TEXAS SOUTHERN UNIVERSITY

Space Change Request
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Initiate the form

1. Go to https://www.adobe.com/sign.html and log into it with your TSU credentials (ID is
firsthame.lastname@tsu.edu and your computer password)

P8 Adobe Acrobat Sign @ -

Sign In To Your Account

Adobe Acrobat Sign
Emai: tsuoutweb@tsu edu | works right inside
g ek, your everyday apps.

] Remember Me Leam more
Sign In

I forgat my password
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Don'’t have an Adobe Acrobat Sign Account?
Sign up for & free trial

TSI
tsuoitweb@tsu.edu

Enter password

Forgot my password

Sign in with another account
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2. Assign signers and fill out the form
1) Click “Start from library” button.
2)Select “Workflows” on the left navigation. Then, select “FM — Space
Change Request.”

T Y Powered by
l 5 [j Adobe
TEXAS SOUTHERN UNIVERSITY Acrobat Sign

Home Send Manage Reports Account

Welcome, TSU 3 IN PROGRESS 2 WAITING FOR YOU A EVENTS AND ALERTS

Send a document for signature

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

' Request e-signatures Start from library

Do more with Acrobat Sign

Start from library

Q Search

Library

5 ( In progress) Finance - Authority to Travel 06/28/2022
Recent Templates

sk Test Wrokflow 06/28/2022
Templates

53 HR- Position Request Form for Administration 07/07/2022

Hih FM - Space Change Request 08/15/2022

v EH Account Workflows

552 HR- Position Request Form 06/08/2022
s HR-EER Employee Action Form 05/31/2022
siy HR-Leave Request Form (President’s Office Direct Report) 07/20/2022
J‘Eh HR - Leave Request Form 07/20/2022
545 KTSU- Underwriter Agreement 03/03/2021
st5  HR- Exit Checklist 03/08/2022
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3) Specify email addresses of your department’s head and vice president or
provost to get an approval.

4) Update the “Document Name” with descriptive title of your request.

5) Click “Add file” to attach a supporting document if applicable.

6) Click ‘Send” button.

FM - Space Change Request
Huow this workflow worls?

Please spedfy all signars and then dick the "send” button to begin completing the form. Once the form has bean filled out, click the "Click to Sign™

button at the bottom of the screen to Inftiate the 2pproval process.
mare
Sand from: - ¥

Recipients

Requestor”
Myself v Email
Department Head : please specify the email address of the Department Head *
¥ Enter recipient email ~ Email
Department’s Vice President or Provost : please specify the email address of the Department's Vice President or Provost ™
gF  Enter recipient email ~ Email

Campus Space Utilization®

¥ generalfacilitiescperations@tswedu v Email
|
CC | Hide
G

Enter CC's emails

Document Name *

FM - Space Change Request

Plaasafill ouwt the form and sign It

Files

Change Request Form + 1= FM - Space Change Request

Please attach the documents if Add Ale
applicabli
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7) Fill out the form. Once you complete to fill the form out and sign on it, click “Click
to Sign.”

Powered by
e
SOUTHERN UNIVERSITY Acrobat Sign

FM - Space Change Request - TEST

Required Approvals, in Order: (**All signatures must be present to indicate full approval and are subject to review by the Texas Higher
Education Coordinating Board. If "' ——*'~'~—*approve, the request will be denied in full.)
Click to change

Requestor: —
Signature: ¥ 0Tk Date:
TSU OIT-Web

Printed Name:

Department Head:

Signature;, Date:

Printed Name:

Department’s Vice President or Provost:

Signature:, Date:,

Printed Name:

c s ilization:

Signature;, Date:

Printed Name:

By signing, | agree to this agreement, the C
electronically with TEXAS SOUTHERN UNIVERSITY.

8) Once your request is sent out, you will see the confirmation message below. The
form will go through signers for their review/signatures.

TS [T vAdobew
XAS SOUTHERN UNIVERSITY Acrobat Sign

e Send Manage Reports Account

You have successfully signed “FM -
Space Change Request - TEST".

A copy has also been sent to you at tsucitweb@tsu.edu for your records

"FM - Space Chonge Request - TEST® was sent for signature to Hye Jung Shim (Hye.Shim@tsu.edu),
hyeshim@tsu.edu, and generalfacilitiesoperations@tsu.edu. They will complete "FM - Space Change
Request - TEST” in order, one after the other.

As soon as the agreement is complete, all eligible parties will be e-mailed PDF copies.

Reminders

Reminders sent until completion: Every day

You will be alerted
« Ifthe document you sent has not been viewed by today at 5:41 PM.
= Ifthe document you sent has not been signed by Aug 18 at 9:41 AM

Change alert settings

What's next?

Send Another Document Manage This Agreement

All agreements that are not completed within 365 days will be automatically expired
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Sign/Decline/Delegate the form

The signing/approval process of the form is 1) Department’s Head, and 2) Department’s Vice
Present, or Provost.

1. Once open the email in inbox, click “Review and sign.”

Powered by
TS [] Adobe
TEXAS SOUTHERN UNIVERSITY Acrobat Sigl'l

TSU OIT-Web requests your signature on
FM - Space Change Request - TEST

Review and sign

Please fill out the form and sign it.

TSU OIT-WEB
tsuoitweb@tsu.edu

After vou sian FM - Snace Chanae Reauest - TEST. the aareement will he sent to

2. Review and Sign
1) Click “Start”, which will take you to the location that you need to sign on it.
2) Once click “Click to Sign”, you will see the signing panel below.
3) Put your signature by typing, drawing, or attaching the signature image. Then click
“Apply.”
4) Date item will be filled automatically. Click “Click to Sign”
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Review and Sign x |+ =

C @ QO 8 https://texsou.na2.documents.adobe.com/public/esign?tsid =CBFCIBAA3AAABLbIGZhBri5sXCyExMIcO3ZKQvMvpTOjriyMK b In
Eaval Powered by
I'SU | Rabe
TEXAS SOUTHERN UNIVERSITY Acrobat Sign
ons v FM - Space Change Request - TEST @ Required fields comple
Requestor:
oYU O
Signature: 49T Date:,

printed Name: 1 SU OIT-Web

Department Head: Click to Sign
Signature:““Grinry Date; 08/17/2022

Printed Name: _HYe Jung Shim

s Vice President or Provost:

Signature:, Date:,

Printed Name:

Campus Space Utilization:

signature:, Date:,

Printed Name:

By signing, | agree to this agreement, the and to do business. Click to Sign

electronically with TEXAS SOUTHERN UNIVERSITY.

3. Delegate signing to someone else
1) Once open the form, click “Delegate signing to another” on the top left,

I Revsss i gn % | I Rewiew asa Sign = |+ -
‘ O o8 15 adobecom o
F I.H..[ - Pemwred by
) Adobe
P p T —p—— Acrobat Sign
Dyptices. FM - Space Change Request - TEST © et
[

b TEXAS SOUTHERN UNIVERSITY
3 Y h J Diviiion of =
View history Facdties £ Maintenance

— Space Change Request Form
INSTRUCTIONS:
Thils foem is wed bo reguest changes to campus space we, department association, room capacity, sddition/deletion of space, change in
CIP code, and for change of room function program code. The request must be fully reuted an approved prior ta the altesation of space
wilization,
- Plesse reach out to the Campus Space Utilization with questions regar ding the fonm or the current spasce use snd information, as
g reported to the Texas Higher Education Coordinasting Board.

Requesting Department, College, Divisionc OIT TEST

2) Specify an email address you want to delegate signing to and type the message.
Then, click “Delegate.” An email will be sent, asking delegator to sign.

=
Delegate this document
]
To send this decument to another individual for signature, enter their email address and a i
message below
k'll'.\ll'_ Address ‘
Enter your message L

( cancel }
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3) Here is quick video about how to delegate by using document
management in Adobe Sign: https://helpx.adobe.com/sign/how-

to/adobe-delegate-signing.html

4. Decline to sign

1) Once open the form, click “Decline to sign” on the top left.

I Revsss i gn x| I Revew aca Sign

£ C @& S8 m 15 aciobe.com i
Ot | Powired by
T smmme tnesrr | AGrobat Sign

Dptices FM - Space Change Request - TEST

| Rl apeureint
| | Cetegaie signing i ancther

TEXAS SOUTHERN UNIVERSITY

10

Chear dosumend data

Diviiion of Aderisistnation Bl Finanos

Wiew history Fociites i Maintenance
B Space Change Request F
Legi Hotices pace Lhange Request Form
INSTRUCTIONS:
Thils foem is wsed to reguest changes to campus space wse, department association, room capacity, sddition/deletion of space, change in
CIP code, and for change of room function program code. The request must be fully reuted an approved prior ta the altesation of space
{ tilization,
| Plesse reach out to the Campus Space Utilization with questions regar ding the fonm or the current spasce use snd information, as
§ reporbed to the Texas Highes Educstion Coordinating Board.

& Rexroquied

Bequesting Department, College, Tivision: OIT TEST

2) Add a reason for declining and then, click “Decline.” The form will be canceled,

and Initiator will be emailed with the message you put in.
Decline this agreement

Please provide a reason for declining this agreement.

Thislis A e

®
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More Resources

a) Adobe Sign Training videos and document
b) Adobe Sing Learn & Support

Technical support is available 24/7 by emailing IT Service Center:
itservicecenter@tsu.edu or submitting a case: http://itservicecenter.tsu.edu

As always, we appreciate your support as we continue to improve the tools that ensure
“Excellence in Achievement.”

GET IT HELP

The IT Service Center Is open 24/7/365

TEXAS SOUTHERN UNIVERSITY for your convenlence. To report an
Office of Information Technology IT problem, go to: itservicecenter.tsu.edu

To request assistance,
Email: ITServiceCenter@tsu.edu

Self-Service: http:/ITServiceCenter.tsu.edu
Cali: 713-313-4357 or 713-313-HELP
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