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About

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

You will need access to the Adobe Creative Cloud 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.

Login instructions and software installation steps for Adobe Creative Cloud are
located here Adobe Creative Cloud Home Use for Faculty and Staff

A training video covering the main contents of the Adobe Sign guide can be found
here: Adobe Sign Training — Shared screen with speaker view.



https://www.rsccd.edu/Departments/Information-Technology-Services/Documents/Adobe-Creative-Cloud-Home-Use-for-Faculty-and-Staff.pdf
https://cccconfer.zoom.us/rec/play/pVO_gAaoY7y4qw84sb7rp8lrEmj4zu1ByRrDLFOy6ewS6aphCIglyH2sMjK19P5YuRgUtXDsLivdiy7t.WW-GZzj7NUM0f0Yk?continueMode=true&_x_zm_rtaid=OHMa1CoDQZmIixac8HSf4A.1635347269938.ac08247e638b96807a13d9f126a6153e&_x_zm_rhtaid=506
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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.
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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
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Colleague ID Number:
Position Title:
Location (site, building & room number):
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To use the Adobe Acrobat website instead, please see steps for “Using Adobe
Acrobat website to prepare a document for signatures”.




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

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 for Upload a Document to Adobe Sign -
More Options.

5. When complete, click “Specify Where to Sign”.
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Supported File Types for Signing
1. PDF is 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.




More Options

Under “More Options” there are additional features you can use:

NOTE: These are optional, not mandatory.

1. Toggle switch for documents to “Complete in Order” or “Complete in Any

Order”
2. Password Protect the document
Set a Reminder for the document

w

4. Set a language for the Recipient of the document.

Get documents signed fast with Adobe Sign

Sogren - o e

o - Tepcep Coradivmnaso Fd

Raalipiil & Ml b b Wraspr

PR




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

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

2. Specify required fields for specific recipients (e.g., fields that are “Assigned
To” specific recipients)

3. Specify field types and default values (e.g., Read-only fields, checkboxes
marked by default, etc.)

4. Modify size, shape, look and feel of the fields.

5. Copy, clone, repeat, and delete fields.

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.
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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.
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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 sigher 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: Requires a recipient to have a digital ID certificate
service such as GlobalSign (not recommended).

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

4. Signature Block: The signature block is a group of fields. The signature
block field cannot be made optional and is always required. By default,
the signature block contains both a signature field, and an e-mail field.

5. Stamp: 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.
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Digital Signature
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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?

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.




Prefill Document Fields (Optional)

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.
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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.

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

A copy has also been sentto you ati ) _‘ . i for your records.
"New User Account Request Form vO16" was sent for signature to
As soon as the agreement is complete, all eligible parties will be e-mailed PDF copies.

Reminders
There are no reminders set for this document.

You will be alerted if:

« 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.




Track progress of document
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.

- Adobe Sign
Home  Send Reports

Search documents, recipients & notes m Title Status ‘ Participant email

| Filter by Document Status v

‘ Filter by Name or Company v ‘ | Filter by Document Status v ‘ ‘ Filter by Document Owner v ‘ o

Name Company Document Title Date
v Waiting For Me to Sign (0)
v Draft (1)

v Waiting For Me to Prefill (1)
D prefill New User Account Request Form v016 07/21/2020

~ Out for Signature (0)

v Signed (2)

“ Archived (0) Upload Agreements

w Library Templates (1)

OR

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 v016.pdf - Adobe Acrobat Pro DC - O X
File Edit View Window  Help
Home Toc WFill and Sign Q Search ' @ ; .
Reguest Signatures
Recent \ents
reate Form
Starred B
I Manage All Agreememsl
Scans
FILES
My Computer
Document Cloud
Add an Account
SHARED
Shared by you 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
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.
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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.
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Welcome to Acrobat, I
Your Adobe Acrobat DC subscription includes all PDF and e-signing tools.
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https://na1.documents.adobe.com/public/login
https://www.rsccd.edu/Departments/Information-Technology-Services/Documents/Adobe-Creative-Cloud-Home-Use-for-Faculty-and-Staff.pdf
https://www.rsccd.edu/Departments/Information-Technology-Services/Documents/Adobe-Creative-Cloud-Home-Use-for-Faculty-and-Staff.pdf

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:

B Adobe Sign Adobe

requests your signature on

New User Account Request Form v016

Please review and complete this document.

JE U >
i § »@rsced.edu

Afier you sign New User Account Request Form v016. 2/l parties wil receive 2 final PDF cony
by email.
Don't forward this email: If you dori want to sign, you can delegate to someone zlse.

- [ Sign

be signad using elecronic or handwriter

/2352 204 echosign@echosign.com 1o

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. Click in 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.

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.
Draw: Draw your signature in the field.

Image: Browse and select an image of your signature.

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.

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.

Ez@ M Save

Type Draw Image Mobile

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

4. Click Apply to place the signature or initial.
5. Click Click To Sign.




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

- x
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equest Form v016.pdf - Adobe Acrobat Pro DC

[ Create PDF

BN Combine Files

- - - s &2 Edit POF
Sign a document using Fill & Sign
[ Export PDF
1. Open Adobe Acrobat DC #[] organize Pages
Combine Files
: : : [ send for Comments
[open [-] 2. Go to Tools > Forms & signatures > Fill & Sign
OR B comment
i i i A, Fill &Si
Forms & Signatures 3.Goto Slgn > Fill & Slgn
=& Adobe Sign
-
x ,&“ £ o4 Scan & OCR
O rrotect
Adobe Sign Fill & Sign Prepare Form Certificates
Open |~ [open [~ Open |~ Add |~ > [& Prepare Form

4. You can also open the document directly and click the Sign icon @ in the

toolbar
Eile Edit Yiew Window Help
Home Tools ADW1 501 pad ] | Provide Feedback ) @ . .
EeBEEAQA @O MO - R T E‘iléz
0 Type or print your first narneI and midélle initial. Last name Soclal Security Number |

5. When the Fill & Sign tool appears (asking “Who needs to fill and sign?")
select “You” for “Fill and Sign”.
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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.
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6. Click the Sign icon in the toolbar, and then choose wehther you want
to add a signature or just initials.




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.

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.

¢ 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 =

¥
)

&lm
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.




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.




Send your sighed 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. In the Fill and Sign toolbar, click Next.

IFiII&Sign [Ab X v O = e £, sign o *

Close

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 to a read-only copy

& Geta link

2y 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

»& Request Signatures modify it.

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




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 r Get a Link .
& Get a link to a read-only copy ¢ Get a link to a read-only copy
35 Send a Copy Create a link to a read-only copy of your completed file to 4o 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.documents.adobe.com/public/fs?aid=CBFCIBAAZAAABLblg)
view the file, . )
Link copied to clipboard

By B attach nk to emait ) (Y




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
2 Getalink
¢ Send a read-only copy
2y Send a Copy h 5end a read-only copy of your completed document by
email. Recipients can view the file but can't modify it.

«& Request Signatures

Mew User Account Reguest Form v016

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

Adobe Sign | |




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 .
o EEE Get others to sign your document
Jc Send a Copy Send your completed document to others to sign. Recipients

sign online, with no purchase or sign-up needed. Learn Mare

=& Request Signatures

...... v
Add signers and Recipients open a Get notified when
send for signing link to sign online file is signed

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.

|! . °
Adobe Sign | 444 signers Specify where to fill and sign Send and track progress

Get documents signed fast with Adobe Sign

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

Signers AddCC | &

Subject & Message

MNew User Account Request Form v016

Please review and complete this document.

File(s) Add Files

New User Account Request Form v016.pdf

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

Mare Options Specify Where to Sign




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

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.
om Library

a document

To access Mega Sign features:

jonal Functions 1. Login to
mplte o Library https://na1.documents.adobe.com/public

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

Web Form
a signable document

Sign
nything you've been sent

e a Document
into your account

Mega Sign
Send to many people at once

2. In the 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



https://na1.documents.adobe.com/public/login

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.
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3. In the 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 can ignore 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 Help Acrobat

Q Tell me what you want to do

¥ ) -
.‘i o Calibri TR r+ | 20 Wrap Text e = EF i 3 AutoSum v @
B Copy -

Fill =
- .| . = - - Y Conditional Formatas Cell Delete Format Sort & Find &
+ Format Painter B L R B2 Merge & Center % 8 "

Paste )
” Formatting~ Table~ Styles~ Clear -

Alignment Fl Number [F] Styles Cells

Filter - Select
Editing

Clipboard [F] Font 7

- i fe

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 555-555-5955 98765
Ell jane @some.email.domain Jane Doe Jane's company Jane's title HilJane, following our discussion, please review and sign the document  666-666-6666 12345

_

megasign_merge_sample

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.




5. Enter an Agreement Name

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

Mega Sign
Send the sams ton y recipients. Type ir em resse
V file will re >ir own Copy e document.  Identity Verification
o Email delivery (default) ~
Address: ported successfully.
B megasign_merge_sample.csv
Uplasd complete.
I need tosign
A t N
I greement Name:  Test Agreement Send Options
Message:  Please review and complete Test Agreement
Set password to open signed PDF

€ Open %
& © 4 [« One. » New User Account.. v O SesrchNew User Account Re.. Language: | English: Us -
Orgonize = New folder - m @

A Name - Status &
# Quick aceess PP PR
e : M
4 Downloads | 2 mew User Account Request Form vo1.pct o | >
& OneDive- R+ -

. Drag files here
L U >
R Select from: Document Library | Google Drive Mor
. [Ce—r— 7 | vIGoog
Cancel

7. To Send the Mega Sign agreement, you must either:

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.

Wenbity Venfecalion

ci =Y -
S e sy
et o
Srad Oprticares
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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.

ek “Mew Lser Acopund Reguest hoem
LRy PSS Py
ey S wilis” has boen successfully sent o
=" Epnalune
T LT B L -
et R i e B 74 e
) e e e e = i ; = c
= sl ‘iols Furvee succesfully sipred the agreement 10 ;
e e g S hahs A P
s . e v W
e e _ PEEEEE
e —
- E——— e e

9. We can check the status of each individual document by returning to
https://nal.documents.adobe.com/public/login > Manage menu.

9. Check the status of the sent

document by going to Manage menu.

Only Showing the Recipie  vega Sign Sample.  Click Here 1o remove this filter.

3| | Fitter by Document Status St Search docurments, recipeents & notbes

S print & Enlaege [ POF T Cancel

Mega Sign Sample
demoseven@gmailcom Mega Sign Sample 05/20/201% ::_m vmwmmj
demotouremaligrgmallcom Mega Sign Sample 0512012010 ;':’;;:ZT:;’?“:;‘: m
demofveemailggmaileom Mega Sign Sample 057207209
demasixemaii@gmai com Mega Sign Sample 05200200 View | Shwe | Profect | Remind History  Notes
demaoneemail@gmail com Mega Sign Sample 0572002009 &
demotwoemsil@gmail com Mega Sign Sample 0572002019
demothresemail@gmailcom Mega Sign Sample 0s/20/2009
thurmond sendal@gmail.com Mega Sign Sample 05/20{2019
heatherdeuglasdemogegmailc... Mega Sign Sample 05/20/2009

[+ Signed (2)
Evan Beddersiner Mega Sign Sample B os/z0m0i
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Modifying an agreement after it was sent

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):
a. Click “Modify Agreement” on the Send document confirmation

screen
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://na1.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 hos 10 you for your recoeds.
“Sales Contract” was sent for ugn "
As 3000 a4 the agreement 5 complete, all elgble partes will be ¢ maded POF copeen.

Reminders
A daily remindes will be sent to al recigments who have not yel signed

You will be alerted if
* The document you sent has not been viewed by Sep 19 at 2-05 AM
* The document you sent has not been signed by Sep 10 st 605 PM.

Change alert setmngs

What's next?

Send Another Docurment Go to the Manage’ page IW"_ I

Y Adobe Sien

Home  Send Reports

Search documents, recipients & notes

Title Status

Switch to New Experience

Participant email

\ Filter by Document Status

.

[ Fitter by Name or Company | [ Fitter by DoMgent Stotus | [ Filter by Document Owner | £

v Waiting For Me to Sign (0)

~ Draft (1)

@pint @ Enlarge [ PDF 8 Hide

I edit New User Account Request Form v016

ate
New User Account Request Forg vOid Modify Agreement
= =
0772012020

v Waiting For Me to Prefill (2)

-

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.
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¢. To modify the form fields in the document itself, click “Preview &
Add Signatures” Next.

B ~dobesign

Home Send Manage Reports

Recipients
Completein Order (P Complete in Any Order Add Me | Add Recipient Group | @
1 ( I orsccdedu ~ Email
From the Send page (with limited editing options):
Message

2a. Options that CANNOT be edited will be greyed out. el ey Options

D' 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

jk, New User Account Request Form vo16.pdf x

"Preview & Add Signatures™ > Next.

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.




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: « = s -

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




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.

Tracking modifications to sent
agreements

Under the Manage menu at
https://na1.documents.adobe.com/

public/login, users can see exactly
when the agreement was modified on
the History tab.

3 Waiting For Me to Sign (7)
» Draft (29)

> Waiting For Me to Prefill (4)
> Outfor Approval (3)
> Outfor Signature (1)
> Approved (1)

~ Signed (5)

Linda Kilmartin

s 7| | Filter by Document Owner 7 | | Search documents, recipients & notes

o Print @ Enlarge [ POF T Delete

Sales Contract

From: Veronica Gudsiner (Global Corpocation, Inc
To: Linda Kilmartin {Adobe Systems inc. (CCE & DI)
Date: 0O/18/2017, 6:10 PM

|
Audit Report

Document created by Veronica

.. Sales Contract N80T mmmmﬂm)

... Offer Letter 0 oonzow = Sent out for signature to Linda

Ot Bovmay || Mt (dwspekbucon)

. LegalContract 0BNBROT * Agreemect v odifed by Veronica

Offe o Sep 18,607 PM 1z

Viewed by Linda Kiimartin
(kilmartig@adobe.com)
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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.

H DEIegator has dEIEEatEd::-: :E:Can modify after delegating if:

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

- Agreement needs digital e AnnTover o delacrel

or fax Signatu re approving and the document is

still not approved.




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

e 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,adv
anced%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 | https://rsccd.edu/helpdesk |
Mon-Fri, 7:30am-4:30pm
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