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DJJ NEW HIRE PACKET
DOCUMENTATION

Revised: February 5, 2024

The Georgia Department of Juvenile Justice is excited
to present our New Hire Packet online process
powered by Adobe Sign.

DJJ HR Department
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User Setup and Administration

To have a new user set up to use Adobe Sign, please open an internal DJJ Work Order. When
the work order is processed, you will receive the below notification from the Adobe Sign system
to set up and activate your account. Click on the “Activate Okta Account” button in the email
and complete the setup steps.

okta | Adobe Acrobat Sign

GEORGIA DEPARTMENT OF JUVENILE JUSTICE - Welcome to
Adobe Acrobat Sign Solutions for Government

Hello XXXX,
Please do not forward this email.

You received this email because you have been identified by your organization as the
administrator for its Adobe Acrobat Sign Solutions for Government FedRAMP Moderate
account. This email was sent from Okta because Adobe has partnered with Okta to use
its FedRAMP Moderate Authorized Identity as a Service platform. You can feel confident
regarding the combination of Adobe and Okta services as Adobe also uses Okta
internally.

You will need to take these actions to allow your organization to use Adobe Acrobat Sign
Solutions for Government:




= >

Step 1: Initiating the Administrator Account Set up/your Administrator identity in

the Okta system using the following link (click only &nce): | Si\EIT-NO)<E=W-Yelelo]s]a}!

Access using this email expires in 7 days
Your username is XXXXX@djj.state.ga.us.
Your organization's sign-in page is:

https://adobesign-a19355b1-06bf-41b2-b587-ef0157f2630d.okta.com

NOTE: Bookmark the above link to access the Adobe Sign system
easily going forward.

Thank you for choosing Adobe Acrobat Sign for Government

This is an automatically generated message from Okta . Replies are not monitored or
answered.



https://urldefense.com/v3/__https:/adobesign-a19355b1-06bf-41b2-b587-ef0157f2630d.okta.com/tokens/UzB3rEo7ktfFxFZB6o1O/verify__;!!HWVSVPY!lAWvSd7NNn1GVE_m8aQjLhs3HPVKMmB1IFCAt24vzQzgIMXnOk42nd1ThSPlTyEaFPW2UeAUIpCe4QWrO7qEhEk$
https://urldefense.com/v3/__https:/adobesign-a19355b1-06bf-41b2-b587-ef0157f2630d.okta.com/tokens/UzB3rEo7ktfFxFZB6o1O/verify__;!!HWVSVPY!lAWvSd7NNn1GVE_m8aQjLhs3HPVKMmB1IFCAt24vzQzgIMXnOk42nd1ThSPlTyEaFPW2UeAUIpCe4QWrO7qEhEk$
mailto:XXXXX@djj.state.ga.us
https://urldefense.com/v3/__https:/adobesign-a19355b1-06bf-41b2-b587-ef0157f2630d.okta.com__;!!HWVSVPY!lAWvSd7NNn1GVE_m8aQjLhs3HPVKMmB1IFCAt24vzQzgIMXnOk42nd1ThSPlTyEaFPW2UeAUIpCe4QWrzDu-NMA$
https://urldefense.com/v3/__https:/www.okta.com__;!!HWVSVPY!lAWvSd7NNn1GVE_m8aQjLhs3HPVKMmB1IFCAt24vzQzgIMXnOk42nd1ThSPlTyEaFPW2UeAUIpCe4QWrUI4e1II$

Once you complete the Okta setup process, you will be sent another email from the system to
activate your account. Click on the “activate your account” link to complete the new account
setup.

From: Adobe Sign <adobesign@adobesign.us>

Sent: Friday, September 29, 2023 9:42 AM

To: Moody, Adam <Adam.Moody@djj.state.ga.us>

Subject: Welcome to Adobe Acrobat Sign - please confirm your email address

CAUTION: This email originated from outside of the organization. Do not click links or open attachments
unless you recognize the sender and know the content is safe.

If the above link does not work yoUreas-ps ettoWing address into your browser:

https://gdoijj.nal.adobesign.us/public/v?eid=CBJCHBCAABAAyriXo9PgWYalTbEe9fBoURHRgf2slgw0§
my sig

- DEPARTMENT of
JJ JUVENILE JUSTICE

To ensure that you continue receiving our emails, please add adobesign@adobesign.us to your address book or safe list.



https://urldefense.com/v3/__https:/gdojj.na1.adobesign.us/public/v?eid=CBJCHBCAABAAyrIXo9PqWYa1TbEe9fBoURHRgf2sIqw0&evt=CBNCKBAAHBCAABAA9iscuFxlM3lnIWyi0cgTIqxpw0TtGOIB__;!!HWVSVPY!n1CYcgt0m5LGosj3TwULKjfYdbjkkKsb3rYRJ56DEfSG2wyLqPHwvPvwEssFvNoYBHzb586pKKzG6NzB8AVorryV5BIRWS8$
https://urldefense.com/v3/__https:/gdojj.na1.adobesign.us/public/v?eid=CBJCHBCAABAAyrIXo9PqWYa1TbEe9fBoURHRgf2sIqw0&evt=CBNCKBAAHBCAABAA9iscuFxlM3lnIWyi0cgTIqxpw0TtGOIB__;!!HWVSVPY!n1CYcgt0m5LGosj3TwULKjfYdbjkkKsb3rYRJ56DEfSG2wyLqPHwvPvwEssFvNoYBHzb586pKKzG6NzB8AVorryV5BIRWS8$
mailto:adobesign@adobesign.us

Once you are successfully logged into the system you will see the below screen. Click on the
“Adobe Acrobat Sign” application.

okta | Mobewobatsip Q Searchyour apps EE%}BQEIADEPARTMEN hd
f MyApps
Wark
(® Work
Add section @

A Notifications @ é_/

5 Add apps
Adobe Acrobat Sign

@ Add section

You will then be prompted with the below login screen. Enter your email address into the Email:
box and then click on the TAB key on your keyboard to launch your session. You should not
enter a password.

Adobe Acrobat Sign

Sign InTo Your Account

Adobe Acrobat Sign
works right inside

your everyday apps.

[ Remember Me Learn more




Send New Hire Packet to Applicant

When you are successfully logged into the Adobe Sign system, the below “Home” screen will
display.

You should see the three highlighted tabs at the top of the screen:
1. Home

2. Send
3. Manage

< C 2% gdojjnal.adobesign.us/account/homels aQ T} T | e

=0 [tnks [ o [B wonos @ gadjinet Q) cETs (@ Rivels g Dawgation [ Fox  FQ wsn @ st » [ Al Bookmarks
Powered by
Adobe Home Send Manage |Workflows Reports  Account @ .
Acrobat Sign

Wel(ome, Eugene 1 INPROGRESS 0 WAITING FOR YOU ‘ EVENTS AND ALERTS

Send a document for signature

Request e-signatures on a new agreement, or start from your library of templates and workflows.

Do more with Acrobat Sign
=, ] T = -
B i o
Fill and sign a document Publish a web form Send in bulk Create a reusable Manage and track all Enhance your account
template agreements
(8}
|_|-|:|-| Get the Adobe Acrobat Sign mobile app to send and manage

o

documents for signature from anywhere. Learn More
Create a reusable

workflow




When you select the “Send” tab, you will see the below screen.

You will enter the applicants email in the first Recipient box and then enter your email as the
second Recipient’s email. Then Select the “Add Files” button.

Home Send Manage Workflows Reports  Account

Get documents signed
Send an agreement to others for e-signing, approval, or other processing

Send from:  Admin Group (Primary Group) - ?
Reclplents*
Complete Inorder (I Add Me | Add Reciplent Group
—_— é’ v~ Applicant@gmail.com ~ Email
—.? 2 £y~ Your_email@dj state.ga.us ~ Email
g}’ v Enter recipient email
Show CC
Message™ Message Template
Agreement Name Options B
Dear Applicant, - O Password Protect
-
Please review and complete this packet. The system will guide you to each field that you 4 & Completion Deadline
. e - A i %
* _— add Filed
Flles Recipients’ Language
[English: Us v

Drag & Drop Files Here

Preview & Add Signature Fields




The below screen will show when you select the “Add Files” link.

IMPORTANT NOTE: Always select the “New Hire Packet” as the first checked item. This is
the main seed document that feeds data to all the subsequent forms, so this is very

important. Below is our recommended order of selecting the templates when sending out the
packets. To select a document, just click the box to the left of the document.

The system will combine all forms into a single packet for the applicant to sign. The combined
completed packet will come back to the HR contact for their completion.

Select Flles

Q Search
My Computer

0O Name Shared with
Library -

m Mew Hire Packet Account
Recent Templates

) G4 _Form_2024.HR Account
Templates

1 wa_Form 2024-H Account

1 Nonsec_Packet Account

) GAMAPEPHR Account

M 19_Form_2023-H Account

0 l__|.h| Sec_Packet Account

O l__|.h| Teacher Documents-HR Account

O [ AMAPEPHR OLD Admin Group

0O |Lh PT_Packet Account

(| % mManSer Parket Dild Admin (o




Below is the recommended order of the items for each type of new hire packet:

Part Time Packet

GA MAPEP
19 _Form_2023

NoukwnNe

Note:

New Hire Packet
Part-Time Position

W4_Form_2024
G4_Form_2024

Non-Security Packet

New Hire Packet

Non-Security Position

GA MAPEP

19 _Form_2023
W4_Form_2024
G4_Form_2024

Teachers Document (If needed)

Security Packet
New Hire Packet

Security Position
GA MAPEP

19 _Form_2023
W4_Form_2024
G4_Form_2024

If you did not select the items in the correct order, you can reposition them by hovering your
mouse over the form you want to move, hold down the left button on your mouse, and then drag
the form to the correct position in the list.

You can also click the “x” to the right-hand side of the documents to delete them from the
selection and restart the selection process by clicking the “Add Files” link.

Get documents signed

Reciplents™®
Completein Order (TP

Show CC

MNew Hire Packet
MonSec_Packet
GA MAPEP-HR
G4_Form_2024-HR
W4_Form_2024-HR

1-9_Form_2023-HR

B Preview & Add Signature Fields

Send from:  Admin Group (Primary Group) -

1 £y~  applicant@gmail.com
i 2 grv  HRname@djjstate gaus

£y~  Enterrecipient email

Drag More Files Here

«< < .

send an agreement to others for e-signing, approval, or other processing.

Message ™ Message Template
—_—
Dear Applicant,
-
Please review and complete this packet. The system will guide you to each field that you “
Files* Add Files

Add Me | Add Recipient Group

E< ~ Emall

~ Email

Options

O Password Protect

Recipients' Language

[English: us v




Also, we have modified the system options to allow you to customize the document name to go
to the applicant before you send it out for signature. As you can see above, I added

“ ApplicantName” to the name so the document will be sent as “New Hire
Packet_ApplicantLastName”. I would recommend adding the applicant’s last name so you
can easily identify the document when it comes back to you for your signature.

After you have selected the files to send and modified the Packet name, you should click on the
Next button.

Then you should click on the blue “SEND” button in the bottom right-hand corner of the
page. This will guide you to the Pre-fill fields that you must enter before sending the
document to the applicant.

RECIPIENTS
M applicant@gmailcom v
GEORGIA DEPARTMENT OF JUVENILE JUSTICE (Signer)
NEW EMPLOYEE DATASHEET

signature Flelds

FIRST NAME * | LASTNAME * - Signature
Initials
MIDDLE NAME OR INITIAL | MAIDEN NAME (if spplicabie) ]
Signature Block
MAILING ADDRESS  * | APT. NUMBER ] Stamp
amy * | STATE - ZIPCODE  * ~
Select. signer Info Flelds
COUNTY * h MAIN PHONE NUMBER * >
Data Fields
EMAIL ADDRESS ~ * A
SOCIAL SECURITY #  * > DRIVER'S LICENSE # N More Flelds
*Fype
DATE OF BIRTH (mm/dd/yyyy) * N U.S. CITIZEN "T'YES ' NO Transaction Flelds
RACE *gjact +V| SEX % +'| MILTARY STATUS (provide DD-214) N

* ok F
HIGH SCHOOL GRADUATE “"YES ‘7 NO "7 G.E.D (provide copy)

IF NO, HIGHEST EDUCATION LEVEL hl

EMERGENCY CONTACT NAME  * | RELATIONSHIP * )
EMERGENCY CONTACT PHONE NUMBER(S) * h

START DATE POSITION NUMBER

EMPLOYEE ID NUMBER (if applicable) JOBTITLE

10



Below are the Prefill fields that you must complete before sending the packet to the applicant:

SOCIAL SECURITY # DRIVER'S LICENSE #
DATE OF BIRTH (mm/dd/yyyy) u.s. CIMIZEN © YESO nNO
RACE gsalect .. ‘ SEX Select... | MILITARY STATUS (provide DD-214)

HIGH SCHOOL GRADUATE © YESQ NOQ G.E.D (provide copy)

IF NO, HIGHEST EDUCATION LEVEL

EMERGENCY CONTACT NAME | RELATIONSHIP

EMERGENCY CONTACT PHONE NUMBER(S)

ﬂ} STARTDATE  * POSITION NUMBER *

EMPLOYEE ID NUMBER (if applicable) JOBTITLE *
FACILITY/LOCATION NAME *select + | Department *
Work Unit  * Supervisor

* *
HR Contact Name HR Contact Title
HR Contact Phone * HR Contact Email *

HR Contact Fax

Once you complete the entry of all the required fields (these are designated with the red asterisk),
you will then be prompted with the “Click to Send” button at the bottom of the screen.

EMERGENCY CONTACT NAME RELATIONSHIP

EMERGENCY CONTACT PHONE NUMBER(S)
T —

START DATE 02/15/2024 POSITION NUMBER 12345678
EMPLOYEE ID NUMBER (if applicable) JOBTITLE  Juvenile Corrections Officer 1
FACILITY/LOCATION NAME ATLANTAYDC - | Department Secure Facilities

Work Unit  Security Supervisor  sam Security

HR Contact Name HRBoss HR Contact Title HRGure

HR Contact Phone  111-222-3333 HR Contact Email hr@djjstate gaus

Thank you for prefilling this document

You will need to click on this button to send the new hire packet to the applicant.

11



Applicant having a issue opening the new hire packet?

We had a user report that when they clicked on the link, the document did not come up for them
to sign. The screen shot of what they received is below:

= o X

~ ¥ Role of School Social Worker | © % Review and Sign X+

# @ O 0O ¢Q

gdojj.nal adobesign.us/public/esign?tsid=CBFCIBAACBSCTBABDUAAABACAABAAKZKKtdId Akrf1\WikqNzEOtwE6lgHa_s1j1-n3M3drRézd ThkwYHTAS

< cC

& Citing Resources @ GSUEmail  dy GSUPAWS Portal [ iCollege Tevers @ Amazon (@) Pinterest @ Add to Babylist 3 All Bookmarks
Powered by
Adobe

Acrobat Sign

< User Guide

o Tutorials

o Contact Support

© Legal Notices

1001 AM
1/27/2024 !

Flood watch
== In effect

If your applicant receives this complaint, we suggest three possible solutions.

If the applicant has anti-virus software running on their personal computer, suggest
that they shut down that software and then attempt to sign the document.

b. The user can use their cell phone to open and sign the document. They can also use
their photo feature of their phone to take images of their documents.

Have the applicant come to your office and use a computer to access their email, open

and sign the document.

a.

12




Managing your New Hire Packets

To manage the new hire packets you have in process, you should select the “Manage” tab at the
top of the Home page. The below screen will be displayed.

STATUS
In progress (2)
Waiting for you (0)
Completed
Canceled

Expired

Draft

Templates

Web forms

Powered by
Adobe Home Send Manage  Workflows Reports Account @ .
Acrobat Sign

Your agreements v Y Filters  Q Seorch

In progress
D RECIPIENTS TITLE STATUS GROUP MODIFIED &

laurenwhelan@djj.state.
00f 2 completed

(] New Hire Packet Whelan_Test © Out for signature Admin Group 21172024

Eugene Gaultney
10 2 completed

[J New Hire Packet gaultney Out for signature — 111972024

On the left-hand side are a series of folders.

1.

In progress — these are the new hire packets you have sent to applicants for their
review and signature. You will see their email address in the “RECIPIENTS”
column. The applicants will receive a system reminder every 24 hours until they
complete the application and submit it back to you for final review and signature.

NOTE: You have 14 days to complete all the processing/signatures of the packet
before it will automatically close and move to the “Expired” folder on the left-hand
side. You cannot reactivate the request once it has expired.

Waiting for You - these are the new hire packets that have been completed by
your applicant and are waiting on you to complete the packet.

When you are ready to work on a packet, you should click on the document and a
pane will show on the right-hand side of the screen. When you click on the “View &
Sign” button, the packet will open and guide you to the required fields you need to
sign. You will need to review all forms thoroughly to ensure everything is complete
and make sure all required attachments have been added to the packet. Do not click
the “Click to Sign” button until you have a finished packet. You cannot reopen a

closed packet.

13




LISTS OF ACCEPTABLE DOCUMENTS
All documents containing an expiration date must be unexpired.
* Documents extended by the issuing authority are considered unexpired.
Employees may present one selection from List A or a
combination of one selection from List B and one selection from List C
Examples of many of these documents appear in the Handbook for Employers (M-274).

uST A usTe

By signing, | agree to this agreement, the

and to do business.
electronically with GEORGLA DEPARTMENT OF JUVENILE JUSTICE.

NOTE: You will receive system reminders every other day that you have items
waiting for your signature. Keep a close eye on the expiration date. The expiration
date can be extended if you need to. You can click on the document and then a pane
will show up on the right-hand side (see below). You can click on the edit button and
modify the expiration date.

| =gll] Links DEs Kronos gadjj.net GETS Rivals = DawgNation = FOX MSN Truist » All Bookmarks
-
Powered by
Adobe Home Send Manage Workflows Reports  Account o @
Acrobat Sign
Your agreements v Y clters | Q Search ® New Hire Packet
Created Feb 02, 2024 £:44 PM
N Expiration Date: Feb 16,2024 &
Waiting for you
In progress (6) Status: Waiting For Me to Sign
[m] SenDER TimE staTUS mobIFED 4 e e
Waiting for you (1)
O Me New Hire Packet Waiting for signature 20212024 Message: Dear Applicant, Please review and
Completed complete this packet The system will guide
Canceled you to each field that you can update and
sign. You will be unable to complete this
Expired bt kil il racirad fialde and cianatiras
See more
Draft
P View & Sign
Templates
Actlons
Web forms
Bulk sends Open Agreement
® Cancel
[, Download PDF
E. ownload Audit Report
[E}, Download Audit Repo
[} Download Form Field Data
See 5 more
Recipients (1 Completed)
@ 1 Eugene T Gaultney Jr ]
Signer viewed on Feb 3, 2024
‘ 2 Eugene Gaultney
Signature requested on Feb 3, 2024
> Activity

Edit Explration Date

14



3. Completed - This is where all your completed new hire packets will reside. You
can download the packets from this folder to attach to your HR ETS PA/New Hire
request. These packets cannot be reopened once completed.

4. Canceled - All Canceled requests will go into this folder. These packets cannot be

reopened once cancelled.

5. Expired - All documents that expire before they are completed will automatically
close and go to this folder. These packets cannot be reopened once cancelled.

Need to correct email address errors?

If you realize you made a mistake on the email addresses used when you sent out the

packet for signature, you can change the email addresses after it has been sent.

Open your “In Process” view and click on the agreement you need to change. A box will
pop up on the right-hand side that will show the Recipients currently set up for the
document selected at the bottom of the box. If you click on the name/email you want to
change, a box will display to the left. You will see an option to “Replace Recipient”.
Click on this and enter the new email address and a message that will be included in the
email to the original recipient letting them know

Powered by
Adobe
Acrobat Sign

Your agreements v

STATUS

In progress (7)
Waiting for you (3)
Completed
Canceled

Expired

Draft

Templates

Web forms

Home  Send

In progress

O RECIPIENTS
Keith Aycock

O 0 of 2completed

Cynthia Kelley-Maddox
0 of 2 completed

tamekiafoster@dj state ga.
0 of 2completed

tinika dowdell@djjstate.g. .
0 of 2 completed

Eugene T. Gaultney Jr
10f 2 completed
andrea ross@djj state ga.us

0 of 2 completed

staceyemmett@dijstateg...
0 0f 2 completed

Manage

Workflows ~ Reports

TITLE

New Hire Packet

New Hire Packet_Kelley-maddox

New Hire Packet_TFoster

New Hire Packet_Dowdell

New Hire Packet_gaultney

New Hire Packet

New Hire Packet_Emmett

Account

Y Filters

&)

a

Q. Search

STATUS
Out for signature
Out for signature
Out for signature
Out for signature
Out for signature
Out for signature

Out for signature

Kelth Aycock
keithaycock@djj state ga.us

Replace Recipient | Q—_'
Role: Signer

Authentication: Email  Edit

MODIFIED L

116/2024

11272024

1/12/2024

112/2024

11272024

1/12/2024

112/2024

@

New Hire Packet
Created Jan 16, 2024 2:08 PM

Expiration Date: Jan 23, 2024
Status: Out for Signature
Sent from group: Default Group

Message: Dear Applicant, Please review and
complete this packet. The system will guide
you to each field that you can update and
sign. You will be unable to complete this
oacket until all required fields and signatures
See more

Actlons

Open Agreement
@ Reminders (1)
& Cancel

E“; Download PDF

[E, Download Audit Report

See 7 more

Recipients (0 Completed)

. 1. Keith Aycock

Signature requested on Jan 16, 21

@ 2 Eugene Gaultney
Signer

> Activity

15




Need to Cancel a packet sent to an applicant?

If you need to cancel a packet that was sent to an applicant, you can cancel the packet. It
will send a notification of the cancelled request to the applicant.

Under the Manage tab, select “In Progress”. Identify the correct packet you would like to
cancel and click on it. On the right-hand side of the screen, a box will pop up. You just
need to select “Cancel” option.

Powered by
Adobe
Acrobat Sign

Your agreements -

STATUS
In progress (6}
Waiting for you (2)
Completed
Canceled

Expired

Draft

Templates
Web forms

Bulk sends

Home Send Manage Workflows Reports  Account
Y Filters Q, Search
In progress
O RECIPIER TmLE STATUS GROUP
Cynthia Kelley-Maddox >
@d New Hire Packet. Kelley-maddox (3 Out for signature Default Group
jjstat Sefaul .
= 0ol 2completed New? - “
tinika dowdell@djj state. .
(] 0 0i 2 completed . New Hire Packet_Dowdell © Out for signature Default Group
Eugene T. Gaultney Jr
O voi 2 completed New Hire Packet_gaultney Outfor signature _
andrea ross@djj state ga.
] ‘.‘:ﬂcomp{::: o & New Hire Packet [C] Out for signature Default Group
staceyemmett@dijj stat. .
O New Hire Packet_ Emmett © Out for signature Default Group

00f 2 complated

MODIFIED &

2%

11272024

11272024

11272024

11272024

11272024

2@

New Hire Packet_Kelley-maddox
Created Jan 12, 2024 5:59 PM

Expiration Date: Jan 13,2024
Status: Out for Signature
Sent from group: Default Group

Message: Dear Applicant, Please review and
complete this packet. The system will guide
you to each field that you can update and
sign. You will be unable to complete this
packet until all required fields and sienatures
See more

Actlons

Open Agreement

@ Cancel
[, Download PDF
[EL Download Audit Report
See 7 more

Recipients (0 Completed)

@ 1 Cynthia Kelley-Maddox
Signature requested on Jan 12, 2024

. 2 Eugene Gaultney
Signer

> Activity

You will then be prompted with the below screen where you can enter a reason for the
cancellation. You will also have the option to check a box to send an email notification
to the signer that the application has been cancelled.

Cancel

| Motify recipients via email

(Optional) Enter reason for canceling the agreement.

-~

*,

[ Close \' CCancelAgreemem)
ey

16




Document Downloads

We cannot allow .pdf attachments to be sent along with email notifications to the applicants due
to security concerns over handling applicant PII data. When the user is working on the packet,
they will have the ability to download a blank copy of the packet in a .pdf format. They can
select the “Options” dropdown list in the upper left-hand corner of the system. There they can
select “Download PDF”.

Powered by
Adobe
Acrobat Sign

Options w New Hire Packet

Read agreement

FIRST NAME  Eugene

Decline to sign

Clear document data

MIDDLE NAME OR INITIAL T

View history

Download PDF

MAILING ADDRESS 4627 Norwalk Road

Legal Notices

CITY Du nw@@dy STATE GA

COUNTY  pekalb

NOTE: This downloaded version will not contain any completed fields on the form.

Another option for an applicant is to download a copy of the document after they submit
the completed packet. They can print pages needed for notary signature or doctor
completion by clicking the “download a copy” link on the submission confirmation page
(see below screenshot). They can complete documents needed and send them to their HR
contact for them to attach to the packet before signing and completing the packet.

Note: Once the user closes the confirmation page, they lose the ability to download the
document. They will have to contact their HR contact to obtain a copy of the documents
needed. The applicant will receive an email once the packet has been signed and
completed that will contain a link to download the completed document for their records.

17



¢ % gdojinaladobesign.us/public/esign?tsid=CBFCIBAACBSCTBABDUAAABACAABAADBTXZqBZOQF2Q3BsvDAGa0oudvI8SL4aNVASGPATCOMREIDALOAKZ6ZZGsWTb7AH .. & v I3 & . 00 :

5 Powered by
%, ‘ Adobe @ -
i Acrobat Sign

° You're all set

You finished signing "New Hire Packet".

Next, Eugene Gaultney will sign

All parties will be notified via email. You can al| jou just
signed

I [Dtrs [0t [@ones @ gadinet Q) 6ETS  Q Rivels g Dowghiotion [ rox  ERMsN @ Tuist B SharcPoint Jrovers Wecss [Elsr (D Ponedls @ Barstool Sports 3 All Bookmarks

HR Managers Note regarding attachments:

HR staff can attach documents to an open/active packet. Once the applicant submits
the packet, the HR manager can download a copy of the packet that contains all completed
fields. HR can print off the pages needed for the applicant, notarize them, and then attach them
to the packet before they complete the HR staff signature process.

IMPORTANT NOTE: Once you complete the packet, you CANNOT reopen the document to
add attachments.
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