Trimble Unity Construct — Adobe Sign Instructions

Adobe Sign is used at the Contract Admin “Routing” step.

Prior to starting a commitment (Agreement, Contract, WA, MCAWA, NTP, COAR
Amendments & Change Order) process, ensure the person who will be electronically signing
(Adobe Sign) the commitment is a “project participant” on the project you are writing the
commitment for, and in the correct project role (2-Agreement Execution or 2-Contract
Execution) for execution.

**NOTE*** When working in Adobe Sign prep step in eBuilder, be sure to use the
End Session button to close the window. Do not close the window by clicking on the "X".

**NOTE*** When routing documents for electronic signature you MUST send a copy (cc) to
someone. The person receiving the copy of the executed document can be internal or external.

For example, the consultant’s accountant likes to receive a copy of all executed documents for
billing purposes, or the contractor’s superintendent likes to receive a copy of executed change
orders

Be prepared to have the email address of the person you will send a copy to.

Step-by-Step Instructions

1. Open the process needing to be routed by clicking on the Instance in blue.

2. Scroll down in the process to find the YES/NO answer to the question “Does UM System need to
Approve”

If Yes, you will route the document to UM System for execution (Chuck Bouse). If No, you will
route to your campus Contracting Officer (Fred Stone).




3. Select Inside eBuilder in the drop-down menu and click Take Action. This will open a new
window where you will prep the document (step 4).

e You should see the external signature authority listed under the “Available Users” field.

e Skip 3.a. if your signature authority appears.

3.a. *™NOTE** If you get an error message or do not see the external persons name listed in the
Available Users field, it most likely means you haven’t added the Signature person to the
project in the 2-Agreement Execution role or 2-Contract Execution role.

Click Cancel. Go to Manager Users and add the person to the project and repeat step 3.

0 e-Builder is unable to process the information requested. Some miscellanecus error has cccurred

Contact your e-Builder Administrator for support.

Available Users I Selected Users

Cancel



4. Prepare the document for Signature. Select “Click here to prepare document(s) for eSignature.

This will open the Adobe Sign application in another window.

5. The first time you use Adobe Sign in the prep step or if you have cleared your browser cache,
you will be required to click Yes on the Confirmation Login Information page.

[]

6. In the Adobe Sign prep step, there is no need to add any documents. They pull in
automatically. Please add the project ID and process instance to the Agreement Name* field
and delete any unnecessary signers and any blank placeholders.




7. Under “Add recipients” delete the signors that don’t apply to this document and delete the blank
placeholders

Ol

Ol

Multi-factor authentication None Private message None Identity Check None

Email * Name
& Signer v ‘ ‘ bouncesPlaceholderi@e-builder.net ‘

Recipient settings ¢

Multi-factor authentication None = Private message None = Identity Check None

Email * Name
& Signer Vv ‘ ‘ bouncesPlaceholder2@e-builder.net ‘

**NOTE*** Go slowly when deleting users. It's easy to delete the signer you need.

If this happens, go to the top right corner of the window and select “End session”

Repeat step 4.



8. To add Cc recipients, click on "+ Add" at the bottom. Options to add will appear. Select CC
with Paper Airplane.

]

e Type the email address and hit tab. Add as many people as you'd like but you must add at least
one.

9. Click “Preview & add fields”




10.Drag the E-Signature field of the external signor first to the corresponding signature line, and
second the E-Signature field for university signer.

There is no need to insert the date field on the date line. The E-Signature field includes the date
signed.

11.Select “Send” once all fields have been added. You should receive a message “eSignature
Required was successfully sent for signature”

12.Select “End session” in the top right corner of the page.




13.Back in the process screen you should also see “Success”

Select the external signer in the “Available Users” field and move them to the “Selected
Users” field.

Click “Inside eBuilder

14.Cc recipients will receive an email as soon as they are added to an Adobe Sign envelop.
The link in the screen shot below will take them to the document in its current
state. As the document progresses through the process for signatures, the document
associated to the link will update.



