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University Foundation at Sacramento State (UFSS) Check Request

1. Click on the UFSS Check Request link to start the form.
2. You will be prompt to log in to Adobe 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 Adobe Sign-In screenshot).
b. Click the Continue button.
You will see an Adobe Sign splash screen as it routes you to the Adobe Sign Send page.
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Figure 1. Adobe Sign-In screenshot
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3. Once on the Adobe Sign Send page (see figure 2. for the Send page screenshot)
a. Click More for a list of required information for this form.

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

vi.

input the staff's email below if applicable.

REQUIRED- Signer field - make sure the signer is listed in the UFSS DOA for the correct X fund.
iii. The Accounts Payable email address auto-populates in and you will not be able to change this.

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

In the Document Name field, after UFSS Check Request— enter the vendor name (ie. UFSS

Check Request — ABC Company).

Click the Send button to fill out the form, attach supporting documents, and route the form for

signature.
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Figure 2. Send page screenshot
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4. Once on the form, click the yellow tab to navigate to the required fields and type in your information (see figure
3. for the UFSS Check Request form screenshot).

a. Navigate to the Document fields. Click on “Click’ to attach supporting documents.
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Figure 3. UFSS Check Request form screenshot

5. 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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6. Athumbnail of the form and confirmation message will display. (see figure 5. Confirmation message screenshot)
This message confirms that the UFSS Check Request was sent for signature. You will also receive an email
confirmation that the document was sent for approval. This completes your portion of the workflow.
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Reminders sent until completion: Every day
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- + The document you sent has not been viewed by today at 9:22 PM.
. + The document you sent has not been approved by Jun 5 at 1:22 PM.
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Figure 5. Confirmation message screenshot

7. Once the invoice is approved, you will receive an email confirmation. (see figure 7. Approval Confirmation
screenshot) To view the approved document, click on the link provided in the email.

Wed 6/10/2020 11:19 AM
AS Adobe Sign <echosign@echosign.com:>
UFSS Check Request has been Approved by CSU - California State University Sacramento and J

T © ; O Adobe Sign Financial Services;
6 If there are problems with how this message is displayed, click here to view it in a web browser.

% SACRAMENTO FOWEREDEY
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UFSS Check Request has been Approved by CSU -
California State University Sacramento and !

TO: L=wem = -, Adobe Sign Finandal Services and - mem

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

You can vie in 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 ] 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 raceiving our emails, plesse add echosign@echosign.com to your address book or safe list.

Figure 6. Approval Confirmation screenshot
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