ARIZONA

PROCUREMENT PORTAL
QUICK REFERENCE GUIDE

Adobe Sign

This document is a quick reference guide for Procurement Officers wishing to electronically sign documents in the

Arizona Procurement Portal (APP). If you have any questions, please contact the APP Help Desk at app@azdoa.gov.
Additional resources are also available on the SPO website: https://spo.az.gov/.

Use the Adobe Sign feature to sign documents related to contracts electronically. This feature is very beneficial when
sending critical documents for review.

1. Once logged in to APP, navigate to the Contracts header tab.
2. Select Browse Contracts on the drop-down.

1
Contracts  Shop  Procuren

My Contracts
Browse Contracts 2
Create
Schedule
Browse Contract Documents
Browse Clauses
Browse Templates
Master Clauses
Clauses by Contract

Show Public Contracts

3. Locate the desired contract in Draft status.
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4. Click the Pencil 4 icon to edit.
5. Once in the contract, navigate to the Add Documents left margin tab.
6. Click the Checkbox next to the desired document(s).
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7.

If this is your first attempt at eSigning a document, click the Activate e-Signatures button. This allows Ivalua
to act on your behalf on the e-signature platform.

Contract: CTR055982 - Statewide Assessment and Remediation of Hazardous or Regu... Q Search

- - - Send Contract for Approval Mark Contract as Private Create Child Contract =

Authoring Documents

This will allow Ivalua to act on your behalf on the e-signature platform

~ 0 Selected Download documents (ZIP) Anf Activate e-Signatures - 7] Onlyshow amended documents

8.

9.

The Adobe acknowledgement displays. Click Allow Access.

Powered by

ARIZONA | Adobe

Acrobat Sign

Confirm Access for .

APP wants to be able to do the following:

= View your user information

= Login access - providing full access to your account overriding other requests
= Accessyour documents & data

= Manage the status of your documents

= Send documents on your behalf

APP will have permanent access to your account (unless you revoke it).

8 Allow Access

Click the Sign button.

Authoring Documents
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10. Click Add Signatory.

Signatories (in order of processing)®)

+ Add signatory

Contacts” Role *

0 Record(s)

Options
Keep signing order (D

Add signatures placeholder template

11. Click the Contacts drop-down and search for your name.

Signatories (in order of processing)(®)

+ Add signatory

Contacts*

1 l [ Mvula Sullynna - l l Signer Q- ]

‘ 0 Record(s) ‘

Options
Keep signing order &

Add signatures placeholder template

12. Click Add Signatory, again.
13. Click the Contacts drop-down and search for your supplier’s name.

14. Click Save.
15. Click Launch Signature Process.
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16. If this is your first e-Signature, click Yes to confirm login information. If not, skip this step.

Signature Service's Transaction

* 8 &8 X
| Coste
Confirm Login Infermation
You are logged in as youremail.gov Do you want to
continue?
[ ]
17. The Signature Service’s Transaction pop-up displays.
18. Review the Recipient’s fields. Verify email addresses.
19. Update the Message when applicable.
20. Verify the Document is attached.
Signature Service's Transaction w* = &

Recipients*
CompleteinOrder (TP  Complete in Any Order Add Me | Add Recipient Group | @
P By Myself £4 v Email o x
18 .
P2 £r~  marylou@heremailcom G4 ~ Email O %
Fr~  Enterrecipient email
Show CC
Message*
Signature Request Options )
19 Please review and complete Signature Request. O Password Protect
O Completion Deadline:
O Set Reminder
Files* Add Files
/- Insurance Documents.pdf Recipients' Language
Do More Files 1 English: US v
ra; lore Files Here
20 “

21. Click Send at the bottom of the pop-up.
22. The document displays. Scroll down and click the Signature field.

Signature:

Email:

Click to Sign

1|rClick here to sign

sullynna.mvula@azdoa.gov
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23. Use the Type icon and fill in Your Name.

24. Click Apply.
23 &
P
V  Sullypna Wvule
ﬂ 24 lear
Close

25. Your signature displays on the document above your email address.

Click to change

. p Yt L
Signature: Nperrarez. Dl

E sJuurns\iycf_-'_ {fug B4, 2073)
sullynna.mvula@azdoa.gov

.
Email:

26. Click Click to Sign.

Click to Sign

27. Those required to sign the document receives an email notification

28. Click Close and Refresh.

Close & Refresh
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29. An email notification of the signature request being sent is delivered to your email inbox.

ARIZONA

PROCUREMENT PORTAL
app.az.gov

Signature Request is Out for
Signature!

.

Adobe Acrobat Sign has sent
Signature Request to

supplier@email.gov
signature.

When Sullynna Mvula completes
Signature Request, the agreement
will be sent to

supplier@email.qov
When all participants have completed
Signature Request, all parties will
receive a final PDF copy by email

You can always Login to Adobe Acrobat Sign
to

Check the status of this document
Setup a reminder informing another
party that you are waiting for their
signature

Share your agreements with a
colleague

.

.

30. Verify the signee has signed the document by a check mark over the document.

\:l £ o MHZ Adobe Template Test Vi General Documents  Approved Yes & 30

Click the link below for more information on Adobe e-Sign processes in APP:
https://spointra.az.gov/arizona-procurement-portal/app-support/quick-reference-guides-176-upgrad
e/quick-reference-guides-176#overlay-context=file/1355
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