ADOBE SIGN

SIGNERS AND FORM FILLERS
Job Aid

DELEGATING DOCUMENTS
You can delegate a document to another authorized signer. To delegate to someone else,

1. From the document email, click the link, click here .... to delegate

Please Accept Travel Form

J. Adams (tammara.sherman@gmail.com) has
completed Travel Form. Mow it is your turn.

Click here to review and accept Travel Form.
[csubsign.na2.documents.adobe.com]

After you accept Travel Form, all parties will receive a
final PDF copy by email.

If you need to delegate this document to an authorized

party for acceptance, please do not foryard this
email. Instead, click here P

[csubsign.na2.documents.adobe.com] to'delegate.

2. On the Delegate this Document screen,
¢ Inthe Emalil, enter the email address of the authorized signer to whom you want to delegate the
document
¢ Inthe Message, enter a reason for delegating the document
e Click Delegate

Delegate this document

To send this document to another individual in your organization for acceptance, enter their
email address and a message below.

Email: hstruman@presidents.isp o
Message: e

Congratulations on your new role. This document should have your
signature instead of mine. - JQA

3. After delegating the document, you will see the following message.

"Travel Form™ Has Been Forwarded to hstruman@presidents.isp for Acceptance.

For more information, please visit the Adobe Sign Resources page or refer to the Adobe Sign Signer Basics

ORG.

AS-DelegatingDocuments.docx Page 1
Last Updated: 5/14/2020 by Dr. Tammara Sherman g



https://www.csub.edu/training/pgms/adobesign/index.html
https://www.csub.edu/training/pgms/adobesign/_files/Adobe-Sign-Signer-Basics-QRG.pdf
https://www.csub.edu/training/pgms/adobesign/_files/Adobe-Sign-Signer-Basics-QRG.pdf

