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Intro

The r i ght  cont r act .

Fami l i ar i ze your sel f  wi t h Adobe Si gn.

Loadi ng document s.

Rout i ng Document s.

Who si gns wher e,  s i gnat ur e boxes.

The el ement s of  Adobe Si gn.



The Right Contract



Prior to 
uploading a 
Document: 

1. Ensure you are working with the 
correct contract (CSA, PW under 
45k, MOU)

2. Verify that your 
consultant/contractor is in 
agreement with your document

3. Verify all required documents are 
attached (Conflict of Interest, 
Insurance, and W-9) 

4. Convert your document to an 
Archivable or Optimized PDF
prior to uploading



CSA PW <45k MOU

Presenter
Presentation Notes
Discuss the differences and ask if anyone has any questions



How to Convert to an Archivable PDF - PDF/A
Open your completed 
document. 

Go to: 

File>
Save as Other>
Archivable PDF (PDF/A)

Adobe will prompt you to 
save your document.

You will see the conversion process taking place. Your 
document is complete when this box disappears.



Familiarize Yourself with Adobe Sign



Fami l i ar i ze your sel f  wi t h EchoSi gn.

Logi n t o  Ec hoSi gn wi t h  t he  
c r e de nt i a l s  pr ovi de d.

Presenter
Presentation Notes
Ensure everyone has a log in. 



To start the 
process

Shows all recent 
activity on your 
current contracts

Quick stats on all 
contracts

Any 
documents 
that are 
waiting for 
signatures 
from you



Loading Documents



Loading Documents

Drop your contract 
here or press upload 
to search your files

Title your contract/MOU 
“Vendor ‘req number’ 
1617”
“MOU Vendor 1617” 
Add a message if needed.

Route your document by 
entering the email 
addresses of all signing 
parties

This box should 
always be 
checked

‘Complete in Order’ should always be 
highlighted



Routing Documents



Routing Documents - Contracts

Cont r act s CSA:

1. Vendor ’ s Emai l  Addr ess
2. Pr i nci pal / Di r ect or s Emai l  

Addr ess 
3. ( Associ at e)  Super i nt endent ’ s 

Emai l  Addr ess 
4. Pur chasi ng Manager ’ s Emai l  

Addr ess:  br i sseyf @esuhsd. or g
5. Gener al  Pur chasi ng’ s Emai l  

Addr ess: genpur ch@esuhsd. or g

MOU’ s

1. Vendor ’ s Emai l  Addr ess
2. ESUHSD Rep’ s Emai l  Addr ess
3. * * * I f  At t achment  G i s added:  

k i ngk@esuhsd. or g * * *
4. Associ at e Super i nt endent ’ s Emai l  

Addr ess
5. Pur chasi ng Manager ’ s Emai l  

Addr ess:  br i sseyf @esuhsd. or g
6. Super i nt endent :  f unkc@esuhsd. or g

mailto:brisseyf@esuhsd.org
mailto:genpurch@esuhsd.org
mailto:kingk@esuhsd.org
mailto:brisseyf@esuhsd.org
mailto:funkc@esuhsd.org


Routing Documents - Contracts … Continued

Publ i c Wor ks Cont r act s <45k

1. Vendor ’ s Emai l  Addr ess 
2. Pur chasi ng Manager ’ s Emai l  

Addr ess:  br i sseyf @esuhsd. or g
3. Gener al  Pur chasi ng’ s Emai l  

Addr ess: genpur ch@esuhsd. or g

Cont r act s not  on ESUHSD Templ at es

Pl ease send t o me f or  r evi ew pr i or  
t o upl oadi ng.

Thank you!

Any backup documents should be emailed to genpurch@esuhsd.org and should include the REQ number! 
***All contracts over $15,000.00 require 3 quotes - AR3311***

All contracts over $25,000.00 require Board Approval prior to the creation of a PO.
***Any contract needing to go to the Board should be in brisseyf@esuhsd.org queue at least 1 month prior to 

the next Board Meeting!***

mailto:brisseyf@esuhsd.org
mailto:genpurch@esuhsd.org
mailto:genpurch@esuhsd.org
mailto:brisseyf@esuhsd.org


The Elements of Adobe Sign



The Upload Page

Make sure 
the correct 
recipient is 
selected!

Drag and 
drop the 
signature 
field for 
EACH 
recipient.

You will 
need to add 
the Title 
and 
possibly the 
Date.

GenPurch 
requires the 
text input 
box in 
BOTH the 
Contract 
NO.____ 
and the  
Board of 
Trustees.



Where to Place Signature Boxes...

Vendor’s Signature Box

Director 

(Associate) Superintendent

Francine Brissey

GenPurch@esuhsd.org
Text input field 

MAKE SURE YOU 
CHANGE THE RECIPIENT 
FOR EACH SIGNATURE 

BOX DROPPED!!!

mailto:GenPurch@esuhsd.org


The Preview Screen



The Audit Report

Created

Viewed

Signed

Completed

Presenter
Presentation Notes
Show the replaced signer (pg 1) and the uploaded document (pg2)



Changing a Signer

1. Cl i ck on a document  t hat  i s  i n 
t he s i gni ng pr ocess.

2. Sel ect  “ Repl ace Si gner ”

Preview Screen 



Changing a Signer

1. Open a document  t hat  i s  i n 
t he s i gni ng pr ocess.

2. Sel ect  “ Repl ace Si gner ” .
3. Ent er  emai l  addr ess of  t he 

new si gner .  
4. Add Message as necessar y.
5. Sel ect  “ Repl ace Si gner ” .



Who Signs Where, Signature Boxes

Li ve Demo:  

Adobe EchoSi gn

Presenter
Presentation Notes
Use a Blank Contract and Blank MOU to show how to drop signature boxes. Have them follow along.

https://salesforceintegration.echosign.com/public/login


RPO’s and PO’s



The ‘ copy’  f unct i on - Be  c a ut i ous  t ha t  a l l  t he  i nf or ma t i on i s  
a c c ur a t e  ( a c c ount  numbe r ,  a ut hor i z e d s i gne r ,  e t c . )

Re vi e wi ng Re qui s i t i ons  - Re me mbe r  t o  r e vi e w a l l  r e qui s i t i ons  
be f or e  you a ppr ove .  Shoul d be  i n  f i na l  f or m pr i or  t o  r e a c hi ng 
( As s oc i a t e )  Supe r i nt e nde nt .

Re t ur ni ng RPO’ s  - Be gi nni ng J a nua r y 25,  2018 Re q. ’ s  t ha t  do 
not  ha ve  s uppor t i ng doc s  s e nt  t o  ge npur c h@e s uhs d. or g wi l l  be  
r e t ur ne d t o  t he  r e qui s i t i one r .  PLEASE READ YOUR NOTES TO 
UNDERSTAND WHY YOUR REQ WAS RETURNED AND HOW TO CORRECT I T.

Updates

mailto:genpurch@esuhsd.org


Supporting Documents

Doc’ s shoul d be sent  t o 
genpur ch@esuhsd. or g wi t h t he Req 
number  i n t he t i t l e!

Make sur e you i ncl ude your  vendor s 
cont act  i nf or mat i on ( emai l  
addr ess) .  - Especi al l y  i f  t her e i s 
a change i n r eps or  i t  i s  a new 
vendor .

mailto:genpurch@esuhsd.org


PO Search

You can r evi ew your  PO’ s f or  t he year  by conduct i ng a s i mpl e 
PO sear ch under  ‘ Advanced Sear ch’  ent er  your  Buyer  Code.

WHY? 

Whi ch Cont r act s/ Open PO’ s do you need t o r ef r esh f or  t he next  
school  year .  

Handout  i s i ncl uded f or  mor e i nf or mat i on.  



Entering RPO’s

Revi ewi ng handout s.  

Handout s wi l l  be post ed t o our  i nt er nal  s i t e.  



AP View



Viewing Payments Applied to your PO

Under  AP/ Pur chasi ng f i l e,  l ocat e “ Account s Payabl e”

Sel ect  “ P. O Payment s ( PO) ”

Ent er  t he REQ # or  PO # assi gned t o t he or der .

Cl i ck “ Sear ch”  but t on



Other AP Tips

For war d al l  i nvoi ces di r ect l y t o Account s Payabl e 
( account spayabl e@esuhsd. or g)
Pl ease i ncl ude P. O # and si gnat ur e.

I f  t he or der  has not  been r ecei ved i n i t s ent i r et y,  i nf or m 
Account s Payabl e t hat  you can not  s i gn t he i nvoi ce unt i l  al l  
i t ems ar e r ecei ved.

Subst i t ut i on of  i t ems and/ or  or der  of  addi t i onal  i t ems wi l l  
pr oduce di scr epanci es and wi l l  del ay payment s.

mailto:accountspayable@esuhsd.org


Questions?

For  any quest i ons or  t r oubl es al ong t he way,  cal l  
pur chasi ng,  we can hel p.  Any i ssues you exper i ence,  

cal l  pur chasi ng,  so we can hel p ot her s who may be 
havi ng t he same i ssues.



Adobe Sign. QSS. 
General 
Purchasing.



Thanks!

Cont act  us:

genpur ch@esuhsd. or g

Fr anci ne:
408- 347- 5071
Mar gar et :
408- 347- 5073
Li z:
408- 347- 5072

mailto:genpurch@esuhsd.org
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