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Adobe Sign: How to Sign a Document

1. From the Adobe Sign email request click on the Review and Sign button.
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Amos Hammar requests your signature on
cpptrworkacovid-19finalfillable_ati

Due on May 26, 2020

Please review and complete cpptrworkacovid-19finalfillable_ati.

AMOS HAMMAR
athammar@cpp.edu

After you sign cpptrworkacovid-19finalfillable_ati, all parties will be notified.

Don't forward this email: If you don't want to sign, you can delegate to someone else.

By proceeding, you agree that this agreement may be signed using electronic or handwritten signatures.

2. Review the form and fill out the fillable fields as needed. Add your signature to the
digital signature blocks where applicable by clicking on them.

*

Click here to sign -
Employee Signature Date
* " N

Click here to sign -
HEERA Manager Signature Date

3. Use the keyboard to type your name in the digital signature area of the signature box and then
click Apply.
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4. Click the Next button to move to the next fillable field automatically.

SUBMITTALS: Return the complete( Click to change remotework@aroups.cpp edu .

Submit the completed Temporary Remote wor :pp.edu. Please include the Remote Work-IT&IP Addendum
. ( 1247 f r‘ /
Next Eonplioves Signaiure: Lot h Date:  05/12/2020
\ Employee HEERA: Date:
Printed Name
* Click ere to sien
Signature: Click here to sign

5. After you have completed all of the required fillable fields and signature blocks, you will seethe
Click to Sign field at the bottom of the screen. Click this button to proceed.

Additional Comments:

Completed by IT&IP Technician:

Date:

6. Once the document has been signed, a confirmation screen will appear.

° You're all set

You finished signing “cpptrworkacovid-19finalfillable_ati"

All parties will be notified via email. You can also download a copy of what you just
signed.

Easy to sign. Easy to send.

Need your own documents signed? Adobe Sign can help save you time.

Here's how Adobe Sign can help you:

Get signatures fast

Send documents to others to fill and sign

Keep work moving

View, track and manage sent agreements

Stay organized
Store and access agreements from anywhere



Adobe Sign: How to Send a Document for a Digital Signature

1. Navigate to the Adobe Sign website at: Adobe Sign
2. Sign-in using your CPP email address.

Sign in

New us

Adobe Sign

3. Tosend a document to someone for a digital signature, click the Send button.
B
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105 What would you like to do?
Your Activity for This Month

Recent Alerts

4. Add the recipient’s email address in the Enter recipient email field, customize the message the
recipient will see in the Message field and add the file(s) you want signed by clicking the Add

Files button.

O caronromons | iizin

e Send Manage Report

Hﬂﬂg



https://auth.services.adobe.com/en_US/deeplink.html?deeplink=ssofirst&callback=https%3A%2F%2Fims-na1.adobelogin.com%2Fims%2Fadobeid%2FEchoSign2%2FAdobeID%2Fcode%3Fredirect_uri%3Dhttps%253A%252F%252Fgps.echosign.com%252Fpublic%252FadobeIDLogin%253Fserver%253Dna1.documents.adobe.com%2526port%253D443&client_id=EchoSign2&scope=openid%2CAdobeID%2CDCAPI%2Cadditional_info.account_type%2Cskybox%2Cupdate_profile.first_name%2Cupdate_profile.last_name%2Cagreement_send%2Cagreement_sign%2Csign_library_write%2Csign_user_read%2Csign_user_write%2Cagreement_read%2Cagreement_write%2Cwidget_read%2Cwidget_write%2Cworkflow_read%2Cworkflow_write%2Csign_library_read%2Cadditional_info.projectedProductContext%2Csign_webhook_read%2Csign_webhook_write%2Csign_webhook_retention%2Csao.ACOM_ESIGN_TRIAL&denied_callback=https%3A%2F%2Fims-na1.adobelogin.com%2Fims%2Fdenied%2FEchoSign2%3Fredirect_uri%3Dhttps%253A%252F%252Fgps.echosign.com%252Fpublic%252FadobeIDLogin%253Fserver%253Dna1.documents.adobe.com%2526port%253D443%26response_type%3Dcode&relay=04077bdb-53dc-46dd-a715-e4621f422be9&locale=en_US&flow_type=code&ctx_id=Adobe_Sign&idp_flow_type=login#/

5. You can setup an optional signature password, signature deadline and a reminder by using the
options menu. Click the Next button to proceed.
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6. Review your document and select the option to save the document to the document library for
future use if desired by checking the box next to the Save to Document Library field. When
ready to send it to the recipient(s), click Send.

QO corpmen |5
o o

. O Riwibge | Mgt




Adobe Sign: How to Check the Status of Document Signatures

1. Navigate to the Adobe Sign website at: Adobe Sign
2. Sign-in using your CPP email address.

Adobe Sign

K1 Continue with Fecebook

& Continue with Apple

3. From the Adobe Sign home page click on the Manage button.

C} CalPolyPomona ‘ Adobe Sign

Home Send Manage Reports

‘

4. From the Manage screen, you can view the status of the documents that you have sent out for
signatures.
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In Progress


https://livecsupomona-my.sharepoint.com/personal/athammar_cpp_edu/Documents/Documents/Projects/Training%20Sessions/Adobe/Adobe%20Sign/Navigate%20to%20the%20Adobe%20Sign%20website
https://auth.services.adobe.com/en_US/deeplink.html?deeplink=ssofirst&callback=https%3A%2F%2Fims-na1.adobelogin.com%2Fims%2Fadobeid%2FEchoSign2%2FAdobeID%2Fcode%3Fredirect_uri%3Dhttps%253A%252F%252Fgps.echosign.com%252Fpublic%252FadobeIDLogin%253Fserver%253Dna1.documents.adobe.com%2526port%253D443&client_id=EchoSign2&scope=openid%2CAdobeID%2CDCAPI%2Cadditional_info.account_type%2Cskybox%2Cupdate_profile.first_name%2Cupdate_profile.last_name%2Cagreement_send%2Cagreement_sign%2Csign_library_write%2Csign_user_read%2Csign_user_write%2Cagreement_read%2Cagreement_write%2Cwidget_read%2Cwidget_write%2Cworkflow_read%2Cworkflow_write%2Csign_library_read%2Cadditional_info.projectedProductContext%2Csign_webhook_read%2Csign_webhook_write%2Csign_webhook_retention%2Csao.ACOM_ESIGN_TRIAL&denied_callback=https%3A%2F%2Fims-na1.adobelogin.com%2Fims%2Fdenied%2FEchoSign2%3Fredirect_uri%3Dhttps%253A%252F%252Fgps.echosign.com%252Fpublic%252FadobeIDLogin%253Fserver%253Dna1.documents.adobe.com%2526port%253D443%26response_type%3Dcode&relay=04077bdb-53dc-46dd-a715-e4621f422be9&locale=en_US&flow_type=code&ctx_id=Adobe_Sign&idp_flow_type=login#/

5. Hover you mouse over a document that is Out for Signature to see more options including Open
the document or to Remind the recipient of the digital signature request.
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6. To view documents that have been signed and completed, click the Completed button.
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7. Hover your mouse over a document that has been mark as Completed to see more options
including Open and Download.
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