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Send a document for signature
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Request signatures on a new agreement, or start from your library of templates and workflows.
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Fill and sign a document Publish a web form Send in bulk Create a reusable Manage and track all Enhance your account
tenplate 2greements

Log in to Adobe Sign, adobesign.fresnostate.edu. Select the start from
library option on the homepage.

Library
Name Last Modified

Recent Templates
e Account Workflows

Adjusted Budget Journal (ABJ) No Additional Signatures 03/24/2022
Workflows
Adjusted Budget Journal (AB)) Dean/Director and VP Signature 03/24/2022
Adjusted Budget Journal (AB)) Department Signature 03/24/2022
Adjusted Budget Journal (AB)) Department and Dean/Directo... 03/24/2022

Adjusted Budget Journal (ABJ) Department and VP Signature 03/24/2022

Adjusted Budget Journal (ABJ) Department, Dean/Director, an... 03/24/2022

( Cancel )

Select workflows from the sidebar options. You may search the selection
you wish to find or scroll through the list of workflows available. Please
select the appropriate Adjusting Budget Journal (ABJ) workflow to enter
the required signers needed for the ABJ.
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Adjusted Budget Journal (ABJ) One Signer

How this workflow works?
Once signers are entered, please submit AB) utilizing the associated template in the next screen.

Send from:  Adobe Support (Primary Group) -

Recipients

Department*

Q’ Enter recipient email O

HR*

E-b'o lisachavez@mail-fresnostate.edu Bg v Email
Budget Office Financials

Q@ jaguayo@mail fresnostate.edu &9 v Email

CC | Hide

Cc

Depending on the workflow selection, you will be required to enter either the
Department, Dean/Director, and/or Vice President for signature. Thereis also an
option for no signature if the ABJ requires no additional signatures once it has
been uploaded into Adobe Sign.

*Please enter @mail.fresnostate.edu addresses for Faculty and Staff.

Cc

Enter CC's emails

Document Name *

{ Adjusted Budget Journal (ABJ) J

Options
Message * D Set Reminder
Please Sign.
Files

i ABJ from OnBase * Add File i

You may enter additional recipients to receive a copy of the agreement
within the CC section. Please provide additional information in the ABJ title
to assist in sorting all ABJs from your area. Upload your ABJ form that was
downloaded from OnBase.
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FRESNGSTATE. ‘ —

Discovery. Dversity. Distinction Adobe Sign

Home Send Manage Reports  Groups

Field Templates v O Relative to Page Navigate to.
i

Field Template

v Select...

Adjusting Budget Journal (ABJ) No Signer (shared by Lisa Chavez)

Adjusting Budget Journal (ABJ) Dean/Director and VP Signature (shared by Lisa Chavez)

Adjusting Budget Journal (ABJ) Department Signature (shared by Lisa Chavez)

Adjusting Budget Journal (ABJ) Department and Dean/Director Signature (shared by Lisa Chavez)
Adjusting Budget Journal (ABJ) Department and VP Signature (shared by Lisa Chavez)

Adiusting Budaget Journal (ABJ) Department, Dean/Director. and VP Sianature (shared by Lisa Chavez)

e Select the field templates dropdown menu and apply the template
matching the workflow selected in step 2.

If you see the Blue Pop-Up Box, please delete by clicking the "x" on the
blue box.

- Cc 23 hitps://fresnostate.nad.documents.adobe.com/acc... & & ® @ 9

F RES N@ STAT E . m d Home Send Manage Workflows Reports

Descovery. Diversity. Distinction ‘Crobat Sis“

Field Templates v F

€ Form fields were detected in this agreement.

Place All Fields

Once the template is applied, please ensure that all signature fields are in
e their correct placement for your signers.

ion: Pawn Testing

nts: Testing

e - B
Signature Date Dean/Director Vice President
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