
Adobe Sign User Guide
Signing & Approving Part Time Single Term (PTST) Instructor Contracts



• You will receive an email from adobesign@adobesign.com requesting your signature
• Click on the link that says, “Click here to review and sign” (If you are an “Approver”, it will say “review and 

approve”)

mailto:adobesign@adobesign.com


• A new internet browser window will pop up within the Adobe Sign website
• Review the document
• The line you will need to sign will be marked with a red asterisk and a yellow arrow
• If you are a “Signer” you will be asked to provide a signature and if you are an “Approver” you will be 

asked to provide your initials



• Select one of the following icons indicating which tool you’d like to use to provide your initials or 
signature



• If you are a “Signer” you will select “Click to Sign” and if you are an “Approver” you will select “Click to 
Approve”



• To decline a contract, select the Options menu in the upper-left corner of the agreement window.
• Select Decline to sign from the Options menu
• Provide a reason for canceling the agreement if prompted to do so.
• Select Decline to decline participation and cancel the agreement.



• A confirmation screen will pop up indicating that you are all set



• An email will be sent to all recipients indicating that the document is signed and filed
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