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The Right Contract




Prior to
uploading a
Document:;

. Ensure you are working with the

correct contract (CSA, PW under
45k, MOU)

. Verify that your

consultant/contractor is in
agreement with your document

. Verify all required documents are

attached (Conflict of Interest,
Insurance, and W-9)
your document to an

prior to uploading



EAST SIDE UNION HIGH SCHOOL DISTRICT

CONTRACT SERVICES AGREEMENT (No.

TO:  BUSINESS SERVICES
FROM: Euers,
SCHOOLDEPT. CONTACT PERSON

1. PARTIES: The East Side Union High School District (ESUHSD), whose address is 830 N. Capito] Avenue, San Jose, CA
95133, and the following named Contractor:

Contractor Name (First, Middle Inifial, Last)
Address ary,

Telephore Fax¥o.

Emal: S5 or Federal LD. Number

Contractor's Licenze # Tope
‘muually azvee and promize 2= foll ndifion: set forth on th f thiz page (pazs 2).
CONTRACT TERM: Effective dates: ©

CONTRACTOR'S OBLIGATION: lnmsldgnhmu(ﬂx mlum, the Contractor shall provide the following
products, i

services, if available

COMPENSATION. Ln conuderation of Contractor's provision of services as descnbed above, ESUHSD shall pay Contractor
‘upon completion of services, as follows:

HoulyRate$_ /how Totalhows Total Fees s

Other (ie. monthly. quarterly, anually).

BUDGET CODE AND FUNDING SOURCE:
FUNDING SOURCE:,

@ | Loc MCR
x| oo XXX

APPROVALS: These signatures attest the parties’ agreement hereto:
East Side Union High School District:
Sehool SiteDept. Administrator

Name
(Form#3002:23 mac 8103)

EAST SIDE UNION HIGH SCHOOL DISTRICT
830 North Capitol Avenus, San Joss, CA 83133, Phone: 408 347.5075, Fax: 408 347 5075
@ CONTRACT
FOR
LABOR & MATERIALS ano PUBLIC WORKS PROJECTS

THIS CONTRACT into this dayof 20___ byand between

SIDE UNION HIGH SCHOOL DISTRICT, hereinafter calied the *DISTRICT™.
WITNESSETH: The parties do hereby contract and agree as follows:
1. In consideration of payment not to exceed the sum of § to be paid to Contractor by District,

Contractor shall perform and complete

hereinafter called the “CONTRACTOR” and the EAST

2. Location of the work to be done at.

3. The term of this contract shall begin and be i letion by
(date) (ate)
4. This contact includes the terms and conditions attached as numbers 1 thru 27. The Contractor, by executing this
coniract agrees o accept and comaly with such tems and conditons.
5. District shall and work.
District Representative:
Name Position

Dept Phone:

6. Al applicable laws and regulations of the Public Contract Code, Civil Code and Labor Code govem this Contract.

7. IN WITNESS WHEREOF, the parties hereunto have subscribed to this Agreement, including all Contract
documents as indicated below, which must be on file with the District prior to the commencement of work.
Received by the Contractor: Submitied by the Contractor:

Drawings Liability Insurance Certificate

Specifications. Worker's Compensation Form Verification
Affidavit of Compliance with Ed Code 45125.1
DIR Registration #

Date;

Address:

Phone: ( )
DISTRICT:
ACCEPTED BY:

EAST SIDE UNION HIGH SCHOOL DISTRICT
Memorandum of Understanding
aron

This MOU 15 made and entered into effective on the ___ day of .
High School District (heremafter referred to a3 ESUHSD). and,
referred to as Provider), ion of their mutual covenants, the parties hereto agree as follows:

20___ between the East Side Union

A DESCRIPTION OF SERVICES: See Attachment A
PURPOSE OF MOU: See Artachment A

. DUTIES OF PROVIDER: The Provider agrees to provide the following services, materials, and/or products:
See Attachment A

. DISTRICT OBLIGATIONS: For the peniod of this MOU, the ESUHSD shall provide the followmg:
See Attachment A

. PERIOD OF MOU: The Provider's work as specified in this MOU shall commence on
and shall be completed on or before Jme 30, 2018.
. INSURANCE: Reference General Terms and Condifions, G 2.
The evidence of insurance is attached. OR
‘The insurance requirement of this conmact is waived. (Requires Assoc. Superintendent of Business Services'
Signed Approval )

. GENERAL TERMS AND CONDITIONS:

1. INDEMNIFICATION: The Provider chall indemnify, defend, and save harmless the ESUHSD and its board
‘members, officers, agents, employees, and volunteers from and against any and against all claims, liabilities and
Tosses of any kind (including but not limited to claim for personal injury, property damage or losses or damages
of any kind) accruing or resulting to any and all persons and which arise from or in connection with ot relate to
the activities of Provider and Provider's officers, agents, employees, contmactors, and voluteers in the
performance of, and the provision of any services in connection with, fhis MOU. The cbligations set forth in this
Paragraph .1 shall survive the expiration ot earlier termination of thus MOU.

. INSURANCE: During the term of this MOU the Pwmdawul maintain general h.bumymnmm. automobile
coverage, and workers coverage in amounts defermined

by
ESUHSD and as may be reasonably necessary to assure cmnp].lmvmhttc l.ndcmm.ﬁcmnn obligations herein
above. TthSU'HSD;hl]lbemnnduadrhhmnl inswed on an endorsement with Tespect to the liability
coverage.  The requirement of this provision may be waived in writing by the ESUHSD’s Associate
Superisiendent of Business Servies: however. such avy watver shall nof affeet fhe Providers mdemmafication
cbligations to the ESUHSD hereunder

NON-DISCRIMINATION. Provider shall not discriminate against any person based on race, color, religion, age,
actual or perceived sexual orientation, national origin, disability as defined by the Americans With

Disabilties Act, medical condifion or veteran's stafus in connection with the provision of any services tunder the
against any employee or spplicant for employment, nor against any

subconsultant or applicant for a subcontract on such grounds.



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


How to Convert to an Archivable PDF - PDF/A
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Brief Description of Services

PART I
1. Has this category of worker already been classified an "employee” by the IRS?
Administrators tutors nurses
teachers/instructors cafeteria workers psychologists
substitutes counselors intern psychologists
school bus drivers examination monitors specialty teachers d b 1 I I
clerical staff proctors librarians A O e WI p ro m pt you to

athletic coaches individuals "filling in" on an interim basis

save your document.

2. Is this individual working as an employee prescribed by the Education Code?

You will see the conversion process taking place. Your

C5A General Purchiriing 82017.pdf - Adabe Ach
Ex

. ewech Dask B

File dt View Window Malp

.

e GH SC]
B oues s ICES AG
T esosmn DELINE!

: ‘act Service

= Hide Foiden

Swee b Onlbne Acceurt = Cancel
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PART I
1. Has this category of worker already been classified an "employee” by the

YES

ree” by the IRS?
urses

sychologists

atern psychologists
pecialty teachers
ibrarians

nterim basis

document is complete when this box disappears.

ucation Code?




Familiarize Yourself with Adobe Sign




Fam liarize yourself with EchoSi gn.

Login to EchoSign with the

Email: genpurch@esuhsd.org

Passwiord: lllllllll|

Remember Me

| forgot my passwerd

9
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Presentation Notes
Ensure everyone has a log in. 


Shows all recent
activity on your
current contracts

B Adobe Sign

Dashboard Send Manage Reports

0, General What would you like to do?
Get a Signature

Get a Document Signed
Get a signature in seconds

Send from Library

Select a document

A
L

Additional Functions

Add Template to Library
Store frequently-used templates

4>

Create Widget
Embed a signable document

Only | Sign
Sign anything you've been sent

Archive a Document
Upload into your account

Mega Sign
Send to many people at once

Quick stats on all
contracts

Your Activity for This Month KO

Agreements Completed Median Time to Complete

60

New! ®

Any
General ~ documents
that are
waiting for
Search documents, recipients & notes .

S|gnatures
Waiting For Me it from you
Recent Events RO

50

25 75 30 r,. 60

ol o ™0 Bl o 120
0%

0.0 min.
3 in progress See All
View Reports...
Recent Alerts FAO

= North Bay Pensions C5A 16-17 has not been
signed until Nov B at 10:59 am

= W-9 (Request for Taxpayer ldentification
Number) has not been signed until Nov 7 at
4:52 pm

= TGP CSA 16-17 has not been signed until
Now 7 at 4:51 pm

More...

¥B ERP Roof Initiation_Revision Form
V1.2016 1024 was sent to Sandy Nguyen for
signature (Yesterday at 10:02 PM)

WCO ERP Roof Initiation_Revision Form
V1.2016 1024 was sent to Sandy Nguyen for
signature (Yesterday at 10:02 PM)

180 Degrees CSA 16-17 was viewed by
deanrenfrow@comcast.net (Yesterday at
5:21 PM)

Facilities Department's JL ERP Roof
Initiation_Revision Form ¥1.2016 1026 was
e-signed by Sandy Nguyen (Nov 9, 2:26
PM)

Facilities Department’s AH ERF Roof
Initiation_Revision Form V1.2016 1026 was
e-signed by Sandy Nguyen (Nov 9, 2:25 PM)

More...



Loading Documents




LO a,d i n g D O C u m e n tS ‘Complete in Order’ should always be

highlighted

B sgobesin ®

Dashboord  Send  Manage  Repg General « Route your document by
WhatsNew entering the emai

oo (B addresses of all signing
{1 | & (wendaremaiteom & v e / parties
{2 | g~ principal@emailcom B + Email

Title your contract/MOU {3 | &~ msocsupi@emailcom B v emai

“Vendor ‘req number’ | 2 | O G [

1617" =
“MOU Vendor 1617” P 5 | &~ Cemmheomion &2 v e
Add a message if needed. B Enterecipient email

Show CC

Message
Vendor 86XXXX 1718 .
Options

Pl Il d lete Vendor 86XXXX 1718.
lease review and complete Vendor O Password Protect

DrOp yOUI’ COﬂtraCt Signature Type

Files Add Files

here or press upload g v ® Electronic © Witen
to search your files -

Conflict of Interest Statement

T= W-s (Request for Taxpayer Identification Number) This box should
always be

Drag More Files Here
checked
@ Preview & Add Signature Fields

Language | Engish: UK v 02018 Adobe Systems Incorporated. All ights reserved.  Terms Privacy Cookies Consumer Disclosure Trust




Routing Documents




Routing Documents - Contracts

Contracts CSA: MOU s
1. Vendor’s Enmail Address 1. Vendor’s Enmmi|l Address
2. Principal/D rectors Email 2. ESUHSD Rep’s Emmi|l Address
Addr ess 3. ***|f Attachnment G is added:
3. (Associ ate) Superintendent’s ki ngk@suhsd. org ***
Enmai | Address 4. Associ ate Superintendent’s Enai
4. Purchasi ng Manager’ s Emai | Addr ess
Address: Dbrisseyf @suhsd. org 5. Purchasi ng Manager’ s Emai |
5. CGeneral Purchasing’ s Email Address: Dbrisseyf @suhsd. org

Addr ess: genpur ch@suhsd. org 6. Superintendent: funkc@suhsd. org



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 Wrks Contracts <45k Contracts not on ESUHSD Tenpl at es
1. Vendor’s Enmail Address Pl ease send to ne for review prior
2. Purchasing Manager’s Emai l t o upl oadi ng.

Addr ess: brisseyf @suhsd. org
3. General Purchasing’ s Enail Thank you!

Addr ess: genpur ch@suhsd. or g

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

RECIPIENTS RECIPIENTS
RECIPIENTS D rag an d vendor@email.com - vendor@email.com -
RECIPIENTS vendor@email.com - (Signer) (Signer)

2:}3’[1]9 Brissey (brisseyf@...» (Signen) d rO p th e
M ake sure Signature Filds N S | g n atu re Signature Fields v G en P u I’Ch Signature Fields v
(Prefill)

Francine Brissey (brisseyf@esuhsd.org) th e co rrect Signature 4’/ fl e I d for | Signer Info Fields -~ . req u I res th e Signer Info Fields v

e . H Initials EAC H . . text i n p ut
amadorl@esuhsd.org re CI p I e nt IS Title

General Purchasing (me)

. e H Data Fields -~
(Signer) Signature Block recl plent_ bOX In
selected! Company
velasquezma@esuhsd.org Stamp BOTH the Text Input
(Signer) Name
Drop Dx
General Purchasing (me) Signer Info Fields v Email C 0] ntraCt Top Down
(Stgnen) e NO. Check Box
Anyone . E— .
Data Fields v Radio Button
Data Fields e an d th e

ata Fields hd Image

More Fields v You Wi" Board Of
need to add  [wore et v Trustees. More Fields v
Transaction Fields v

Transaction Fields v the T|t|e

and
S [ Sove to document trary possibly the ...y
Date. ‘

Reset Fields Reset Fields Reset Fields

More Fields ~

Transaction Fields hd Transaction Fields ~

I:‘ Save to document library

Reset Fields



Where to Place Signature Boxes...

T1 Doss the imndivadual Tade or business Bt & available fo e general
public?
A dstermining factor in judging & i the £ to the general

public. In evaluating this criteria, the District is considered to be 2 separate entity. Keepin
ming: if the District is using thi individual's services on a full-time basis, the individual is pot
available to the general public.
T3 Dos: the imdivadual Eave a substantial rvesemment in bis/her businesz, L &, mammaine 3 facilify,
o is inberent in business ente depends |:| D

equipment, tc.]

Th
st be able to make a profi or sustain a loss

IFeither 11 or 12 are "NO", the individual is & district employee STOP HERE and process
the individual through Human Resources and payroll

1f 11 and 12 are both "VES", continue
provide all materials and i for the

this service?
Th a regular basis, clerical, seeretarial, or
other supprt for the individual such as matenials, copying, printing, office supplies, efe. Any
necessary assistance should be provided by the ndividual
T4, I thas indivaduzl paid by the job or upon completion nd aceeptance of fhe work 22 2 whole ar

13. Does th

milestones contract?
15. Does the individual bear the cost of any travel and business expenses ncurred to perform this
serviee!

|
|

Generally the individna] will pay the cost of any mravel and business expenzes incurred to
perform the work. However, zome agraement: may be made to provide for payment of airfirs,
it etc. for consultants.

If 11 and 12 are "YES", 13 through 15 should also be "YES" and are items that should be
written into the Independent Contract.

‘This individual is an Independent Contracter. A "YES" on questions 13 through 15
supports the district’s conclusion and substantiates a “reasonable basis” for treatment as
independent contractor. While there is circumstances where the district may pay
contractually provided expenses, these should be kept at 2 minimum to avoid giving the

impression of an employment relationship.

By signing below, Contractor and Program Manager atrest that they
that the information above is true and ¢ ct.

Contractor Signature

Program Manager Signature Date

Please attach questionnaire to completed Contract Services Agreement form and send to the Business Office.

(mde 401)

MAKE SURE YOU
CHANGE THE RECIPIENT
FOR EACH SIGNATURE
BOX DROPPED!!!

Vendor's Signature Box

Director

(Associate) Superintendent

Francine Brissey

EAST SIDE UNTON HIGH SCHOOL DISTRICT

CONTRACT SERVICES AGREEMENT (No.

GenPurch@esuhsd.org

TO.  BUSINESS SERVICES
FROM: Ext#

SCHOOLDEPT. INTACJ/PERSON

1. PARTIES: The East Side Union High School District (ESUHSD), whos:
95133, and the following ramed Consultant:

Consultant Name (First, Middle Inifial, Last)

s 15 830 N. Capito] Avemue, San Jose, CA.

Address aTy / ST__ Zp
Telephone Fafilo.

Email: # or Fedaral ID Number

Consultant’s License # Type Expiration.

CONTRACT TERM: Effectrve dates: to

‘matually agree and promize 2 follows and 2 per m7A..d condifions set forth on the reverse side of this page (page 2)

-

‘materials, products, and/orreparts. Attach ppfpesals and other documentation if available

CONSULTANT'S OBLIGATION: In considéfation of the compensation, the Consultant zhall provide the following services,

-

. as follows:

/hour  Total hours Total Fees §,

1deration of Consultant’s provizion of services as described above, ESUHSD shall pay Consultant

PROG | GOAL | FUNC | OBJT | RESC | ¥R | MGR
3 X | xox | ook | oox | oo | X | X

$AMOUNT

6. MPPROTALS: These signatures Mgt the parties’ agreement hereto:
onsultant Coliactor:
Siguanwe Title
East Side Union High Schosl :
School SiteDept. Admimituator Date
(Associate Date.
Puchasing Date

Text input field

Bomaer .m.==,_> Date,

Page 1 of2



mailto:GenPurch@esuhsd.org

The Preview Screen

@ print @ Enlarge B8 POF T Delete

Shane Safir EVHS 1718

From: General Purchasing (East Side Union High
School District)

To: shane@shanesafircom, Lauren Kelly
(kellyl@esuhsd.org), Glenn Vander Zee

] A P

AJoisiH pujwRY Paj0id aleys M3IA

31N

= Print Enlarge & PDF [ Delete

Shane Safir EVHS 1718

From: General Purchasing (East Side Union High
School District)

To: shane@shanesafircom, Lauren Kelly
(kellyl@esuhsd.org), Glenn Vander Zee

Share Agreement

Sharing a document lets others view it and its
current signature status.

Share with:
Separate multiple email addresses with a
comma.

Message:

AJols|H pujway Paj0ud aleys M3IA

5310N

mpint @ Enlarge & POF 1@ Delete

Shane Safir EVHS 1718

From: General Purchasing (East Side Union High
School District)

To: shane@shanesafircom, Lauren Kelly
(kellyl@esuhsd.org), Glenn Vander Zee

Create a Reminder List

Who do you want to Remind?
[ Myself [ Jocelyn Fabello

[ kellyl@esuhsd.org [[] shane@shanesa..
[ Francine Brissey ] vanderzeeg@es. ..

Send the Reminder:

Specific Date [pg/01/2017 =]
Send | Only Once ¥

Add a Note:

* Write a message here, eg, Please sign,
must renew, execute option, terminate deal.

Preview Reminder

AIOISIH puIWaY pajold aleys M3IA

58I0N

S pint @ enlarge 8 POF T Delete

Shane Safir EVHS 1718

From: General Purchasing (East Side Unien High
School District)

To: shane@shanesafircom, Lauren Kelly
(kellyl@esuhsd.org), Glenn Vander Zee

History

Audit Report
Export Data

= Document created by General
Purchasing (GenPurch@esuhsd.org)
24 Aug, 14:53

= Sent out for signature to
shane@shanesafircom
24 Aug, 14:58

= Viewed by shane@shanesafircom
28 Aug, 12:59

= General Purchasing
(GenPurch@esuhsd.org) replaced
signer with Jocelyn Fabello
(safirassociates@gmail.com)
28 Aug, 1351

= Sent out for signature to Jocelyn Fabello
(safirassociates@gmail.com)
26 Aug, 13:51

= Viewed by Jocelyn Fabello
(safirassociates@gmail.com)
28 Aug, 13:58

= Nncnmant a_cirnad by Incahn Eaballn

AJOISIH pujway 1230.d a.eys MIIA

sajoN

& print @ Enlarge  B§ PDF I Delete

Shane Safir EVHS 1718

From: General Purchasing (East Side Union High
School District)

To: shane@shanesafircom, Lauren Kelly
(kellyl@esuhsd.org), Glenn Vander Zee

Store any additional information abouwt this
document here.

AloisiH pulway pajold aleys M3IA

5310\



The Audit Report

Shane Safir EVHS 1718 Created = Tﬂ?ffﬂfﬁﬁm Vander Zee (vanderzeeg@esuhsd.org) for signature

Adobe Sign Document Histary 0910172017
% Document e-signed by Glenn Vander Zee (vanderzseg@esuhsd.org)
Cresme: oBr2ar2017 Signalure Date: 08/31/2017 - 7:53:35 AM POT - Time Souree: server- IP address: 162.328.221.155
1 L e S =4 led to General a for signature
Satus. Signed OW/3112017 - T:53:38 AM PDT
9 Document viewed by General Purchasing (GenPurch@esuhsd.org)

DA/S112017 - 11:20:02 AM PDT- 1P address: 66.249.54.218

% Document e-signed by General Purchasing (GenPurch@esuhsd.org)

Vl ewed /' Pt G OMSR0TT - 1123125 AM PDT- Thna Brca:saves: 1P e 1705152

"Shane Safir EVHS 1718" History £ o Jed to Francine Brissey org) for signature

/3112017 - 11:30:25 AM PDT

9 Document created by General Purchasing (GenPurch@esuhsd.org)
DB/ZAI2017 - 2:53:46 PM PDT-IP address: 170.91.5.44 ) Document viewed by Francine Brissey (brisseyf@esuhsd org)

OA/BIZ017 - 13153 AN PDIT-  address 68.242.84.182

[ Document emailed to shane@shanesafir.com for signature
DBZ12017 - 2:58:08 FM PDT % A signed copy was uploaded by General Purchasing (GenPurch@esuhsd.org)

8017 - 11:52:11 AM PDT
) Document viewed by shane@shanesafir.com

DBZBI017 - 12:50:45 PY PO IP address: 73.99.152.252 @ Signed document emailed to General Purchasing (GenPurch@esuhsd.org), Jocalyn Fabello
P . com), Lauren Kelly com, and 2 more
) General a (Ger org) repiaced signer com with Jocelyn Fabello S | g n e , GO - 117511 AN POIT
I

(safirassociates@gmail.com)
DB/ZE2017 - 1:51:42 PM PDT- 1P address: 170.91.5.24

[, Document emailed to Jocelyn Fabello (safirassociates@gmail.com) for signature
OB/ZE2017 - 1:51:42 PM POT

) Document viewsd by Jocelyn Fabello (safirassociates@gmail.com)
DB/Z812017 - 1:58:05 PM PDT- 1P address: 66.240.84.195

 Document e-signed by Jocelyn Fabello (safirassociates@gmail.com)
SSgnature Date: 08(ZR/2017 - Z00:32 PM PO - Tume Source: senver- [P address: 24.7.112.37

= jed to Lauren Kelly org) for signature CO m p I eted

DB/Z8/2017 - 2:00:33 PM POT

1 Document viewed by Lauren Kelly (kellyl@esuhsd.org)
DBRE0Z017 - 7:40:34 PIA PDT-IP address: 70.214.41.207

% Document e-signed by Lauren Kelly (kellyl@esuhsd org)
Signature Date: 08/30/2017 - T:41:30 PM PDT - Time Seurce: serves- IP sadress: 70.214.41.207

. Adobe Sign



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


Changing a Signer

1. dick on a docunent that is in
t he signing process.
2. Select “Replace Signer”

Preview Screen

M print @ Enlarge I8 POF @) Cancel
Date: 01/09/2017, 07:20

Status: Out for e-signature

Replace Signer Upload a signed copy

Message: Please review and complete Amendment
- ClassTech district wide.

Audit Report
Export Data

= Document created by General
Purchasing (GenPurch@esuhsd.org)
31 Aug, 16212

= Sent out for signature to Stacey
Trampenau (joe@classtech.us)
31 Aug, 1615

= Viewed by Stacey Trampenau
(joe@classtech.us)
1Sep, 0718

= Document e-signed by Stacey
Trampenau (joe@classtech.us)
Signature Date: 15ep, 07:20 - Time
Source: server

= Sent out for signature to Francine
Brissey (brisseyf@esuhsd.org)
15ep, 07:20

= Waiting to be signed by Francine
Brissey (brisseyf@esuhsd.org)
Replace Signer Upload a signed copy

= Will be sent for signature to General
Purchasing (GenPurch@esuhsd.org)

AlosiH pujwLay 1P330.d aleys M3IA

$310N



Changing a Signer

. i Replace Current Signer
1 . @ e n a d 0 C u rre n t t h a't I S I n This agreement is waiting for bella @esuhsd org to sign. To send this agreement for signature to

. . a new signer, enter their email address and a message below.
t he signing process.

2. Select “Replace Signer”. ema
3. Enter emmil address of the e
new si gner. ;

4. Add Message as necessary. EEa
5. Select “Replace Signer”.

Language | English: US B © 2016 Adobe Systems Incorporated. All rights reserved.  Terms  Privacy Cookies Consumer Disclosure  Trust



Who Signs Where, Signature Boxes

Li ve Deno:

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

RPQO’s and PO’s




Updates

The ‘copy’ function - Be cautious that all the information is
accurate (account nunber, authorized signer, etc.)

Review ng Requisitions - Remenber to reviewall requisitions
before you approve. Should be in final formprior to reaching
(Associate) Superintendent.

Returning RPO's - Beginning January 25, 2018 Reqg.’s that do
not have supporting docs sent to genpurch@suhsd.org wll Dbe
returned to the requisitioner. PLEASE READ YOUR NOTES TO
UNDERSTAND WHY YOUR REQ WAS RETURNED AND HOW TO CORRECT IT.



mailto:genpurch@esuhsd.org

RPO'S for DOCUMENTS

BOOKS SCAN & EMAIL ALL QUOTES TO PURCHASING
W/REQUISITION # ON IT

OPEN ACCOUNTS (OFFICE SUPPLIES,
u p p O r I n g O C u I I l e n S INSTRUCTIONAL SUPPLIES, FRY'S, A/J FILE RPO AT YOUR LOCATION

GOLF, CUSTODIAL &/0R MAINTENANCE (WE DO NOT NEED YOUR OPEN ACCOUNT RPO)
SUPPLIES... ETC
COMPUTERS,/TECHNOLOGY EQUIPMENT
— e (COMPUTERS, CHROMBOOKS, SCANNERS, SCAN & EMAIL ALL QUOTES TO PURCHASING

W/REQUISITION # ON IT
ON ALL INVOICES PLEASE SIGN, DATE, AND WRITE ON ALL INVOICES

PROJECTORS, ETC)

COMPLETES SCANNED IN LEIU OF ORIGINAL AND SENT TO PURCHASING
Doc’s should be sent to (FOR EMERGENCY ONLY) SCAN & EMAIL THESE INVOICES TO PURCHASING WITH REQUISITION
NUMBER ON IT.

genpur Ch@SUhSd. or g wWith the Req SCAN & EMAIL STUDENT ACTIVITY FIELD TRIP FORM, BUS REQUEST

FORM (WITH DENIAL STAMPED), AND QUOTE/INVOICE FROM
n u rTb e r I n t h e t I t I e | FIELD TRIPS & BUS CHARTERS CHARTERED BUS VENDOR TO PURCHASING W/REQUISITION# ON IT

(USE OBJECT CODE #5880 FOR ALL FIELD TRIPS)

SCAN & EMAIL ALL FIELD TRIP FORMS (SEE ABOVE) AND
ADMISSION/REGISTRATION FEES OR PRICE/QUOTE OF TICKETS TO PURCHASING W/REQUISITION# ON IT

Make sure you include your vendors TICKETS FOR FIELD TRIPS (USE OBJECT CODE #5880 FOR ALL FIELD TRIPS)
SCAN & EMAIL ALL QUOTES TO PURCHASING

contact infornmation (erral I FURNITURE W/REQUISITION # ON IT

SCAN & EMAIL ALL QUOTES TO PURCHASING
SOFTWARE Q

address). - Especially if there is W/REQUISITION # ON IT

SUBSCRIPTIONS, MAGAZINES SCAN & EMAIL ALL QUOTES/INVOICES TO PURCHASING

. . . /REQ
a Change I n reps Or I t I S a neW SCAN &EMAILQUOTES*AEEN%?;IROP:L‘:EO:ALDLISTOFATI'ENDEES

CATERING/FO0D TO PURCHASING W/REQUISITION # ON IT

Vendor . ENTER YOUR RPO INTO QCC, YOU HAVE ACCESS TO OBJECT CODE "5210".
SEND ORIGINAL CONFERENCE APPROVAL, RPO & REGISTRATION FORMS
TO SILVIA SEBO, SHE WILL SEND ORIGINA CONFERENCE APPROVAL BACK

W:F;RWEE?"G TO YOU. SHE WILL GIVE RPO WITH COPIES TO PURCHASING. ONCE

HOTELS, & AIRLINE TICKETS APPROVED IN QUEUE BY APPROVERS, PURCHASING WILL APPROVE AND
RELEASE PO,

ENTER YOUR CONTRACTS AND MOUS THROUGH ADOBE ECHO SIGN. ENTER

CONTRACTS INTO QSS. YOU HAVE ACCESS TO OBJECT CODE "5840".

SERVICES CONTRACTS UNDER 25K: PURCHASING WILL RELEASE AND APPROVE

CONTRACTS IN QUELUE ONCE IT'S BEEN SIGNED BY ALL APPROVERS AND WILL

& Mous ADD TO THE UNDER 25K BOARD MEMO FOR RATIFICATION.

CONTRACTS OVER 26K: PURCHASING WILL RELEASE AND APPROVE CONTRACTS
N QUELE AFTER BOARD APPROVAL.



mailto:genpurch@esuhsd.org

PO Search

You can review your PO s for the year by conducting a sinple
PO search under ‘Advanced Search’ enter your Buyer Code.

VHY?

VWhi ch Contracts/ Qpen PO s do you need to refresh for the next
school vyear.

Handout is included for nore i nformati on.



Entering RPO’s

Revi ew ng handout s.

Handouts w || be posted to our internal site.



AP View




Viewing Payments Applied to your PO

Under AP/ Purchasing file, |ocate “Accounts Payabl e”
Select “P.O Paynents (PO"”
Enter the REQ # or PO # assigned to the order.

Cick “Search” button



Other AP Tips

Forward all invoices directly to Accounts Payabl e
(account spayabl e@suhsd. or g)
Pl ease i nclude P.O # and signature.

| f the order has not been received in its entirety, inform
Accounts Payabl e that you can not sign the invoice until all
itens are received.

Substitution of itens and/or order of additional itenms wll
produce di screpancies and wll delay paynents.


mailto:accountspayable@esuhsd.org

Questions?

For any questions or troubles along the way, call
purchasi ng, we can hel p. Any issues you experience,
call purchasing, so we can help others who nay be
havi ng the sane i ssues.



Adobe Sign. QSS.
General
Purchasing.



Thanks!

Cont act us:

genpur ch@suhsd. org

Franci ne:
408- 347-5071
Mar gar et :
408- 347-5073
Liz:

408- 347-5072
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