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1.0 Background

Queen Mary University of London’s staff and various academic departments/schools use a diverse
array of documents for legal, contractual and academic operations. This results in maintaining a wide
variety of document standards and the compliance requirements around these documents also
make it difficult to maintain a standard document signer/agreement process.

We are introducing a digital signature mechanism for all internal/external stakeholders. This will
include students, staff, contractors, vendors or any other external users. The objective will be to
focus on a seamless agreement/contractual documentation experience for any of the required
processes.

2.0 About the Vendor / Tool

Adobe is one of the largest image/document processing software organizations and has popular
products like Photoshop and Acrobat. We have partnered with them for our business requirements
around the document signing processes. Adobe has a digital signature solution which is named as
Adobe Sign. The legality of the digital signature within Adobe Sign remains equivalent as a written
signature. In addition, the simplicity of the access, flexibility and scalability of the solution creates an
attractive proposition.

3.0 How to request access for the tool

Please request access using the link in the ITS Website under Self Service - > Guides -> E-Signature.
If there is an issue with the access request form, please raise a ticket to the Service Desk team.
Here is the link to the tool -

https://secure.eu2.adobesign.com/public/login?locale=en US

4.0 What would be the login credentials?

Any Queen Mary internal user (QM User) can access the tool once an Admin adds their QM Id to the
list of authorized users within the tool.

5.0 Process to send a document for signing



https://www.its.qmul.ac.uk/support/self-help/
https://secure.eu2.adobesign.com/public/login?locale=en_US
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5.1 Login

secure.eu2.adobesign.com/public/login?locale=en_US

§ BA onboarding - Av... m Error | Trello m 2. BA Team Central... m Head of Change an... [E Business Analysis O... % Mandatory Training... 0 Jira

Adobe Acrobat Sign @ -

Sign In To Your Account

Adobe Acrobat Sign
Ermall works right inside
passherd; your everyday apps.

(J Remember Me Learn more

| forgot my password

Don't have an Adobe Acrobat Sign Account?
Sign up for a free trial

5.2 Login Details.
Enter the email ID (This would be the QM Email ID provided)

@ secure.eu2.adobesign.com/public/login?locale=en_US

BA onboarding - Av... m Error | Trello m 2. BA Team Cefitral... m Head of Change an... m Business Analysis O... ¥ Mandatory Training... € Jira

Adobe Acrobat Sign

Sign In To Your Account

Adobe Acrobat Sign
Email: aveek das@gqmul.ac.uk WOI'kS I'ight inSide
Password: your everyday aPPS.

(J Remember Me Learn more

| forgot my password

Don't have an Adobe Acrobat Sign Account?
Sign up for a free trial

Tip: Please try to enter the email ID and then click outside of the box. The system will
automatically redirect you to the Queen Mary Active Directory login (The one we use for
most of our internal applications). Sometimes we need to click more than once to get the
redirection.
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5.3 QM ID selection

Once you click on your ID, this would automatically redirect to the tool’s home screen/
dashboard.

& login.microsoftonline.com/569df091-b013-40e3-86ee-bd9cb9e25814/0auth2/authorize?client_id=6aba272b-e383-44cd-8eda-34c66dfd95468r... &2 W M

£l BA onboarding - Av... m Error | Trello m 2. BA Team Central... & Head of Change an... [ﬁ Business Analysis O... ¥ Mandatory Training... o Jira £ Head of Chan

k(_le’ Queen Mary

University of London

Pick an account

Aveek Das
rél aax318@qmul.ac.uk

Signed in

+ Use another account

5.4 Click on Request e-signature

<« C (O @ secure.eu2.adobesign.com/account/homels Q ©» w *» 0O @

B welcome - MyHR @l BAonboarding - Av.. [§ Error | Trello BA Team Central.. [J§ Head of Change ar [ Business Analysis O ¥y Mandatory Training © Jia € Head of Change an

Adobe Acrobat Sign ® -~

Home Send Manage Reports Aveek~
Welcome, Aveek 3 IN PROGRESS 1 WAITING FOR YOU A EVENTS AND ALERTS

Send a document for signature

Request e-signatures on 3

Acrobat Sign
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5.5 Enter the email Ids for the intended recipients.

Get documents signed

Send an agreement to others for e-signing, approval, or other pyfcessing.

send from: Default G

Recipients *
complete in order (D Add Me | Add Reciplent Group

1 fr~v  aveek23s7@gmail.com = ~ Email
{2 | frv  seanparker@gmulacuk E ~ Email

E}‘ ~  Enter recipient email

show CC

Note: You can add yourself as a signer by adding your email in the recipient list. It will be
displayed as “Myself” as displayed below:

Recipients *
Complete in Order () Add Me | Add Recipient Group
1 v Myself v Email

£~ [nter recipient email

5.5.1 Additional Authentication (For External Users ONLY)

You can add an additional authentication factor for the non-QM/external recipients by
defining a SMS-based authentication. This will ensure that the right individual gets the
document and the risk of security compromise is reduced. (Like email spoofing)

Note — The SMS authentication incurs an additional cost for each external signatory. Please
refer to the ITS e-Signature web page for pricing.
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Get documents signed

Send an agreement to others for e-signing, approval, or other processing.

Send from: Default Group (Primary Group) - ©®

Recipients *

Complete in Order (J) Complete in Any Order

Add Me ‘ Add Recipient Group | (7]

‘ 1 é’ v aveek2387@gmail.com

B3 v Email

‘ é’ v Enter recipient email

uthentication ®

Show CC

Message *

Email
Password...

A

‘ Agreement Name

5.5.1.1 Add the phone number.
Enter a number which the recipient will have access to and click on OK.

Phone Authentication

‘ ‘ Phone...

Please enter recipient's phone number, including

area code.

[ +44 (United Kingdom)

¥

om—

|

5.5.2 Signature Order
If you have multiple signatories, you can have a sequential or a parallel signing process. To
define a signing order just drag and drop the recipients’ emails.

OR

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

Send from: Default Group (Primary Group) - (7]

Recipients
completein Order (_J)  Complete In Any Order

Add Me | Add Reclplent Group | §)

E i L = P
1 fr~  seanparker@gmulacuk B v Email
2 | [rv  aveeka3zsi@gmailcom B ~ Email

Q" ~  Enter recipient email

Show CC

Enter the numbers according to the order the recipients need to sign.

o

ueen Mary

&
W 2

versity of London
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Get documents signed

Send an agreement to others for e-signing, approval, or other processing.

Send from: Default Group (Primary Groug -

Recipients *

complete In order (D Add Me | Add Reciplent Group
i £y~ seanparker@gmulacuk = v Email

‘ £~ aveeka3s7@gmailcom = ~ Email

g}’ w  Enter recipient email

show CC

TIP: If you write the same serial number for two recipients — say 1 for both signatories, then
it will be treated as non-sequential.

Step 5(c): If there is NO ORDER needed for the signatories, please toggle the switch
“Complete in Any Order”

Get documents signed

Send an agreement to others for e-sjghing, approval, or other processing.

sendfrom: Default Gro -
Recipients *
@D complete In Any Order Add Me | Add Reciplent Group
£y~ seanparker@gmulacuk ] ~ Email
£~ aveek23a7@gmailcom =] ~ Email
g}' v  Enter recipient email

show CC

5.6 Agreement name and description
Add an Agreement Name and the corresponding description for the agreement
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Get documents signed

Send an agreement to others for e-signing, approval, or other processing.

- o

Send from:

Default Group (Primary

Recipients *

Complete in Order
&~
&~
&~

Show CC

@ Completein Any Order

sean.parker@gmulacuk
aveek2387@gmail.com

Enter recipient email

Message*

Test Agreement

Please review and complete Test Agreement,

Files* Add Files

Drag & Drop Files Here

5.7 Select the required documents.

Add Me

B v Email

Add Recipient Group = @

B v Email

Options
O Password Protect

O Set Reminder

Recipients’ Language

English: US v

Click on Add Files and then select the option from where you want to select the files. You

can select single or multiple files.

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

Send from: Default Group (Primary

Recipients *

Complete in Order
g
&
&~

Show CC

@ Complete in Any Order

sean.parker@gmulac.uk
aveek2387@gmail.com

Enter recipient email

Message *

Test Agreement

Please review and complete Test Agreement

Files* Add Files

Drag & Drop Files Here

Add Me | Add Recipient Group = @

B v Email

B v Email

Options
O Password Protect

O Set Reminder

Recipients' Language

English: US v

-

Queen Mary

University of London
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Select Files

My Computer

Library

Recent Templates

Templates | = )
Cloud Storage 25t

OneDrive

Choose Files from My Computer

Note:

You can also add documents from Pre-defined templates and your OneDrive. We would see
this feature later.

You can add any standard document type as a part of the files within an agreement. The
most common types will be DOC/DOCX/JPEG/PDF etc.

Please note that if you try to add a spreadsheet (.xls or .xIsx) the system would still accept
but the final output doesn’t preserve the original format. Please try to convert any
spreadsheet to a PDF or JPEG before uploading.

Message *
letter of agreement 03 Options (2]
Please review and complete letter of agreement 03. O Password Protect
O Set Reminder
Files ™ Add Files Recipients' Language
= letter of agreement 03.doc X | English: US hd
= Sample Agreement 01 - Apprenticeship x
,j‘ . AIM_FactSheet_Business-Analyst_V1.2.pdf x
["2] Flowchartjpeg X

Drag More Files Here

Preview & Add Signature Fields

Next
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5.8 Click on Next

5.9 Add the required Signature fields for the document.

You can add a variety of signature and data input fields. If there are multiple signers, each
field can be assigned explicitly to a specific signer. To add any field, please drag and drop the
required field on the document. You can drop a field anywhere on the visible area on the
document.

Below we see a signature field being dragged and dropped in the document.

3 Adobe Acrobat Sign [@
Home Send Manage Reports Avee

O Relative to Page Date1

RECIPIENTS

(Signer)

Signature Fields

Supplier Letter Template For Manufacturers:

My company (insert name of grower/supplier), intends to supply (insert name of product) for the
solicitation (insert solicitation number) in an amount not to exceed (enter volume in cases).
Signature Block

*
Signature )
Signature, Date . Stamp

Signer Info Fields

Data Fields

Important: If you want to add a time stamp to the recipient’s signature, please add a
Signature Block and NOT the Signature field. (Third on the list displayed below)

Home Send Manage Reports Account Aveek =
‘ield Templates v
solicitation (insert solicitation number) in an amount not to exceed (enter volum *  RECIPIENTS
B aveek2387@gmailcom v
(signer)
Signature, Date
nitials
. * i
Signature: ———— Signature Block
Email: Stamp
Select.. -
Siener Infa Fislde
Reset Fields
Al
Date O Save as template
s

1 n @ @ X Save Progress

5.10 Configure the signature fields.

You can configure a signature field according to the requirements we have. A signature field
must be assigned to a signer (Mandatory for documents where multiple users is intended to
sign).

To open the configuration of a field please double click on the field.
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Signature, Date
* b
Signature Signature2 &
Assigned To aveek2387@gmail.com (Signer) v
Field Type Signature v
Required

Additional fields can be added and configured as per the requirements. You will get specific
instructions in the Appendix Section.

5.11 Send the document.
You can send the document or save the progress of the current document creation process.

(insert name of bidder) for the solicitation (insert solicitation number) in an amount not to exceed
(enter volume in cases).

-

RECIPIENTS
aveek2387@gmailcom v
(signer)

Signature, Date

Supplier Letter Template For Manufz ers:

PP

My company (insert name of grower/supplier). intends to supply (insert name of product) for the
licitation (insert solicitation number) in an amount not to exceed (enter volume in cases).

Signature, Date

*
Signature W

O saveas template’

Save Progress

Additional Note: The document can also be saved as a Template. You can click on the
checkbox which would save the document as a template.

Signature, Date

Transaction Fields

Recet Field
Save as template

Save Progress

*
‘ Signature W

Once you clicks “Send” the system will show the following confirmation.
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Adobe Acrobat Sign @ -

Home Send Manage Reports Aveek -

‘letter of agreement 03" has been
successfully sent for signature

A copy has also been sent to you at aveek das@amulac.uk for your records.
letter of agreement 03" was sent for signature to aveek2387@gmail com
s soon as the agreement is complete, all eligible parties will be e-mailed PDF copies.

Reminders

Reminders sent until completion: Every day

You will be alerted

+ lfthe document you sent has not been viewed by today at 1:26 PM.
« Ifthe document you sent has not been signed by Aug 3 at 3:26 PM,
Change alert settings

What's next?
Send Anather Document Manage This Agreement

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

An email will be triggered to you (the requestor) and the recipient(s).

Sample of an email when you send the document.

[EXTERNAL] Authorized Document has been sent out for signature to aveek238...

< vee
Adobe Sign <adobesign@adobesign.com> 2192
To © Aveek Das 10:29

@ If there are problems with how this message is displayed, click here to view it in a web browser.

Authorized Document.pdf o
e ] 124 KB

|CAL.ITI OMN: This email originated from outside of QMUL. Do not click links or open attachments unless you recognise the sender and know the content is safe. ‘

\e_,@_s’ Queen Mary

University of London

Your Agreement Has Been Sent for Signature!

s  Adobe Acrobat Sign has sent Authorized Document to aveek2387@gmail.com for signature.
* When aveek2387 @gmail.com completes Authorized Document all parties will receive a final PDF
copy by email.
Click here to view this document online in your Adobe Acrobat Sign account.
You can always Login to Adobe Acrobat Sign to:
Check the status of this document

Set up a reminder informing another party that you are waiting for their signature
Share your agreements with a colleague

Ta ensure that you continue receiving aur emails, please add adobesign@adobesign.com to your address baok or safe list

6.0 Sign a Document
A recipient will receive an email when there is a new agreement and requires a signature.
The email will be received by QM and Non-QM recipients alike.

Sample 1 — Mail for an Internal QM recipient
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[EXTERNAL] Signature requested on “"Example document for signing"
@ William Mordaunt <adobesign@adobesign.com> € Reply

To @ Aveek Das

(®) f there are problems with how this message is displayed, click here to view it in a web browser.

| cAUTION: This emil originated from outside of QMUL. Dx i you recogrise the sender and know safe.

‘a_.@_s’ Queen Mary

University of London

William Mordaunt requests your signature on
Example document for signing

Review and sign

Please review and approve this document.

WILLIAM MORDAUNT
w.mordaunt@qmul.ac.uk

Sample 2 — Notification for an external recipient
Signature requested on "Authorized Document” Inbax X =y

Aveek Das <adobesign@adobesign.com= 10:29AM (1 hourago) Y “

tome «

‘Q’ Queen Mary

University of London

Aveek Das reguests your signature on
Authorized Document

Review and sign

Please review and complete Authorized Document.

AVEEK DAS
aveek.das@qmul.ac.uk

Afiar you sion Authorized Document | partiss vl recsive 2 final SDF copy by smail

Don't forward this email: If sign, you czn delegate

Poweredby
o Adobe Acrobat Sign

-
\.&\’(i_);,)foueen Mary

University of London

% Reply All | —» Forward | =

Thu 11/08/2022 12:20
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6.1 Click on Review and Sign (Internal QM Signatory)

Sean Parker requests your signature on
QMUL App Agreement

Review and sign

Please review and complete QMUL App Agreement.

SEAN PARKER
prwl8é@qmul.ac.uk

After you sign QMUL App Agreement, all parties will receive a final PDF copy by email.

Don't forward this email: If you don't want to sign, you can delegate to someone else.

Powered by
s Adobe Acrobat Sign
By proceeding, you agree that this agreement may be signed using electronic or handwritten signatures.

To ensure that you continue receiving our emails, please add adobesign@adobesign.com to your address book

or safe list.

© 2022 Adobe. All rights reserved.

6.1.1 Click on Review and Sign (External Users — No QM ID)

Signature requested\on "Authorized Document” Inbox X

Aveek Das <adobesign@adobesign col
tome +

4 Queen Mary

University of London

Aveek Das requests your signature on
Authorized Document

Review and sign

Please review and complete Authorized Document

AVEEK DAS
aveek.das@qmul.ac.uk

After you sign Authorized Document 3l partizs will receive 3 final POF copy by emall

Don't forward this email: f you contwant 1o sign, you can delegate o someons slsz

Powered by
o Adobe Acrobat Sign

10:29 AM (1 hour ago)

-
Ya¥

W o “

Queen Mary

University of London
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6.1.2 Verify Identity with a Text Message
Select the verification process as a Text Message and Click on Send Code.

Adobe Acrobat Sign

This document requires phone verification

' Please confirm your identity by entering a verification code sent to the following
phone number: +XX XXXXXXX1507.

If this is not your phone number, please contact Aveek Das.

Verification Options

Voice Call

© Text Message

After clicking the "Send Code" button you will receive a phone call or text message
with a verification code that you must enter to view the document

ndard text messages and volce rates apply

Note the code in the text message as received from Adobe

12:27 up gy

< ‘ Verify

Your Adobe Acrobat
Sign verification code is:
471380

Enter the code\in the screen as follows

4
\(._Q,,t Queen Mary

University of London

sign In

@ ~




Queen Mary University — Digital E-Signature Guide 'L@Queen Mary

University of London

This document requires phone verification

Please confirm your identity by entering a verification code sent to the following
phone number: +XX XXXXXXX1507.

If this is not your phone number, please contact Aveek Das.

Code

[ |

Return to verification options

6.1.5 Click on Continue

Continue

6.2 Click on Start

cC O & sefure.eu2 adobesign.com/public/esign?tsid=CBFCIBAA3AAABLDIGZhBI-WTigSOMPM1sYGegT3m2k-uQmdpW29s7650UVIylyTLvk3IXODRAKu... 1= Yr %N [ s 3

Welcome - MyHR... @} JAonboarding - Av.. [I§ Error|Trello  [I§ 2 BATeam Central.. [I§ Head of Changean.. [[§ Business Analysis O.. ¥ Mandatory Training.. €p Jira @ Head of Change an.. »

Test - PO 9777362 for signature (©  Nextrequiredfield

Adobe Acrobat Sig|

Options v

: o
Purchase Order No: @l Queen Mary

9777362 PURCHASE ORDER University of London

o 80772022
Environmental Essentials Limited Purchase Order 30 Days Net
o R aton Court Exempt CharityNo | XN80515
Silverdale Enterprise Park Newcastie-und al|ieui GB 248 8379 11
er-Lyme Staffordshire EORI No. GB 248 8379 11 000
ST5 6SS Supplier Id 185650
United Kingdom

[Delive A ™
IT Services, Francis Bancroft Building,

Language | English: US ~ D 2022 Adobe. All rights reserved.  Terms Consumer Disclosure Trust Cookie preferences
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6.3 Click on the signature box

Adobe Acrobat Sign @~

Options v Test - PO 9777362 for signature ©  Nextrequiredfield [[Jj

to our terms and conditions, available from
Net Order Total 6,999.00

Clickto Sign

Registered Office: Mile End Road, London, E1 4NS
* B Company Registration No.: RC000710
Click here to sign

6.4 Enter your Signature

You have multiple options for Signing depending on the requirements of the agreement.
The easiest is to Type your name. But you can use other options as to draw a signature or
upload an image of your exact signature. These will be depend on the exact need of the
document.

Baga @ =

Type Draw Image Mobile

Aveek Das

Once you are satisfied, you can click apply. Else you can click clear and re-type. You can also
close the signature pop-up screen without signing.

6.5 Click to Sign

Once the signature is applied, you will be able to see the signature on the document.
You can now click “Click to Sign” which will complete the process.

This order is subject to our terms and conditions, from Net Order Total 6.999.00
.= (Clicktochange

egistered Office: Mile End Road, London, E1 4NS
Aveel Das Company Registration No.: RC000710

AveckDas _(Aug 1,2022)

By signing, | agree to this agreement, the and to do business Click to Sign
electronically with Queen Mary Uni of London.
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Note: The time stamp appears ONLY if you have used a Signature block in the form while
sending the agreement.

7.0 Additional Features (Signers and Senders)

7.1 Decline to Sign
The Signer can choose to decline the agreement by clicking on options

Adobe Acrobat Sign

Options ~ Example document for signing

Read agreement
Delegate signing to gbther
Decline to sign

Clear document data

View history

Download PDF

Legal Notices

Check the username displayed at the top right of the SolarWinds window.

If DIRECTLINK is displayed, click the dropdown and click on Log Out.

Enter a reason for declination and click on “Decline”. A notification mail would be triggered
to you and the sender of the agreement.

Decline this agreement

Please provide a reasen for declining this agreement.

| would not sign due to mlsallgnmend
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7.2 Delegate Signature

If you are not available (due to holidays or due to move out of the Department/QM) then
you can delegate the task to someone who can sign on your behalf. This feature is available
to QM and Non-QM users.

7.2.1 Delegate a specific document
To delegate a specific document, click on the Options and then select “Delegate Signing to
Another”

‘Adobe Acrobat sign ®-
DY Example document for signing ©  Nextrequedted [

Delegate signing to another
Decline 10 sign
Clear document data

View history

Download POF
Legal Notices

Check the username displayed at the top right of the SolarWinds window.

Enter the delegate’s email id and enter a message to the delegate. Click on Delegate.

Delegate this document

To send this document to another individual for signature, enter their email address and a
message below.

abc@emailcom

Please sign on my behal

7.2.2 Delegate all your documents
If you want to delegate all your documents, click on your profile.

Adobe Acrobat Sign ®-
Home Send Manage Reports  Account Aveek =
L weoie |

Welcome, Aveek Q IN PROGRESS. 2 WAITING FORYOU ‘ EVENTS AND ALERTS Quick Start Guide

Go to Admin Console
Sign Out

Send a document for signature

e , or start from your library ates and workfiows.

Click on Auto Delegation
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Adobe Acrobat Sign

Home Send Manage Reports Account

Q search My Profile 2
Personal Preferences
Aveek Das
My Profile aveek dasgagmulacuk

e Queen Mary Uni of London

Auto Delegation

Phone Number Password
Auta Gelegation
My Notificatiok = None Changing your password from within Acrobat SIgn 15 not avallable
Shared Notifications Time Zone
(GMT) Greenwich Mean Time Group Name
My Signature Default Group
Measurement Unlt
Language Preferences nches(in)

View Other Accounts Edit Profile

Share My Account

Enter the email id of the delegator you want your documents to be delegated to. Click on Save.

Auto Delegation &

re can be automatically delegated to an altemate signer. To enable automatic delegation enter th ddress of the altermate signar below If you do not want 1o ensbis automatic delegation, kaave this value blank

Auto Delegated Signer: | abegpqmulac uk

Note: You must remove the email ID from this screen once you no longer require your agreements to
be delegated.

7.3 Create re-usable document template

You can create a re-usable document template in the tool. This template can be used multiple times
when creating an agreement.
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7.3.1 Click on “Create a reusable template”

Adobe Acrobat Sign

Home Send Manage Reports Account

come, Aveek 9 INPROGRESS 3 WAIING FOR YOU A EVENTS AND ALERTS

Send a document for signature

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

Do more with Acrobat Sign

#ill and sign 3 document Send in bulk Create a reusable template Manage and track 3l agreements Enhance your account

7.3.2 Enter the Template Name

Adobe Acrobat Sign

Home Send Manage RePRrts Account 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

Test Template

Template Type [~]
Files* Add Files @ Reusable document
= sample Agreement with Table docx “ 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
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7.3.3 Upload document for the template

Create Library Template

Create a Library Template

Upload any document you send often, add form fiels d create your template. It will be saved to your
document library. Learn more about creating library templa

Template Name

Test Templat
st femp'ate Template Type (]

Files* 7dd Filed @ Reusable document
= R ble form field |
= Sample Agreement with Table.docx X ®) b= D rmiie s gy

O Both
Drag More Files Here

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

© Any user in my organization

Preview & Add Fields

Select Files

My Computer

Cloud Storage
Adobe

OneDrive

E  Choose Files from My Computer

Cancel
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w AV AU x \ i3 Univ x | I Aco x \ M Busii x | FY Und: :

[ £ Search Desktop
ry Training...  €p Jira Head of Change an... Dashboard - MyHR..
E—— > @ :
o W}
Event number - How to run
I effective
workshops
Choose Files from My Computer
~| | Custom s v
T

7.3.4 Select template type and user group

Select the template type as “Reusable Document” if you want the document to be added as a pre-
defined template.

Also, select the option according to the requirement as to who can use the document you are
creating. It could be only you, any user within the group (Department/School) or any user within
am.

ved to your

Template Type (2]

Add Files @ Reusable document

O Reusable form field layer
O Both

Who can use this template

O Only me

@ Any user in my group

Default Group

O Any user in my organization

7.3.5 Preview and add additional fields
Click on Preview and Add Fields
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Create Library Template

Create a Library Temiplate
Upload any document youfsend often, add form fields and create your ten
document library. Learn mpre about creating library templates.

Template Name
Test Template I
Files* I
Sample Agreem+t with Table.docx

How to run effegtive workshops.docx

Drag More Files Here

Preview & Add Fields

Add Signature or Additional fields as required

Home Send Mansge Reports  Account

= [i [ O RelatvetoPage | Custom Field? v
Solution ~ Let the champions provide the additional guidance and create the sense of trust
among the stakeholder groups. Also, analyse the specific benefits that the stakeholder will
have, to onboard him/her on to the solution approach.

detected in this Observation 3~ Is there a sense of confusion within the stakeholders?
h page, cick this Solution - Are you providing enough artefacts and articulating the business problem right?

S Pk Sometimes we need to provide more visual ion and vice-versa ling on the

receivers.

Observation 4 - Is it just that the stakeholder is not interested?

Solution - Try to give more attention to the stakeholder and observe what could be the root

cause. Sometimes it could be that past experiences is holding the person to participate in

the exercise. Or he/she is not able to connect with the solution/discussion. Sometimes a

separate one-to-one discussion creates wonders. If nothing works, we need to escalate

to the project

deldTemplates v T O¢ On |=

Post Workshop
Conclude the workshop with clear results and directions. These could be in the form of docum
to be prepared or code to be written or a decision to be made by a stakeholder.

Send the minutes of the minute so that the stakeholders are aware and ags ‘the content of the

discussion. This should also include any follow-up workshops that

*
Signature: <o

Email:

&
\:,(—-)5! 9ue

Aveek ~

Template Properties

RECIPIENTS
W Partiopant] v
Signature Fields v
Signer Info Fields v
Data Fields o)

Text Input
Drop Down
Check Box
Radio Button

Image

More Fields v

Transaction Fields.

en Mary

y of London
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7.3.6 Click on save

Template Properties

RECIPIENTS.
[ Participant 1 ~

Signature Fields v
Signer Info Fields v
Data Fields ~

Tt Input
Drop Down
Check Bax

Radio Button

Once saved, we can use this template to create an agreement. Instead of MyComputer, select
Templates to see the current templates available and select one from the list. The rest of the process
will remain same as we have seen in 5.7 Select the required documents.

Select Files

Q Search

My Computer

O Name Last Modified
Library

O ~ [ MyTemplates
Recent Templates

O M Agreement with MFA 07/22/2022
Templates

O @ Sample Agreement 01 - Apprenticeship 07/25/2022
Cloud Storage

0 ﬁ Sample Template 08/03/2022
Adobe

- LL‘& Default Group Templates
OneDrive

M Test Template 08/17/2022

o - E\H Account Templates

O @ Newest Sample 08/03/2022

= CD

Note: We can also convert a document into a re-usable template when we are using a document for
the first time in an agreement.
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Bveek =

ntials

Signature Block

Stamp

Signer Info Fields

Data Fields

More Fields

Transaction Fields

8.0 Managing agreements

-
YeY,

As an Adobe Sign user, you can manage all the agreements that you have either sent or signed.

These are the following features available to you in the “Manage” Tab.

8.1 In Progress

In progress agreements are the documents which you have sent to the signers and are waiting to be
signed by either all or some of the recipients. This section will show the recipients, title , status and

last updated date for any agreement.
Major functionalities* available for these documents:

8.1.1 Open the document

Click on Manage tab and select the agreement you want to open. Next, select the first option on the

right panel.

Home Send Manage Reports Account

STATUS

In progress

In progress (9)
-] RECIPIENTS TITLE
Waiting for you (2)
[m} aveek2387@gmail.com Authorized Document
Completed
Canceled aveek2387@gmail.com Agreement 10th Aug
Expired aveek2387@gmailcom
(] @g Newest Sample
0 of 2 completed
Draft
William Mordaunt
[m] Test of New Logo
Queen Mary Uni of London
Templates
(m] aveek2387@gmail.com Test Logo
Bulk sends
mn aveskI3RT@email rom Samnle with cuistamized OM | non

STATUS

Out for signature

Out for signature

Qut for signature

Qut for signature

Out for signature

Out for sienature

MODIFIED 4

8/Mj2022

8110/2022

8/8/2022

8/8/2022

B/8/2022

RIRI2022

-
Aveek =

Sent from group: Default Gro

Message: Please review and ¢
Agreement 10th Aug.

Actions

Open Agreement

(U Remind
® Ccancel
[®, Download PDF

[E. Download Audit Report

Recipient (0 Completed)

Note: You can simply hover your mouse over any agreement and then open the agreement.

Queen Mary

University of London
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In progress

-] RECIPIENTS

a aveek2387@gmail.com
aveek2387@gmail.com

o 0O 0O

aveek2387@gmail.com
0 of 2 completed

William Mordaunt
Queen Mary Uni of London

aveek2387@gmail.com

Actions

Open Agreement

TITLE STATUS MODIFIED 4
@ Remind
Authorized D t Out for signature 8/11/2022
uthorize: ocumen jd @ Cancel
Agreement10thAug | Oopen | @ [B Out for signature 8/10/2022 [, Download PDF
Newest Sample Out for signature 8/8/2022 [l Download Audit Re
& Hide Agreement
Test of New Logo Out for signature 8/8/2022
M Share
Test Logo Out for signature 8/8/2022
@ Add Notes

8.1.2 Send a Reminder to the recipients

You can send a reminder to the recipients (& yourself) to complete the signature process. This can
be scheduled or be an instant reminder.

In progress

-] RECIPIENTS

aveek2387@gmail.com

[m] aveek2387@gmail.com

0 aveek2387@gmail.com
0 of 2 completed

O William Mordaunt
Queen Mary Uni of London

[m] aveek2387@gmail.com

m aveskI2RT@omail com

AULIOINLEU DOLUITIENL,

Actions
TITLE STATUS MODIFIED 4

Open Agreement
Authorized Document Out for signature 8/1/2022

@ Remind
Agreement 10th Aug Out for signature 8/10/2022

® cancel
Newest Sample Out for signature 8/8/2022

P € E} Download PDF

Test of New Logo Out for signature 8/8/2022 iz},  Download Audit Report
Test Logo Out for signature 8/8/2022

Recipient (0 Completed)
Samnle with custamized OM | non Out for sienature RIRI2022

You can configure the frequency, recipient and a message of the reminder. The frequency has
multiple options — like weekly, daily, specific days or instant etc.

Add a reminder

Reminder Frequency

©  Daily until completed

O  yyy-mm-dd

QO Right now

‘Who do you want to remind?

Only active recipients can be reminded with the selected frequency

(] Myself

aveek2387@gmail.com

Include a message with your reminder?

Please sign the documenl[

Queen Mary

University of London
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8.1.3 Cancel the document

There might be a scenario when you no longer require the document to be signed by the
recipient(s). In this case you can cancel the agreement. (Cancellation doesn’t mean you will not be
charged the transaction fee)

To cancel, click on the required agreement and from the right panel click on Cancel.

Cancel

(Optional) Enter reason for canceling the agreement.

(m} Notify recipients via email

Cancel Agreement

8.1.4 Save a PDF copy of the document

You can save a PDF copy of the existing agreement.

Sent from group: Default Group
In progress Message: Please review and complete
Authorized Document.
-] RECIPIENTS TITLE STATUS MODIFIED 4
aveek2387@gmail.com Authorized Document Out for signature 8/1/2022 Actions
a aveek238 il.com 10th Aug Out for signature 8/10/2022 Open Agreement
~
aveek2387@gmail.com Remind
a @] Newest Sample Out for signature 8/8/2022 ®
00f2 completed
Cancel
William Mordaunt ®
a N Test of New Logo Qut for signature 8/8/2022
Queen Mary Uni of London
-, Download PDF
a aveek2387@gmail.com Test Logo Out for signature 8/8/2022
[E}  Download Audit Report
a aveek2387@gmail.com sample with customized QM Logo Out for signature 8/8/2022 EERThER

8.1.5 Share the status of an agreement with other users*

You can share the status of any In-Progress agreement with any other QM user from your team. This
would help you to create a shared visibility of a critical transaction that needs a higher attention.

*Note:

e Please be careful to use this feature with ONLY QM internal users and NOT use any
external email IDs.
e You can use a group email id if that is needed for the visibility.
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In progress ® cancel
-] RECIPIENTS. TITLE STATUS MODIFIED & . Download POF
L
aveek2387@gmail.com Authorized Document Qut for signature 8/1/2022 [,  Download Audit Report
] aveek2387@gmail.com Agreement 10th Aug Out for signature 8/10/2022 & Hide Agreement
aveek2387@gmail.com Y share
a g Newest Sample Qut for signature 8/8/2022
00f2 completed
‘William Mordaunt . @ hEIREES
[m] . Test of New Logo Out for signature 8/8/2022
Queen Mary Uni of London - X
[} Download Individual Files (1)
a aveek2387@gmail.com Test Logo Qut for signature 8/8/2022
a Upload Signed Document
[m] aveek2387@gmail.com Sample with customized QM Logo Out for signature 8/8/2022 See less

Share Agreement

Let others view and access this agreement along with its status from their account.

Separate multiple email addresses with a comma, semicolon or spaces.

s I I

changedelivery@gmulac.uk X] adas@gmulacuk x]

w.mordaunt@gmulacuk x ]

L ‘. ‘.

Optional message to sharees

8.1.6 Add an alternative email for the recipient

If the recipient has lost access to the email ID, you can add an alternative email ID for the recipient.
Remember, you are ONLY adding an alternative email ID and NOT adding new recipients. This
feature shouldn’t be interpreted as adding a new recipient.

Click on the agreement and scroll down on the right panel. Hover the mouse arrow over the
recipient email ID.
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Status: Out for Signature

In progress
P g Sent from group: Default Group
-] RECIPIENTS TITLE STATUS MODIFIED 4 Message: Please review and complete
Agreement 10th Aug.
aveek2387@gmail.com Agreement 10th Aug Out for signature 8/10/2022
aveek2387@gmail.com .
(] eiz <°mm:f Newest Sample Out for signature 8/8/2022 Actions
William Mordaunt () Open Agreement
[m} Test of New Logo Qut for signature 8/8/2022 B g
Queen Mary Uni of London
@ Remind
(] aveek2387@gmail.com Test Logo Out for signature 8/8/2022
® Cancel
(m] aveek2387@gmail.com Sample with customized QM Logo Out for signature 8/8/2022
Eﬁ& Download PDF
(] aveek2387@gmail.com Sample Agreement 01 - Apprenticeship Out for signature 7/28/2022 B Download Audit Report
e.ogara@qmul.acuk See 5 more
O 8ar2@q Sample Agreement ;
Tof2 completed aveek2387@gmail.com
Recipient (0 Completed)
(] aveek2387@gmail.com Agreement with MFAEZ Add Alternate Recipient @ aveclaszegmaiLcom
Role: Signer Signer viewed on Aug 10, 2022

Authentication: Email  Edit

ved. Terms ConsumerDisclosure Trust Cookie preference:

Click on the option “Add Alternate Recipient”.

MBITSHITHL VL NUE.

Out for signature 8/10/2022
Out for signature 8/8/2022 Actions
At far ciamaten alolinan Open Agreement

@ Remind

@ Cancel
The original recipient will still be allowed to access the
agreement and participate, but only one recipient can take E‘l
action and complete their part.

Add Alternate Recipient

Download PDF

IEmar | address l £, Download Audit Report

See 5 more
(Optional) Message to new recipient

Recipient (0 Completed)
aveek2387@gmail.com

Signer viewed on Aug 10, 2022
Cancel

Enter the email ID and then click on add. The new recipient email ID will receive a notification.
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- e g
At far cionatuen /o/mna0 = = =

'Gj Remind

(® cancel
The original recipient will still be allowed to access the
agrleement and panlopa-te, but only one recipient can take E_l Download PDF
action and complete their part.

Add Alternate Recipient

£, Download Audit Report
aveek.dasza@outlook.conﬂ v ‘ * P

See 5 more
(Optional) Message to new recipient

Recipient (0 Completed)

aveek2387@gmail.com
Signer viewed on Aug 10, 2022

8.2 Waiting for you

The documents/agreements which require your sign will be in this section. You can simply hover
your mouse to click on the sign option or click on the required document and click on View & Sign to
sign on the document.

The same options will be available to you as we have seen for a standard signer screen.

Your agreements Y Filters Q, Search @ NRW-Afan-Blue-Scar
Created Aug 17, 2022 438 PM

STATUS From: William Mordaunt

Waiting for you (wmordaunt@qmulac.uk)

In progress (8) B )
-] SENDER Tme m sTaTUS MODIFIED 4 R N

‘Waiting for you (2) Wil Mordaunt Message: Please review and complete
Vi ¥

compicked (/] pamy NRW-Afan-Blue-Scar open & B Waiting for signature 8/17/2022 NRW-Afan-Blue-Scar.

william Mordaunt

canceled O et iy U o o Example document for signing Waiting for signature 8i11/2022 View & Sign

Expired

et Actions

Options v NRW-Afan-Blue-Scar
Read agreement

Delegate signing to another Llwyb r Bl u e s ca r m i?;: Coedwig o

Forest Park

Decline to sign . glas/cymedrol Pellte

Clear document data . 1-1% awr Dring

View history Dosbarthy |Glas/ »

Dowrlicad POE Liwybr Cymedrol I:l‘. I3 I LI e S (\a Il
Yn addas i Beicwyr canolradd/beicwyr mynydd gyda — N v

Legal Notices sgiliau beicio oddi ar y ffordd sylfaenol. Trail
Beiciau mynydd neu feiciau hybrid.
Mathau o Fel y ‘Gwyrdd’ gyda thrac sengl wedi 011
Iwybrau ac ei adeiladu’n arbennig. Gall arwyneb ;
arwyneb gynnwys rhwystrau bychan fel
gwreiddiau a chraig. -
Nodweddion | Mae'r rhan fwyaf o raddiannau’'n £
graddiant a |gymedrol ond gall fod yna adrannau 3 5
»thechnegol serth byr. Cynnwys nodweddion liwybr Click here to sign i

y liwybr technegol a graddiannau bach.

Lefel Gall safon dda o ffitrwydd fod o
ffitrwydd gymorth.
awgrymiedig
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8.3 Completed

All completed agreements will be displayed in this section. You can download or view the document
from this section. Also, there will be an option for downloading the Audit report for compliance
purpose from this section.

Home Send Manage Reports Account @ Aveek «

Your agreements Y fiters | Q search D Authorized Document
Created Aug T1, 2022 10:28 AM

STATUS Status: Signed
Completed
Sent from group: Default Group

In progress (8)
e RECiiEnTS SEHpER e MODIFIED 4 Message: Please review and complete

Waiting for you (2) Authorized Document.
aveek2387@gmail.com Me Authorized Document 8/19/2022
Completed

Canceled O Wiltam Mordaunt Me Test for Time Stamp siei2022 Actions.

Queen Mary Uni of London

Expired - Aveek Das ‘william Mordaunt ) openAgreement
4 [m] Test - PO 9777362 for signature aner2022 B openag
Queen Mary Uni of Loadon Queen Mary Uni of London
Draft = PDE
ek s [2,__Dovnicad po)
[m] R e Sample Agreement with Table 8/172022
Templates . o [E,  pownload Audit Report
Aveek Das
[m] . Me Authorized Document 8/8/2022
Bulk sends Cuaen Mary Usi ofLondon W Hide Agreement
[m] Aveek Das Me New Agreement 5] 712502022 ot Share
See3more
[m] Aveek Das Me Agreement 312022
T > Redipient (1 Completed)
[m] . Me induction_Checklist_ 01_22 7i8/2022

> Activity

8.4 Cancelled

Any agreement that you have cancelled will be displayed in this section. As with the previous
section, this section too has the similar features to view, download a PDF and fetch an Audit report
for the list of documents present.

Your agreements Y Fiters  Q Search QMUL App Agreement
Created Aug 03, 2022 207 PM
STATUS From: Sean Parker (prwiBs@qmulac.uk)
Canceled
Status: Canceled
In progress (8)
-] RECIPIENTS SENDER TITLE MODIFIED & Message: Please review and complete QMUL
Waiting for you (2)
Aveek Das Sean Parker QMULA o T, App Agreement.
completed Queen Mary Uni of London Queen Mary Uni of London PP Agr
Canceled [m] aveek2387@gmail.com Me letter of agreement 03 B/3/2022 Actions
Expired Open Agreement
Draft [E}  Download Audit Report
Termplaes & Hide Agresment
Bulk sends [®, Download PDF

B Add Notes

8.5 Expired

Any document which has expired will be displayed in this section. The options in this section remain
the same as previous.

Note: No screen grabs available for this one.

8.6 Draft

Any agreement which you haven’t sent to a recipient but have saved from an earlier session will be
displayed here. The following options are available to you in this section.

8.6.1 Open Agreement
You can open and view the agreement.
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8.6.2 Edit Agreement
You can start editing the existing agreement. Please note that you cannot add additional recipients,
add an expiry date or change the authentication method in the edit mode.

You can still add new files and add data fields in the agreement.

Your agreements Y Fritters Q_ search 0) Logo from Branding
Created Aug 09, 2022 3:47 PM

sTATUS Status: Authoring

Draft
Sent from group: Default Group
In progress (8)
-] RECIPIENTS TITLE MODIFIED & Message: Please review and complete
Waiting for you (2)
e Logo from Branding.
Logo from Branding 8/9/2022
Completed Queen Mary Uni of London
- sayanidastoB9@gmail.com
Canceled (m] o e oP Sample Agreement 01 - Apprenticeship 81412022 Actions
)0t 2 completes
Expired . Open Agreement
(m} aveek2387@gmail.com sample Agreement 01 - Apprenticeship 8/312022
Ot &£ Edit Agreement
m} sean parker@qmulacuk letter of agreement 03 8212022
Templates ® cancel
= Aveek Das
0O N . . Induction_Checklist_01_22 7I812022
Bulsaiids Quesn Mary Uni of London & Hide Agreement

[, Download POF

[E AddNotes
You can simply hover your mouse and click on Edit too.
. Adobe Acrobat Sign

Home Send Manage Reports Account
Your agreements Y Fiters  Q seorch ®
STATUS

Draft
In progress (8)

[-] RECIPIENTS TITLE E MODIFIED
Waiting for you (2)

William Mordaunt -
G T i Logo from Branding Open ﬂ B 8/9/2022
Canceled O sayanidastogs@gmail.com Sample Agreement 01 - Apprenticeship 8/4/2022
00f 2 completed

Expired B . .

(] aveek2387@gmail.com Sample Agreement 01 - Apprenticeship 8/3/2022
Draft

O sean.parker@qmulacuk letter of agreement 03 8/2/2022
Templates

O Aveek Das Induction_Checklist_01_22 7/8/2022
Bulk sends Queen Mary Uni of London

The greyed-out areas are un-editable. Click on Next to continue the sender’s flow.

Changes to recipients o files may affect form fields you created. x

Get documents signed

Send an agreement to others for e-signing, approval, or other processing,
Recipients *
Complete inOrder (I Add Me | Add Recipient Group | @
wmordaunt@gmulacuk =
Message*
Logo from Branding Options )
Please review and complete Logo from Branding, a
o
O SetF
Files* Add Files
Logo from Branding prg x Recipients’ Language
English: US

Drag More Files Here
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8.6.3 Cancel
You can cancel a draft agreement. This is essentially a delete function, and it will NOT be updated in
the Cancel Section unlike the case for agreements which are in “In Progress” status.

Y Fiters  Q Search ® Logo from Brar
Created Aug 09, 2022 3:47 PM

Status: Authoring

Draft
Sent from group: Default Group
a RECIPIENTS e MODIFIED 4 Message: Please review and complete Logo
from Branding,
‘William Mordaunt Logo from Branding 8/9/2022
Quoen Mary Uni of London
sayanidasi9B9@gmail.com "
- 8/4/2022 Actions
[m} oot 2 compietad Sample Agreement 01 - Apprenticeship
Open Agreement
a aveek2387@gmail.com Sample Agreement 01 - Apprenticeship 81312022
& Edit Agreement
o sean parker@qmulacuk letter of agreement 03 8/2/2022
Aveek D:
o ek oo Induction_Checklist 01 22 71812022
Queen Mary Uni of London W Hide Agreement

[ Download PDF

[E AddNotes
> Recipient

> Activity

8.6.4 Templates
This section will contain all the re-usable templates that you created. You can open or edit the
templates from this section. Click on any template to view additional options.

Home Send Manoge Reports Account Aveek =
Your agreements Y Fites  Q Search 0 Test Template
Crested Aug 7, 2002 522 P
e Aveek Dus (e dasiicpnulac k)
o Templates Template type
n progress (8) Reusable document
e swaus —
Who can use this template

Waiting for you (2) Any user in Defsult Group

Test Template Adtive a2
Completed
Canceled Samgle Template Active 83202 Actions
Expired Open Template
" Newest Sample Adtive 8372022 B
Draft B UseTemplate
Sample Agresment 01 - Apprenticeship Active 1250022
Templates & Edit Template
greement with MFA Adtive 72022
Bulk sends he ) Delete
[E,  Download POF

See dmore

8.6.4.1 Open a Template

Select an existing template and click on Open Template. This will open the document for further
processing.

Owner Aveck Das (aveek das@qmulacuk)

Templates Templatetype

Reusable document

Time STATUS MODIFIED
v Who can use this template

Any user in Default Group
Test Template Active 8/17/2022
Sample Template Active 8/3/2022 Actions

Open Template
Newest Sample Active 8/32022

B  UseTemplate
Sample Agreement 01 - Apprenticeship Active 7/25/2022

& EditTemplate
Agreement with MFA Active 71222022

T Delete

[, Download PDF

See 4 more

You can simply hover and click on Open from the floating menu.

Queen Mary

University of London
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Templates

TITLE
Test Template

Sample Template

Newest Sample

Sample Agreement 01- Apprenticeship

Agreement with MFA

Home Send Manage Reports Account

Please sign the following contract.

Acronym
500 Strategic Delivery office (* Tagfor reference]
oL Distance Learnis
EQSB__| raucation and Quakty Standard Bourd

| LEA Learner

| TeF Framemork

Open

g B

STATUS

Active

Active

Active

Active

Active

4
WO

MODIFIED §

81712022

8/3/2022

8/3/2022

7/25/2022

7/22/2022

Aveek >

Test Template @

vd Au

™
dasgpmulacik)

Owner Aveek Das

Template type

Reusable document

Who can use this template
Any usec in Datault Geoup
Actions

B UseTemplate

£  EdtTemplate

i Delete

B, Download POF

@3 Download individual Files (2)
[}  Download Form Field Data

B Addotes

& NewOwner

See less

8.6.4.2 Use a Template

If you want to use any specific Template as a Document within the agreement, please click on this

option.

Adobe Acrobat Sign

Home Send Manage Reports Account

Your agreements

sTaTUS

Templates
In progress (8)

e
Waiting for you (2)

Test Tempiate
Completed
Cancalad Sumpla Tamplat
Expired

Newest Sample
Draft

Sample Agreement 01 Apprenticeship
Templates

Agreement with MFA
Bulk sends

Y riers

Q search

STATUS

Active

Active

Active

Adtive

Active

The template gets added to the Sender’s flow as you can see below.

Test Template
Created Aug T, 2022 522 PM
Qwner Aveek Das (aveek das@amulacuk)

Template type
Reusable document
MODIFIED
: 'Who can use this template:
Any user in Default Group
812022
81312022 Actions
Open Template:
80312022 B Opentermp
B UseTemplate
7isi022
& Edit Template
71212022

T Delete

[ Download BDF

Queen Mary

University of London
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Get documents signed

Send an agreement to others for e-signing, approval, or other processing.

Send from: Default Group (Primary C - 9
Recipients *
Complete inOrder (P Complete in Any Order Add Me | Add Recipient Group | €
é’ e IEnter recipient email
Show CC
Message *
Test Template Options (]
Please review and complete Test Template. O Password Protect
O Completion Deadline
O Set Reminder
Files* Add Files
I= Test Template X Recipients' Language

English: US v

Drag More Files Here

Preview & Add Signature Fields

Note: The same functionality exists when someone clicks on “Start from library” on the home screen.

Welcome, Aveek 8 IN PROGRESS 2 WAITING FOR YOU ! EVENTS AND ALERTS

Send a document for signature

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

' g

8.6.4.3 Edit Template
If you want to edit the existing template, please click on this option. You can perform operations like
adding or editing data, signature or transaction fields.

Quner Aveek Das (aveek das@amulacuk)

Templates Template type

Reusable document
TiTLE sTATUS MODIFIED

M Who can use this template

Any userin Default Group
Test Template Active 81712022
Sample Template Active 8/3/2022 Actions

Open Template
Newest Sample: Active 8/3/2022

B UseTemplate

Sample Agreement 01- Apprenticeship Active 772502022
& EditTemplate

‘Agreement with MFA Active 712212022
T Delete

[E.  Download PDF

See 4 more
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8.6.4.4 Transfer Ownership
If you want to transfer a template to a new owner, please click on “New Owner” and enter the email
id of the new owner.

Owner Aveek Das (aveek das@qmulac.uk)

Templates Template type

Reusable document
e status MoDIFIED

M Who can use this template

Any user in Defaut Group
Test Template Active 8/17/2022
Sample Template Active 8/2/2022 Actions

Open Template:
Newest Sample Active 832022

B UseTemplate
Sample Agreement 01 - Apprenticeship Active 712512022

& Edit Template
Agreement with MFA Active 712212022

W Delete

[, Download PDF

[3  Download Individual Files (2)
[} Download Form Field Data

[E Add Notes

2, New Owner

See less

9.0 Transaction Limits

The tool has specific transaction limits. You need to know these limits when you are creating an
agreement in the tool.

Tronsactions/ | File size/ Paoges/ Signers/
User License/ | Upload Transaction Transaction
Year

Enterprise VIP 5000/ Annual 10 MB 500 25
for all

departments

9.1 Archival of Documents
If you want to archive a specific sighed document, there two ways of doing the same.

9.1.1 Saving the file from the Adobe sign portal

You can login to your adobe sign account and under the Manage section, click on the Completed
Agreement. You can then click on any of the agreements and click on download PDF to save it in
your local device.

Home Send Manage Reports Account Aveek

Sent from group: Default Gr

Your agreements Y Filters Q_ search ®
Message: Please review and

Authorized Document.
STATUS

Completed

In progress (8)

Actions
[-] RECIPIENTS SENDER TITLE MODIFIED &
Waiting for you (2) N
E Open Agreement

Completed aveek2387@gmail com Me Authorized Document] Open  [B, [E) 8/19/2022
fitiam Mordauni
Canceled a 5 hary U o Londd Me Test for Time Stamp 8/18/2022
Queen Mary Uni of London
! B Download Audit Repol
Expired Aveek Das william Mordaunt
a Test - PO $777362 for signature 8/18/2022
o= Queen Mary Uni of London Queen Mary Uni of Lo. @ Hide Agreemenl
raf
Aveek Das
a een Mary Ut of oo Me sample Agreement with Table 817/2022 ) share
Templates
Aveek Das
| a Me Authorized Document 8/8/2022
| Bulk sends Queen Mary Uni of London

» Recipient (1 Completed)
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9.1.2 Saving a copy from the auto-generated email
Adobe Sign would send an email to all signatories once everyone signs a document. You can save a
copy from the email as well.

[EXTERNAL] Authorized Document between Queen Mary Uni of London and aveek2387@gmail.com is Signed and Filed!
@ Adobe Sign <adobesign@adobesign.com> € Reply | O Reply Al | = Forward

To O aveek2387@gmail.com; @ Aveek Das Fri 19/08/2022

(i) tfthere are problems with how this message is displayed, dlick here to view itin a web browser.

tiook prevented automatic download of some pictures in this message.
Authorized Document - signed pdf _,
e | 243 KB

| CAUTION: This email originated from outside of QMUL. Do not click links or open attachments unless you recognise the sender and know the content is safe.

i

Authorized Document between Queen Mary Uni of
London and aveek2387@gmail.com is Signed and
Filed!

To: aveek2387@gmail.com and Aveek Das

Attached s a final copy of Authorized Document.
Copies have been automatically sent to all parties to the agreement.
You can view the document in your Adobe Acrobat Sign account.

Why use Adobe Acrobat Sign:

Note: Please continue to store the agreement documents in the preferred repository as per the policy
of the team/department. This could be a shared drive/MS SharePoint or a shared mailbox.

10.0 Advanced Sharing

If your admin/group admin has turned on Advanced Sharing for your department/team/school, then
you might be able to switch your account and work on your team member’s account. You can either
view or edit/send documents on behalf of your team member if this feature is turned on.

To switch accounts please click on your name drop down as displayed below and then click on the
account you want to switch to.

C ) https://secure.eu.adobesign.com/public/compose A T8 = @ ‘
Adobe Acrobat Sign @ v
ne Send Manage Reports Account Aveek
My Profile
Get documents signed Go to Admin Console
Send an agreement to others for e-signing, approval, or other processing Switch Account E
Send from: fault ( y Gr - @ Sign Out
Recipients *
CompleteinOrder () ¢ te in Any Order Add Me | Add Recipient Group = @

£r~  Enter recipient email

Show CC

Select the account you want to switch as displayed and click on OK.
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3 https://secure.eu2.adobesign.com/public/compose A U5

Switch Account

Q Search

¥ Filter accounts by:

Dilveer Sually (d.sually@gmulac.uk)

Panny Martin (panny.martin@gmul.ac.uk)

Susanne Steck (s.steck@gmul.ac.uk)

This is the view the user would be able to see.

&« @] &) https/secure.eu2.adobesign.com/public/agreements A 8 = ® .
Adobe Acrobat Sign @ -
Home Manage  Reports Account Aveek =
Viewing Account of Susanne Steck Show my account
Actions -
Your agreements Y Fiters  Q_ Search ®

Open Agreement

ETATLS [, Download PDF

Waiting for action

In ress (O = .
e © SENDER TITLE STATUS MODIFIED 4 E‘; Download Audit Repor
Waiting for action (1) .
Sean Parker &  Hide Agreement
Completed Queen Mary Uni of Lo... TR open [ B Waiting for action 91312022
Y Share
Canceled
[  Add Notes
Expired

Note: This feature depends on the security configuration of the Adobe Sign group/team. Some teams
might not request for this feature and hence the user cannot see this option.
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