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Adobe Sign is a cloud-based e-signature service that allows the user to send, sign, track, and manage
signature processes using a browser or mobile device. It is part of the Adobe Document Cloud suite of
services. SCSU faculty and staff have access to Adobe Sign via the MyApps portal.

The following steps will walk you through how to set up Adobe Sign within Microsoft Teams.

Adding the Adobe Sign app

1. Open the Teams application.
2. Select “Apps” from the left menu.

Join or create a team
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Create a team Join a team with a code

PROJ SSRV Undergraduate Cu...

PROJ SSRV Cof CC Proposal S...

PROJ S5RV Test Team PROJ S5RV New Owl Weekend...
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http://myapps.southernct.edu/

4, Select “Add”.

- Adobe Sign
mmunication, Productivity, Workf

About

Sign any document or send it for e-signature.
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5. Adobe Sign now will appear as a tab on your left menu bar. You may need to select the “...” to expand your

tabs. Select the app here.
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Adobe Sign app set up
1. With the Adobe Sign app selected, now select “Adobe Sign” from the top toolbar to complete a one-
time set up process.

e o -




2. Select “Authorize and Sign in”.

Start using Adobe Sign

3. Enter your password and authenticate your account.

Enter password

4. Review the permissions requested and “Accept” to continue.
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This application is not published by Microsoft or
your organization.



5. Enter your SCSU email address. After moving to the password box, the page will proceed.
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Adobe Sign

Sign In To Your Account
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Password.

D't have i Adabee Sign Aotcant?
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6. Select “Company or School Account”.
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Adobe Sign

Select an account

otusowl@southernct edu

. Personal Account )
‘ . Company or School Account >
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7. Select “Allow Access” to provide Adobe Sign with the permissions listed.
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Adobe Sign

Confirm Access for otusowl@southernct.edu

Adobe Sign For Microsolt Office 365 integration wants 1o be able 1o do the following
® Wiew your user information

® Logim acoess - providing Tl aocess o your socound overriding other requests

® Access your documents & data

= Manage the status of your documents

& Send documents an pour et

& Wipw your web foems

s View your templates and document Bbrary

& Manage your lermplites and document libriy

Acdole Sign For Micronoft Office 365 inlegration will have permanent acoess to your sccount (unless you nevcke it)
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8. Available now will be the two tabs: “Send For Signature” and “Manage Agreements”. For more
information on how to use these tools, see our full library of Adobe Sign tutorials.
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