How to access your HR forms through Adobe Sign

The form link will take you to a WorkFlow Selector:

Workflow Selector

—Please Select Workflow from Dropdown List— v

Select the arrow to see the Dropdown List of form options:

Workflow Selector

—Please Select Workflow from Dropdown List— v

—Please Select Workflow from Dropdown List-—
FA-Human_Resources(HR)-2025_DCRA_HCRA_Enroliment_Form
FA-Human_Resources(HR)-Benefit_Enroliment_Worksheet
FA-Human_Resources(HR)-DWC1_Form
FA-Human_Resources(HR)-Employee_Accommodation_Request_Form
FA-Human_Resources(HR)-Employee_Accommodation_Reguest_Form-Assistance_Animal

FA-Human_Resources(HR)-Paid_Parental_Leave_Form

Click on the name of the form, applicable to your needs, and click the “Select” button:

Workflow Selector

FA-Human_Resources(HR)-Benefit_Enroliment_Worksheet

(if you selected the wrong form name, you can correct it on the top of the next screen)
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The requested form name is listed at the top of this screen, in case you need to change forms, then:

e Enteryour email address in the “Employee” Box (highlighted)
e Enteryour Name in the Parenthesis section of the Document Name (highlighted)
o Click the “Submit” button

Workflow Selector

FA-Human_Rescurces(HR -Benefit_Enrollmeni_Worksheet W

Instructions
1. Please edit the [Name] manually in the 'Document Name’ below.
2. Fill in the email for each signing role listed below.

3. Signers will receive an email inviting them to sign this document.
Employee
Enter Recipient's Email

Human Resources

jeook@esusm edu

cCc

cCc

Enter Cc's Email

Document Name

FA-Human_Resources(HR)-Benefit_Enrollment_Worksheet [MAME] (] Set Reminder

Messages

Please Sign.

Files

Document FA-Human_Resources(HR)-
Benefit_Enroliment_Worksheet
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You will then receive an email, to the entered address, to access the form through Adobe Sign:

# Esign HR Benefits Service ... 77 Signature requested on "FA-Human_Resources(HR)-Benefit_Enrollment Work...

When you open the email, the following message will appear. Click on the “Review and Sign” button
(highlighted) to access the form:

Esign HR Benefits Service Account via Adobe Acrobat Sign www.adobe.com *
From: adobesigni@adobesign.com
To :

/\t\! California State University

SAN MARCOS

Esign HR Benefits Service Account requests your signature
on
FA-Human Resources(HR)-
Benefit_Enrollment Worksheet [Example]

After vou sign FA-Human_Resources(HR)-Benefit_Enrcllment_Warkshest [Example] the agresment
will iz s2nt to Justine Coole Then, 30 partizs will b2 notified.

Don't fonward this emaik Fyou don't want to sign, you can delegate to somecne else.

California State Linbersity San hanoos

333 5. Twin Caks Yaley Ad

San Marcos, €A 52096

By proceeding, you agree that this agreement mey be signed wsing electronic or handwritien signatures.

To engure that you continus receiving our emails, plesse add adobesigniEadobesign com to your address book or safe
list

£ 2025 Adabs Al ights reserved.
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Once on the Adobe Sign form. Click on the Start Flag and complete the information. If there is a red asterisk
in the box, then the information is required. You will be sent reminder emails if you start the process, and do
not submit.

Powered by
CSUSM |
Acrobat Sign
Options. FA-Human_Resources(HR)-Benefit_Enrollment_Worksheet [Example]

03/20/2025

S~ California State University

SAN MARCOS

Benefits Enroliment Worksheet

SECTION A: EMPLOYEE INFORMATION

n Employee Name: PeopleSoft ID:

Once the form is completed, a “Click to Sign” button will be made available to submit your form.

A 4

OHR Rev. 12/04/24 Page 2 of 2

By signing, | agree to this document, the Consumer D e and to utilize electronic
ipnatures.

Your form has now been sent to the HR office for processing. You will receive an email from AdobeSign to
download an executed copy for your records, once HR has reviewed and approved the submitted form.

IMPORTANT - If you opened or start the wrong form, please cancel the document by selecting the “Decline
to Sign” from the dropdown list on the top left-hand corner of the form:
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Adohe
Acrobat Sign

CSUSM

Options FA

Read agreement

Delegate signing to another /
Decline to sign d

Clear document data
View history

Download PDF

Legal Notices SECTION A:

The following screen will appear, for you to enter a reason in the box and click the “Decline” button.

Decline this agreement

Please provide a reason for declining this agreement.

Cancel request - not the right form

(o) D

This will end the processing of this form and prevent you from getting constant email reminders. The HR
Office is not notified of a request until it’s been submitted, so to avoid these emails, you will need to decline
on your end.
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