@ Indiana Department of Administration
PROCUREMENT DIVISION

eSigning a Contract

Browser & Software Requirements

738.10.0*

Reader
/N

Adobe

Internet Explorer(IE) version 11.0 or earlier and Mozilla Firefox are the acceptable browsers to use when signing a contract. Google Chrome
is not compatible and cannot be used. Adobe Reader version 10.0 or later is required. Adobe Reader can be downloaded for free from

www.adobe.com/reader/
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Email Notification
Document for Review/Signature
Below is an example of an email a signatory will receive when the State’s contract administrator has completed

the final version of the contract document and it is ready to sign electronically.

Hover over the question marks to learn more about each item in the email.
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Tue 1/19/2016 3:47 PM

Aycaock, Hailey (IDOA)

Documents for Review,/Signature - Contract [D: 0000000000000000000013225
Ta b. taher @taher.com
Ct Aycock, Hailey (IDOA)
0 You forwarded this message on 2/1/2016 10:57 AM.

Message L/ STIND_0000000000000000000013225 1_04.pdf (258 KB}

Dear Taher, Inc.,

Contract 0000000000000000000013225 For food services to IGCS with the State Of Indiana has
been prepared and is ready for your review and electronic signature. Before logging in, please
review the Step-by-Step instructions for electronically signing the contract at

http:/ /www.in.gov/idoa/2977.htm.

To access the contract, the URL/link below will direct you to the Supplier Portal where you'll be
required to log in with your User ID (EXS0000000073) and Password.

https://fs85.gmis.in.gov/psp/fs91prd/SUPPLIER/ERP/c/CONTRACT MGMT SUPPLIER.CS DOC
SUPP.GBL?Action=U&CS DOC ID=1000083

If you need help with your Password or are unable to log in, click below to request assistance:

https://fs85.gmis.in.gov/psc/ouest/EMPLOYEE/ERP/ /501 CUSTOM APPS.S0I GMIS ISSUE.G
BL




Find the Contract to Sign

_ , ORACLE’
Log in to the Supplier Portal PEOPLESOFT ENTERPRISE
1. Click on the hyperlink provided in the email
nofification to access the Supplier Portal log Select a Language
in page i s e
2. Enter the assigned user ID and password posswert Haiana e
: 9 P Mederlands r_\l_o___ggk_ )
3. Click the Sign In button e T
Svenska Tirkge
Cestina BEiE
=0 Pycckui
Ty ik 3
If there is trouble logging in or there are problems with the user ID e B b

or password, refer to the email notification. A hyperlink is provided
in the message to submit a password reset or technical issue request.

Navigate to the Contract
Once signed in, there will be two types of navigation...

First Time Log In: The Maintain Contract Documents page may already be open and display a list of any contract documents that
require action (use instructions on left).

Subsequent Log Ins: The home screen will appear blank, indicating the need to use the Main Menu to navigate to the contract documents
(use instructions on right).

First Time Log In: Subsequent Log Ins:
Maintain Contract Documents Page Navigating to the Maintain Contract
Already Open Documents Page
ORACLE"
Fivo'ntes Mz'n'Menu > Manage gonmds > Maintain Contract Documents
Maintain Contract Documents
Document Search
Document Administrator: [ Q
From Begin Date: B To Begin Date: ]
From End Date: [ B To End Date: [ ) OQ ACLe-
[Z] Al Documents Pending Review
) Pending Approval/Signatures Favorites = Main Menu
» Advanced Search Criteria - -
e |Seardl Menu: | @
List of Documents —]
Cllm':::e - Delion Document Status  Status Date/Time D Maintain Su Dplier Infﬂ"mtlﬂn 3
& 1 Manage Events and Place Rids » i
( TODD1 07022014 Professional Services Pending Signature  07/02/2014 5:09PM D Manage Contracts
: . . Maintain Contract Documents

_cm (3 Pay Audit System

[£] View Terms & Conditions s

[£] Review Contract Deliverables

Click the document ID hyperlink to access a
document

1. Click Main Menu > Manage Contracts
> Maintain Contract Documents in the
navigation bar

...Continue on next page



Navigate to your Contract Cont...

Subsequent Log Ins:
Navigating to the Maintain Contract
Documents Page

2. Use the Document Search to find the
contract that needs signed by... @)

a. To find only those contracts that
require your review/approval, select
the Pending Review and Pending
Approval/Signatures checkboxes.
or
To see all contracts that have
been routed to you, select the Al
Documents checkbox.

b. Click Search

3. Click the document ID hyperlink to
access a document

*Tip for Managing Multiple Confracfs...e

MMaintain Contract Documents

Document Search

Document Administrator: |

From Begin Date: :EJ To Begin
From End Date: | To End D

[Jan Documents Pending Review

Pending Approval/Signatures

* Advanced Search Criteria

| Search |

List of Documents
e =)

ORACLE"

Fﬁvo'rt.es Mathenu > Manage Eonmds > Maintain Contract Documents.

Maintain Contract Documents
Document Search

Document Administrator: \ Q
From Begin Date: o] To Begin Date: ]
From End Date: B To End Date: B
[ A Documents || Pending Review
[ Pending Approval/Signatures
» Advanced Search Criteria
="

List of Documents Personalize | Find | View &

Contract Document Description Document Status  Status Date/Time [
'TODD‘! 07022014 Professional Services Pending Signature 07/02/2014 5:09PM ‘




Save and Open the Document
to eSign

Open the Main Document for
Signing
The Document Management page will display some basic information
concerning the contract, and offer several options.

1. Click Open Main Document for Signing

A pop-up message will open

2. Click Save

3. Save the document, leaving the File Name
as what was defaulted

Another pop-up message will open
offering the opfion to open the
document

4. Click Open

-avortes  Man Menu > Manage Contracts > Mantain Contract Documents

Maintain Contract Documents
Document Management Return to Document Search

This document is currently pending your signature/approval As the primary owner you are responsible for routing the document offine to
get the necessary signatures and then uploading the final signed version using the Upload & Retum Signed Document butten below

(Piease note that this will return the document back te the contract administrator as part of the upload)

Contract ID: TODD1_07022014 Reference: Testing
Description: Professional Services
Document Administrator: Pedersen,Donna-061
Created On: 07/02r2014 4:32PW
Begin Date: 08/1072014 Expire Date: 08/09/2015
Document Status: Pending Signature Owner: Dara Piper
Open Main Document for Signing Mo Attachments/Related Documents Exist
Uple: ne iment View Document History
Return without Signing Document Send E-Mail
-
File Download o]
Do you want to open or save this file?
li— Name: sample_document_signed.PDF
Type: Adobe Acrobat Document
From: devfs853.gmis.in.gov
@’
|Bs] PICTUTES
- Videos
< % Computer ;

PO o | < | i | ;
<Tlename: STIND000000000000142888 2 > -
Save as type: [Adohe PDF Files (*.pdf) V]

4 Hide Folders Save to Online Account v Save ] [ Cancel ]
-
=

r
Download complete

{,& Download Complete

..sample_document_signed.PDF from devfs853.gmis.in.gov

Downloaded: 1.68MBin 4 sec
Download to: H:ASCM\sample_document_signed PDF
Transfer rate: 430KB/Sec

[T] Close this dialog box when download completes

C o ) Openroie ] [Goee )




eSign the .PDF Contract Document

Sign the Contract
The signature tool in Adobe Reader will allow placement of an
electronic signature on the contract.

1. Scroll to the place in the document where
the signature needs to be placed

their duly authonized
| read and understood the

Tools < Sign > Comment

»

res dated below agree to the terms

Department of Administration

ntract Manager

Administration

(for)
son, Commissioner
‘will be reviewed and anoroved

Place Signature

v I Need to Sign

Fill & Sign
T Add Text

v Add Checkmark

Place Initials -
[£-] Place Signature -
e ——

‘ Signed. Proceed to Send mp ‘

How would you like to create your signature? @
(© Type my signature

©) Use a webcam (New!)

©) Draw my signature

() Use an image

© Use a certificate)

2. Open the Place Signature Menu
a. Click Sign (or Fill/Sign) on the right
hand column menu
b. Click the Place Signature Drop Down
c. Select Use a Certificate
d. Click Next
e. Click Drag New Signature Rectangle
3. Create the signature box

a. Click Drag New Signature
Rectangle...

b. Draw a signature box within the
signature area (similar to the screen
shot provided)

An Add digital ID pop-up box will
appear

To continug, click Next, and then click on the digital signature field you would like to sign, or
draw where you would like the signature to appear. Once you finish dragging out the desired
area, you will be taken to the next step of the signing process.

Next >

Cancel

P9

Adobe Reader

To begin signing, choose the ‘Drag New Signature Rectangle’ button, and then
drag out the area where you would like your signature to appear. Once you
finish dragging out the desired area, you will be taken to the next step of the
signing process.

[C1De not show this message again

s .
< Drag New Signature Rectangle ... P Cancel

By: By:

Tit Title: Contract Manage

Date: Date:

Approved by:
ndiana Office of Technology

Approved by:
Department of Administration

By: , (for)
Paul Baltzell, Chief information Officer

This document will be revievwed and approved
electromcally. Flease refer lo the final page of the
Execuled Contract for defails

By:

Jessica Robertson, Commissioner
This document will be reviewed ar
electronically. Please refer to the
Executed Contract for defails

Approved by Approved as o Form and Legalty
State Budget Agency Office of the Atlorney General
<2558 {for} 4 2



Sign the Contract Cont...

C.

If it is the first time creating a digital
signature, select the A new digital ID
| want to create now

Click Next

e. Select Windows Certificate Store

f.

Click Next

Complete the fields with the correct
information

Make sure the Use digital ID for: drop
down has Digital Signatures selected

Click Finish
A sample of the digital signature will

PopP-up

Click Sign

There will be a prompt to save the
file (Save it to a proper location/
folder)

The signature with credentials will
populate the box

@ My existing digital ID from:
@ A file

_ A roaming digital ID accessed via a server
A device connected to this computer

[ A new digital ID [ want to create now ]

MNew PKCS#12 digital ID file
Creates a new password protected digital ID file that uses the standard PKC5#12 format.
This common digital ID file format is supported by most security software applications,
it files have a ,pfx or .pl2 file extension.

@ Windows Certificate Store

Your digital ID will be stored in the Windows Certificate Store where it will also be available
to other Windows applications. The digital ID will be protected by your Windows login.

|. Cancel ] [ <Back ]i Mext >

Add Digital ID fa—ii

Enter your identity information to be used when generating the self-signed certificate.

Name (e.g. John Smith); [Testing Smith

Organizational LUinit: E[DOA

Organization Name:  [Indiana Department of Administration

Ermail Address: [TETIRETRGRE,

Country/Region: |'us « UNITED STATES -
Key Algorithm: [ 1024-bit RSA -
[ Use digital ID fer |.D-g ital Signatures -| l

aucel I 2Back J

. ou=I00A, -
S mi th email=testing@idoa.in.gov, c=US
Date- 2014.10,08 08:39:31 -04'00°
|| Lock Document After Signing 2

Click Review to see if document content
may affect signing




Save the eSigned Contract
Document

Save the Contract

After reviewing and electronically signing the contract, the document
needs to be saved.
1. Click File, Save As from the top menu
navigation

This will open the window to complete
the next steps

2. Save the sighed document in the same
directory folder/location as the original file,
replacing it.

A pop-up message will warn that the
file already exists and ask if replacing
existing file.

3. Click Yes

Adcbe Reader TR T - —

| a6m | (=) ) [1ose [ ] | 5] BB | ¢

Cle0
Open From Acrobat.com...
5 Create POF Online...

Save To Acrobat.com...
{2 Share Files Using SendNow Online... FlateDecode/First 6/Length 162,
[0 Send File...
: D -&8hD6" Z#¥Ux~D" OO | «+u300;, 28
LS Doyt Somad > 2-1"R, *PeR-A-0"A§20° 1,g-00.,=
Reyen AACOIs[* 92— T ~a}
Close ciiew |0 obj<</Filter/FlateDecode/Fir:
am
Propgrties... Ctri+D
| & print... ctaep L"COCORO+: 10~ (k2Cfifas%-1 -A0F—!
(=) FICTUTES
- Videos

< M Computer

PRSI oo | i | ’
<Fle name: STIND_000000000000142888 2 -
Save as type: [Adohe PDF Files (*.pdf) V]
~ Hide Folders Save to Online Account Save ] [ Cancel ]
S
=
Save As

-
¢ The file already exists.
Replace existing file?

H:ASCM\sample_document_signed.PDF

No ]

.




Upload the eSigned Contract
Document

Upload the Signed Conftract

Once signed, the revised document (with the same name) must be
uploaded back into the Supplier Portal.

1. Login to the supplier portal

See page 3 of this guide for navigation
instructions.

2. Click Upload Signed Document

A pop-up window will open to locate
the signed contract in the file directory
where it was saved.

3. Click Browse to locate the document
4. Click Upload

When the signed document has been
successfully uploaded, the Maintain
Contract Documents Document Search
page will open.

5. Sign Out of the Supplier Portal

This is the last step of eSigning a Contract
in this phase of the contracting process.
If other contract documents require
action, use the Maintain Contract
Documents Document Search Page to
locate and fulfill the necessary tasks.

ORACLE’

PEOPLESOFT ENTERPRISE
Select a Language
User D | Enalish Espaiol
Dansk Deutsch
Password Erangais Frangais du Canada

Italiang Magyar

Nederlands Norsk
Polski Portugués
Romani Suomi
Svenska Tirkge
Ceétina BFE
=0 Pycckui
Tng i o 5
BRI dpatl

SetTrace Flags

UK English

avovl'ites MithenU > Managegontracrs > Maintain Contract Documents

Maintain Contract Documents

Document Management Return to Document Search

This document is currently pending your signature/approval. As the primary owner you are responsible for routing the document offiine to
get the necessary signatures and then uploading the final signed version using the Upload & Return Signed Document button below.
(Please note that this will return the document back to the contract administrator as part of the upload)

Contract ID: TODD1_07022014 Reference: Testing
Description: Professional Services
Pedersen,Donna-061

Created On: 07/02/2014 4:32PM
Begin Date: 08/10/2014 Expire Date: 08/09/2015
Document Status: Pending Signature Owner: Dara Piper

Open Main Document for Signing No elated D Exist

Return without Signing Document Send E-Mail

Upload Contract Document 7

? Help

C:\Users\tcarr.ISD-SHARED\Desktop\Wilhelm_Contrac! {( Browse.. )

( umaad) Cancel

5 Han Menu > Manage Contracts > antan Contiact Documents.

Jein Contract Docurnents
cument Search

Home | Sign out




eSigning

Troubleshooting Guide

Help! What is the contract number? What is my User ID? Where do | get the contract? How do | get my
password reset?

A PeopleSoft generates an email to you when the contract is ready fo sign. Unless the content was edited,
the email provides the Confract ID number, your User ID, a link to the supplier portal and information
about how to get your password reset.

E How do | find my User ID and password if | can’t find my email?

You must log info the Supplier Portal with the User ID for the signatory assigned to the contract by the
State’s Contract Administrator.

A

If you're the creator of the Bidder Registration, your User ID will begin with "EXT" and will be followed by
the ten digit bidder id number. (Example: EXTO000012345.) Your password will be the same as what you
use to sign into your Bidder Registration.

If you're not the creator of the Bidder Registration, but you were linked to the existing profile by the
Contract Administrator, your User ID will begin with “EXS"” and will be followed by a ten digit number
assigned to you. (Example: EXSO000000678.) When you are initially set up with an EXS User ID, you'll
receive an email including your User ID and temporary password (INDIANA). The first fime you log in,
you'll be immediately prompted to change your password.

Some signatories have been mistakenly assigned multiple User IDs — you may need to contact the State
Contract Administrator so he/she can give you the User ID assigned fo the contract.

E Where do | log in to download the contract?

https://fs.gmis.in.gov/psp/fsprd/SUPPLIER/ERP/2cmd=login&language CAd=ENG&

ORACLE
PEOPLESOFT ENTERPRISE

A

passwors |

m State of Indiana People Soft Related Links
Information and Helpful Hints
Report an Issue

Once you're in, Navigate to Main Menu >> Manage Contracts >> Maintain Contract Documents

If you can’t get logged into the Supplier Portal, use the “Report an Issue” link on the log in page to
request assistance.
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Why can’t | get logged in?

Intfernet Explorer version 11.0 or earlier and Mozilla Firefox are the acceptable browsers (Google Chrome

is not compatible).

How do | electronically sign the contract?

Step by step information is included in the eSigning a Contract manual and video posted at https://
secure.in.gov/idoa/2977 .htm.

Why can’t | sign the contract?

Adobe Reader version 10.0 or later is required. If needed, the signatory can download a free copy at
www.adobe.com/reader/.

Where did | save the contract?

Search your computer for the last 5 digits of the contract number or look in your temporary files folder.

Nothing worked. What can | do now?

If all else fails, contact the State Confract Administrator so that he/she can cancel the signing process
and start over. A new email will be generated so you can access the contract through it.
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