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WORK ANYWHERE WITH ADOBE DOCUMENT CLOUD

Set up a workflow in Adobe Sign

Often you have forms with multiple signatures and need routing logic, or even
calculations. Let's see how to use Adobe Sign's Workflow Designer tool to help
streamline the process.

Requirements:
1. An Adobe Sign account

Please note: If you do not have an account already, please contact your Adobe team or IT administrator.

2.A PDF form to post
This example will show the process using HomeCare Requisition Form, which you can find attached to this
document for your own use.

This guide covers:
PART 1
Create 3 document template with form fields, ready to send. Start >

PART 2

Set up a new workflow to route the agreement in pre-determined steps, then
put that workflow to use. Start >

PART 3

Track the progress of the workflow. Start >

Note: If your Adobe Sign account doesn't show you the option to create a workflow, check
with your account administrator to verify that the feature has been enabled in Global
Settings.
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PART 1
Create a library template

To set up a workflow in Adobe Sign, you'll need an existing library template to work
from. In this first step, we'll set up a template that you can access from your library at
any time, whether using it in a workflow or just sending it out for signature.

1. In your web browser, navigate to https://documentcloud.adobe.com.

2. Sign in using your username and password credentials.

3. From the top menu bar, hover over Sign, then select Request Signatures. This will take you
to Adobe Sign.

}q Adobe Acrobat Home  Documents Convertv  Editv  Sharev  Signv  Alltools Start free trial Q 0 Lo ‘

Sign

=/ =)

Add Signature Fill a Form Request Signatures
Sign a document yourself Complete a form yourself Send a document to others for signing
Select a file Select a file Go to Adobe Sign
£ O
Adobe Fill & Sign Fill & Sign Create a Template
Easily fill, sign, and send forms from Complete forms yourself or send to others Create a reusable document you can send to

anywhere for signing others for signing

Get app Select afile Go to Adobe Sign

4. From the Home screen, click on Create a reusable template.

Send a document for signature

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

Request signatures Start from library

Do more with Adobe Sign

EY » i [[EQ

Fill and sign a document Publish a web form Send in bulk with Create a reusable Manage and track all
Mega Sign template agreements

Enhance your account
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5. Set the Template Name to the desired name for the form.
Ex. HomeCare Requisition.

6. Dragand drop the form you want to use for your web form (in this example, HomeCare
Requisition Form.pdf) from your File Explorer (Windows) or Finder (Mac) into the Files section.

e Reports  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

Enter template name

Files Add Files ® R¢

O Re¢

O B¢

Drag & Drop Files Here Who can use this template
@ Only me
O Any user in my group

O Any user in my organization

Preview & Add Fields

7. In the options under Who can use this template, select Any user in my organization or Any
user in my group to make this form available for others to access.

8. Click on Preview & Add Form Fields to prepare the form file.
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9. The drag and drop authoring environment allows you to add fillable form fields to your file,
Simply drag fields from the right rail onto your document in the desired spaces.

Or, let Adobe Sign suggest form fields for you: Adobe Sensei's Al technology can detect form
field candidates based on analyzing the content, attributes, and relative placement of attributes
on the form. In the authoring environment, look in the upper left to find the blue alert that says
‘Form fields were detected in this document. On each page, click this button to place them!

REQUISITION/ PROCUREMENT REQUEST FOR EQUIPMENT

. o SUPPLIES OR SERVICES (Instructions on reverse)
Form fields were detected in this X 3 ACT NUMBER % DATEH

document. On each page, click
this button to place them.

ce, Name and Location) 7. FROM (Requisitioning office, Name, Syr|

8. FOR INFORMATION CALL (Narme amd Telephane Nurnber) |8 RECEIVING OFFICE (Narne, Symboy ar)

10. ACCOUNTING CLASSIFICATION 11. SHIP TO (Address, ZIP Code and Te
FUND IORGA CODE [ B/A CODE |ozc CODE

10. When the form setup is complete, click Save in the lower right.
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PART 2
Create & use your workflow

Now that you have created your reusable library template, you need to create a
workflow to define the routing of the document.

1.

2.
3.

In the main Adobe Sign navigation bar, click on Account.
This will open your account preferences. From the left sidebar, click on Workflows.

This screen is where you will define your new workflow or access existing workflows.

Click on the () icon to create a new workflow.

In the Workflow Name field, give your new workflow a unique name.

Ex. HomeCare Requisition

The Instructions for Sender let you specify what instructions you would like to be displayed to
the signer when they are completing the sending step. Enter any information you need to be
displayed when someone is using this workflow.

Similar to determining who can access your template (Step 1), you can define who can access
this workflow based on your agency's groups. For more info about working with groups,

click here.

ﬁ—E—a. Workflow Name* Activate for*
0 New Workflow (®) All
Workflow Info = groups
Instruction for Sender \—/ Default Group
:_a Enter instruction for sender... ( Legal
Agreement Info —
U Purchasing
O O Workday
Recipients -/ Sales
Vs
Emails

6. Now you will configure the agreement that will be used in this workflow. In the left sidebar,
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7. Next to Agreement Name, click on the pencil icon to edit the name of the agreement that will
be sent out during this workflow.
Ex. Requisition name

8 In the Message field, you can specify the default message that will be sent in the emails to each
of the recipients.

9. If someone in your agency needs to be copied on the agreement, add their email address in the
CC field. You can use the Minimum and Maximum boxes to set the number of CC emails
required, or check the box marked Editable to allow the sender to edit the email address(es) in
the CC field each time the workflow is used.

Workflow Designer GS49

ﬂ‘E‘a Agreement Name* & Recipient's Language
Workflow Info Requisition for Supplies| Do not show language selector
- Message* & Send Options
:9 Please complete and sign this form. [ set password to open downloaded PDF
Agreement Info |j Required
OJ Completion deadline
8 ° days to complete the agreement
Recipg‘.s Cc 7 (] Allow authoring of documents prior to sending
Enter email address... Ij Enable authoring by default
@ Minimum < Maximum
© (] Editable

Emails

10. When you have finished configuring the agreement, you will be ready to define the routing

11.

order for this workflow. In other words, who needs to take what action, and when? In the left
sidebar, click Recipients.

Any workflow starts with one required participant: the signer. We'll start by configuring this
individual's information, then add additional signers and steps. In the workflow diagram, select
the Signer icon.

Recipients Routing*

2

CQQ' Signer
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12. Click the pencil icon next to Signer to change the name of this participant to something specific
to this agreement and workflow.
Ex. Certifying official

4 )

o : o) o, "
Cy Signer Signer & Gy Certifprigcricel Certifying official &

mdil Email

[j This recipient is the D This recipient is the sender|

13. If the first signer is the person initiating the workflow, select the box labeled This is the sender.
Configure any other options for this individual: determine this recipient’s role, select whether
this participant is required, and choose any extra identity verification needed. If you have an
email address that you would like to have pre-defined for a given signer, enter it in the Email
field. The email address you specify will be populated automatically in the workflow.

14. When you're done making changes, click OK.

15. Now you can add the next participant to the workflow — the person who will receive the
document after the first signer has completed his or her step. Click on the Plus sign (+) under
your first signer to add another recipient.

16. You can now go through the same process as you did for the first signer: click the Signer you
want to edit, then change the details as needed. It's recommended that you change the name
of the second recipient (ex. Requisitioner,)

17. Click on the Plus sign () to add another recipient after the second recipient.
18. Click Signer to edit the third signer.

19. Click the pencil icon to change the name of the third recipient.
Ex. Approving official

20. In the left sidebar, click on Documents.

Lo

Emails

Ce

Documents
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21. In the Document Title field, enter your form name.

22.Click on the Add File[% button

23. From the list, select the template you created in a previous step.

Document Library

Name

\J GSA 49 - Requisiton for Supplies
7) HomeCare Policy Acknowledgment
J HomeCare Requisition

() 1-9 (Emplovment Eligibilitv Verification) ver. 07/17/1...

From

Shared Template
Shared Template
Shared Template

Global Template

Cancel

Last Modified

Yesterday

3:39 PM

3:59 PM

10/24/2017

24. Check the box marked Required.

Document Title* Files

Document E?_; HomeCare Requisition

Document Name

HomeCare Requisition

@ Add Document

\j Required X

25.In the top right corner, click the blue button marked Activate.

26. Click OK.

Now you're ready to use your workflow to request signatures. Here are the steps for

beginning a new request using the workflow you just created.

1. If you are not already logged in, log into your Adobe Sign account.

2. Inthe Home screen, click on Start from library.

Send a document for signature

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

' Request signatures Start from library I
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3. In the lefthand menu, select Workflows.

4. Select your Workflow from the list.

Start from library
Q Searc|
Library
Name Last Modified
Recent
h E‘g Account Workflows
Templates
,5'2‘,5 HomeCare Requisition 04/07/2020
Workflows
52—,5 GSA49 - Requisition for Supplies 04/06/2020

Click Start.
Specify the email addresses where needed for each recipient.

Set agreement name and message if those have not already been entered.
Click Send.

©® N o »

HomeCare Requisition

Signer: | | csimmsdemo@gmail.com *
Certifying official : | tbbluedemo@gmail.com *
Approving official demo@email.domain *
Document Name:  HomeCare Requisition

Message:  Please Complete and Sign this form.

Documents

Documents ,4 HomeCare Requisition

| <>
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PART 3
Track the request

While the agreement is out for signature, you can track its current status.

1. Loginto Adobe Sign.
2. Click on Manage in the navigation bar.

3. Inthe sidebar, select In Progress.

Home Send Manage Reports Account

Your agreements

STATUS

Waiting fo
In Progress (2)

SENDER
Waiting for You (2)

Me
Completed

4. Select your agreement workflow from the list.

5. In the right sidebar, click Activity to view the document's history and current status.

@ Remind
e Cancel
Po Download PDF

?o Download Audit Report

Seedm

1 Recipient (0 Completed)

. adobesigndemo-+test@outlook.
Signer viewed on Mar 26, 202

> Activity

< Activity

Sent out for signature to Conrad
Simms
(csimmsdemo@gmail.com).
Mar 25,2020 3:04 PM

Document created by Heather
Douglas
(hdouglasdemo@gmail.com)
Mar 25, 2020 3:04 PM
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INSTRUCTIONS FOR PREPARATION OF HOMECARE REQUISITION FORM

GENERAL, This Requisition/Procurement Request for
Equipment, Supplies or Services, must be used as the basic
procurement request form when requisitioning supplies not
available from customer Supply Centers, equipment,
services (including architect-engineer and other related
services) and construction (see HomeCare Handbook,
Preparing Procurement Request and Receiving Reports).

REQUISITION/ PROCUREMENT REQUEST IDENTIFICATION
NUMBER. All procurement request submitted to a
contracting office must be assigned a number for
identification purposes. The number used may be the ACT
number (block 3) or a requisition/procurement request
number (block 2). Assignment of a identification number is
optional for requisitions for forms, publications and
telephone service.

COPIES. Procurement request must be prepared in an
original and two copies, unless otherwise specified by the

contracting office. The original and one copy must be

forwarded to the appropriate contracting office and one
copy will be retained by the program office. The number of
copies of other requisitions will be as prescribed by the
office receiving this form.

INSTRUCTIONS FOR COMPLETING THE BLOCK: The
numbered blocks will be completed as described below:

1. Enter the total number of pages in the requisition/
procurement request.

2. Enter the number assigned by the requisitioning office.
Procurement request numbers, if assigned, must be
numbered consecutively by fiscal year and consist of the
requisitioner's office symbol, fiscal year and a number, e.g.

V-88-1, V-88-2. completion of this block is optional.

3. Assign an Accounting control Transaction (ACT)
number in accordance with NJEAR system procedures.

4. Enter the date on which the requisition/procurement
request is prepared.

5. where appropriate, enter the job/project number (or
title if necessary for identification) of the job/project to be
charged for the requisition/procurement.

6. Enter the organization title, office symbol, and
location of the appropriate office.

7. Enter the organizational title, office symbol, location,
and telephone number of the requisitioning office.

8. Enter the name and telephone number of the person
who can furnish additional information concerning the
requisition/procurement request.

9. Enter the name, office symbol and telephone number
of the office responsible for completing the receiving reports.

10. Enter the accounting classification against which
the requisition/procurement request will be charged. If
multiple accounting classification are required, the
information should be entered in blocks 13 through 18 or on
the GSA Form 49A, Requisition/Procurement Request for
Equipment, Supplies or Services (Continuation).

11. Enter the address, including room number, where
applicable, building and telephone number to which the items
are to be delivered. Whenever appropriate, use GENERAL
SERVICE ADMINISTRATION and an office symbol as the
first line of the address.

12. Fill in this block only if a procurement request is
requesting the exercise of an option, a contract modification,
or an order against an existing contract. Enter the number of
the existing contract.

13. List one number for each line item requisitioned
whether the line is a single item, or a quantity of that
item. Indicate the appropriate stock number, if any.

14. If a stock number has been entered in block 13,
enter only the noun name of the item being requisitioned.
Otherwise, described clearly and fully the supplies or services
being requisitioned. Include any special requirements or
restrictions and required justifications i this block. If
address and telephone number. If more space is needed,
types across the full page in the space available in blocks 13
through 18 or on GSA Form 49A.

15. Enter the quantity of units for each item number.

16. Describe the type of unit, e.g., dozen, square foot,
manhour.

17. Enter the unit price for each unit described.

18. Enter the estimated price for total number of
units requested.

19. Enter the estimated price for ALL items
requisitioned.

20. Enter the name, title and office symbol of the
official who is authorized to certify the availability of funds\
and the correctness of financial data in block A. The official
must sign in block B.

21. Enter the name, title and office symbol of the
originator of the requisition/procurement request in block A.
The named official must sign in block B.

22. Briefly list all attachments.

23. Enter name, title and office symbol of the
official approving the requisition/procurement request, as
required by office policy, e.g., supervisor, branch chief,
director, in block A. The named official must sign in block B.

24-29. Personnel from the procurement team will
complete these blocks. Not applicable to procurement
request.
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