How to use Adobe Sign — ASG Purchase Order Form

All P.O forms must include approved club minutes highlighting the amount approved on P.O
form. If P.O form does not reflect amount approved on minutes and not signed by Club Advisor
and Club President, then it will be rejected.

Time for processing P.O forms:

e Amazon Orders — P.O form must be signed and submitted with minutes attached by Club
Advisor and Club President 30 business days before scheduled event.

e Walmart Credit Card — P.O must be signed and submitted with minutes attached by Club
Advisor and Club President 21 days before scheduled event.

How to begin to e-sign P.O form using Adobe:

e Go to Adobe Sign in your Single Sing-On Portal (MyBCC account)
e Click on the Adobe Sign tile: (If a Sign in is required, use your MyBCC Portal sign-in
information)

Adobe Sign

e Once Adobe Sign is open you will come to the “Home” screen dashboard, which should
like below:
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Send a document for signature

Request e-signatures on a new agreement, or start from your library of templates and workflows.
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¢ You can upload a document that needs to be signed by clicking the blue button “Request
e-signature”.

o Once clicked you will be directed to a new page “Get documents Signed”

Switch to dlassic experience

Get documents signed
Send an agreement to others for e-signing, approval, or other processing.
Choose documents

Addfile

Drag and drop your files here

o Click the blue button >“Choose files” then clicking >“Add file from your device”
which will prompt a pop-up screen for you to select the document within your
device for signature. Select your P.O Order form document and it will
automatically send you to the next screen

Prepare the Document for Signing (“get documents signed” page):

e After uploading your document, Adobe Sign will ask you to specify who needs to sign it.
Enter the recipient’s name and email if it's not just for you. You will find this in the
bottom area of the page titled “Add recipients”

e Please list the following. You are able to add recipients/individuals with the “+” icon.
When sending out the ASG PO for e-signatures, it's preferred to have the VPSS sign last.
Please use this workflow in Adobe: (please review sample below to make sure everything

is correct)

1. Club Officer (Signer)

2. Club Advisor (Signer)

3. Director of Student Life — Javier Mulato (jmulato@barstow.edu) (Signer)

4. *VP Student Services — Valerie Wendlandt (vwendlandt@barstow.edu) (Delegator

to Signer)

*For VP Student Services please make sure to add Valerie Wendlandt
(vwendlandt@barstow.edu) as the “Delegator”. To add a delegator you simply click on the drop
down menu of “Signer”, please see visual below.
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i SIgner
Required to sign the deaument
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Your recipient list should look like the following (please follow order #1-#4 recipients):

Add recipients @
Reciplents must sign in order
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Please make sure you are following the order in listing out emails. If the emails are listed out of
order, the form will not work and it will be rejected. After reviewing the listed email orders you
are now ready to send.

You can now click >*“Send now” please let the screen load as it will notify Signature #1(Club
Officer) with an email to sign. Each Signature recipient will receive an Adobe email notification
notifying them to sign form. You will receive a completed form once all recipients have signed.
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Once P.O is sent for signatures you will be able to review the status of document by logging into
your adobe sign and reviewing your dashboard. It may say “IN PROGRESS” or “WAITING
FOR YOU” you may be able to click and review details, as well cancel a form.

Additional visual support on Signature Recipients (Optional information):

Recipient list order if you choose to see “View draft and add fields “Add recipients” Sample

visual here:
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signatures: All signatures (listed on the right) are
equired for the Purchase Order 1o be processed by
he Business Office.

T additional items are needed you will be
wonfacted by the Director of Student Life.

Thank you!!
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Address:
City:
State/Zip:

Trip Chaperones (if required):

4, Valerie Wendlandt Signature

VP Smdent Services
3. Javier Mulato Signature

Director of Student Life
2. Club Advisor Signature

Club Advisor
1. Club Officer Signature

Club Officer



