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Accessing Adobe Sign

Once you are granted a license for Adobe® Sign, you will receive an email from Adobe to access
your account. Use the link in that email to log in or visit Adobe® Sign home page to log in.
Hint: bookmark either link on your preferred internet browser for easy access.

1. Onthe sign in screen, enter your Mt. SAC email address and press continue
& > O 0 £ hitps:/auth.services.adobe.com/en_Us/deeplinkhimi w = L’

Sign in

New user? Create an account

Email address

jmountie@mtsacedu

Adobe Sign

Or

G Continue with Google

El1 continue with Facebook

@ Continue with Apple

2. On the single sign on screen, enter your portal username and password to log in
é = O ﬁb & httpsy//IppSauth.mtsac.edu/authenticationendpoint ayState= F 6252Ftemplate_sami_2_0 Fexk ﬁ ‘,AE L \9

&

Mﬁcqf

Mt. Son Anfonio College

Sign in to your account

jmountie

Forgot Password
Forgot Usemame

3. After successful login, you will be brought to your Adobe Sign account screen
MT. 5AN ANTONIO COLLEGE ‘Aﬁ&b;s;p (O}

Home Send Mansge Reports Evelyn ~

Welcome, Evelyn 1 INPROGRESS () WAITING FOR YOU M EVENTS AND ALERTS

Send a document for signature
Request signatures on 3 new agreement, or start from your Ubrary of templates and workfiows.

s


https://acrobat.adobe.com/us/en/sign.html

Setting up Your User Profile

Updating your Personal Information
It is important to make sure your information, notifications, and signatures are up to date.
1. Once logged in, click on your name on the upper right corner of the screen and click ‘My
Profile’

POWEREDSY
@~

Adobe Sign

Home Send Manage Reports
My Profile

Welcome, Evelyn 1 INPROGRESS (0 WAITING FOR YOU ‘ EVENT  Quick Start Guide
Sign Out

MT. SAN ANTONIO COLLEGE

Send a document for signature

Request signatures on a new agreement, or start from your library of templates and workflows.

(startirom rary )

2. On the personal preferences page, click the ‘Edit Profile’ button to make changes, and
then click ‘Save’ to save changes.
Please review and modify these fields to display your correct information:
e Your full name — Used in email communications and for your default typeset
signature
e Your job title — Automatically populates if you ever have a Title field to fill in
e Time Zone - Time/Date stamps will be cast in your time zone for better clarity
when running reports.

PoWEREDSY
MT. SAN ANTONIO COLLEGE Adabe Sign @ -
Home Send Manage Reports Evelynv
Q My Profile &
Personal Preferences ~
Evelyn Ojeda
cocaemiscad
TS TEOETS FCCC - Mt San Antonio College o
<
Twitter Integration a2
Phone Number Password F3
Auto Delegation None Changing your password from within Adobe Sign is not available N

My Notifications Time Zone
(GMT-08:00) Pacific Time (US & Car e

Shared Notifications

Measurement Unit

My Signature Inches(in) First Name
Evelyn

Language Preferences. Edit Profile
Intials

[

Company
FCCC- MtSan

Time Zone

{GMT-08:00) Pacific Time (US & Canada)

Measurement Unit

Inchas(in)



Setting up Notifications

Configure which types of events/alerts you want Adobe Sign to notify you about, and how you
want to be notified. You can get real time email, or log the event and set up reporting on a daily
or weekly cycle. Events are triggers when something happens. Alerts are triggered when a time
interval passes and something doesn’t happen.

1.
2.

On your profile page, click on My Notifications on the left menu

Review each option and select/unselect your notification preferences, click Save after
each change.

Recommendation: keep all events checked for complete tracking

MT. SAN ANTONIO COLLEGE ‘ Adobe Sign @ -
Home Send Manage Reports Evelyn ~
Q My Notifications <
”
Personal Preferences  ~ select which changes in status should trigger an e-mail notification or create an event ()
Email Event
My Profile
Agreement sent
Access Tokens
o Agreement viewed o
c
Twitter Integration Agreement signed or approved §
a
T
Auto Delegation Agreement declined z
m] Agreement delegated ©
My Notifications o Signed copy uploaded by sender
Shared Notifications Email sent to a signer bounced and was not delivered

My Signature Notify me when somecne else in my recipient group has signed

Language Preferences Select which conditions should trigger an e-mail notification or create an alert (7)

View Other Accounts Email Alert

[m] Agreement not viewed in | 8 hours v
Share My Account ©

Adobe Sign API v

Setting up Your Signature
Adobe Sign gives you several options on how to display your signature when you apply it to a
document.

Option 1 (Default) — you can use the default Adobe Sign signature text font (no setup
needed):

Joe Mountie

Option 2 (Draw) - you can draw your signature with your mouse (or finger on mobile
device)

Option 3 (Upload) — you can upload an image of your signature using a .png, .gif, .bmp
or, .jpg format



To set up your signature by drawing or uploading it, please follow the steps below.

1. On My Profile page, click on My Signature on the left menu
2. Click on the Create button
MT. SAN ANTONIO COLLEGE Agggesén -~

Home Send Manage Reports Evelyn ~

Q My Signature &

- ~
Personal Preferences ~ I Your Saved Signature:

d
My Profile -I You do not have a saved signature.

]
c
(=%
Access Tokens Your Saved Initials: §
o
Twitter Integration You do not have saved initials. )
Auto Delegation
My Notifications :

Shared Notifications

My Signature

3. Once you see the signature panel, you can choose one of the methods to enter your
signature. Note: you can only save one signature.
a. Ifyou select draw, you can use your mouse, stylus, or finger.

i. If you are on a desktop with a non-touch screen, select the Mobile
option. The Mobile option which will ask for a phone number to a touch
enabled device. A link will be sent to that number, allowing you to draw
your signature there, and import it to your user profile

b. If you select upload, you can then select an image from your computer. Image
must only contain your signature and no other content. Minimal recommended
size: 60 pixels tall and up to 600 pixels wide. Supported formats: PNG, JPG, GIF,
BMP.

4. Once you are happy with a signature, click Apply.

@
<
a
®
a
I
o
°

5. Follow the same process for your initials.



Changing Your Signature
1. In My Profile page, select My Signature on the left menu.

2. Click on the Clear button

MT. SAN ANTONIO COLLEGE ‘ Adobe égn @~
Home Send Manage Reports Evelyn +
Q My Signature <
Personal Preferences ~ Your Saved Signature
My Profile /f‘i 7'/) W
Access Tokens Evelyn Ojeda

Twitter Integration
Your Saved Initials:

Auto Delegation
YYou do not have saved initials.

My Noatifications

Shared Notifications

My Signature

3. Create your new signature following the previous steps above in this guide.

djaH paping

Sending Documents for Signatures

Adobe Sign allows for you to send documents for signatures from one recipient or multiple

recipients.

Sending Documents to a Single Recipient
1. Onthe Home tab of your account, click Request Signatures

MT. SAN ANTONIO COLLEGE ‘ Adobe Sign @~

Home Send Manage Reports Evelyn +

Welcome, Evelyn O INPROGRESS O WAITING FOR YOU ML EVENTS AND ALERTS

Send a document for signature

Request signatures on a new agreement, or start from your library of templates and workflows.

' Request signatures Start from library

2. Inthe following screen, enter the recipient’s email address
3. Click the pen icon, to the left of the email address field, to choose the role of the
recipient.

a. Signers (default role) are required to apply at least one signature to an
Agreement. Each signer on a transaction needs to have at least one required
signature field assigned to them.

b. Approvers are not required to sign or interact with any fields. All approvers need
to do is enter their name before sending the transaction to the signers.



c. Acceptors are mechanically the same as Approvers in that they do not need to
apply a signature, but if form fields are assigned to them, they will be available
as you would expect.

d. Certified Recipients can have no (zero) form fields assigned to them. During their
"signature" process, they will be asked to either delegate, decline or
acknowledge the agreement.

e. Form Filler is designed specifically for customers that have a need to fill in form
content during the signature process, but don't have the systems in place to
programmatically build custom documents or push field content from a database
to the form.

f. The delegator role is designed for workflows that require a person to make the
final judgment on who the correct next person is that should sign or approve the
document.

MT. SAN ANTONIO COLLEGE ‘ Adobe Sign ©-

Home Send Manage Reports Evelyn ~

Recipients
Completein Order () Add Me | Add Recipient Group

‘ | Q’V mcantuchan@mtsac.edu ~ Email

é Signer nt email

showce || @ Approver

dj3H papinD

@ Acceptor
Message @ ?

@ Form Filler

Agreem Options
¥ Delegator

Please re cument.

O Password Protect

(Optional) Select the second-factor authentication method. The default is Email, but you
can select Password (supplied by sender) OR Phone (SMS verification code) OR Adobe
Sign. Note: For internal sending, using Password or Adobe Sign is recommended.

Home Send Manage Reports

Recipients

Complete In Order (I Add Me | Add Redplent Group
P £y~  meantuchan@mtsacedu B v Email
. Authentication (@)
[k [£r~  Enter recipient email : ~

« Emall
Show CC Password

Message Phone

Adobe Sign

Arrnnmant Mamn

Enter an Agreement Name and Message in the appropriate fields
(Optional) You can set a password that will require recipients to enter a password to
open and view the signed PDF file. Or set Reminders to be sent until the agreement is



completed.

POWERED BY
MT. SAN ANTONIO COLLEGE | o gion @~
Home Send Manage Reports Evelyn ~
Recipients
CompleteinOrder (TR  Complete in Any Order Add Me | Add Recipient Group | @
1 £~  meantuchan@mtsacedu B v Emall X
é’ v~ Enter recipient email o
5
Show CC =
B
o
Message
Mt. SAC Loaner Agreement Form (Test) Options 2
Hi . o O Password Protect <
Please review and complete Mt. SAC Loaner Agreement Form (Test). Email me if you have
any questions. O SetReminder

Click on Add Files or drag and drop to attach. You can attach from My Computer or the
other options listed. Note: Multiple documents can be attached, and are delivered as
one contiguous document for the recipient.

Message

Mt. SAC Loaner Agreement Form (Test) Options [>)
Hi,
Please review and complete Mt. SAC Loaner Agreement Form (Test). Email me if you have
any questions. O Set Reminder

O Password Protect

djeH papino

Files Recipients' Language

[English: us “

Drag & Drop Files Here

Select Files

Templates

Document Cloud

Cloud Storage
Dropbox

Google Drive

OneDrive




8. Your file(s) should be listed under Files. Check the Preview and Add Signatures Field box,
then click the Next button. Note: the box must be checked to avoid signature errors

Message

Mt. SAC L A t F Test
oaner Agreement Form (Test) Options

Hi,

Please review and complete Mt. SAC Loaner Agreement Form (Test).

O Password Protect

O Set Reminder

Files Add Files Recipients’ Language

/' , Computer-loan-agreement.pdf English: US ~

disH papino

Drag More Files Here

I Preview & Add Signature Fields I

9. Explore the fields on the right tabs. It is always good practice to make sure you have the
correct recipient listed.

MT. SAN ANTONIO COLLEGE ‘ Adobe Sign @ v
Home Send Manage Reports Evelyn ~
O Relative to Page Navigate to.. v
~
a . mcantuchan@mtsacedu v
(Signer)

v LOAN AGREEMENT (for Faculty/Staff) ]
MT. SAC TR0 orth Gramd Fvemoe, Wi, CA BL785-1398 + 9035797500 + Signature Fields

M Son Anfonio Collsge My San Antomio College provides temporary replacement laptop or desktop

computers to its eligible full-time faculty and staff for use in the course and scope of their employment. S
The goal in providing this resource is to promote educational excellence through the use of technology to
foster i ? ivity and efficiency. The faculty or staff member agrees to take reasonable
measures to protect the College’s property and agrees by affirmation to the following conditions: Initials
1. T accept personal liability for the computer plus its College-supplied software and its repair or Signature Block
replacement should the computer be lost or stolen or severely damaged. | agree to repay the college
the full amount required to replace the lost, stolen, or damaged computer, or to pay for its repair if Stamp
severely damaged but repairable. In the event of loss, theft or severe damage, the computer will be
replaced or repaired at the sole discretion of the College.
2. [Ifthe computer needs to be left unattended, I agree to take appropriate precautions against theft, loss,
or damage, which may include locking it in a secure area. Signer Info Fields

3. [ agree to exercise care and caution when downloading files from the Internet or external media.
Certain files may carry computer viruses that may damage the computer's software and operating
system. Other files may contain content which is illegal or inappropriate for retention on College- Data Fields
owned equipment. Should such material be discovered on this College-owned computer at any time,
the user may be subjected to disciplinaryaction.

4 1 that D are provi to support the educational mission of the College. )
Incidental personal use of the computer must not interfere with this educational mission. More Fields
L
5. Iunderstand that I will be personally liable for any of my own actions that violate copyright laws,
illegal use of the computer or of copyri; material or otherillegal use, suchash “hacking” O Save to document library
intow horized sites, and is llation of i d software.
Reset Fields

10. Click and drag the fields that you want to place on the document- one at a time. You can
resize them as needed. Note: Double-click on the fields placed on the document to
view more options.



O Relative to Page Signature 1 v

1Zea sites, ana or sorTware. ~
6. Thelaptop or desktop, and its replacement, if applicable, remains the property of the College. 1 agree to RECIPIENTS
surrender the computer within 3 business days after the expiration of the specified loan time period B mcantuchan@mtsac.edu v
or in the event of reti resignation, ination or change of assignment (whichever occurs (Signer)
first). ] also agree to return the laptop or desktop computer immediately upon demand by the College
for maintenance, repair, upgrading, evaluation, inspection, or for other reasons as may be required. "
7. Failure to comply with the College’s request for the return of the computer will be considered an Signature Fields "
unlawful taking of College property and will result in disciplinary action and/or criminal prosecution. 8
8. I agree to notify IT (Information Technology) immediately in the event my laptop or computer is lost or
damaged.
- . A
9. Tunderstand that service and repair of my laptop or desktop is provided through IT on campus and Signer Info Fields
agree to surrender my laptop or desktop to IT as needed for that purpose.
10. Iunderstand itis my responsibility to back up my work cutside of my laptop or desktop on an ongoing Titl
basis and that the College is not responsible for the loss of work product files. LS
Company
& Name: “Full Name N signature N Date t Name
T
L Email
@ Date
Data Fields ~

O Save to document library

Reset Fields

11. (Optional) If you are building a common document for your use, you can check the Save
to document library option, saving the document with the fields as placed. In future

transactions, you can simply attach the document from your library, and skip the field
placement.

Data Fields hd

v

Save to document library |

Reset Fields

12. When all desired fields are placed on the document, click the Send button

a. An email is sent to your recipient that includes a link to the document, enabling
their action.

b. Once their action is complete, you will be notified by email.

Data Fields ~

Save to document library

Reset Fields




Sending Documents to Multiple Recipients

Sending an agreement to multiple recipients is almost identical as sending to one recipient.
The two differences to keep in mind are: define each recipient in the order you want the
document signed and instead of placing fields for one recipient, you will place necessary fields
for each specific recipient.

1. On the Home tab of your account, click Request Signatures

MT. SAN ANTONIO COLLEGE ‘ Adobe Sign @~

Home Send Manage Reports Evelyn +

Welcome, EVelyn 0 INPROGRESS (Q WAITING FOR YOU ! EVENTS AND ALERTS

Send a document for signature

Request signatures on a new agreement, or start from your library of templates and workflows.

' Request signatures Start from library

2. Inthe following screen, enter all of the recipient’s email addresses. Enter recipient in
order from top to bottom, if order matters.

3. Click the penicon, to the left of the email address field, to choose the role of each
recipient.

a. Signers (default role) are required to apply at least one signature to an
Agreement. Each signer on a transaction needs to have at least one required
signature field assigned to them.

b. Approvers are not required to sign or interact with any fields. All approvers need
to do is enter their name before sending the transaction to the signers.

c. Acceptors are mechanically the same as Approvers in that they do not need to
apply a signature, but if form fields are assigned to them, they will be available
as you would expect.

d. Certified Recipients can have no (zero) form fields assigned to them. During their
"signature" process, they will be asked to either delegate, decline or
acknowledge the agreement.

e. Form Filler is designed specifically for customers that have a need to fill in form
content during the signature process, but don't have the systems in place to
programmatically build custom documents or push field content from a database
to the form.

f. The delegator role is designed for workflows that require a person to make the
final judgment on who the correct next person is that should sign or approve the



document.

MT. SAN ANTONIO COLLEGE A}je’b;g'ign

Home Send Manage

Reports

Recipients
Complete in Order

»

Add Me | Add Recipient Group

‘ 1 | Q‘V | meantuchan@mtsac.edu BEd ~ Emall
& Signer ht email
Show CC @ Approver
D@ Acceptor
Message
@ Form Filler
Agreem Options
Please re ~ Delegator ument.
. DO Password Protect

@-

Evelyn ~

diaH paping

(Optional) Select the second-factor authentication method. The default is Email, but
you can select Password (supplied by sender) OR Phone (SMS verification code) OR
Adobe Sign.

Recipients

Completein Order (I Add Me | Add Recipient Group
1 @v cgomes4d@misacedu B ~ Email
2 Q’V mcantuchan@mtsac.edu Ed ~ Emaill
3 £rv  manager@mtsacedu

Enter recipient email

Show CC

Enter an Agreement Name and Message in the appropriate fields
(Optional) You can set a password that will require recipients to enter a password to
open and view the signed PDF file. Or set Reminders to be sent until the agreement is

Recipients
Completein Order (I Add Me | Add Recipient Group
1 @v cgomesA@misac.edu B v Email
2 £r~  meantuchan@mtsac.edu B3 ~ Email
i3 £r~  manager@mtsacedu B v Emai
£r~  Enter recipient email
Show CC
@
Message £
&
IT Request Form I
* Options o
£

Please review and complete IT Request Form.

Files

Drag & Drop Files Here

Add Files

Password Protect

Password must contain 3 1o 32
characters.

Confirm password
O Show password

D Set Reminder

Recipients' Language

English: US v



7. Click on Add Files or drag and drop to attach. You can attach from My Computer or the
other options listed. Note: Multiple documents can be attached, and are delivered as
one contiguous document for the recipient.

Message
Mt. SAC Loaner Agreement Form (Test]
& (Test) Options 2]
Hi,
Please review and complete Mt. SAC Loaner Agreement Form (Test). Email me if you have
any questions. O Set Reminder

O Password Protect

djoH papino

Files Recipients’ Language

[English: us v

Drag & Drop Files Here

Select Files

Templates

Document Cloud

Cloud Storage
Dropbox

Google Drive

OneDrive Choose Flles from My Computer

8. Your file(s) should be listed under Files. Check the Preview and Add Signatures Field box,
then click the Next button. Note: the box must be checked to avoid signature errors

Message

Mt. SAC Loaner Agreement Form (Test) Options [}
Hi,
Please review and complete Mt. SAC Loaner Agreement Form (Test).

O Password Protect

O Set Reminder

Files Add Files Recipients’ Language

j,\., Computer-loan-agreement.pdf % English: US ~

diaH papino

Drag More Files Here

A

| & Preview & Add Signature Fields |

Next



9. Explore the fields on the right tabs. It is always good practice to make sure you have the
correct recipients listed.

MT. SAN ANTONIO COLLEGE ‘ Adobe Sign

Home

&

®v

Manage  Reports Evelyn ~

O Relative to Page Navigate to. W

LOAN AGREEMENT (for FaCUIty/Staff) Il Evelyn Ojeda (me)
MT.SAC TI00 iort Gramd renas, Wai, CA S1785-1959 + S03.274.7500 (Prefill)

M. 5an Antonio College

Mt. San Antonio College provides temporary replacement laptop or desktop Caron Gomes (cgomesd@mitsac.edu)
computers to its eligible full-time faculty and staff for use in the course and scope of their employment. (Form Fillen)
The goal in providing this resource is to promote educational excellence through the use of technology to
foster innovation, creativity and efficiency. The faculty or staff member agrees to take reasonable
measures to protect the College’s property and agrees by affirmation to the following conditions: Il mcantuchan@mtsacedu
(Signer)

1. 1 accept personal liability for the computer plus its College-supplied software and its repair or
replacement should the computer be lost or stolen or severely damaged. I agree to repay the college
the full amount required to replace the lost, stolen, or damaged computer, or to pay for its repair if N
severely damaged but repairable. In the event of loss, theft or severe damage, the computer will be (Signer)
replaced or repaired at the sole discretion of the College.

. manager@mitsac.edu

Anyone

| o

Ifthe computer needs to be left unattended, l agree to take appropriate precautions against theft, loss,
or damage, which may include locking it in a secure area. T —

3. Iagree to exercise care and caution when downloading files from the Internet or external media.
Certain files may carry computer viruses that may damage the computer's software and operating
system. Other files may contain content which is illegal or inappropriate for retention on College- Data Fields
owned equipment. Should such material be discovered on this College-owned computer at any time,
the user may be subjected to disciplinaryaction.

4. 1 understand that computers are provided to support the educational mission of the College. )
Incidental personal use of the computer must not interfere with this educational mission. More Fields

. Caron Gomes ((gumesl
(Form Filler)

10. Select your first recipient from the list, click and drag the appropriate fields that apply to
that specific recipient. Repeat for each recipient listed. Note: Double-click on the fields

placed on the document to view more options.
MT. SAN ANTONIO COLLEGE ‘ Aﬂlzabe S:|g|'1

Home

&

@

@v

Manage  Reports Evelyn ~
O Relative to Page Email 1 v
INTO UNAUTNOTIZEA SITES, ANA INSTALATION OF NON-IICENSEq SOITWATe. A
6. Thelaptop or desktop, and itsreplacement, if applicable, remains the property ofthe College. I agreeto
surrender the computer within 3 business days after the expiration of the specified loan time period Il Caron Gomes (cgomes... v
or in the event of retirement, resignation, termination or change of assi; (whichever occurs (Form Filler)
first). | also agree to return the laptop or desktop computer immediately upon demand by the College
for maintenance, repair, upgrading, evaluation, inspection, or for other reasons as may be required.
7. Failure to comply with the College’s request for the return of the computer will be considered an Signature Fields
unlawful taking of College property and will result in disciplinary action and/or criminal prosecution. B
8. I agree to notify IT (Information Technology) immediately in the event my laptop or computer is lost or
damaged.
9. Iunderstand that service and repair of my laptop or desktop is provided through IT on campus and Signer Info Fields
agree to surrender mylaph)p or desktop to IT as needed for that purpose.
10. Tund ditis my ility to back up my work outside of my laptop or desktop on an ongoing =
basis and that the Cu]]ege is not responsible for the loss of work product files. 13
Company
Full Name
- .
Fmail | - Name
Email
Date
Data Fields

11. (Optional) If you are building a common document for your use, you can check the Save
to document library option, saving the document with the fields as placed. In future



transactions, you can simply attach the document from your library, and skip the field
placement.

Data Fields v

v

Save to document library ]

Reset Fields

12. When all desired fields are placed on the document, click the Send button
a. An email is sent to your recipients that includes a link to the document, enabling
their action- in the order that you listed them.
b. Once their action is complete, you will be notified by email.

Data Fields ~

v

Save to document library

Reset Fields




Managing and Tracking Documents

Adobe Sign allows you to easily manage and track agreements through the Manage screen.
Your agreements are categorized by status, to the left of the screen. You can also use the
Search bar on the upper right of the screen or add a Date Filter to search for an agreement.

MT. SAN ANTONIO COLLEGE Aac;bgélglﬂ @ v

Home Send Manage Reports Evelyn ~

Your agreements Q_ Search for agreements and users..

STATUS

In Progress
In Progress (0)

Wiaiting for You (0)
Completed
Canceled

Expired

Draft

Templates
Web Forms

Mega Sign

No agreements in progress

After sending an agreement for signing, it'll appear here.

Send an Agreement

Once an agreement has been sent, you can view all agreement options by clicking a specific
document under any category. You can view an agreement, download the audit report, view
the event history, set reminders and much more.

MT. SAN ANTONIO COLLEGE ‘ Adobe Sign @ -
Home Send Manage Reports Evelyn~
Your agreements Y Fitters Q| Search for agreements and users Test - POD Funding
Created Apr 02, 2020 3:01 PM
STATUS c l t d Status: Signed
omplete

In Progress (0) P Message: P-lease review and complete Test

RECIPIENTS SENDER TITLE MODIFIED - POD Funding.
Waiting for You (0)

_ o e f— - e
‘Completed 7 of 7 completed FCCC- Mt San AntonL...
Canceled | mecantuchan@mtsac.edu Me Test - POD Fundi... 4/2/2020 [ Open Agreement
N

Expired ;. i § [’ Download PDF

Evelyn Ojeda Monica Cantu-C... Logo_ Mt @ 4122020

FCCC - MtSan Antonlo College FCCC- Mt San Antonl
Draft [  Download Audit Report
Templates @5  Download Form Field Data
Web Forms W Hide Agreement
Mega Sign [‘3 Share

& Remind
=  AddNotes

[& Download Individual Files (1)

See less

> 1Recipient (1 Completed)



Creating Custom Templates
Library templates allow users to create reusable, interactive documents. These documents can
be as simple as one signature field, or highly complex forms.

1. Onthe Home screen, click on the Create a Reusable Template option

MT. SAN ANTONIO COLLEGE Adgbééig] ON
Home Send Manage Reports Evelyn~
Welcome, Evelyn O INPROGRESS 0 WATING FORYOU A EVENTS AND ALERTS
Send a document for signature
Request signatures on a new agreement, or start from your library of templates and workflows.
'
Do more with Adobe Sign
Fill and sign a document Publish a web form Send in bulk with Create a reusable Manage and track all Enhance your account
Mega Sign template agreements
2. Enter the name of your template into the Template Name field
3. Click Add Files to browse your system or you can drag and drop file(s) into the
designated area. Note: Multiple files can be attached to build one larger template if
desired.
MT. SAN ANTONIO COLLEGE ‘ Adobe Sig @~
Evelyn~

Home Send Manage Reports Create Library Template

Create a Library Template
Upload any document you send often, add form fields and create your template. It will be saved
to your document library. Learn more about creating library templates.

Template Name

IT Loaner Agreement Form
Template Type

Files Add Files @ Reusable document

/ , Computer-loan-agreement.pdf O Reusable form field layer
O Both

Drag More Files Here

4. Under Template Type, select an option (can be changed at any time):
a. Reusable document - This option saves the full document, content and form

fields



b. Reusable form field layer - This options saves just the form field layer to be
applied to a different document (different content with the same layout)
c. Both - Both types of templates will be available

5. Under Who Can Use My template, select an option:
a. Only me - This option will only make the template available to the uploading user
b. Any userin my group - Setting the template at the group level will create a
logical association between the template and the group the uploading user is
currently part of. All members of the group will have access to the template
c. Any user in my organization - Every user in the account will have access to use
the template.

Template Name

IT Loaner Agreement Form
Template Type

Files Add Files ® Reusable document
J~ Computer-loan-agreement pdf O Reusable form field layer
O Both

Drag More Files Here

Wheo can use this template
® Only me
O Any userin my group

O Any user in my organization

Preview & Add Fields

6. Click the Preview and Add Fields button

Template Name
IT Loaner Agreement Form
Template Type
Files Add Files @ Reusable document

/ . Computer-loan-agreement.pdf O Reusable form field layer

O Both
Drag More Files Here

Who can use this template
® Only me
O Any user in my group

O Any user in my organization

Preview & Add Fields




7. Drag and drop the desired fields using the tabs to the right of the screen. Once placed
on the document, you can resize fields to fit your document.
Note: All fields placed are assigned to the first recipient by default. You can change who
the placed fields are assigned to by accessing the Recipients drop-down list and changing
the selected recipient.

POWEREDSY

MT. SAN ANTONIO COLLEGE Adabe Sign @ .

Home Send Manage Reports Evelyn~

mEhfp s 5310
L that are i to support the educational mission of the College.
Incidental personal use of the computer must not interfere with this educational mission.

s O Relative to Page Custom Field 3 v

Template Properties
- Tunderstand that I will be personally liable for any of my own actions that violate capyright laws,

illegal use of the orof aterial orotherllegal use, such as harassment, hacking”
d sites, and i ion of non-li d software. RECIPIENTS
. Thelaptop or desk i i remains the property ofthe College.agree to B Participant 1 -
derth win.uiu] i davsaﬁerﬂ:c iration of the ified loan time period
or in the event of reti T i ion or change of assi (whichever occurs
first). 1 also agree to return the laptop or desktop computer immediately upon demand by the College
for repair, pection, or for other reasons as may be required. Signature Fields v
. Failure to comply with the College’s request for the return of the computer will be considered an
unlawful taking of College property and will result in disciplinary action and/or criminal prosecution.
. [ agree to notify IT ion Technology) i diately in the event my laptop or computer is lost or Signer Info Fields
damaged.
. Iunderstand that service and repair of my laptop or desktop is provided through IT on campus and
agree to surrender my laptop or desktop to IT as needed for that purpose. Data Fields -
10. I it ity to back up my work outside of my laptop or desktop on an ongoing
basts and that the Cu]]ege is not responsible for the loss of work product files.
Text Input
. ] 4?
ff Campus Contact Phonett: Do
ignature: Date: Check Box
Division:
ogin Test Successful: N/A Mobile Wifi (Mifi) included: Radio Button
[Fes Ni
Computer O Outlock LI Adobe =
Image
More Fields ~

Save

Reset Fields

. (Optional) Double-click on any field on the document to view more options for that field

o+ h |5 & 5 = [i [ O RelativetnPage Custom Field 3 v

LAY I LML LI L EYE £3 1100 PEIgIA SUSE U LI S U8 WOER DI e,

Template Properties ™

T Beciare:
Custom Fleld 3 o ' AECIPETE
W Farticipant 1 v
Assigned Ta Participant 1 w ]
Signature Fields -
Field Type Toxt Ingut w
Value Type Entered Value w Signer iofo Felds
O Required O Read Only
O Mask field data O MultHine data entry Data Fields -
Deefault Value
Tt Input
Tooltip
Drop Down
Validatior None v Check Bax
Conditions ~ Radio Bulion
Appearance - Image
Tosols A
More Fields hd

— oY




9. When you are done placing all fields on the document, click the Save button.

basis and that the College is not responsible for the loss of work product files.

Text Input

Drop Down

Check Box

Radio Button

Image

More Fields ~

——

10. When you are ready to use your template, simply click the Start from Library option on
the Home page

11. Select your desired template under My Templates and click Start

POWERED Y

MT. SAN ANTONIO COLLEGE Adobe Sgn ®-
Home Send Manage Reports Evelyn~
Welcome, Evelyn O INPROGRESS 0 WAITING FOR YOU ML EVENTS AND ALERTS

Send a document for signature

Request signatures on a new agreement, or start from your library of templates and workflows.

e

Do more with Adobe Sign

Start from library

Q

Library ~
Name Last Modified
emplate

~ T MyTemplates

E IT Loaner Agreement Form 04/10/2020

X R Shared Templates
[ Fitlable_OnBase_Account_Request_Form 04/06/2020

~ [ Adobe Sign Templates

[ o (Employment Eligibility Verification) ver. 07/17/17 N 102412017
[ ko (Employment Etigibility Verification) ver. 10/21/2019 0212412020
@ W-42018 (Employee's Withholding Allowance Certificate) 03/12/2018
@ 'W-42019 (Employee's Withholding Allowance Certificate) 01/07/2019
B W-22020 (Employee's Withholding Certificate) 0112412020
.0 (Rannact far Tavnavar Idantificatinn Numbar) var 102 Liosnne ¥




Using/ Getting Help

There are several kinds of help to assist you and guide you:

Help/Support. This shortcut lets you access Adobe User Guides, Tutorials, etc. This

shortcut is found on most pages throughout Adobe Sign.

MT. SAN ANTONIO COLLEGE

Adobe ﬁlgn

Home Send Manage Reports

Welcome, Evelyn O INPROGRESS 0 WAITING FOR YOU

Email. helpdesk@mtsac.edu
Call us. (909) 274- 4357
Online Support Request. helpdesk.mtsac.edu self-service portal.

A s

IVENT.

User Guide
Tutorials
Contact Support

Release Notes

@v



https://helpdesk.mtsac.edu/
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