Instruction Screenshot/Details

Setting up the AP 109

1) New for.ms haVe bee n By signing bE'r-J'.U, 1 .r:lgres- '.\rlﬂ'.l the a_bn-.le evaluation anfi acknowledge my F_malua‘rlnn nnsulrafi frnl:n thorough IF‘\.'IE-\N{!'FThF.'
K Personnel Action File [PAF), including student evaluations, and the Working Personnel Action File (WPAF). My signature
Uploaded to Academ IC also certifies that | did not copy, share or reproduce the documents and materials contained within the candidate's PAF

or WPAF.

Personnel’s forms page
under “Evaluations”. There
is now a page break just

before the signatures 170 Chair | Date |14 | Date
causing signatures 1-25 to
land on a separate page and 2 Dat= 15 Date
26-35 to land on yet another
page. 3 Date 16 Date
Note: The maximum number < | Dt 1 | Date
of recipients Adobe Sign
allows at once is 25, so if 5 Date 1 Date
you ever have a DPRC that
has more than 25 members, 5 Date 19 Date
you will need to route to
members 1-25 and 26-## i | | Date Tl | Date
separately.
8 Date 3| Date
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h 1] Date 23 Diate
i1 Date 24 Date
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https://academic-personnel.calpoly.edu/content/forms
https://academic-personnel.calpoly.edu/content/forms

2)

3)

In order for the form field
template to work, the DPRC
will need to use the new
versions of the AP 109
forms.

Enter the DPRC member
names into the form fields
on the Word Document in
the numbered ordered (top-
left to bottom-left, and top-
right to bottom-right).

By signing below, | agree with the above evaluation and acknowledge my evaluation resulted from thorough review of the
Personnel Action File (PAF), including student evaluations, and the Working Personnel Action File (WPAF), My signature
also certifies that | did not copy, share or reproduce the documents and materials contained within the candidate’s PAF

or WPAF.
+

1 Cassie Stevenson, Chair Date 14 Date
2 Lindsay Howell Date 15 Diate
3 Melissa Bodin | Date [ 18 N T Date
4 Sharon Arnold Date 17 Date
5] Date 18 Date
« N | Date ] | Date

In the example above, Cassie Stevenson is participant 1 (chair), Lindsay Howell is
participant 2, Melissa Bodin is participant 3 and Sharon Arnold is participant 4.




Instruction

Screenshot/Details

Route the Complete AP 109 using Adobe Sign “Field Templates”

1) Once the DPRC returns the
evaluation to you, check % CALPOLY | My Portal
that the formatting of the
document hasn’t been " Personal Info
messed up (e.g., the
signatures are still breaking My Apps
onto separate pages, second
to last page is 1-25 and last B4 Email & calendar
page is 26-35). g Cal Poly OneDrive
2) Login to your Cal Poly Portal, _
select “Adobe Sign” under E}‘ Email Distribution Lists
”My Apps." 14l CSYou Porta
DS" DocuSign
E] Adobe Sign
Edit Favorites
3) Once Adobe Sign opens,
select “Send” from the top- C POWERED BY
menu bar. @ AL POLY ‘ Adobe Sign
Home | Send Manage Reports
Welcome, Cassie
4) On the next page, enter the | Example AP 109: “Send” Adobe Sign Page:
DPRC member names in the
same numbered order,
which they appear on the AP
109 form. See example in
next column.
5) After you add the DPRC

members as participants in
the same order that they
appear on the AP 109, you
may toggle the switch to




“Complete in Any Order”.
This will allow all the DPRC
members to sign
simultaneously.

Note: When you change to
“Complete in Any Order” the
numbers on the left side go
away.

1 Cassie Stevenson, Chair e
\
2 Lindsav Howell -
3 Melissa Bodin =
S
4'Sharon Arnold -_—

Select “Complete in Any Order”:

Recipients

Complete

in Any Order

csteve03@calpoly.edu

Imhowell@calpoly.edu

mbodin@calpoly.edu

sarnold@calpoly.edu

Enter recipient email

Recipients

Complete in Order

»

csteve03@calpoly.edu
Imhowell@calpoly.edu
mbodin@calpoly.edu
sarnold@calpoly.edu

Enter recipient email

6) Next add the completed AP
109 form under “Files” by
either dragging and
dropping or selecting the
“Add Files” link.

7) Adjust your “Completion
Deadline” and “Message.”

8) Then select “Next” when
you are ready.

Message

AP109 DPRC - Tester McTesterson

Please review and complete AP109 DPRC - Tester McTesterson.

—= AP109 DPRC - Tester McTesterson.docx

Drag More Files Here

Preview & Add Signature Fields

Add Files

Options
Completion Deadline
90 days

to complete this agreement.
Agreement expires after Jan 11, 2021.

O Set Reminder

Recipients' Language

English: US




9) On the next page, scroll
down to where the
signatures start. Then select
“Field Templates” in the
upper-left corner.

10) Select the drop-down
message and choose the
appropriate shared
template.

e If you are gathering
signatures 1-25, select
“AP109 Committee
Signature Page 1-25
(shared by Cassie
Stevenson)”.

e If you are gathering
signatures 26-35, select
“AP109 Committee
Signature Page 26-35
(shared by Cassie
Stevenson)”.

Home Send Manage Reports

Field Templates v O Relative to Page Navigate to.. v

=0
p y

By signing below, | agree with the above evaluation and acknowledge my evaluation resulted from thorough revie\
Personnel Action File (PAF), including student evaluations, and the Working Personnel Action File (WPAF). My si|
also certifies that | did not copy, share or reproduce the documents and materials contained within the candidal

or WPAF,
1 Cassie Stevenson, Chair Date 14 Date
2 Lindsay Howell Date 15 Date
Field Templates v O Relative to Page
. 1at | did not copy, share or reproduce the documents and materi
Field Template
Select... v

Shared Templates
1AP 112-A - Approval Form for Leave of Absence with Pay (Refined) (shared by Cassie Stevenson) |

AP109 Committee Signature Page 1-25 (shared by Cassie Stevenson)
AP109 Committee Signature Page 26-35 (shared by Cassie Stevenson)
ASI_Remote Work Agreement (shared by Dora Mountain)

Athlatire Aid C1ILT Ar COA feharad b | acag Diocl

11) Then select the page
number the signatures
appear on, and choose

MAppIy.H

Field Templates v

i
Field Template
AP109 Committee Signature Page 1-25v ‘
W
Start on Page ol
i B Apply ) | ©

[ —

12) Now the signature field and
date field for each DPRC
member should
automatically populate on
their respective lines. Verify
that each recipient’s fields
are appearing above their
name by selecting a name
under “Recipients” and
confirming that the
signature fields that are
highlighted yellow appear
above that person’s name
on the form.

When Cassie Stevenson is selected the highlighted cells are correct:

@?rﬁﬁes that I did not copy, share or reproduce the documents and materials contained within the candidate’s * RECIPIENTS

AF.
. Cassie Stevenson (cste... v
(Signer)
N
Date

*
Signature
. . ~
1 Cassie Stevenson. Chair Date 14 Date Signature Fields
*
Signature Date
2 Lindsay Howell Date 15 Date Signature
* N
Signature Date
Reset Fields
3 Melissa Bodin Date 16 Date
*Signature Date O Save as template

When Lindsay Howell is selected the highlighted cells are correct:




13) When you are ready to
route for signature select
“Send.”

Field Templates v O Relative to Page Navigate to... v
certifies that | did not copy, share or reproduce the documents and materials contained within the candidate’s *  pEcipiENTS
F.
A Il Lindsay Howell (Imho... v
(signer)
Signature Date
. . ~
1 Cassie Stevenson. Chair Date 14 Date Signature Fields
* N N
Signature Date
2 Lindsay Howell Date 15 Date etz
k N
Signature Date
Reset Fields
3 Melissa Bodin Date 16 Date
Signatu re Date O Save as template
~
4 sharon Arnold Date 17 Date (' Back m
N b 4 /s O ® X Save Progress




Instruction Screenshot/Details
Monitor Signatures from “Manage” Tab
1) If you need to monitor who Home Send Manage Reports  Group
has signed, you can see that
by going to the “Manage”
Y t
tab and looking at the ouragreements
number of total signers that
have signed so far. S In Progress

In Progress (1)
RECIPIENTS

Waiting for You (0)
Cassie Stevenson

TITLE

AP109 DPRC - Tester McTesterson
Canceled
“" ”n
2) Ifyou select “Open,” next to Home Send Manage Reports Group College of Science
the AP 109 form that you
routed and then you can see Your agreements Y Filters Q. search for agreements and users..
which recipients have signed
and/or viewed the form. STATUS
In Progress

Note:

Lindsay Howell shows as
“Signer viewed,” which
means she has opened
the agreement but
hasn’t signed yet.

Melissa Bodin shows as
“Signed” with a green
checkmark meaning she
has signed.

Cassie Stevenson and
Sharon Arnold show as
“Signature requested,”
meaning they have not
viewed or signed but
they were sent a notice.

In Progress (1)
RECIPIENTS

Waiting for You (0)
Cassie Stevenson

Completed 10f 4 completed

4 Recipients (1 Completed)

@ Cassie Stevenson
Signature requested on Oct 13, 2020

Lindsay Howell
Signer viewed on Oct 13, 2020

. Melissa Bodin
Signed on Oct 13, 2020

. Sharon Arnold
Signature requested on Oct 13,2020

TITLE STATUS MODIFIED

A
4

AP109 ... Testerson Out for Signature [ Open




