CAS Internship Application - Adobe Sign Quick Guide
	Important: Students cannot initiate these Adobe Sign requests. A faculty member must begin the request on the student's behalf.



1. Log in to Adobe Sign
Use your SCSU log-in credentials to sign into adobe sign into Adobe Sign App.  This can be accessed through the links provided.

2. Add Recipients in Order
Use the + Individual button to add enough recipient rows for the selected template. Enter recipients in the participant positions shown on screen - for example, Participant 1 is the Student and Participant 2 is the Faculty Advisor who is initiating the request, and so on, according to the path below.
Order matters: the template fields are already assigned to the corresponding participant roles for each template version.

	Participant
	Programs With Internship Coordinator
	No Internship Coordinator

	1
	Student
	Student

	2
	Faculty Advisor/application initiator 
	Faculty Advisor/application initiator

	3
	Faculty Sponsor/Supervisor
	Faculty Sponsor/Supervisor

	4
	Internship Coordinator
	Internship Site Supervisor

	5
	Internship Site Supervisor
	Chairperson/Director

	6
	Chairperson/Director
	Associate/Assistant Dean

	7
	Associate/Assistant Dean
	Not used



3. Send and Track the Request
Select Send now. Do not select Preview & Add Fields - the template fields are already configured.
The student completes their initial portion first; the request then returns to the faculty advisor for review/signature before continuing through the recipient path.
Use Manage in Adobe Sign to check status or download documents. All recipients receive a completed copy when the process is finished.
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