§ SACRAMENTO STATE

Employee & Labor Relations

Staff Performance Evaluation Signatures
(Unit 9 - IT positions only)

All performance evaluations must be submitted to Employee & Labor Relations through the established Acrobat Sign
process described in this User Guide. This workflow chart shows how Acrobat Sign is used in this process, and the steps
below explain how to use Acrobat Sign for finalized performance evaluations. This workflow process includes the
Acrobat Sign system automatically routing the completed/signed performance evaluation to Employee & Labor
Relations for review/processing (no other routing is required).

NOTE: Please remember to download the most current appropriate Staff Performance Evaluation template from the
ELR website before initiating the performance evaluation signature workflow in Acrobat Sign.

1. Go to ELR’s Performance Evaluation Signatures via Acrobat Sign webpage.
2. Click on the corresponding Link to Acrobat Sign (Evaluators only) link to start the form.
3. You will be prompted to log into Acrobat Sign.
a. Inthe email address line, type in your full saclink email address, including @csus.edu (ex.
xxxxx@csus.edu) (see figure 1. for the Acrobat Sign-In screenshot).
b. Click the Continue button.
Log in using your Sac State credentials to complete the Duo Two-Step verification.
d. You will see an Acrobat Sign splash screen as it routes you to the Acrobat Sign Send page.

Sign in
New user? Create an account

Email address

Or

A Adobe Acrobat Sign

G Continue with Google

€) continue with Facebook

.
. Continue with Apple
View more

Get help signing in

Figure 1. Acrobat Sign-In screenshot
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https://www.csus.edu/administration-business-affairs/human-resources/labor-relations/_internal/_documents/pe-general-workflow.pdf
https://www.csus.edu/administration-business-affairs/human-resources/labor-relations/performance-evaluation-forms.html
https://www.csus.edu/administration-business-affairs/human-resources/labor-relations/remote-signatures.html
mailto:xxxxx@csus.edu

4. Once on the Acrobat Sign Send page (see figure 2. for the Send page screenshot)

a.
b.

Click More for a list of required information for this form.
Navigate to the Recipient fields listed and enter the primary email address. To ensure you are using the
primary email address, navigate to directory.csus.edu to confirm the email address.
i. Employee field

ii. HEERA Designated Manager field

iii. Rater (if applicable) field
The Human Resources email address auto-populates in, and you will not be able to change this.
Navigate to the Completed Performance Evaluation field. Click on Add File to attach the completed
corresponding employee performance evaluation form. If there are additional documents, attach those
in the Additional Document field.
Click the Send button to route the form for signature.

HR_ELR_Unit 9 Technology Performance Evaluation Signatures

How this workflow works?

1. For each signer, enter the email address as published in https://directory.csus.edu.
2. Upload the completed performance review.
Recipients (7]
Employee®
log Enter Employee email © v None

HEERA Designated Ma r\.ager*

log Enter HEERA Designated Manager email © ~ None

Rater (if applicable)

Q’ Enter Rater (if applicable) email ® ~ None

Human Resources”™

aba-svc-signelr@csus.edu © v None
CC | Hide
Cc

Enter CC's emails

Document Name *

Staff Performance Evaluation Signatures

Message *
Please Sign.
£

Files

Completed Performance Evaluation % Add File I

Performance Evaluation Signature HR_ELR [TU9_PE

Page *
| Additional Document Add File |

Figure 2. Send page screenshot
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5. Athumbnail of the form and confirmation message will display. (see figure 3. Confirmation message screenshot)
This message confirms that the evaluation was sent out for signatures. You will also receive an email
confirmation that the document was sent to the employee.

AS Adobe Sign <adobesign@adobesign.com>
Staff Performance Evaluation Signatures - has been sent out for signature to
]

1@ 1 there are problems with how this message is displayed, lick here to view it in @ web browser

Powered by
Y sicramento | e
Acrobat Sign

Your Agreement Has Been Sent for Signature!

+  Adobe Acrobat Sign has sent Staff Performance Evaluation Signatures - to
for signature.

Click here to view this document online in your Adobe Acrobat Sign account
You can always Login to Adobe Acrobat Sign to:

+  Check the status of this document
»  Setup a reminder informing another party that you are waiting for their signature
+  Share your agreements with a colleague

California State University, Sacramento

, Sacramento, CA 95819

Campus Main Phone: (916) 278-6011

WWW.CSUS. i/ urces-technok be V

o ensure that you continue receiving our emais, please add adobesign@adobesign.com to your 3

Figure 3. Confirmation message screenshot

6. The employee will receive an email to Review and sign the Staff Performance Evaluation. They will need to click
on the blue Review and sign link in the email, which will route them to log into Acrobat Sign to sign their
Performance Evaluation. (see figure 4. Employee signature request email) Once logged into Acrobat Sign, they
will click on the yellow tab to navigate and complete all required fields, including the Signature field. In the
Signature field, they will complete the signing process and click on the Apply button to place the signature on
the form. (If the employee refuses to sign the evaluation, please instruct them to type in “Refuse to sign”
instead of adding in their signature.) Finally, the employee will click on the blue Click to Sign button to
complete their portion of the Staff Performance Evaluation Signatures workflow.

Adobe Acrobat Sign

requests your signature on
Staff Performance Evaluation Signatures

Review and sign

Please Sign.

After you sign Staff Performance Evaluation Signatures
update), the agreement will be sent to and Adobe Sign HR
Employee & Labor Relations. Then, all parties will be notified.

Don't forward this email: If you don't want to sign, you can delegate to someone else,

Figure 4. Employee signature request email
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7. Once the employee signs “Refuse to sign”) the Performance Evaluation, the next signature will be the HEERA
Designated Manager. Once the HEERA Designated Manager has signed, you will receive an email confirmation
and instructions from Acrobat Sign to complete the last signature step (unless there is no “Rater” and the last

signature is the HEERA Designated Manager). Click on the link in the email to sign the Performance Evaluation.
(see figure 5. Acrobat Sign email)

Tue 2/

AS @ Adobe Sign <adobesign@adobesign.com>

Your signature is required on Staff Performance Evaluation Signatures

AM

To

ﬂ Follow up. Start by Tuesday, February 25, 2025. Due by Tuesday, February 25, 2025,
If there are problems with how this message is displayed, click here to view it in a web browser.

(Y SACRAMENTO | Jope®™

N Adobe
STATE Acrobat Sign

Please sign Staff Performance Evaluation Signatures -

- __(CSU - California State University Sacramento) has completed Staff Performance Evaluation
Signatures - - Now it is your turn.

Click here to review and sign Staff Performance Evaluation Signatures ‘I

After you sign Staff Performance Evaluation Signatures - , the
agreement will be sent to Adobe Sign HR Employee & Labor Relations. Then, all parties will be notified.

If you need to delegate this document to an authorized party for signature, please do not forward this email.
Instead, click here to delegate.

California State University, Sacramento

6000 J Street, Sacramento, CA 95819

Campus Main Phone: (916) 278-6011
www.csus.edu/information-resources-technology/remote-work/adobe-sign/

To ensure that you continue receiving our emails, please add adobesign@adobesign.com to your address book or safe list.

Figure 5. Acrobat Sign email

8. You will be prompted to log into Acrobat Sign.

a. Inthe email address line, type in your full saclink email address, including @csus.edu (ex.
xxxxx@csus.edu) (see figure 6. for the Acrobat Sign-In screenshot).
b. Click the Continue button.

You will be routed to sign the Performance Evaluation form.

Adobe Sign

or

G Continue with Google:

I Continue with Facebook
& Continue with Apple

Figure 6. Acrobat Sign-In screenshot
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9. Once on the form, click the yellow tab to navigate to the required fields and type in your information (see figure
7. for the Staff Performance Evaluation Signature form).

SACRAMENTO WEREDGY
% STATE ‘ Adabe Sign (O

—

Options + Staff Performance Evaluation Signatur... ® Next Required n

INFORMATION TECHNOLOY PERFORMANCE REVIEW SIGNATURE PAGE
VL SIGNATURES:

1 have reviewed this document and discussed it with my supervisor. My signature means 1 have been

advised of my performance status and does not necessarily imply I agree with all the contents of the
review.

"]Zﬁgg &g_ 05/18/2020
Signature of Employee Date
Employee Comments:

x
Next 05/18/2020
:] Signature of Rater (if applicable)

Date

Signature of HEERA designated Manager
[ I do not concur with ratings given by Rater

ADDITIONAL COMMENTs by HEERA designated Manager

Figure 7. Staff Performance Evaluation Signature form

10. Once you tab to and click on the Signature field, the signature screen will display to provide signing options (see
figure 8. for Applying signature screenshot).

a. Select the method of signing by clicking on Type, Draw, Image, or Mobile, and follow the instructions

displayed to complete this process.

b. After completing the signature process, click the Apply button to apply the signature on the form.

& b =

Type Draw Image Mobile

Figure 8. Applying signature screenshot
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11. Once your signature is applied, click the blue Click to Sign button at the bottom of your screen (see figure 9. the
Click to Sign button screenshot).

Click to Sign

Figure 9. Click to Sign button screenshot

12. A confirmation message will display indicating that your portion of the Staff Performance Evaluation Signatures
workflow is complete. (see figure 10. Confirmation message screenshot)

. Powered by
Acrobat Sign

° You're all set

You finished signing “Staff Performance Evaluation Signatures - 1
Next, Adobe Sign HR Employee & Labor Relations will accept.

All parties will be notified via email. You can also download a copy of what you just
signed.

Manage your Acrobat Sign agreements

Figure 10. Confirmation message screenshot

13. Once all Recipients sign the form and Employee & Labor Relations accepts it, all recipients will receive an email
notification that all parties have signed the form. (see figure 11. Fully-executed agreement email confirmation)
The Staff Performance Evaluation Signatures workflow is now complete. To view the completed Performance
Evaluation, click on the link in the email to route you to your Acrobat Sign account.

Adobe Sign <adobesign@adobesign.com> 10:54 2
AS

Staff Performance Evaluation Signatures -

@ I there are problems with how this message is displayed, click here to view it in a web browser,

[ SACRAMENTO | Joie®

N Adobe
STATE Acrobat Sign

Staff Performance Evaluation Signatures -

i | between CSU - California State
University Sacramento, ]
and 1 more is Signed and Filed!

/ !

To: 2 1, Adobe Sign HR Employee & Labor Relations, and

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

You can view the document in your Adobe Acrobat Sign account.

The agreement is fully executed. The sender of this agreement has control over the retention period for this
agreement which determines the amount of time it will be available for download from Adobe Acrobat Sign.
Adobe recommends that you save a local copy of this fully-executed agreement for your records.

Why use Adobe Acrobat Sign:

Exchange, Sign, and File Any Document. In Seconds!
Set-up Reminders. Instantly Share Copies with Others.
See All of Your Documents, Anytime, Anywhere.

California State University, Sacramento

6000 J Street, Sacramento, CA 95819
Campus Main Phone: (916) 278-6011
www.csus.edufi ces-technoll

To ensure that you continue receiving our emails, please add adobesign@adobesign.com to your address book or safe list.

Figure 11. Fully-executed agreement email confirmation
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