E-Sighature Information Guide

*The team travel authorization form is shown as an example but this process will be standard
across all other electronic forms, including purchase requisitions.

1. Go to https://clemsontigers.com/insidecuad/ (password: CUAD), then click on the
"Business Forms" icon.
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2. Scroll down to forms and select which form you want to download.
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« Bus Driver Gratuity Receipt

+ Complimentary Ticket Request Form
+ Electronic Signature Instructions

« Foreign Travel Form

« Purchase Requisition

« Travel Authorization (Individual Travel/Official Visit Travel) 2

« Travel Authorization (Team Travel) <=
« 2018 Travel Voucher (Courtesy Car)

+ 2018 Travel Voucher

« 2018 Travel Voucher (Courtesy Car)

+ 2019 Travel Voucher

+ Business Meal Form
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3. Click the download button and select "Open with", and then click "OK".
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." CLEMSON UNIVERSITY ATHLETIC DEPARTMENT
Opening Travel-Authorization-Form-for-Team-Travel-Electronbe.pdf x |
This form must be OR to any arrangements being made
You have chosen to apen:

SP - ) DEPT#:
|5] Travel-Authorization-Form- for-Team-Travel-EBlectronic.pdf

COMPETITION/OPPON which is: Adobe Acrobat Document (539 KB) STINATION:
COMPETITIONDAT] ' Mps/demsontigericom

I'I'Il«lES:

TRAVEL PARTY 'W'I:M I‘rfﬂa: do with this file? Upload:
# of Coaches (®)0pen with| | Adobe Acrobat DC (default) .

) S
& of Trainers () Save File
# of Players ] 0w this gutamatically for files like this fram now on.

# of Others

L
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3b —_— Cancel

* Explanation:

MODE OF TRANSPORTATION: Commercial AirD Charter Air D BusD Van D CEID Other D

ESTIMATED COST: Payment Type Payment Type Amount  Voucher Number
Air None

Lodging: None
Non Per Diem Meals: None

- hana

4. Open the authorization form and select “Fill & Sign” from the toolbar on the right side of the

screen.
“. CLEMSON UNIVERSITY ATHLETIC DEPARTMENT “'
L 14 TEAM TRAVEL AUTHORIZATION L 4
This form must be filled out completely and approved by your Spert Supervisor PRIOR to any arrangements being made. a Create PDF

COMPETITION/OPPONENT: | DESTINATION: Edit PDF
COMPETITION DATE(S): ‘

TRAVEL DATE(S)/TIMES: | | [3 Export PDF
TRAVEL PARTY: Per Diem Card Upload: Comment
# of Coaches: Breakfast:
# of Trainers: Lunch:
—————— Must attach i Organize Pages
# of Players: Travel Roster Dinner:
#of Others Other*[ -
= Enhance Scans
* Explanation: TOTAL Per Diem for this trip: §$
I . O Protect
MODE OF TRANSPORTATION: Commercial Ar[]  CharterAir[] Bus[[] Vvan[] car[] other[]
ESTIMATED COST: Payment Type Payment Type Amount  Voucher Number 52‘ Fill & Sign
Air: B »
Lodging: bl @ Prepare Form
Non Per Diem Meals: ™~
Car Rental: = xf  Send for Signature
Bus: ~
— Send & Track
Other: Dl
FOR BUSINESS OFFICE USE ONLY

Total Estimated for Trip*: . . Compare Files
“Include per diem card above I} for Trip:




5. When the screen that says "Who needs to fill and sign first?", please select "Me".
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Home  Tools [Bectronic Signature... Travel Authorizatio.. % ’ ® ‘ .
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Who needs to fill and sign first? 25

6. Fill out the form with appropriate information. Then, click “Sign” located at the top of the
page and drop your signature on the “Initiator” or "Requester" line at the bottom of the page.
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a Fill & Sign ~ £%. sign

.% CLEMSON UNIVERSITY ATHLETIC DEPARTMENT ‘%
‘ TEAM TRAVEL AUTHORIZATION ‘
This form must be filed out completely and approved by your Sport Supervisor PRIOR to any being made. 6
sporT: |[Example Sport pepre [7100
compPETITION/OPPONENT:  |Opponent on:|Away

compeTTioN paTe(s): |11/11116
TRAVEL DATE(syTmes:  |11A1016-11/12/16

TRAVEL PARTY- Fer Diem Card Upload:
#ofCosches: 1 Breakfast $90.00
i -1 - $50.00
# of Trainers: Must tt L_mdl-si
#ofPlayerss ] Travel Roster Diner 35000
#ofOthers=1 Other- $50.00
* Explanation: TOTAL Per Diem for this trip:  $200.00

MODE OF TRANSPORTATION: Commercial Air[yf]  Charter&ir ] Bus[[] wvan[[] car[] oter[]

ESTIMATED COST: Payment Type PaymentType  Amount Voucher Number
i $1,000.00 P-Card W
Loaging: $ 1,000.00 Direct Bill w
Non Per Diem Meals: =
Car Rental: =
Bus: -
Other; -
FOR BUSINESS ¥
*Include HE':'.. a’“:";;;..'.:'m $2,200.00 Amount for Trip: § 2,500.00

(Pisase remember 10 aiso sbran all recelpTs INCIUTIng Detailed Hotel Follo, iTeMized ReSmUrant receiprs, Airfars. Ground TrNSporEnon, sic.)

Adv Amount Requested:

{IY you require an advance, you MUST enter it here)

Check & 3 FOR BUSINESS OFFICE USE ONLY
$ of Travel Voucher ERTE
Submitted: Voucher #: !
DATE
Amount Due Traveler: Check #: i
Processed
Amount Due Travel Acct:. Due By: I
Recd Dae
DI’Op ‘Order of Approvals: *“Only required for sports
. Initiator 1. Head Coach 2. Sport Supenvisor® 3. Compliance" Forward: Business Office
signature
here Initiator: ' Sport Supervisor: !
Signature DATE Signature DATE
Head Coach: 1 = i
Signature  DATE Signature DATE




7. After you drop your signature on the "Initiator" or "Requester" line, click "Next" in the top

right corner.

®| Teaen Tewel - - Adobe Acrobat Pig DC
File Edit View Window Help
Home  Tools Electronic Signature—. Travel Authorizatio.. 7
® 8 = Q ® @ 1n
I Fill & Sign £k san
Bus: None J
*Other: None b
FOR BUSINESS OFFICE U'SE DNLY
*Flease Describe Other:
Total Estimated for Trip™: o o
“Include per diem card amount above A for Trip:

{Please remember to also obtain all receipts including Detalled Hotel Folio, liemized Restaurant receipts, Airfare, Ground Transportation, efe.)

Adv Amount Reguested: Issue check to:
(I you require an advance, you MUST enler if here)
Check #: ! FOR BUSINESS OFFICE USE ONLY
$ of Travel Voucher DATE
Submitted: Voucher#_____ [
DATE
Amount Due Traveler: Check #: i
Processed
Amount Due Travel Acct: DueBy: 7
Rec'd Date
Order of Approvals: *Bnly required for sports
Initiator 1. Head Coach 2. Sport Supervisor* 3. Compliance® Forward: Business Office
Initiator: Patthece 7hoimaon | 52318 Sport Supervisor: |
Signature DATE Signature DATE
Head Coach: / Compliance: !
“Signature DATE “Signature DATE
Revised Oct. 2018

8. You'll then see a pop-up box that tells you to save the document. Click "Save".

B Tervel Authoriza o
File Edt View Window Help
Home  Tools [Ebectronic Signature... Travel Authorizatio.. %
B ® 8 = ®@ @ o
I Fill & Sign £ san
Car Rental: None -
Bus: Mone &
“Other: None |

*Please Describe Other:

FOR BUSINES S OFFICE USE ONLY

Total Estimated for Trip*:
*Include per diem card amount above

(Please r ta also obtain

Amount Budgeted for Trip:

.

Adv Amount Requested:

(I you requine an advance, you MUST enfer

Adobe Acrobat

e The POF dos

s . Graund Transportation, etc.)

FOR BUSINESS OFFICE USE ONLY
§ of Travel Voucher §—— > [== ]| o
Submitted: —
DATE
Amount Due Traveler: Check #: il
rocessed
Amount Due Travel Acct: DueBy:
Rec'd Date
Order of Approvals: *Only required for sperts
Initiator 1. Head Coach 2. Sport Supervisor® 3. Compliance” Forward: Business Office
Initiator: F#latthece Fhomaon| 52319 Sport Supervisor: /
Signature DATE Signature DATE
Head Coach: / Compliance: 7
ignature DATE Signature DATE

o
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9. Another box will pop-up saying that it can't be saved. However, after you click "OK", you'll be
directed to save the document in a file folder on your computer or desktop.

m

File Edt View Window Help

Home  Tools Electronic Signature_. Travel-Autherizatio. % 20 £ 0
B &8 B o
I Fill & Sign £k son m (_nm)
Adv Amount Requested: Issue check to: ‘B
(If you require an advance, you MUST enter it here) o, ]
Check #: J FOR BUSINESS OFFICE USE ONLY o
$ of Travel Voucher DATE B
Submitted: Voucher #:, / 9
DATE
Amount Due Traveler: I
aw :mv,, e et AT et
Amount Due Travel Acct: '
3 B
" |Order of Approvals: “Only required for sports %
Initiator 1. Head Coach 2. Sport Supervisor* 3. Compliance* Forward: Business Office
Initiator: #atthecr 7homasn | 512319 Sport Supervisor: !
Signature DATE Signature DATE
Head Coach: / Compliance: /
Signature DATE Signature DATE

Revised Oct. 2016, .

10. Once you save your document the file folder of your choosing, you'll then be asked to select
how you want to send your file:

a) On the left side of the pop-up box, select "Request Signatures".

b) Click "Get Started" to continue to the next step.

o]
Fle Edit View Window Help

How do you want to send your file?

& Getalink ;
Get others to sign your document

=k Request Signatures

ment 1o athers 1o sign. Recipients

0 purchase of sign-up needed. Leam Mare

Get Started




11a. Enter email addresses in order and send
o 1°'—Supervisor/Head Coach — example@clemson.edu
» If you are the head coach, you can have an admin create the

form on your behalf and send to you for approval or you can
route the form to yourself for additional approval.

o 2" —Sport Supervisor (sports only) — example@clemson.edu

o 3" —Compliance (sports only) - cuacs@clemson.edu

o 4™ —Click “Show CC” and add Melissa King — kingd@clemson.edu

11b.
e |f submitting a Travel Authorization, please attach the travel roster (for

Team Travel).
e |f submitting a purchase requisition, please attach the quote.

11c. Click "Specify Where to Sign" to continue.

&) New Adcbee Test Run.pdf - Adobe Acrobat Pro DO
Fle Edt View Window Help

Home  Tools Electranic Signature... New Adobe Test R, x PO K®

& B | B 2 &

I Adobe Sign

11a Get documents signed fast with Adobe Sign

Add signers. specify

Signers Add CC

1 g~ esmpe@demsonedu X ) b . example@clemson edu

3 2« eample@demsanedu

©C | Hide

4 iings@demsonedu

Subject & Message 1 lb

File{s) Add Files

11c

More Options Specify Where to Sign :

*If you are submitting a purchase request, you only need the signature of your sport
supervisor. However, there are a couple of exceptions which are listed below:
e For IT equipment, you'll need to send it to Eric George after your sport supervisor.
e For athletic equipment, you'll need to send it to Mike Wilson after your sport
supervisor.


mailto:example@clemson.edu

12. Select "Send" in the bottom right corner.

u Send for Signature ~

i

e Ik 5 & S = [i [ O RelativetoPage ‘Navigateto... v

TOTAL Por D o s N

600K OF TANSPORTATION. Garrrsa s ] G ) 0 N v W _ca ] omr

b

[Ordes of Approvats: Oy e o s
i 1 iowd Couch 2 Spor Supureaar” 2 Camplance”  Formard Busiess Offce

Vi e | , Hgraiie N, 0=
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13. Select "Start" at the top left of the page.

Travel Authorization Form for Team Travel - Electronic
13

CLEMSON UNIVERSITY ATHLETIC DEPARTMENT
‘TEAM TRAVEL AUTHORIZATION

sporT: FESMpleE Sport
Fepgonent
Jei12118
o 17118 - 111918

TOTAL Per Dismn for s trip: § 200

MODE OF TRANSPORTATION: Commarcsi Al ¥ Coaets = B © v U ca™ omw
ESTIMATED COST: Paymaet Type
- 1000 P-Card
Latging: 1000 Direct &

MNone

MNone

RECIPIENTS
. example@clemsonedu v
(Signer)

Signature Fields -~

Signature
Initials
Signature Block

Stamp
Signer Info Fields b
Data Fields b

Transaction Fields v

O Save to document library

Reset Fields



14. Select "Click to Send" in the bottom right corner.

Travel Authorization Form for Team Travel - Electronic

Thi b et b B
SPORT: cicuatined

%1513

TRAVEL W78 - 1113

TRAVEL PARTY: e Diwem Cord Uphond.
ot Conctun: | [
il 50
oot a1 ot a5
# of Players Travel Roster v
soroment Othwr; 51
* U rplaraion. TOTAL Pex iemn for s trig: § 200
MODE OF TRANSPORTATION: CommarciaiAi ¥/ Couerdd ' Ban ' Van = Ca " e
ESTIMATED COST. Poymest Type [ — :
w1000 P-Card w —
Ladgng: 1000 DirectE w =
& Hone - — — —
Car Fiatal. Hone W
s Mone W —
Other: Mone

oy g or s
2 Spon Supeneace” 3 Comphance™ Forward Busnets Office

1 Hewd Coach

(dohmDoe  , 1henz

Thank you for prefilling this document Click to Send

*Depending on your settings, you will receive multiple updates as the form makes its way
through the authorization process. Do NOT make any travel arrangements or purchases
before you receive the final copy that includes all required signatures.
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