
Adobe Sign 
Step by Step Guide

How to route pafs for signatures electronically



https://www.youtube.com/watch?v=va1o7mSrzLs&t=91s

What is adobe sign?

Adobe Sign, an Adobe Document Cloud solution is a cloud-
based, enterprise-class e-signature service that lets you replace 
paper and ink signature processes with fully automated electronic 
signature workflows. With it, you can easily send, sign, track, and 
manage signature processes using a browser or mobile device.

Please watch this tutorial video for an overview

https://www.youtube.com/watch?v=va1o7mSrzLs&t=91s


1)Create a paf

2) All 
information in 
yellow must be 
complete

Add paf  number

Add Class & Step

Add Pay rate

3) Pafs must 
include a valid 
budget code

4) Hourly pafs
must include total 
hours and total 
dollars

Faculty Pafs



Classified & 
Management Pafs

1)Create a paf

2) All 
information in 
yellow must be 
complete

Add paf  number

3) Pafs must 
include a valid 
budget code



In your adobe 
document 
this menu is 
available on 
the right side.

Select more 
tools & 
Adobe sign
or
Fill & Sign Hint:

Adobe Sign works best, but if  
not available use Fill & Sign



File naming for easy searching in adobe

• When you create an individual paf  
the file name should include the 
employee last name, first name, 
date started and paf  number.

• Example:

• WaggonerGina7-26-21(22-1234)

• Master Paf  number file name 
should include:

Department name, date started, paf  
number

• Example:

• Health Sciences7-26-21(22M-1234)



Select more 
options



Enter SRJC email 
address for 
approvers.

(See next slide for 
details)



1) gwaggoner@santarosa.edu
2) wschultz@santarosa.edu and*/or

sdirks@santarosa.edu (Categorical)
3) Dept chair/Director email
4) Dean email
5) lsaldana-Talley@santarosa.edu
6) shopkins@santarosa.edu

CC:
knazario@santarosa.edu
(For Academic Affairs pafs)

This is the routing order for Instructor & 
Management pafs only

Tip: Email addresses are case 
sensitive, so always use 
lowercase letters for email

wschultz@santarosa.edu and/or sdirks@santarosa.edu

*If  Budget on paf  includes categorical 
and general funds the paf  must be sent to 
both Stephanie Dirks AND Whitney 
Schultz

mailto:gwaggoner@santarosa.edu
mailto:lclose@santarosa.edu
mailto:sdirks@santarosa.edu
mailto:lsaldana-Talley@santarosa.edu
mailto:Shopkins@santarosa.edu
mailto:knazario@santarosa.edu
mailto:wschultz@santarosa.edu
mailto:sdirks@santarosa.edu


Sample routing path 
FOR INSTRUCTOR & MANAGEMENT PAFS

• PAF ORIGINATOR (Administrative Assistant/Dept)

• HUMAN RESOURCES (Gina Waggoner for accuracy check)

• BUDGET (Whitney Schultz and/or Stephanie Dirks-
Categorical)

• DEPARTMENT CHAIR/DIRECTOR

• DEAN

• VICE PRESIDENT

• HUMAN RESOURCES FINAL (Sarah Hopkins)

CC:
Academic Affairs Pafs (Karolina)

Employee for final copy at end (Optional)

Whitney Schultz



Sample routing path 
FOR CLASSIFIED PAFS

• CLASSIFIED PAFS

• PAF ORIGINATOR (Administrative Assistant/Dept)

• HUMAN RESOURCES (Danielle Donica for accuracy check)

• BUDGET (Whitney Schultz or/and Stephanie Dirks-Categorical)

• DEPARTMENT CHAIR/SUPERVISOR

• DEAN/DIRECTOR

• VICE PRESIDENT

• HUMAN RESOURCES FINAL (Sarah Hopkins)

CC:
Linda Jay, HR

_____
Whitney Schultz





List of  email 
recipients are in the 
drop down on right 
side.

Select name



1)Select name 
(drop down)

2)Select signature
& drag & drop on  
field on paf

3)Repeat until all 
signatures placed

Assign first signature



1)Select next name 
(drop down)

2)Select next 
signature 
& drag & drop on  
field on paf

3)Repeat until 
all signatures 
placed

Assign next signature



1)Select name 
(drop down)

2)Select signature 
& drag & drop on  
field on paf

3)Repeat until all 
signatures placed

Assign remaining signatures & send

4) When all 
signatures 
assigned, select 
send



Once submitted, this is an 
example of  what you will appear 
on your screen



This is a sample of  the Confirmation email you will receive 
when document starts routing



File name changed to-signed (Final signed copy emailed to you)

Signed & Filed!
Routing is now 
complete

This is the email you 
receive at the end of  
processing.

The file name will change 
to “signed” and all parties 
that signed document or 
were CC on the routing 
will receive a final copy of  
the signed paf.



Deeper Dive into Adobe Sign

Tracking pafs and sending reminders using Adobe dashboard



https://www.adobe.com/

For the best user experience in Horizon 
please use Chrome Browser

To access your Adobe dashboard go to:

https://santarosajc.na1.documents.adobe.com

https://santarosajc.na1.documents.adobe.com/




2) Select continue

1)Enter in 
your entire 
SRJC email 
address ______@santarosa.edu



Select Company 
or School 
Account



Type in 
your SRJC 
user name

Example:
gwaggoner

Type in your 
SRJC Network 
Password



Select Document Cloud



Go to Adobe Sign



This is the main startup menu on the Adobe Dashboard 



From the Manage screen in Adobe Dashboard you can track the status of  your pafs & send reminders



How to Cancel a paf  (During Routing)

As a paf  originator you cancel the paf  before it is fully signed off. 
In the adobe sign dashboard hoover your mouse two options 
where the yellow circle is on my document Open and Remind 
appear.

If  you select Open
this menu opens on 
the right side of  your 
pdf. Select cancel. 



(Full-Time Faculty, Adjuncts or Management Pafs)

Contact: Gina Waggoner 
HR Specialist- Systems & Compensation
Direct: (707) 527-4786
gwaggoner@santarosa.edu

(Classified, Professional Experts or STNC Pafs) 

Contact:  Jenne Arden
Human Resources Technician
Direct: (707) 527- 4785
jarden@santarosa.edu

FOR ASSISTANCE, QUESTIONS, OR 
TRACKING:

mailto:gwaggoner@santarosa.edu


Resize your pdf  
By using the +/-
buttons circled in 
red.

This button 
allows you to 
download the 
document



For additional resources please check out Adobe help section

https://helpx.adobe.com/sign/user-guide.html

https://helpx.adobe.com/sign/tutorials.html

If  Adobe is crashing, please contact Bill Wagy in IT to have your Adobe license updated.
His email is wwagy@santarosa.edu

https://helpx.adobe.com/sign/user-guide.html
https://helpx.adobe.com/sign/tutorials.html
mailto:wwagy@santarosa.edu
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