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Invoice Approval

1. Click on the Invoice Payment link to start the form.
a. You will be prompt to log in to Adobe Sign.
b. Inthe email address line, type in your full saclink email address, including @csus.edu
(ex. xxxxx@csus.edu) (see figure 1. for the Adobe Sign-In screenshot).
a. Click the Continue button.
b. You will see an Adobe Sign splash screen as it routes you to the Adobe Sign Send page.

Sign in

New user? Create an account

Email address

Adobe Sign or

G Continue with Google
Ei1 Continue with Facebook
& Continue with Apple

Privacy Policy and Terms of

Figure 1. Adobe Sign-In screenshot
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2. Once on the Adobe Sign Send page (see figure 3. for the Send page screenshot)
Click More for instruction on this form.

a.
b.

Navigate to the Recipient fields and enter the primary email address for the Approver. To ensure you are

using the primary email address, navigate to directory.csus.edu

The Accounts Payable email address auto-populates and you will not be able to change this.

Optional- Preapproval by a designated staff may be required by your department or VP, please

input the staff's email below if applicable.

REQUIRED FIELD- Department Approving Official (Signature must be on file in Delegation of

Authority list in CFS)

In the CC field, enter email(s) if applicable.

In the Document Name field, after Invoice Approval, enter the vendor name (e.g. Invoice Approval — ABC

Company).

Navigate to the Invoice fields. Click on Add File to attach the invoice. Each invoice should be complete on

it’s own template for approval.
Click the Send button to route the form for signature.
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How this workflow works?
1. Enter your email address as published in the Campus Directory at hitps://directory.csus.edu
2. Upload a copy of the invoice to be approved

Reciplents

more v

Preapproval by a designated staff may be required by your department or VP, please input the staff's email below
] Enter recipient email E v Email
Invoice Approver *

] Enter recipient email E v Email

Accounts Payable *
aba-sve-signfin@csus.edu B v Email

CC | Hide
Cc

Enter CC's emails

Document Name - Include the Vendor/Payee Name (e.g. Invoice
- AT&T)*

Invoice Approval- ATET

Message *
Please Sign.
Files
Invoice Approval Form # Invoice Approval Form
Invoice % Add File
Additional Document (if applicable) Add File

Figure 2. Send page screenshot
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3. for the Invoice Approval form screenshot).

3. Once on the form, click the yellow tab to navigate to the required fields and type in your information (see figure

a. Use the Comments section for Line item instruction, additional PO #, etc.
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Invoice Approval-hornet

L Invoice Approval

purchase Order (s):

*

usb
Dollar Approved:

Approved for Payment By:

*Click here to sign

Approvers Signature

Comments (Line item instructions, additional Purchase Order Numbers etc.):

® -
(©  NextRequired

Figure 3. Invoice Approval form screenshot

Once all the required fields are completed, click the blue Click to Send button at the bottom of your screen (see

figure 4. the Click to Send button screenshot).

Click to Send

Figure 4. Click to Send button screenshot
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5. A thumbnail of the form and confirmation message will display. (see figure 5. Confirmation message screenshot)
This message confirms that the Invoice Approval form was sent for approval. You will also receive an email
confirmation that the document was sent out. This completes your portion of the workflow.

§ SACRAMENTO .
STATE | Adobe Sign @
Home Send Manage Reports Group &
® _— ‘Invoice Approval” has been
— successfully sent for approval
— Anotification has also been sent to you at 1 for your records.
— "Invoice Approval’ was sent for approval to -smsEsssEEEEE e and Adobe Sign Finandial Services.

(aba-sve-signfingdcsus.edu). They will complete “Invoice Approval” in arder, one after the other.
As s00n a5 the agreement is complete, all eligible parties will be e-mailed PDF copies

Reminders
Reminders sent until completion: Every day

YYou will be alerted if

* The document you sent has not been viewed by Jun 10 at T2:01 AM.
e * The document you sent has not been approved by Jun 10 at 4:01 PM.

Change alert settings

di3H PapIND

What's next?

Send Another Document Manage This Agreement

All agreements that are not completed within 365 days will be automatically expired.

Figure 5. Confirmation message screenshot

6. Once the invoice is approved, you will receive an email confirmation. (see figure 6. Approval Confirmation
screenshot) To view the approved document, click on the link provided in the email.

Fri 6/5/2020 10:17 AM
AS Adobe Sign <echosign@echosign.com>
Invoice Approval has been Approved by CSU - California State University Sacramento and mm 1

To Adobe Sign Financial Services; @
OIfthere are problems with how this message is displayed, click here to view it in a web browser,

Ny SACRAMENTO POWEREDEY
STATE Adabe Sign

Invoice Approval has been Approved by CSU - California
State University Sacramento and f==m= !

To: Adobe Sign Finandal Services and ===

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

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

Why use Adobe 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.edu/information-resources-technology fremote-work/adobe-sign/

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

Figure 6. Approval Confirmation screenshot
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