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1. To Begin: You will select the Company or School Account option

Select an account

Email address
jenniferrobbins@wku.edu

. Personal Account >
. Company or School Account >

2. You will login with your NetID and password. **If you are logged in through myWKU, this
will automatically log you in**

Single Sign-On

Fassiord

Remember me on this computer

Forgot NetlD or Password?




3. Once logged in, you will have the option to select Home, Send, Manage, and Reports at

4.

the top left corner. You will see you In Progress, Waiting For You, and Events & Alerts in
the middle.

a. Start by clicking on the Request signatures in the middle to create a document.

wuljﬂj‘ ‘ Adabe Sign ®-

Home Send Manage Reports Jennifer =

Welcome, Jennifer 0 INPROGRESS 0 WAITING FOR YOU M EVENTS AND ALERTS

Send a document for sk

Request signatures on aged agreement, or start from your library of templates and workflaws.

s

After starting a request, you will follow the prompts on the screen.

Recipients
Complete in Order () Add Me | Add Recipient Group
1 ﬁ' v big.red@wku.edu BEd v Email

Q’ v Enter recipient email
Show CC
Message
Big Red

Options

Pteas‘e review and complete Big Red. o) P Breles

O Set Reminder

a. You can require the Recipients to Complete in Order: first recipient will have to
complete before it goes to the next.

b. Add recipients by their email address.

c. Add Me will add you to the recipients .

d. Add Recipient Group allows you to name the group and add multiple emails to
that group.

e. Once you have added one email, it will add the second line for another email if
needed, and so on.

f.  The Message box allows you to name the Agreement for signing and include a
short message.



5. To add the file for signatures, you can merely drag the document from your desktop to
the Files box or click the Add Files at the top right of that Files box

Files Add Files
Recipients' Language
/ , EllucianWebAccessUserGuide.pdf (
English: US v
Drag More Fjle§ Here
O Preview & Add Signature Fields
Select Files
Templates
Document Cloud
Cloud Storage
Box
Dropbox
GooglaDrve [ choosa e trom my Computer 3
a. The Preview & Add Signature Fields allows you to add signature, initial, etc boxes
onto the document itself if there are multiple places signatures/initials are
needed.
Preview & Add Signature Fields
Next
b. When checked, it will allow you to click Next and add the signatures/initials as

needed.



6. You have the option of adding a password and setting a reminder.

Options
Password Protect

Password must contain 3 to 32
characters.

BigRedi23!

BigRedi23!
Show password
Set Reminder

Every day

Recipients' Language

English: US

a. Click the check box under Options for Password Protect. You can click the option
to Show password.

b. Click the Set Reminder to remind the recipients to sign. This can be set to Every
day, Every week, Every business day, Every other day, Every third day or Every fifth
day until the document is returned signed.

c. You can change the language as needed for the recipients language from the

drop down selection.
7. If you have clicked the Preview & Add Signatures option, you will be directed to a screen
that shows you your file as well as the Reipients what you need them to complete.

Il big.red@wku.edu v
(Signer)

Signature Fields

Signature
Initials
Signature Block
Stamp

a. You will change recipients to add each option.
b. You can add Signature Fields, Signer Info Fields, Date Fields, More Fields, and

Transaction Fields.



Signer Info Fields A Data Fields ~

Title Text Input
Company Drop Down
MName Check Box
Email Radio Button
Date Image
More Fields ~ Transaction Fields A~
File Attachment Participation Stamp
Hyperlink Transaction Number

8. To add a Field, merely hold the Field name (ex. Signature) and drag it onto the document
where you need them to sign. You can add multiple fields for each recipient as needed.

& |
Signature
* N
Initials
. % h |
Signature: "y dame mam
Email:
*&  Stamp N
W:16in
H: 16 in




9. Once you have added each recipients fields, you will click the Send option in the bottom

right corner.
O Save to document library /

Reset Fields

a. You can choose to Save to document library or Reset Fields.

b. Reset Fields will erase the fields you placed on the documents.
10. Your document has now been sent to the recipients to sign and return.
11. Return to the Home screen by clicking Home in the top left corner.

a. You can see the items you have sent by clicking Manage.

b. You can create Reports.

Home Send Manage Reports

Your agreements

STATUS
In Progress
In Progress (0)
Wiaiting for You (0)
Completed
Canceled
Expired

Draft

Templates
Web Forms

Mega Sign

12. Manage allows you to see Your agreements that are:
a. InProgress

Waiting for You

Completed

Canceled

Expired

Draft

Templates

Web Forms

Mega Sign

S@ =0 a0 o



13. Reports will all you to create a specific report you are needing or to see Your Activity for
This Month.

Home Send Manage Reports

My Reports

Create a new report

Sample User Report - Last Week Last run on: May 4, 2020 6:34:58 AM PDT

Your Activity for This Month @ Last runon: May 4, 2020 €:34:58 AM PDT

a. Create a New Report allows you to select the options you are looking for in
regards to date, document, document name, Mega Sign, performance goals,
Graph Agreements, and Et Cetera.

Create a3 New Report

Creation Date This Week ® Last Week This Month Last Month Date Range
Documents ® All Documents Filter by document
Document Name contains v
Mega Sign Include MegaSign Agreements
Performance Goals Set your performance goals by specifying thresholds for gauge colors:
% Completed: Green: > |50 % Yellow: > |25 %
Time to Complete: Green: < 60 Min. Yellow: < |90 Min.
Graph Agreements By | Date ¥ Form ) Signature Type
Et Cetera Animation: ® Yes () No Color Shading: ® Yes ) No Bar Charts: ® 3D ©) 2D

b. Click the Run Report in the bottom right corner to see your report.



14. Click on your Name to see My Profile, Quick Start Guide and Sign Out.

Jennifer =

My Profile
Quick Start Guide
Sign Out

15. My Profile will show your information and allow certain edit option.
a. Please note, you cannot change your password as this is tied to your NetID.

Q search My Profile &

Personal Preferences
Jennifer Robbins

My Profile jenniferrobbins@wkuwedu

ccoss Tokens Western Kentucky University

Twitter Integration
Phone Number

Auto Delegation None

Time Zone
(GMT-08-00) Pacific Time (US & Canada)

My Notifications

Shared Notifications
Measurement Unit

My Signature Inches(in)

Language Preferences Edit Profile

View Other Accounts

Share My Account
Adobe Sign API ~

API Information
API Request Log

API Applications

Password

Changing your password from within Adobe Sign is not available



