ADOBE SIGN for P-Card Application & Exception Forms
Rev 8/26/2021

If you have already used Adobe Sign, you can skip this document and respond to the email you receive, otherwise the info
below will be necessary.

In its move to a paperless workflow, Krannert will be relying on Adobe Sign to manage signatures on secure documents. Adobe
Sign allows PDFs to be routed for secure editing and signatures. While you will need an Adobe account to sign documents, as a
UIUC employee/student you already have an account tied to your @illinois.edu email address waiting for you. Logging in to that
account is described below.
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Using Adobe Sign (below)
Troubleshooting Adobe Sign

USING ADOBE SIGN

NOTE: The screenshots below may be of either the P-Card Application or the P-Card Exception Request, but the form doesn’t
matter; the concept is the same for both.

You will receive an email in the following format:

e Sender: “William Kephart”

e Subject line: “Signature requested on P-Card Application for KCPA Grads” or “...P-Card Exception Request for KCPA Grads”
CLICK the “Review and sign” button in that email.
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William Kephart requests your signature on
P-Card Application for KCPA Grads

If you have never used Adobe Sign, refer to the instructions found here: JOCOCOCK

WILLIAM KEPHART

kephrt@illinois.edu

After you sign P-Card Application for KCPA Grads, the agreement will be sent to William
Kephart and William Kephart. Then, all parties will be notified via email.

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

To prevent phishing and malware, avoid opening attachments and links that are sent via email
Access your recent Adobe Sign documents from the University's Adobe Sign portal at
go.uillinois.edu/esign. Visit answers.uillinois.edu for answers to questions such as "How do | sign
an electronic document?”.

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.

© 2021 Adobe. All rights reserved



You should be taken to the screen below.

Click the Adobe Sign button.

NOTE: Here is where you may have issues. A pop-up window should appear. Depending on your security settings -
pop-up blockers in particular - the page may simply hang. Either temporarily shut off your pop-up blocker, change
browser settings, or try another browser with less restrictions. See the Troubleshooting section for details.
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This Document Requires Identity Verification

Walidate your identity by signing in to the following service:

N

' . Adobe Sign

If you have no issues, you should see some version of the Adobe Sign login below.

Enter your @Illinois.edu email address.

You will NOT need a password!

Simply CLICK in the password field and wait a second; you should automatically be forwarded to the university’s
Enterprise Login page (no screenshots).
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Sign In To Your Account . T

e Adobe Sign works |
Email: kephrt@illincis.edu in the Syste ms -

Password: YOI.I already use.

[JRemember Me Learn more

| forgot my password

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

Once you log in through Enterprise, it will take you directly to the Adobe Sign page.
NOTE: Though not likely, if you have never accessed your @illinois.edu Adobe account, this is another point where
you might have issues, particularly if you have a separate/older Adobe account. If so, see the Troubleshooting section.




At the bottom of the Adobe Sign Home page is a list of documents to be signed.
Double-click on either the P-Card Application or P-Card Exemption (whichever you want to start with).
NOTE: One or both of these should be at the top of the list.
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The document will open.
Look for the yellow “Start” marker.

The marker will point to the first field you need to complete.

After you enter data in a field, hit the TAB button and the “Start” marker with change to “Next” and jump to the
next field to be edited/filled. These arrows will lead you through all the fields to be filled.

REQUIRED fields have a red asterisk (*) in the corner. Those fields MUST have data in them, or you will not be able
to submit the document.

The final field is always the SIGNATURE field.



When you get to the SIGNATURE field, click on it, and a window will pop up.
Choose the “Type” signature option — don’t mess with the others.

Type your name, and it will display in a faux signature font.

Click APPLY.

Draw or take a picture of your signature
using your mobile device.

William Kephart

Clear

Your “signature” will appear in the Signature field as below, and the date of signing will auto-fill.
At the bottom of the screen, you should now see a “Click to Sign” button.
If you omitted any required fields, that button will not appear until those fields are filled.
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Click to Sign

Click on the “Click to Sign” button to officially submit your sighed document.
(If any other submission confirmation buttons appear after that, just click to confirm.)
After submission you should see a confirmation screen, at which point you can logout of Adobe Sign.

You’re DONE!



TROUBLESHOOTING ADOBE SIGN [Return to menu]

If you experience issues, they will likely be one of these:

1. Your browser is blocking the pop-up windows required to sign into Adobe.

2. You have an “old” Adobe account with a personal, unauthenticated password already assigned to your @illinois.edu
address.

Solutions to both of these are addressed toward the bottom of this 1-page troubleshooting guide:
https://answers.uillinois.edu/systemoffices/99990

A personal note: Adobe Sign is designed to work on most up-to-date browsers, including Firefox, but | was unable to get it work
on my personal Firefox browser, likely due to several strict security settings. | shifted to a rarely used copy of Chrome and had
no issues. In all cases, regardless of other security settings, pop-up blockers will prevent you from logging in.

As | need to resolve issues for you and future users, please let me know if you encounter a problem. If the troubleshooting guide
doesn’t help, email Bill Kephart (kephrt@illinois.edu), or better, call, so we don’t have multiple Q& A emails. I'm typically
available from 9a-4:30p, M-F: 217-300-3943
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