How to - Use Acrobat to Fill Out and Sign Forms

Ver. 1.0

12 March 2020

Purpose:

1. To fill out .pdf forms without printin
2. To gather needed signatures while keeping the document digital.

Step 1: Open Form

1. Open the .pdf form in Adobe Acrobat.

055 User Request D form - Adobe Acrobat Pro DC.
Fle Edt View Window Help

Home  Tools NOSS User Request.. X | NOSS User Request

B Y ® 8 ®© 1RO e 5P B2 LD

UNIVERSITY OF ARKANSAS REQUEST FOR PERCEPTIVE CONTENT ACCESS
TO THE ONLINE NOTICE OF STUDENT SUPPORT (NOSS) WORKFLOW

Fill out all fields on this form. Print a copy and obtain the necessary signatures. Mail, fax, or scan and email to the listed
contact at the bottom of this form.

Name: Title:

College:

Campus Address:

UARK Email Address: Campus Phone:
Employee's Signature: Date:
Supervisor Signature: Date:

Please describe your administrative role and needs with regard to the online Notice of Student Support
(NOSS) workflow. This will help to determine your appropriate stage within the workflow process:

Send Completed Forms To:

Advancement Information and
Technology Services Attention: Chris Farris
UPTE 229

Fax: 479.575.4135

Scan-Email: cmfarris@uark.edu

STATEMENT OF CONFIDENTIALITY
INFORMATION TECHNOLOGY SERVICES
UNTVERSITY OF ARKANSAS, EAYETTEVILLE

1| Page

- x
LNON W )
A=Y

Search tools

[ Create POF

B Combine Files

22 editpor

[ Export PDF

£[] Organize Pages

(I Send for Commene)
B Comment

A, Fill &Sign

Scan & OCR

Protect

% More Tools

Your current plan is Creative

Lear More




How to - Use Acrobat to Fill Out and Sign Forms

Ver. 1.0

12 March 2020

Step 2: Fill in Text

1 click L Fill &Sign

N T B 2 & W

NTENT ACCESS
WORKFLOW

tan and email to the listed

otice of Student Support
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2. Click

\

What do you want to do?

Fill, sign and send Get others to sign

Fill form fields, add textfnd draw or Add signers, mark where to fill and
type your signature. sign, send it out and track progress.

3|Page




How to - Use Acrobat to Fill Out and Sign Forms

Ver. 1.0

12 March 2020

3. Click in fields that need to be filled. Enter correct information (DO NOT ENTER
SIGNATURES):

UNIVERSITY OF ARKANSAS REQUEST FOR PERCEPTIVE CONTENT ACCESS
TO THE ONLINE NOTICE OF STUDENT SUPPORT (NOSS) WORKFLOW

Fill out all fields on this form. Print a copy and obtain the necessary signatures. Mail, fax, or scan and email to th

contact .
A A T EH ---
Nam Title:

College:
Department: NOTE: Make sure all fields except for
signature blocks are filled out
L UABK Fmail Address: (INCLUDING DATE FIELDS!). Later we

will sign this document. Once sighed
it cannot be edited. THIS MEANS YOU
CANNOT GO BACK AND ADD TEXT
THAT YOU FORGOT THE FIRST TIME!
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4. Here it is complete:

UNIVERSITY OF ARKANSAS REQUEST FOR PERCEPTIVE CONTENT ACCESS
TO THE ONLINE NOTICE OF STUDENT SUPPORT (NOSS) WORKFLOW

Fill out all fields on this form. Print a copy and obtain the necessary signatures. Mail, fax, or scan and email to the listed
contact at the bottom of this form.

Name: Christopher Matthew Farris Title: Trainer

College: UDEV

Department: A|TS Campus Address: UNHS 226
UARK Email Address: cmfarris@uark.edu Campus Phone: 5754135
Employee's Signature: ——

| NO SIGNATURES YET!

Supervisor Signature: L=

Please describe your administrative role and needs with regard to the online Notice of Student Support
(NOSS) workflow. This will help to determine your appropriate stage within the workflow process:

5. Click to save document.

NOSS User Request |D form.pdf - Adob
File Edit View Window Help

Home Tools NOSS U
Bl % ® 8 Q

I Fill & Sign
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6. Click

N

2O a0
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Step 3: Sign

1 click & Fill &sign

2. Click

Q;_ Sign

3. Click

equest...

Wb X v O — o | frson | @

UNIVERSITY OF ARKANSAS REQUEST FOR PERCEPTIVE CONTENT ACCESS
TO THE ONLINE NOTICE OF STUDENT SUPPORT (NQOSS) WORKFLOW

Fill out all fields on this form. Print a copy and obtain the necessary signatures. Mail, fax, or scan and email to the listed
contact at the bottom of this form.

Name: Christopher Matthew Farris Title:  Trai

4. If you do not have a signature, the software will prompt you to create one:

e ﬁ Sign

v
Add Signature o

CHF ()

7| Page




How to - Use Acrobat to Fill Out and Sign Forms

Ver. 1.0

12 March 2020

5. Click Add Signature ﬂ

6. Accept the system offered signature or customize at your discretion.

Change style ~
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8. Drop signature on signature line.
\

contact

Fill out all fields onthis form. Print a copy and obtain the necessary signatures. Mail, fax, or

at the bottoN of this form.

Name: ChristopNer Matthew Farris NOTE: Signed Ik
oEV \ documents cannot be

College: edited!!

Department: A|TS Campus Addre

UARK Email Address:

Campus Phone

Employee's Signature: Date:
e
Supervisor Signature _ _ Date:
When you save a form with a signature or
initials wou will no longer be able to edit the
Please describe ygL .yi-ting form fields. gard to the online

{NDSS} wo rkfIGWl TIIIG‘ e II:IF M LTS Innn= ruul HPFI UPriaTte stage Within t

9. Repeat process for all Signature fields.
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10. Click

11. Click
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Step 4: Send for Signatures

1 click £ Fill &Sign

2. Click

\

Fill, sign and send others to sign
Fill form fields, add text and draw or Add\signers, mark where to fill and
type your signature. sign, Sgnd it out and track progress.

11 | Page




How to - Use Acrobat to Fill Out and Sign Forms

Ver. 1.0

12 March 2020

3. Add signer email address(es).

[+]
Add signers Specify where to fill and sign Send and track progress

Get documgpnts signed fast with Adobe Sign

Add signers, specify where you want them to fill and sign, and have recipients
rqurn the signed document electronically. Learn more.

Signers AddCC | &
v

ggv dvmcclel@uark.edu >

Subject & Message

MOS5S User Request ID form

Please review and complete this document. This is for a presentation.

File(s) Add Files

MNOSS User Request ID form.pdf

Your file will be uploaded to Adobe Sign. Anyane with the link can wiew the file.

Meore Options Specify Where to Sign

4. Click Specify Where to Sign
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5. Click the location(s) on the document that need the recipient’s signature.
\

UNIVERSITY OF ARKANSAS REQUEST FOR PERCEP,
TO THE ONLINE NOTICE OF STUDENT SUPPORT

Fill out all fields on Yhis form. Print a copy and obtain the necessary signatures. Mal
contact at the bottoky of this form.

name: Christoptier Matthew Farris Title:

College: UDEV\

Department: MTS\ Camp
UARK Email Address: \mfarrig@uark_edu Camp
Employee's Signature: Date:
Supervisor Signature: Date:
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|
6. Click

1

Bil to the listed

1S 226

ftudent Support
W process:

14 | Page

Specify where to Fill or Sign

Click wherever you need your
recipient to fill in information or
sign.

Marked fields can include text
fields, signature boxes, checkboxes,
and more.

Switch to Advanced Mode




How to - Use Acrobat to Fill Out and Sign Forms

Ver. 1.0

12 March 2020

7. Adobe will (probably) prompt you with a message concerning signature blocks.

Missing Signature Fields %

There are recipients who need to sign this document that do not have a signature field assigned to
them. You can go back and add signature fields or we will add a signature block for those

recipients. Do you want to review or send the document?
Q-Revlew Send
J

D 0 0

8. Click
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9. Adobe will confirm delivery.

Add signers

ABEVIRSTY CF ARAMS BITUIST 108 FERCITTIVE CONTINT ACTTSS
O THE LI AEITIC OF STUCANT SUPPORT (O} WORKTLOW

Specify where to fill and sign Send and track progress

"NOSS User Request ID form” has been
successfully sent for signature

A copy has also been sent to you at cmfarris@uark.edu for your records.
"NOSS User Request ID form” was sent for signature to Daniel McClelland (dvmeclel@uark.edu).
As soon as the agreement is complete, all eligible parties will be e-mailed PDF copies.

Reminders
There are no reminders set for this document.

All agreements that are not completed within 365 days will be automatically expired.
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10. Adobe will send you a copy of the signature request via email.

€2 Reply G2 Reply All S Forward G5 1M

Adobe Sign <echosign@echosign.com:> B Christopher M. Farris
NOSS User Request ID form has been sent out for signature to Daniel McClelland

0 If there are problems with how this message is displayed, click here to view it in a web browser.

NOSS User Request ID form.pdf
e | 375KB

T —— Your Agreement Has Been
PP — e Sent for Signature!

»  Adobe Sign has sent NOSS User Request ID

— form to Daniel McClelland for signature.
. ®  When Daniel McClelland completes HOSS User
e Request ID form all parties will receive a final

PDF copy by email.

Click here to view this document online in your Adobe
Sign account.

You can always Login to Adobe Sign to:

+  Check the status of this document

#»  Set up a reminder informing ancther party that
you are waiting for their signature

#®  Share your agreements with a colleague

To ensure that you continue receiving our emails, please add echosign@echosign.com to your address book or safe list.
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11. Adobe will send you confirmation and a copy of the document once it has been signed.

2 Reply (B2 Reply All £ Forward G5 IM
Adobe Sign <echosign@echosign.com= B Christopher M. Farris; B Daniel v. McClelland -
MNOSS User Request ID form between UOA - University of Arkansas and Daniel McClelland is Signed and Filed!

o If there are problems with how this message is displayed, click here to view it in a web browser.

MNOSS User Request ID form - signed.pdf
| 431KB

H Adobe Sign

NOSS User Request ID form
between UOA - University

] of Arkansas and Daniel
PO vmpm——— e McClelland is Signed and
- = Filed!
o :: To: Christopher Farris and Daniel McClelland

Attached is a final copy of HOSS User Request ID form.

Copies have been automatically sent to all parties to
the agreement.

You can view| n your Adobe Sign

o Mar12,2020
... Daniel McClelland

»  Exchange, Sign, and File Any Document. In Seconds!

» Set-up Reminders. Instantly Share Copies with
Others.

»  See All of Your Documents, Anytime, Amywhere.

sure that you continue receiving our emails, please add echosign@echosign.com to your address book or safe list.

12. Click the document |ink to view the signed document.
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AOVENMCEMENT IMTormdtion dma
Technology Services Attention: Chris Farris
UPTE 229

Fax: 479.575.4135

Scan-Email: cmfarris@uark.edu

STATEMENT OF CONFIDENTIALITY
INFORMATION TECHNOLOGY SERVICES
UNIVERSITY OF ARKANSAS, FAYETTEVILLE

Perceptive Content is a licensed document management system used for securely storing and retrieving any type of el
document at the University of Arkansas. Perceptive Content is maintained at the University of Arkansas by Informatior]
Services. This department reserves the right to authorize or deny access to Perceptive Content to ensure confidentiality
contained therein. Users of Perceptive Content are expected to abide by the Code of Computing Practices for the Univ
Arkansas. Signing your name below indicates that you have read and understand the Code of Computing Practices and

use _the Notice of Student N nline form in P v n r_only lawful and inten mini
Daniel MeCletiand
Signa[ure: Daniel McClelland (Mar 12, 2020) Date: Ma r 12’ 2020

Daniel McClelland

Printed Name:

13. You may now download, save, print or email to wherever this document needs to go.
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