Once Adobe Acrobat is installed, look for the tile labeled “Get documents signed fast.”

Get documents signed fast

Select Request e-signatures. This takes the user to the E-Sign section to upload or add

the document.

Fill in forms, add your signature, or send to others for e-signing.

Upload the user file. After the file is added, a screen will automatically open prompting
you to place the signature fields.

Add recipients to e-sign this document
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Add the recipient(s) who will be signing, then click the blue button to place the signing
area.
o If you select More Options, the document will open in Adobe Acrobat Sign,
where you can complete the setup.
Otherwise, you can continue working directly in Adobe Acrobat.
When continuing in Adobe Acrobat, a screen will appear displaying the document. Here,

you can add required fields, including signature fields, text fields, dates, or checkboxes.

Request e-signatures
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Select the desired location in the document to add a form field. You should see it appear

just like the sample field below.
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Set as Signer's name field
Set as Signature date field
Set as Signer's email field

Set as checkbox

Delete field

Selecting the middle option converts the current form field into a signature field.
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Once the fields have been added, the user can click the Send button to complete the

request.
Specify where to sign
Click anywhere to place a | Full Name
form field. A tool bar will -
appear with field type Signature

options. You can specify the
field type, and who needs
to fill or sign.

After sending, a confirmation message will appear indicating the file was successfully

sent for signature, and the user can modify Alert Settings if desired.

Add Prepare Send

‘expanded_test_document” has been
successfully sent for signature

A notification has also been sent to you at. - for your records.
“expanded _test_document” was sent for signature to o
As soon as the agreement is complete, all eligible parties will be sent PDF copies

Reminders
Reminders sent until completion: Every week

You will be alerted
« Ifthe document you sent has not been viewed by today at 4:38 PM
+ Ifthe document you sent has not been signed by May 16 at 8:38 AM.

Change alert settings

All agreements that are not completed within 365 days will be automatically expired.

The user can then log into their Adobe Acrobat Sign account and track the sent

documents status under the Manage tab.



