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1. You will receive an email to Review and sign the Proposal Approval Request. Click on the blue Review and sign
link in the email to route you to sign the Proposal Approval Request. (see figure 1 Proposal Approval Request
email screenshot)

OA  ORIED Adobe Sign <echosign@echosign.com>
Signature requested on “Proposal Approval Request”
)
@ 1 there are problems with how this message is displayed, dlick here to view it in a web browser,

[Y sacrRamENTO
STATE ‘Adobe Sign

ORIED Adobe Sign requests your signature on
Proposal Approval Request

Reviewand sign

Agrant or contract proposal or other type of funding application is pending
submissions and ready for your review.

Please perform ane of the follawing actions:
* Approve: Sign and date, Comments optional.

* Conditionally Approve: Sign and date and include comments outlining
the conditions for your appraval (e.g. corrections needed or items to
address).

* Decline: Indicate you will not sign. Before declining please contact the
ORIED Contact listed on the PAF.

Questions may be directed to the ORIED contact listed on the PAF.

ORIED ADOBE SIGN
oried-sw-adobesign@csus.edu

Figure 1. Proposal Approval Request email screenshot

2. You will be prompted to log in to Adobe Sign before signing the proposal approval form (ePAF).
a. Inthe email address line, type in your full saclink email address, including @csus.edu (ex.
xxxxx@csus.edu) (see figure 2 Adobe Sign login screenshot).

Please remember to update the Auto Delegation when you are out of the office and not available to
sign, this will prevent any delay in the approval process. To set up Auto Delegation:

Login to your Adobe Sign account.

Hover the mouse on your name shown on top right hand side and click "My Profile".

Under Personal Preferences, click Auto Delegation section on left hand side.

Enter the email address of user to whom all the future documents would be automatically
delegated.

5. Click Save.
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b. Click the Continue button.

Adobe Sign

G Continue with Google

& Continue with Apple

Figure 2. Adobe Sign login screenshot
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3. Once on the form, click the yellow tab to navigate to the required fields and type in your information (see figure
3 PAF Signature(s) form screenshot). If you are CC to receive a copy of the final agreement, you will be
prompted to Acknowledge Receipt of this agreement. Please see the special instructions below.
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Figure 3. PAF Signature(s) form screenshot

Special Instructions: If you are CC to receive a copy of the agreement.

a. Click the yellow tab, and it will navigate you to the bottom of the screen.
b. Click on the Acknowledge Receipt button.

Acknowledge Recelpt

c. Anacknowledgment screen opens. Type in your First Name and Last Name in the Name field, click
Acknowledge Receipt.

Enter Your Information X

Please enter your name and then click to acknowledge the receipt of this document.
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d. A confirmation message will display. This completes your portion of the PAF Approval workflow.
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° You're all set

You finished acknowledging “Proposal Approval Request”.
Next, will acknowledge.

All parties will be notified via email. You can also download a copy of what you just
acknowledged.
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4. Once you tab to and click on the Signature field, the signature screen will display to provide signing options (see
figure 4 Applying signature screenshot). To sign the Proposal Approval Request:
a. Select the method of signing by clicking on Type, Draw, Image, or Mobile, and follow the instructions
displayed to complete this process.
b. After completing the signature process, click the Apply button to apply the signature on the form.
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Type Draw Image Mobile

Figure 4. Applying signature screenshot

5. Once your signature is applied (if applicable, add in comments/notes in the appropriate field), click the blue Click
to Sign button at the bottom of your screen. (see figure 5 Click to Sign button screenshot)

Click to Sign

Figure 5. Click to Sign button screenshot

6. A confirmation message will display and routes the document to the next Recipient to sign. (see figure 6
Confirmation message screenshot) This completes your portion of the PAF Approval workflow.

§ SACRAMENTO
STATE

o You're all set

You finished signing "Proposal Approval Request”.
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Next, will sign.

All parties will be notified via email. You can also download a copy of what you just
signed.

Easy to sign. Easy to send.

Need your own documents signed? Adobe Sign can help save you time.

Learn more

Figure 6. Confirmation message screenshot
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7. Once all Recipients have signed the Proposal Approval Request. An email notification is sent to all parties that
signed or a CC on the form. (see figure 7 Fully-executed agreement email confirmation screenshot) The PAF
Approval workflow is now complete. To view the completed Final Agreement (i.e., full signed PAF), click on the
link in the email to route you to your Adobe Sign account.
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All parties finished
Proposal Approval Request

The agreement iz completed between:

CSU - California State University Sacramento
= Signature
. vand 10 more

You can open the final agreement to review its activity history or downlead
8 copy for reference.

The agreement iz fully executed. The sender of thiz agreement has contrel
over the retention pericd for thiz sgreement which determines the amount.
of time it will be svailable for download from Adobe Sign. Adobe
recommends that you save a local copy of this fully-executed agreement
for your records.

Figure 7. Fully-executed agreement email confirmation screenshot
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