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1 How to Sign a Document with eSign

1.1 Initial Email

The signer will receive an email from Pepperdine University eSign Portal echosign@pepperdine.edu. If the
signer is supposed to receive an email and he or she doesn’t, check the SPAM filter. The email received will
look like this:

Pepperdine University eSign Portal echosign@pepperdine.edu via mail.nal.echosign.com Thu, Jan 30, 2:45 PM (6 days ago) -
to dgedgafo@pepperdine.edu ~

This message has been deleted. Restore message

PLPPERDINE UNIVERSITY | oiic’c

Pepperdine University eSign Portal requests your
signature on
2019 Conflict of Interest and Outside Activities
Reporting Form.pdf

You've been requested to sign the following document by user:
dgedgafo

Document Name: 2019 Conflict of Interest and Outside Activities
Reporting Form.pdf (2019 Conflict of Interest and Outside Activities

Reporting Form.pdf)

The document signature requests will be sent in the following order:
1: dgedgafo@pepperdine.edu

Thanks for using Pepperdine's eSign Utility!

AppDev

PEPPERDINE UNIVERSITY ESIGN PORTAL
eSign@pepperdine.edu

1. Note the name of the document, along with the list of recipients

2. Click the blue Review and Sign button. This will open the form for you to sign

Back to Table of Contents



1.2 Signing a Document

After clicking the link to review and e-sign the document, the following webpage will pop up...

PLPPERDINE UNIVERSITY — [orees Signin  GetHelp

dobe Echosign

eSign Document o oint g POF eSign Document o oint B PDF

’ : . e E'
Chartfield Information
« BusmessUnit__| Fund T et T Rccount | Ciass
) e —— —
C

Reason for Additional Payment(s)

the buttan at the bottom to e-sign.

PEPPERDINE UNIVERSITY

ADDITIONAL EMPLOYEE PAYMENTS

Notes
1. All bonuses requira your area Vice-President's signature.
_Aug 28, 2014 _
2. One-time payments are processed hrough Payroll only for Monthly employees; all onetime Payments to Bi-Weekly - e =
‘employees need to be processed through Human Resources.
3. Submitthe foPayroll along y
Wajor Area Budgel Manager (Signaiure) _— Date Extension
3
Employ i felds are required)
Vice President (Signature) s v Date ‘Extension
Amount §
Return Completed Form to the Payroll Office - Mail Code 4636
Chartfield Information Version: 04.01.10
BusnessUnt__| Fund Dept “Account T Ciass |
l Frogram | Product | Project | Operating Unit - -

Twill Si is

1. Verify that the email is yours.

2. Notifies you the number of MANDATORY fields needed to be filled out.
3. The green arrow button will scroll you through every field you can fill in.

4. Click to sign the document.

1.3 Signatures
There are two ways to sign a document electronically.

e Type your name and have eSign automatically generate a signature.

@ Enter your name here
Information Technology R Provide your Socl centiy K3 ENE

© Review Your Signature

_f Ay’/;/(mrrbn T echnoto

Inforration Technology (Aug 29, 2014)

/
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2 Using the eSign portal

The portal allows users to check on the status of the documents that are
currently in progress, as well as send new ones.

2.1 Landing Page
Going to esign.pepperdine.edu will take you to the landing page pictured below.

Click the blue Log In button on the right.

NOTE: You have to be on the Pepperdine network or Pepperdine VPN to access esign.pepperdine.edu.

PEPPE@NE ‘ eSign Portal

Information Technology ES|gn

eSign - Securely Send, Sign, and
Save

Pepperdine’s eSign will automate and streamline the document signing process for contracts and
internal forms for all Pepperdine faculty and staff. What has traditionally taken days and sometimes
weeks to get a document signed has now been reduced to minutes. Simply Send, Sign, and Save!

Benefits
= Legally and securely send documents for signatures online as easy as sending an email.
= Conveniently sign documents using any web browser or device, anywhere and anytime.

= Automatically store your documents securely within Nolij.

Best Practice
= Always notify your recipients prior to sending a document to be e-signed.

= Documents must be signed entirely with digital signatures or wet signatues. Not both.

User Guide

Download Here [

Frequently Asked Questions
Click here to find the FAQ.

Bulk Send

Need to send the same form to multiple people? Use the following BUC file to do a bulk send:

Download 3

Questions?

Need help? Please email appdev@pepperdine.edu = to get help.
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2.2 Manage Documents Page

After logging into eSign, the Manage Documents page appears. To go back to this page, simply click
the Manage Documents button.

_ PEPPERDINE UNIVERSITY

Strengthening Lives for Purpose, Service, and Leadership

eSign Portal Manage Documents Send IZI EI FAQ User =

Send Document - Send Template Search Documents Search Type ~ Search
Sort Documents By:| D ‘ Ascending "SJ Export to Excel
Display Name Created Date Document Status Recipients:
Example 2 9/2/2014 1:15:24 PM Waiting for signaiures informationtechnology@pep
Example 9/2/2014 1:14:29 PM Rejected by owner informationtechnology@pep
Sample Again 8/28/2014 4:52:15 PM Completed paulwong@pepperdine.edu
Sample 8/26/2014 4:37:00 PM Completed paul.wong@pepperdine.edu

1. Send Tab
Select Send Document for Single Send/Bulk Send.
Select Send Template to use an existing Internal Template.

2. See all documents initiated by your account.
3. FAQ Page

4. User Tab
Select Create Template to create a template.
Select Edit Template to edit a template.
Select Logout to logout.
Select Submit an Error Report to submit an error report.

5. Exports the list of documents initiated by your account to an Excel spreadsheet.

NOTE: If a document is Waiting for signatures for 30 days, it will automatically be cancelled. This is
to make sure eSign’s performance is not encumbered by forgotten documents.
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3 Single Send

Single Send is used when the user wants to send a single document out for signatures. From the home
screen, click the Send Document button and. ..

_ PEPPERDINE UNIVERSITY ™ —_

mnm\ ning Lives for Purpose, Service, and Leadership

eSign Portal ~ Manage Documents  Send - FAQ  User ~

Send Mode: | Single | Bulk 1

File Storage Method

Accellion 2 v

File Display Name

Upload File
Choose File | No file chosen 3
Recipients (?)
4
CC: “optional® (?)
Send To EchoSign §

ed by Adobe Echo

1. Select Single.

2. Select file delivery method from the drop down menu:
Accellion = Secure email
Etrieve = Etrieve Location.

3. Upload your configured PDF file.
4. List recipients’ emails spearated with a comma in the order you wish them to sign.
5. Click Send to EchoSign to send.

NOTE: All documents must be converted to EchoSign forms before use!
See Creating Forms Using Adobe Acrobat XI.
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4 Bulk Send

Bulk Send is used when the user wants to send the same document out to a group of people to sign.

In order to use Bulk Send, you need to download the BUC file from the landing page. See below.

PEPPERDINE UNIVERSITY T v oy

Strengthening Lives for Purpo vice, and Leadership

Navigation Information Technology
# Information Technolagy eSign - Securely Send, Sign, and Save
A-Z Guide for IT Pepperdine’s eSign will automate and streamline the document signing process for

contracts and internal forms for all Pepperdine faculty and staff. What has traditionally
taken days and sometimes weeks ta get a document signed has now been reduced to
minutes. Simply Send, Sign and Save!

Benefits

Legally and securely send documents for signatures online as easy as sending
an email.

Conveniently sign documents using any web browser or device. anywhere and
anytime

Automatically store your documents securely within Nolij.

Frequently Asked Questions
Click here to find the FAQ.

\ Bulk Send
MNeed to send the same form to multiple people? Use the following BUC file to do a bulk

Questions?

Need help? Please email esign@pepperdine edu to get help.

4.1 Configure the BUC file

A B c D I E |
1 DISPLAYNAME PRESIGNERS SIGNERS POSTSIGNERS APPROVER
2 |Name of the file you are sending studentl@pepperdine.edu administration@pepperdine.edu
3 |Name of the file you are sending student?2@pepperdine.edu administration@pepperdine.edu
4 |Name of the file you are sending student3@pepperdine.edu administration@pepperdine.edu
5 |Name of the file you are sending studentd@pepperdine.edu administration@pepperdine.edu
6 |Name of the file you are sending studentS@pepperdine.edu administration@pepperdine.edu

The BUC file has five columns in it.

Display Name: This is a descriptive title for the document that is more reader-friendly than the
actual file name. This is the title that will show up on the eSign homepage. **REQUIRED**

Presigners: Presigners are individuals who will always need to sign the form, regardless of who is
making the request. They will sign the form before the signers receive it, so this field is generally for
individuals responsible for allowing a form to be submitted. If there are multiple presigners, they should
be entered in the same cell, separated by commas. **OPTIONAL**

Signers: Signers are the specific individuals who need to sign a particular instance of the document.
This could include an individual filling out a request form and their supervisor, or an individual who

must sign a waiver. If there are multiple signers, they should be entered in the same cell, separated by
commas. *REQUIRED**

Postsigners: Postsigners are individuals who will always need to sign a form, regardless of who is
making the request. They are usually the individuals who must give the form final approval. This
could include a department head who will always need to approve an equipment request, or an InfoSec
administrator who always need to approve security access. If there are multiple postsigners, they should
be entered in the same cell, separated by commas. **OPTIONAL**

Approver: After the document has been signed by all of the presigners, signers, and postsigners, it
will be sent to the approver, who will ensure that the information has been filled out correctly. There
can be only one approver. ** REQUIRED**



4.2 Bulk Send

Once the BUC file has been filled out and formatted correctly, go back to eSign. From the home screen,
click the Send Document button and. ..

. PEPPERDINE UNIVERSITY

Strengthening s for Purpose, Service, and Leadership

eSign Portal  Manage Documents  Send ~ FAQ  User ~

Send Mode: | Single | Bulk 1

File Storage Method

Accellion 2 v

Upload File

Choose File | No file chosen 3

Select a file to upload
Upload BUC File

Choose File | No file chosen 4
Select a BUC file to upload
cC: *optional” (7)

Send To EchoSign 5

1. Select Bulk.

2. Select file delivery method from the drop down menu:
Accellion = Secure email
Etrieve = Etrieve folder

3. Upload your configured PDF file.
4. Upload your BUC file.
5. Click Send to EchoSign to send.

Back to Table of Contents



5 eSign Templates

eSign Templates are used when you have a form that is regularly signed by the same signers. Templates
allow for different signature roles to be predefined, eliminating the need to type the predefined signers
email addresses.

There are two types of templates, Internal Templates and Shared Templates.

5.1 Gaining Access to Templates

There is no prerequisite to using Templates that are already created. To gain access to Template creation
tools, you will need Etrieve Content access and then be granted Template access.

To get access to Etrieve Content, fill out the following form: https://etcentral.pepperdine.edu/#/form/74

To get Template access, please email appMgmt@pepperdine.edu. The teamwill look over the
requests and grant or deny access within 2-3 business days.

Back to Table of Contents
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5.2

Internal Templates are used for documents whose work process is internal
the Send Template button and. ..

Internal Templates

eSign Portal ~ Manage Documents  Send ~ FAQ  User ~

Template
[1]ra|[29%]-]] [Z] = sian
1 (IT: Administration Contracts) Additional Payment Reg ¥

Send Mode: | Single

v—a Please fill out the following E.
form.
—

PEPPERDINE UNIVERSTY

File Storage Method

Attachments
Choose File | No filz chosen EI

File Display Name

1

W BES SO

Requestor

requestor@pepperdine.du

s II'
WABM@pepperdine.edu

VP

VP@pepperdine.edu

Final EchoSign Approver

requestor@pepperdine.du

CC: *optional* (7)

Copyright ® 2014 Pepperdine University; P

. Select which template you want to use.

2. Select file delivery method from the drop down menu:

(=2 I G2 S V]

Accellion = Secure email
Nolij = Nolij folder

. Add supporting/additional documentation if necessary.
. Named Fields are created to allow for emails to be prepopulated.
. Displays the preview of the document being signed.

. Click Send to EchoSign to send.

Back to Table of Contents
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5.3 Shared Templates

Shared Templates are used for documents that need to be accessed by other people in the University.
These templates are given a customized URL, so any individual that can access eSign can initiate the
form. Embedding the URL into a website will allow people easy access to the Shared Template. Clicking
the URL will direct the user to the following page and. ..

eSign Portal

Template
= Pleasefill out the following o
Send Mode: | Single a form.
—

) e n——
File Storage Method
Acosllion 2 l v

s i s
Attachments
Choose File | No file chosen 3 [

File Display Name

o —
1 —e]

‘_ul:l-u--l:l

i

Requestor

Approver Zaoee — i
4]
e ]

Major Area Budget Manager

Vice President

Finance Project Coordinator

Assistant Controller or Accounts Payable Manager

University Controller or CFO

brisn thomason@pepperdine edu

Final EchoSign Approver

CE: *optional* (7}

1. Selected shared template.

2. Select file delivery method from the drop down menu:
Accellion = Secure email
Etrieve = Etrieve folder

3. Add supporting/additional documentation if necessary.

4. Named Fields that vary by person/area, filled in by the user.

5. Named Fields that are constant in all processes involving this form, prepopulated.
6. Displays the preview of the document being signed.

7. Click Send to EchoSign to send.

Back to Table of Contents
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5.4 Creating Templates

The Creating Templates page is used when the user wants to create a new template. From the home
screen, click the User tab, select Create Template and. ..

PEPPERDINE UNI

©Sign Portal ~ Msnsge Documents  Send - FAQ  User-

Select Depariment to tie Template to:
—Role to send ss—

Template Hame:

Upload File

BluwsP_ Mo file selected

EE!

Presigners [Hover mouse for help)

List Presigners’ Fields Names (comma separated)
List Signers' Fields Names {comma separated) IZ'

Postsigners [Hover mouse for help]

List Postsigners' Fields Names [comma separated) Izl

Approver

1. Select the Eteive document type that the finished form will be associated with
. Input the name of the template.

. Upload the file of the form that is becoming a template.

= W N

. List Presigners’ emails and Field Names seperated by commas.
NOTE: These fields are only used when there is a set signer at the beginning of the process.
Example: requestor@pepperdine.edu
List Presigners’ Field Names - Requestor

5. List Signers’ Field Names seperated by commas.
NOTE: These fields are the fields that depend on the user.
Example: signerl@pepperdine.edu, signer2@pepperdine.edu
List Signers’ Field Names - Approver, MABM

6. List Postsigners’ emails and Field Names seperated by commas.
NOTE: These fields are only used when there is a set signer at the end of the process. Example:
controller@pepperdine.edu
List Postsigners’ Field Names - University Controller

7. Click Create Template! to create the template.

Back to Table of Contents
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6 Forms Using Adobe Acrobat XI

6.1 Creating Forms Using Adobe Acrobat XI

Forms have to be properly configured before being uploaded into eSign. It is highly recommended that
documents be in PDF form before uploading them into eSign.

Converting the form into an EchoSign form allows you to customize your form to be compatible with
eSign.

For detailed Adobe instructions, please cli

1. Click Prepare Form on the right hand side

=
i
€Y Create PDF
5= Edit PDF
[ Export PDF
1 How to Sign a Document with eSign Comment
1.1 Initial Email
The signer will from Pepperdine sity eSign Portal PP edu. If the “|| Organize Pages
signar i suppos to roceivo an email and ho or sho docsn't chock tho SPAM filter. The email roceived will
look like this: o~
i Enhance Scans
[ —— NPT
- O Protect
A, Fill &Sign
PLPPERDINE UNVERSITY | 1
[B Prepare Form
Pepperdine University eSign Portal requests your
signatureon » (D Compare Files
2019 Conflict of Interest and Outside Activities
Reporting Form pdf
@ More Tools
Youve beon reauostad o s th fallowing documet by usor
dgedgsto
Dosumant Namo: 2019 Confic of ntoras and Ot Acthts
ReportingFomat)
1 dgedgafom@pepperdine.od:
Thanks forusing Pepperc iy
Ao

2. Click More... on the right hand side and click "Convert to Adobe Sign form".

AOHMOEFEERBREm £ 0 [Cproview | X
Allianz @ MATCH SIZE DISTRIBUTE

Global Assistance

18 o -
Convert to Adobe Sign Form |ELDS =~ % -

plicate Across Pages...

® Page 1
2ate Multiple Copies...

it Hwy
t [ Page2
Show Tab Numbers

Please take a moment tc
5w Field Properties...

+ [E% Highlight Existing Fields
[Tg Clear Form

B import Data...

[ Export Data...
*F Merge Data Files into Spreadsheet...

istance to protect your recent travel investment. We are sorry that your travel Field Calculation Order...

@ Debugger #®J
bug
2 &l tauaQerinte

m, and unfortunately are unable to provide benefits under the coverage you

Back to Table of Contents
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6.2 Editing Form Fields Using Adobe Acrobat
Click the type of the filed that you would like to add from the top bar.

h O VM OEPFPFEEEBE@m X Q@

To set the properties of the new field, right click the field and select Properties. A menu should appear and you
can assign the name, field type, and role of the field.

[ ] Text Field Properties

m Appearance Pasition Options

MName: |Textg

Tooltip:

Field Type: | Text
Participant Role: Anyone
[
Signer's Email: H
Commoen Properties
Form Field: = ~| Read Only
Orientation: s degrees | Required
| Locked Close |

There are four important parts to the properties of a Form Field.

1. Each field should have a unique name.
. What field type is it? ex. Text, Signature, Date, etc.
. Who is filling out this field? ex. Signeri, Signer2, ...

. Is this field required or read only?

= W N

Always notify your recipients prior to sending a document to be e-signed. This includes any
assistants for employees in the work process.

2. Documents must be signed entirely with digital signatures or wet signatures. Not Both.

3. A person not in the work flow may NOT sign on behalf of a signer. There is a feature for a signer
to delegate another person to sign on their behalf.

4. A person is NOT allowed to delegate themselves on the signer’s behalf without written consent.

Back to Table of Contents
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