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Each Purchasing buyer has a license assigned to use Adobe e-sign for electronic 
signing of documents. 

Role: Purchasing Buyer Frequency: As needed 
 

 

STEPS 

1. Click on the Adobe E-
Sign tile in the 
Procurement Services 
Internal Resources 
section of our website 

 
Important: Be sure not 
to access your license 
via any other site or 
method; this is the only 
valid link to Purchasing’s 
e-sign licenses. 

 
 
 
 
 
 

 
2. Click option to Sign-In 
with an Enterprise ID 

 
 
 
 
 

 

 

https://purchasing.uky.edu/procurement-services-internal-resources
https://purchasing.uky.edu/procurement-services-internal-resources
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3. Select Enterprise ID 
button on following 
screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
4. Enter your email 
address (using your UK 
ID, not an alias email) 
and UK password. 

 
Click Sign In 
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5. Select either the Send 
tab OR the Request e- 
signatures Button 

 

 

 
6. Enter the email 
addresses for parties 
that will be signing the 
document. They must be 
entered sequentially, in 
the order the document 
will be signed. The 
document should 
automatically be set to 
Complete in Order. Click 
the down indicator to 
change roles if needed. 

 

 



Quick Reference Card 

Use Adobe E-Sign 

 

Rev 8/12/24  

 
7. Enter a text message 
if desired that will go to 
the signatories. (Will 
automatically fill in if left 
alone) 

 
Upload or Drag/Drop 
file(s) to the Files area. 
You can upload multiple 
files if desired. Adobe 
will combine them into 
one long document in 
the order listed. 

 

 
 
 

 
8. Check the Preview 
and Add Signature Fields 
Box. 

 
Click Next 
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9. Select the first 
signatory from the 
dropdown menu 

 
From the Signature 
Fields list, drag 
Signature box to the 
place you want them to 
sign 
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10. You can also drag 
other boxes you want 
them to fill in such as 
their name or a 
checkbox for them to 
check, etc. 

 
There is no need to drag 
the Date field to the 
form as dates are 
automatically stamped 
by Adobe as each person 
signs. 

 

 

 
 
 
 
 
 
 
 

 
11. Select the next 
signatory that will sign 
from the dropdown list 
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12. Drag the Signature 
field to where you want 
them to sign. 

 
 

 

 
 
 
 
 
 

 
13. Select the next 
signatory that will sign 
from the dropdown list 

 
 

 

 
 
 

 
14. Drag the Initial field 
to where you want them 
to approve. 

 

 
  

7 
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15. Select the next 
signatory that will sign 
from the dropdown list 

 
 

 

 
 

 
16. Drag the Initial field 
to where you want them 
to Initial. 

 

 

 
 
17. Toggle “Save to 
document library” to 
create a template 

 
Click the Send button 
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18. You will receive an 
email notice confirming it 
processed and is in 
workflow to the 
signatories 

 
 

 

 

19. The document will 
travel to each party via 
email for e-signature in 
the order established. 

 
You are alerted via email 
each time it is signed to 
know where it is in the 
process. 

 
You will also get the final 
copy when signed by all 
parties 
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From within Adobe e- 
sign, you also have a 
dashboard to manage all 
e-sign documents. This 
includes: 

1. Ones awaiting 
signature (in 
progress) 

2. Ones that are 
completed 

3. Templates you 
have saved 

 
Other actions available 
include: 

4. Sending reminders 
5. Downloading the 

signed pdf 

 
You can also add 
alternative recipients by 
hovering over the 
recipient needing to be 
edited. 

 

 

 

 
 


