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Staff Performance Evaluation Signatures

1. You will receive an email to Review and sign the Staff Performance Evaluation. Click on the blue Review and sign
link in the email to route you to sign the Performance Evaluation. (see figure 1. Signature request email)
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Review and sign
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After you sign Staff Performance Evaluation Signatures, the agreement will be sent to Adobe Slgn

HR Labor Relatlons. Then, all parties will be notified via email.

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

Figure 1. Signature request email

2. You will be prompted to log into Adobe Sign before signing the performance evaluation.
a. Inthe email address line, type in your full saclink email address, including @csus.edu (ex.
Xxxxx@csus.edu) (see figure 2. for the Adobe Sign-In screenshot).
b. Click the Continue button.
c. You will see an Adobe Sign splash screen as it routes you to the Adobe Sign.
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New user? Create an account

Emai address

-| Adobe Sign or

G Continue with Google

Kl Continue with Facebook
@& Continue with Apple

Figure 2. Adobe Sign-In screenshot
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3. Once on the form, click the yellow tab to navigate to the required fields and type in your information (see figure
3. for the Staff Performance Evaluation Signature form).
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INFORMATION TECHNOLOY PERFORMANCE REVIEW SIGNATURE PAGE

VL SIGNATURES:

I have reviewed this document and discussed it with my supervisor. My signature means I have been
advised af my performance status and does not necessarily imply I agree with all the contents of the
review.

05/18/2020
Date

Ratar iy s o 05/18/2020
Signature of Rater (if applicable) Date

Nt 0571872020
Signature of HEERA designated Manager Date

I do not concur with ratings given by Rater

ADDITIONAL COMMENTSs by HEERA designated Manager

Figure 3. Staff Performance Evaluation Signature form

4. Once you tab to and click on the Signature field, the signature screen will display to provide signing options (see
figure 4. for Applying signature screenshot). If you disagree with the evaluation, do not sign this form. Please
see the special instructions below. To sign the evaluation form:

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.
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Figure 4. Applying signature screenshot

pw: Adobe Sign.2020.05.19: Staff Performance Evaluation Signatures HEERA Designated Manager



Special Instructions: If you disagree with the evaluation, please follow these steps.

a. While in Adobe Sign, navigate to and click on Options. Select | will not e-sign from the drop-down menu.
(see figure 5. for the Options menu screenshot)
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1 do not concur with ratmes given by Rater

Figure 5. Options menu screenshot

b. An I will not e-sign this document window opens. Type in the reason for declining to sign the evaluation
in the text box. Click the Decline button. (see figure 6. for the | will not e-sign this document screenshot)

1 will not e-sign this document

Please enter the reason for declining below:
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:

Figure 6. | will not e-sign this document screenshot

c. A confirmation message will display. This message confirms you have declined to sign the evaluation.
(see figure 7. for the Decline to sign confirmation screenshot) Please contact the Evaluator to revise the
evaluation form and then have them resubmit. The decline to sign process is now complete.
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Adobe Sign

You declined to sign “Staff Performance
Evaluation Signatures”.

We'll notify Rater that you declined to sign

Figure 7. Decline to sign confirmation screenshot

5. Once your signature is applied, click the blue Click to Sign button at the bottom of your screen. (see figure 8. the

Click to Sign button screenshot)

Figure 8. Click to Sign button screenshot
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6. A confirmation message will display and routes the document to Human Resources to accept. (see figure 9.
Confirmation message screenshot) This completes your portion of the Staff Performance Evaluation Signatures
workflow.
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° You're all set

You finished signing "Staff Performance Evaluation Signatures”
Next, Adobe Sign HR Labor Relations will accept.

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

Easy to sign. Easy to send.

Need your own documents signed? Adobe Sign can help save you time.

Leam more

Here's how Adobe Sign can help you:

Get signatures fast
Send documents to others to fill and sign

Keep work moving
View, rack and manage sent agreements

Stay organized
Store and access agreements from anywhere

Sign upfora free 14-day trial of Adobe Sign.

Figure 9. Confirmation message screenshot

7. An email notification is sent to all parties that signed the form. (see figure 10. 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 Adobe Sign account.
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All parties finished
"i#l=i™" Performance Evaluation Signatures

The agreement is completed between:

« CSU - California State University Sacramento
. | | a

You can open the final agreement to review its activity history or download a copy for reference.

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 Sign. Adobe
recommends that you save a local copy of this fully-executed agreement for your records.

Figure 10. Fully-executed agreement email confirmation
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