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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. 
 

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. 
 

 
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. 
 

5. After you have completed all of the required fillable fields and signature blocks, you will see the 

Click to Sign field at the bottom of the screen. Click this button to proceed. 
 

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

3. To send a document to someone for a digital signature, click the Send button. 
 

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. 
 

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#/
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5. You can setup an optional signature password, signature deadline and a reminder by using the 

options menu. Click the Next button to proceed. 

 

 
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. 
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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. 
 

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

 

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

signatures. 
 

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#/
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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. 
 

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. 
 


