu/Departments/Information-Technology-Services/Documents/Adobe-Creative-Cloud-Home-Use-for-Faculty-and-Staff.pdf

Once you are logged in, go to Request Signatures > Go to Adobe Sign to prepare the document.

"&. Adobe Acrobat Home  Documents  Convert~ Edit~  Share~  Signw

Welcome to Acrobat, Il |
Your Adobe Acrobat DC subscription includes all PDF and e-signing tools.

Take the tour

Recommended tools

[
=)
Export PDF Request Signatures
Convert a PDF to Microsoft Office or Send a document to others for
other formats signing

Drag and drop, or select  file Go to Adobe Sign

Get Acrobat DC desktop ae £

Using Adobe website to prepare a document for
signatures

You can also prepare a document for signatures using
the Adobe Acrobat website.

Adobe Acrobat Website:
https://na1.documents.adobe.com/public/login

Once you are logged in, go to Request Signatures > "Go
to Adobe Sign" to prepare the document.
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Signing a Document with e-signature

There are two ways to sign a document using Adobe:

1. Sign a document using the email link
2. Sign a document using Fill & Sign (Adobe Acrobat DC).

NOTE: If someone has used Adobe Sign to send you an agreement for signing, you receive an email notification with a link to sign.

e Email sent from: echosign@echosign.com
e Subject Line: Signature requested on “<Document Name>"
e Example screenshot:

A
B Adobe Sign

requests your signature on
New User Account Request Form v016

Please review and complete this document.

JE Y >
T @rsced.edu

Afizr you sign New User Account Request Form v016, 21 pzrvies wil raceive 2 final PDF copy
by ema

NOTE: Also, if you use Acrobat DC or Acrobat Reader DC desktop application, you see a notification that an agreement has been shared with
you for signing (in Adobe Acrobat DC, this is located under the menu option “Sign” > Manage All Agreements)

Window  Help

Fill and Sign

Request Signatures
reate Form

Manage All Agreements

|
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Sign a document using the email link

If someone has used Adobe Sign to send you an agreement for signing, you receive an email notification with a link to sign the agreement.

1. Click the link of the agreement received in your email for signing (“Review and Sign” button). The agreement opens in a web browser.
2. Clickin the fields and enter any requested information.
3. Click the signature field. If you are signing for the first time, you see the Signature or Initials panel.

e Type: Type your name in the field. You can choose from a small selection of signature styles; click Change Style to view a different
style.

e Draw: Draw your signature in the field.

e Image: Browse and select an image of your signature.

e Mobile: Select this option to create your signature on a mobile device. Enter your mobile number and click Send. A link is sent to
your mobile. Clicking the link opens the web browser on your mobile device where you can draw or select an image of your
signature.

e Save: When this check box is selected, and you're signed in to Acrobat Reader or Acrobat, the added signature is saved securely in
Adobe Document Cloud for reuse.

Q:. & = ® Save

Type Draw Image Mobile

I You can choose fo type, draw, or import a signature image. Added signatures and initials are saved for fufure use. I

4. Click Apply to place the signature or initial.
5. Click Click To Sign.
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Sign a document using Fill & Sign (Adobe Acrobat DC)

To sign a document in Adobe Acrobat DC using Fill & Sign:

1. Open Adobe Acrobat DC

2. Go to Tools > Forms & Signatures > Fill & Sign
OR

3. Go to Sign > Fill & Sign

Updated 10/27/2021

@ New User Account Reguest Form v016.pdf - Adobe Acrobat Pro DC - X
File Edit View | Sign Window Help
Home | Tools New User Account ... Eill and Sign I ' ® ‘.‘ .

Request Signatures
Q_ Search tools e

Create Form

Manage All Agreemen|

Create & Edit

Sign a document using Fill & Sign

&N
v 1. Open Adobe Acrobat DC
Combine Files
Sz o 2. Go to Tools > Forms & signatures > Fill & Sign

OR
3. Go to Sign = Fill & Sign

Forms & Signatures

x Ao ﬁ
Adobe Sign Fill & Sign Prepare Form Certificates
I =38 (oo -] [ -]

[&]

E‘o Create PDF

Eﬁ Combine Files

2 editPOF

[® Export POF

'l] Organize Pages
I—-‘\E Send for Comments
a Comment

A, Fill & Sign

é Adobe Sign

W™ Scan & OCR

@ Prepare Form

Gile Edit Yiew Window Help

Home  Tools ADWIS01pdf  x

D6BEAQ ®O 1| KNMO@ w- Ko E‘.c?

G ) ©

M Share

L'

@ Type or print your first name and middle initial. Last name

Soclal Security Number

18| Page



RSCCD ITS Help Desk — Adobe Sign Usage Guide Updated 10/27/2021

5. When the Fill & Sign tool appears (asking “Who needs to fill and sign?”) select “You” for “Fill and Sign”.

| o ion
~
: : B>
Who needs to fill and sign?
e
=
o=
=0
You Others
Fill form fields, add text and draw or Add signers, mark where to fill and
type your signature. sign, send it out and track progress.
P POWERED BY
gl Adobe Sign %
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7. If you've already added your signature or initials, just select it from the Sign options, and then click at the place in the PDF where you
want to add your signature. Skip to the next step.

o Type: Type your name in the field. You can choose from a small selection of signature styles; click Change Style to view a
different style.

e Draw: Draw your signature in the field.

o Image: Browse and select an image of your signature.

e Save Signature: When this check box is selected, and you're signed in to Acrobat Reader or Acrobat, the added signature is
saved securely in Adobe Document Cloud for reuse.

Change style =

¥
:

You can choose to type, draw, or import a signature image. Added signatures and initials are saved for future use.

8. To move the placed signature or initial, click the field to highlight it and then use the arrow keys. To resize or delete the field, use the
options in field toolbar.
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Tips for using an image as a signature
NOTE: If you want to use an image as your signature:

1. Sign your name in black ink on a clean, blank sheet of white paper.

2. Sign in the middle of the paper so you don't photograph or scan the edges.

3. Photograph or scan your signature. If you are taking a picture of your signature, make sure that the page is lit and that no shadows fall
across the signature.

4. Transfer the photo or scan to your computer. Acrobat/Reader accepts JPG, JPEG, PNG, GIF, TIFF, TIF, and BMP files. You do not need to
crop the image. Acrobat/Reader imports just the signature if the photo or scan is fairly clean.
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Send your signed form to others

After you complete your form and sign it, you can share it with others.

NOTE: These include optional steps to take after you sign a form.

1. Open the PDF document or form in Acrobat or Reader, and click Fill & Sign

2. Inthe Fill and Sign toolbar, click Next.

IFiII&Sign W X v O — o & sign @ - @

3. Send your form using any of the following methods
a. Send an anonymous or public link to your signed document
b. Send a copy of the signed document in a personalized email
c. Send the document to get signatures from others

How do you want to send your file? X
Get a Link r
¢ Getalin Get a link to a read-only copy
2y Send aCopy Create a link to a read-only copy of your completed file to

share with others. Recipients can view the file but can’t

é Request Signatures modify it

Your file will be uploaded to Adobe Sign. Anyone with the fink
can view the file.
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Send an anonymous or public link to your signed document (non-editable)
Send a link of the non-editable copy of the filled and signed form. The copy is certified with Adobe Sign. Recipients won’t be able to modify the
copy easily; any modification makes the certification invalid.

1. Click Get A Link, and then click Create Link.
2. Anyone with access to the link can view, but cannot make any changes to the document. Share the link in one of the following ways:
a. Click Copy Link, and share it with others in an email.
b. Click Attach link to Email. Your default email is displayed. The subject line is the name of the filled form and the body text of the
email has the link to your filled form. Modify the subject and body text of the email if required. Add recipients’ email in the To
field and click Send.

How do you want to send your file? X How do you want to send your file? X
Get a Link . Get a Link .
£ Get a link to a read-only copy & Get a link to a read-only copy
2y Send a Copy Create a link to a read-only copy of your completed file to 3o Send a Copy Create a link to a read-only copy of your completed file to
share with others. Recipients can view the file but can't share with others. Recipients can view the file but can’t
»f Request Signatures modify it =& Request Signatures modify it
‘our file will be uploaded to Adobe Sign. Anyone with the link https://nal.decuments.adobe.com/public/fs7aid=CBFCIBAAZAAAB kg
view the file. \ /
Link copied to clipboard

Aclobe Sign Adobe Sign Attach link to Email ) (XeeleTRIL
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Send a copy of the signed document in a personalized email (non-editable)

Send a read-only copy of your completed document by email. Recipients can view the file but cannot make any changes to the document.

1. Click Send a Copy.

2. Enter the email address of whoever you’d like to send the document. You can also use the Address Book link to choose email addresses.

3. The Subject and Message fields are just like the ones you use for sending an email and appear to your recipients in the same way. Enter
the desired information. Click Send.

How do you want to send your file? X
Get a Link
& &l Send a read-only copy
25 Send a Copy h Send a read-only copy of your completed document by
email. Recipients can view the file but can't modify it.

ﬁ Request Signatures

MNew User Account Request Form v016

Your fite will be uploaded to Adobe Sign. Anyone with the link
can view the file

POWERED BY

Adobe Sign
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Send the document to get signatures from others
1. Click Request Signatures, and then click Get Started.

How do you want to send your file? X
Get a Link .
& Get others to sign your document
35 Send a Copy Send your completed document to others o sign. Recipients
sign online, with no purchase or sign-up needed. Learn More
»& Request Signatures
...... v
=
Add signers and Recipients open a Get notified when
send for signing link to sign online file is signed

Get Started

2. You will be taken to Adobe Sign and prompted to enter a list of Signers, Subject & Message, Files, etc.
NOTE: Follow the steps in this document for Prepare document for e-signatures to continue.

|! o
Adobe Sign || p4q signers Specify where to fill and sign Send and track progress Close

Get documents signed fast with Adobe Sign

Add signers, specify where to sign, send and track progress. Leam more.

signers AddCC @

Subject & Message

New User Account Request Form v016

Please review and complete this document.

File(s) Add Files

New User Account Request Form v016.pdf

Your file will be uploaded to Adobe Sign. Anyone with the link can view the file

More Options Specify Where to Sign

Updated 10/27/2021
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Send a Mega Sign document

Mega Sign lets you send an individual document for signature to many people at once (maximum of 300 recipients, minimum of 2).

To access Mega Sign features:

1. Login to https://nal.documents.adobe.com/public/login and go to Home > Mega Sign.

. Adobe Sign

Home | Send Manage Reports

u What would you like to do?

Mega Sign

Signature

Document Signed Mega Sign lets you send an individual

signature in seconds document for signature to many people at once.
Se om Library

a document

To access Mega Sign features:

Additional Functions 1. LOgin to
e oL https://na1.documents.adobe.com/public
lemplate to Library

frequently-used templates /login and go to Home > Mega Sign.

Web Form
a signable document

Sign
nything you've been sent

into your account

Mega Sign
Send to many people at once
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2. Inthe Mega Sign menu, there are two ways to enter recipients email addresses. You must either:
a. Manually enter the email addresses of the recipients in the “To” field
OR
b. Click “Import Recipients and Merge Fields from File” > and click the link for “Download a sample CSV file”. Open the
“megasign_merge_sample.csv” document in Microsoft Excel.

NOTE: You can enter up to 300 email addresses in Mega Sign with a minimum of 2. If you are sending to a large number of recipients, we
recommend using option 2b for the CSV file.

Mega Sign Menu

Mega Sign
Send the same document to many recipients. Type in their email addresses or upload a
2a : Man ua I Iy enter e mall add resses | n the CSV file with signer-specific data. Every signer will receive their own copy of the document. Identity Verification 0
"TO" fl (<] Id L "[:): | Enter or paste email addresses I [Emall delivery (defoult) ~
Ilmport Recipients and Merge Fields from File 1
OR || Ineed tosign
: - AT AT | Send Options
2b CIICk "Im port Rec'plents and Merge Message: | Please review and sign this document.
Fields from File" and click the link for [ set password to open signed PoF o
"Download a sample CSV file." p
Language: | English: US ~|
Open the "megasign_merge_sample.csv" Selectthe CSy.flo coplaiing your Recipient List and Merge Fields.

Jsample CSV file}or learn more about Merge Fields

document in Microsoft Excel. D o

OR Manually Enter Recipients List
Drag files here

NOTE: YOU can enter up to 300 email Upload OR Select from: Document Library | Google Drive More *
addresses in Mega Sign with a minimum of 2.
If you are sending to a large number of
recipients, we recommend using option 2b for Previw, postion signsturesor add for s

the CSV file.

1 .
megasign_merge_s..csv - A
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3. Inthe megasign_merge_sample.csv document:

a. Column A for” _es_signer_email” is a mandatory field. This is where you indicate the email addresses of the recipients.

b. You canignore or delete the other columns (they are not mandatory).
c. When done, Save the CSV file.

H ©- megasign_merge_sample.csv - Excel

File Home Insert Page Layout Formulas Data Review View Help Acrobat Q Tell me what you want to do

¥ Cut P . = > AutoSum - 5
.-.- Calibri M -~ A A 4 42 Wrap Text General < '_' ! == == u T .

B Copy - — I Fill -

Paste B I U EiE i A M - o -0 00 | Conditional Formatas Cell Insert Delete Format Sort & Find &
. X u - - - - E=2 Merge & Center ~ $ - % ? i i} N . = .
~ ¥ Format Painter Formatting~ Table~ Styles~ A - - Clear Filter = Select

Clipboard ] Font "] Alignment ] Number 3 Styles Cells Editing

> &

es_signer_email | es_signer_fullname _es_signer_company _es_signer_title _es_agreement_message Phone zipcode_es_signer
asey@some.email.domain [Casey Jones Casey's company Casey's title Hi Casey, please sign this document 555-555-5555 98765
ane@some.email.domain  fane Doe Jane's company Jane's title Hi Jane, following our discussion, please review and sign the document  666-666-6666 12345

~ ™~

| C—)

megasign_merge_sample
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4. After you have saved the CSV file -- return to the Mega Sign menu, click import recipients again, and then click upload. Select the saved

CSV file and click Open.

4. After you have saved the CSV file
-- return to the Mega Sign menu,
click "Import Recipients" again, and

click Upload. Select the saved CSV
file and click Open.

5. Enter an Agreement Name

Mega Sign

Send the same document to many recipients. Type in their email addresses or upload a

€SV file with signer-specific data. Every signer will receive their own copy of the document.

To:

Show Cc Select the CSV file containing your Recipient List and Merge Fields.

Download a sample CSV file, or learn more about Merge Fields
(PDF).

IOR Manually Enter Recipients List

I need to sign

6. Upload the document(s) you want to request signatures for.

5. Enter an Agreement Name

6. Upload the document(s) you
want to request signatures for.

Open Cancel

€ Open x
« « 4§ ThisPC > Downloads v @ | SesrchDownloads )
Organize New folder E~ @ @

" ~

v 5 Quick access [

end | HINN I
megasign merge im
sample.csv
v v
File name: | All Files (*7) v|

Mega Sign

To:
Show Cc Addresses imported successfully.
[E] megasign_merge_sample.csv
Upload complete.
I need to sign

Send the same document to many recipients. Type in their email addresses or upload a . o
CSV file with signer-specific data. Every signer will receive their own copy of the document. Identity Verification O

| Email delivery (default)

o

Agreement Name:  Test Agreement

Send Options

Message:  Please review and complete Test Agreement.

[ Desktop~ #
—

€ Open >
e « 4 ||« One.. » New User Account... v @ | Search New User Account Re.. 2
Organize v New folder v @ @
- A Nsme - Status 2
Quickaccess R EEe B BB

@ OneDrive - Ri #

¥ Downioads # [#) New User Account Request Form vD16.pdf

) v o<

File name: | New User Account Request Form v | | Al iles (7]

egep ool

D Set password to open signed PDF

Language: ‘ English: US

Gy

Drag files here

OR Select from: Document Library | Google Drive

Preview, position signatures or add form fields
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7. To Send the Mega Sign agreement, you must either:

Updated 10/27/2021

a. Click “Send” — this will automatically add a signature block to the end of the document and send it to each recipient for signing.

OR

b. Check the box for “Preview, position signature or add form fields” > Next. This allows you to customize the form fields in the
document. Please see steps for “Specify where to fill and sign document” for further instructions.

Mega Sign
Send the same document to many recipients. Type in their email addresses or upload a
CsV file with signer-specific data. Every signer will receive their own copy of the document.  Identity Verification (7]

To: . | Email delivery (default)
Show Cc Addresses imported successfully.
[E] megasign_merge_sample.csv (i}
Upload complete.
D I need to sign
e Wz |T“' Ag I | Send Options

Message: | Please review and complete Test Agreement.
D Set password to open signed PDF

Language: | English: Us v]
. E New User Account Request Form v016.pdf ﬁ
% Upload complete.

Drag more files here

Upload OR Select from: Document Library | Geogle Drive More

Preview, position signatures or add form fields

To Send the Mega Sign agreement, you

must either:

7a. Click “Send” - this will automatically

add a signature block to the end of the

document and send it to each recipient
for signing.

OR

7h. Check the box for “Preview, position

signature or add form fields” > Next. This

allows you to customize the form fields in
the document. Please see steps for

for further instructions.
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8. Each recepient receives an email with the agreement, and are guided through the standard field completion and signing steps. When a
recipient is done signing, a copy of the document is sent to all parties.

“New User Account Request Form
v016" has been successfully sent for
signature

8. Recipients receive an email with the agreement. T R BT
Once theylve Slgned a COpy of the document |S s . You have successfully signed the agreement 'l “‘ig- = =
sent to all parties. - ! RS SRS TR o=

9. Check the status of the sent

document by going to Manage menu.

Onily Showing the Recipie Wiega Sign Sample.  Click Here 1o remove this filber,

Document Title S print @ Evage [ POF B Concel

Mega Sign Sample

From: Varie Gudsiner [Adobe)
To: demosevengsgmailoom
Date: 05/20/2019, 5:18 PM
Status: Qut for e-signatune

View Share Protect = Remind  History Notes
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Modifying an agreement after it was sent

Updated 10/27/2021

If you have already sent a document and need to make changes (e.g., forgot to add all form fields, need to change a field), you can still make
changes to the agreement if no one has signed it yet.

1. To modify an agreement that was sent (but that no one has signed yet):
Click “Modify Agreement” on the Send document confirmation screen

a.

OR

b. Go to https://nal.documents.adobe.com/public/login > Manage menu > find the agreement > click “Modify Agreement”

NOTE: If you do not see the option for “Modify Agreement”, that means it cannot be modified, and needs to be prepared and sent again.

Modifying an agreement after it was sent

To modify an agreement that was sent (but that no one has signed yet):

1a. Click "Modify Agreement" on the Send document confirmation screen.

OR

1b. Go to https://nal.documents.adobe.com/public/login > Manage
menu > find the agreement > click “Modify Agreement”

NOTE: If you do not see the option for "Modify Agreement," that means it
has already been signed and cannot be modified.

“Sales Contract” has been successfully
sent for signature

A copy has al toyou. for your records.
“Sales Contract” was sent for signature to Linda Kiimartin (kslmarti@adobe com)
As 500 a5 the agreement is complete, all elgible partaes will be e-mailed PF copees.

Reminders

A daily all recrprents who yet signed

You will be alerted if

* The document you sent has not been viewed by Sep 19 at 2:05 AM.

o Th y b Sep 19 at 6:05 PM.
Change alert settings

What's next?

Send Another Document Goto the Manage’ page Iw—- I

. Adobe Sign

Home  Send

Search documents, recipients & notes

Reports

Search Full Text

Title Status

[ Filter by Document status

[ Filter by Name or Company

| [ Filter by Do

ent Status

| [Filter by Document Owner | €

~ Waiting For Me to Sign (0)

Company

Document Title

Switch to New Experience

Participant email

Search Spedific Fields

e pint @ Enlarge i PDF R Hide

© Draft (1)

New User Account Request Form v016

New User Account Request Forg v01d|Modify Agreement
1 |
07/20/2020

v Waiting For Me to Prefill (2)

- = ow
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2. From the Send page (with limited editing options):
a. Options that CANNOT be edited will be greyed out.
b. Options that CAN be edited will have full functionality.
c. To modify the form fields in the document itself, click “Preview & Add Signatures” Next.

. Adobe Sign

Home Send Manage Reports

—_—

Recipients
Complete in Order () Complete in Any Order Add Me | Add Recipient Group | @
1 £y o @rsced.edu ~  Email
From the Send page (with limited editing options):
Message

2a. Options that CANNOT be edited will be greyed out. by, SR Options 2]

O Vault this agreement

2b. Options that CAN be edited will have full functionality.

Recipients' Language
Files Add Files

2c. To modify the form fields in the document itself, click English: US

"Preview & Add Signatures™ > Next.

}y‘, New User Account Request Form v016.pdf X

Drag More Files Here

Preview & Add Signature Fields

3. When you are done, either click “Send” to send the document or “Update” and then send the document.
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Recipient interaction with Modified Agreements
4. The recipient of a modified agreement is notified that the agreement has changed immediately after clicking the “Review and sign”

button on the email.
5. The recipient must click “OK” before they can sign, approve, or delegate the agreement to acknowledge that the agreement is changed.

Recipient interaction with Modified Agreements

The recipient of a modified agreement is notified that
the agreement has changed immediately after
clicking the “Review and sign” button on the email.

The recipient must click “OK” before they can sign,
approve, or delegate the agreement to acknowledge
that the agreement is changed.

The agreement has been modified
FrOM: « = et -

The agreement has been modified by the sender. Please review the entire agreement and contact the sender if you have any questions|

34| Page



RSCCD ITS Help Desk — Adobe Sign Usage Guide Updated 10/27/2021

Tracking modifications to sent agreements

6. Under the Manage menu at https://nal.documents.adobe.com/public/login, users can see exactly when the agreement was modified
on the History tab.

. Adobe Sign

Tracking modifications to sent

agreements = NEEEEEEICTL T 2] [Py Dot O] S ot g o
o print @ Enlarge [l POF T Delete
» Waiting For Me to Sign (7) mwmw .
Under the Manage menu at » e T it it e o (5
> Waiting For Me to Prefill (4) g i
https://nal.documents.adobe.com/ o — —
public/login, users can see exactly et |
when the agreement was modified on « St i
the History tab Ol W it Sl i oo | SR
- Linda Kilmartin Adobe Systems Inc.... Offer Letter B oonzion = Sent out for signature to Linda
Linda Kilmartin Adobe Systems inc.... Offer Letter B comnon ;L'":'mmmml
Linda Kiimartin Adobe Systemsinc... LegalContract 081872017 s Agrearnent was modiied by Varonica
Thumond Stendsl  Thurmond,inc.  Offerof Employment B o/047207 e —yrbo s
> Cancelled/Declined (26) = Viewed by Linda Kilmartin
~ Exied 1) Somcom
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Conditions for modifying a sent agreement
NOTE: You CANNOT modify a sent agreement if:

Signer has signed
Approver has approved
Delegator has delegated™
o *Can modify after delegating if:
= Signer has delegated signing and document is still not signed.
= Approver has delegated approving, and the document is still not approved.
Agreement was rejected.
Agreement needs digital ID signature or fax signature.

CANNOT modify if:
- Signer has signed.
- Approver has approved.

- DEIegator has dEIEg&tEd:E: ®Can modify after delegating if:

_ Agreement was rejected. - Signer has delegated signing and
. document is still not signed.

- Agreement needs digital - Approver has delegated

or fax Signatu re approving and the document is

still not approved.
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Index & References:

e Add form fields to documents: https://helpx.adobe.com/sign/how-to/adobe-adding-form-fields.html

e Field types: https://helpx.adobe.com/sign/using/field-types.html

e Send documents for signature: https://helpx.adobe.com/acrobat/using/send-for-signature.html

e Sign PDF documents: https://helpx.adobe.com/acrobat/using/signing-pdfs.html#Signanagreement

e Fill and Sign PDF forms: https://helpx.adobe.com/acrobat/using/fill-and-sign.html#Sendyourform

o Prefill agreement fields before sending: https://helpx.adobe.com/sign/using/prefill-forms-field-before-
sending.html#:~:text=Field%20role%20%7C%20Prefill%20by%20sender,advanced%20t0%20the%20Signing%20phase.

e Send a document in bulk using Mega Sign: https://helpx.adobe.com/sign/how-to/adobe-use-mega-sign-bulk-signatures.html

e Send a Mega Sign by using a .CSV file to import the recipients and their details: https://helpx.adobe.com/sign/using/mega-sign.html

e Modify a sent agreement’s documents or fields: https://helpx.adobe.com/sign/using/modify-document-sent-for-signature.html

For further assistance, please contact the RSCCD ITS Help Desk.

714-564-4357 | Ext 44357 | helpdesk@rsccd.edu | webhelpdesk.rsccd.edu | Mon-Fri, 7:30am-4:30pm
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