ulllin
CAL POLY HUMBOLDT

conrerence + evenc
Holiday Exception Form Routing Instructions Sewvices.

These directions are for when you open the PDF and the Adobe Acrobat Application opens on your

If you are using the web browser version of Adobe Acrobat sign you will need to follow steps 1- 6

and then skip to step 13.
(Clicking the blue number will take you to a visual example; clicking the blue Step(s) will take you
back up to the steps)

Step(s)

1. Download and open the form if you haven't already downloaded the form.

[If you open from the link from the above link click “ESign”: GRSt |

2. Fill out the first page of the form.

3.Goto the and click “Print”

[If you open from the form from the above link click download: in the right corner and go to
Step 5]

In the Printer drop-down menu select Adobe PDF

Save the form in your desired location and desired name

The new PDF will open from your desired location; your text fields will now be uneditable

4
5
6
7. Click on
8
9
1

8. The All tools side menu will pop out
9. At the bottom of the menu select the “Request e-signatures” button
0

| —

. In the box that pops up input your Dean or VP's email address

11. The box will then generate the message that will be sent with your signature request. Under
“Add Cc” Change the subject and body of your email to your desired text (otherwise it will send
with the document name and “Please review and sign this document.”)

12. Select (not “Specify where to sign” even though that's the intuitive next step)

13. On the “Get documents signed screen” your Dean or VP will auto-populate as the#1 box. In the
#2 box input the VP of Administrative Affairs or Official Designees’ email. The toggle above the #1
box SHOULD be set to “Complete in Order”. If it's not, then change it and hit “Next”.

14. On the next screen, you will have a Recipients drop-down menu which should default to your #1
signer, if it's not select your #1 signer.

15. Underneath “RECIPIENTS” there is the “Signature Fields” drop-down. Click on the carrot ¥ and it

will expand.
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16. In that drop-down you can hover over, grab (long click) ~ Sgnatue  and drag it to the Division
VP/Administrator. The box should expand to the line, and if it doesn't, you can drag the edges of
the box to fit.

17. Underneath the “Signature Fields” drop-down there is the “Signer Info Fields” drop-down menu.
Click the carrot ¥ and  Date and drop it onto the “Date” line.

You will also need to add “Data Fields” from the “Data Fields” drop down menu. Click the carrot *~
and ¢ Textlnput | then drop a “Text Input box” into the 3 open spaces: Do Approve, DO NOT Approve
and Comments

18. Back up in the “Recipients” drop-down menu select the VP of Administrative Affairs or Official
Designees’ email and repeat step 17.

19. In the “Signature Fields” drop-down hover over, grab (long click) ~ *E"“  gnd drag it to the
Dean or VP Approval. The box should expand to the ling, if it doesn't you can drag the edges of the
box to fit..

20. Underneath the “Signature Fields” drop-down there is the “Signer Info Fields” drop-down menu.
Click the carrot ¥ and D=  and drop it onto the “Date” line.

21. Add “Data Fields” from the “Data Fields” drop down, click the carrot ¥ and grab  Text Input

Drop a “Text Input box” into the 4 open spaces: DO Approve, DO NOT Approve, Yedrs approved,
Comments

22 If you plan on having to do this form in the future check the “Save as template” box above the
blue “Send” button

Once you have received all signatures please send the signed pdf to either ces@humboldt.edu

(internal event) or spacerentals@humboldt.edu (external event) depending on who you are

working with.
Note: When you hit send Adobe Sign will automatically send you an email telling you your

document has been sent out for signature. When the form is signed you will receive updates. You
don't need to CC yourself to receive updates.
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Step(s)1
Stepls) 2

Step(s) 3

Huniboldt.

REQUEST FOR EXCEPTION OF FACILITY USE

Outside of Building Open Hours or during Holiday or Campus Closure
Please allow up to two weeks for this review to be completed.

Internal User (Department/Org) seeking exception:
Protect Using Password
Event

Regu signatures

Share file DatefTime (hours) of use:

ST Is this during o holiday or campus closure? O ves

Location(s) of Event

Estimated attendance:

Reason this event cannot occur during building open hours:

Does this event occur annually? O ves

Designated Campus Host Contact Information:

Narme:

Email: Cell Fhone:

Type of event What event support is needed?
© Intemnal (University only) [ euilding/space Access
(O Restricted to invitees [ custodial
Document pro ) Opean/advertisad to community [ Refuse/racycling
Exit application C [] Table and/or chair delivery
Is food being served Q ves QO no [ set up/take down
Is alcohol being served O ves O No O audio/Visual support

Chartfield String for applicable charges (inciuding all support services & overtime fees)

Account Fund Department Program Class Project

[

Exception Requestor:
Get PDFs e-signed. Recipients sign Name Signature
online for fr

Division VP/Administrator:

. Mame signature Date
Request e-signatures

Cai Poly Humboldt | Conference & Event Services | | Harpst Strest SAC 327 Arcata, CA 95521 | ces@mhumboldt edu
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Step(s) 4

step(s) ©

= Menu | (> Y7 REQUESTFOR

Find text or t

All tools

Humiboldt.

REQUEST FOR EXCEPTION OF FACILITY USE

Edita PDF Outside of Building Open Hours or during Holiday or Campus Closure
Please allow up to two weeks for this review to be completed.

Exporta PDF

Print

Printer: | Adobe PDF e Properties Advanced
\\hsu-psd.ad humboldt edu\CLUBS-UC240A-MPC2003-Cffice .
COPI€S: ||\ hsu-psd.ad humboldt edulS AC-AC239-XeroxWC3220 nt in grayscale (black and white) (] Save ink/toner
\\hsu-psd.ad humbeldt edu\SAC-AC327-HPLI451dn
Pages 1|\ hsu-psd.ad humboldt edulSAC-SAC327-Kyocerad002i

Scale: 100%

85 xT1 Inches

Micresoft Print to POF

Hiimiboldt.
Onehlote (Desktop)

Page Sizing & Handling (1)

Size Poster Multiple Booklet

O it () Actual size

() Shrink oversized pages (") Custom Scale: 100
Redact a PDF

(] Choose paper source by PDF page size
PDF
Orientation:
are a form O Auto O Fortrait () Landscape

Comments & Forms

end for comments
Document ~ Summarize Comments

Page 1of2

Page Setup.. Cancel

Chartfield String for applicable charges (including all support services & overtime fees)

Account Fund Department Program Class Project

-

Exception Requestor:
Get PDFs e-signed 4 Name signature
online for fi

Division VP/Administrator:

. Name signature Date
Request e-signatures

Cal Poly Humboldt | Conference & Event Servicss | | Harpst Street SAC 327 Arcata, CA 95521 | cesmhumboldt edu
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Step(s) 6

Stepls) 7

Step(sl 8

Step(s) 9
(% ¢ REQUESTFO

All tools

Huniboldt.

Edita PDF REQUEST FOR EXCEPTION OF FACILITY USE
Outside of Building Open Hours or during Holiday or Campus Closure

rta PDF

Department Dean and Appropriate Administrator Use Only

l:‘ | DO approve of this event being held in facilities outside building open hours and/or
occurring on Holiday or Closure Days where staff may be required to be paid overtime
or Holiday pay depending on their classification/Union contract.

l:l 1 DO NOT approve of this event being held in facilities outside building open hours
and/er eccurring on Holiday or Closure Day where staff may be required to be paid
Add comment overtime or Holiday pay depending on their classification/Union contract.

Scan & OCR Comments (Optional)

Division Administrator Signature:

l:l | DO approve of this event being held in facilities outside building open hours and/or
occurring on Heliday or Closure Days where staff may be required to be paid overtime

Prepare a form

send for comme or Holiday pay depending on their classification/Union contract.

Annual recurring event is approved for [ years.

l:l 1 DO NOT approve of this event being held in facilities outside building open hours

and/or oceurring on Holiday or Closure Day where staff may be required to be paid
overtime or Holiday pay depending on their classification/Union contract.

Comments (optional):

Get PDFs e-sign
online for free. Final Approval - VP of Administrative Affairs:

Requeste-signatures
Cal Poly Humboldt | Conference & Event Services | 1 Harpst Street SAC 327 Arcata, CA 95521 | ces@humboldt edu
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step(s) 10

Add recipients to e-sign this document

Get e-signatures than email

Recipients sign in minutes. No file
printing or scanning required.

Recipients receive an email link to sign
online for free without downloading
Acrobat.

Documents are signed fast and securely.

B See how it works [7

Cancel Spe;

Cal Pol Humboldt | Conference & Event Services | 1 Harpst Street SAC 327 Arcata, CA 95521 ces@humboldt.edu
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step(s) 11

step(s) 12

Add recipients to e-sign this document

e humboldt.ed
Get e-signatures than email

Add Cc
Recipients sign in minutes. No file
printing or scanning required.

Request for Exception of Facility Use

Pl i d sign this d it
Recipients receive an email link to sign ease review andsign this documen

online for free without downloading
Acrobat.

Documents are signed fast and securely,

& See how it works [

Cancel

Cal Pol Humboldt | Conference & Event Services | 1 Harpst Street SAC 327 Arcata, CA 95521 ces@humboldt.edu
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Web Brower users only:

CAL POLY |’z
HUMBOLDT | Acrobatsign

Step(s) 13

= Menu o i} Request for Fee Waiver. X

Request e-signatures

Home

Manage Workflows Reports

Get documents signed

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

Recipients *
Complete in Order (D

1 D’ v ces@humboldt.edu
B ﬁj”" Enter recipient email
Show CC

Message*

request_for_fee_waiver - Copy

Please review and sign this document

Files*

/ , request_for_fee_waiver - Copypdf

Drag More Files Here

Preview & Add Signature Fields

Switch to new experience

Add Me | Add Recipient Group

Q v None N7

?v

Options

Recipients’ Language
4

[English: Us v

Add Files

Cal Pol Humboldt | Conference & Event Services | 1 Harpst Street SAC 327 Arcata, CA 95521 ces@humboldt.edu
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Step(s) 14 1516 + 19 20

= Menu |<{ Yy REQUEST FOREXCEPTL X

Request e-signatures

Field Templates v  Field Tools v

Switch to new authoring

RECIPIENTS
[l ces@humbeldtedu v
(Signer)

Signature Fields

Signature

Initials

Signature Block

Stamp

Signer Info Fields
Data Fields
More Fields

Transaction Fields

Reset Fields

O Save as template

ProjectRowl W

Exception Requestor:

Marne Signature Date

Division vP{ Administrator:

Nairne: Ssignature Dute

Cenl Poly Humibsaldt | Conferance & Event Senvices | I Hovpst Streel SAC 327 Arcata, CA 955637 | .

Huniboldt.

REQUEST FOR EXCEPTION OF FACILITY USE
Outside of Building Open Hours or during Holiday or Campus Closure

Department Dean and Appropriate Administrator Use Only
1 D0 approve of this event being held in faciities outside building open hours and/or
oceurring on Holidoy or Closure Days where staff may be required to be paid overtime
or Holiday pay depending on their classification/Unlon contract.
I DO NOT approve of this event being held in facilities outside building epen hours
and]er oceurring on Holiday or Closure Day where staff may be required to be paid

overtime or Holiday pay depending on their classification/Unien contract.

comments (Optienal):

Division Admini gnatuire:

l:‘ 1 D0 approve of this event baing held in faciities outside building open hours and/or
oceurring on Holidoy or Closure Days where staff may be required to be paid overtime
or Holiday pay depending on their classification/Unlon contract.

Annual recurring eventis approved for Q years.

D | DO NOT appravie of this event being held in facilities cutside building opan hours
and]er occurring on Holiday or Closure Day where staff may be required to be paid

overtime or Holiday pay depending on their classification/Union contract.

comments (optional):

Final Approval - VP of Administrative Affairs:
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Step(s) 17

= Menu |<{» ¢ REQUESTFOREXCEPTL. X | + Create

Request e-signatures

Field Templates ~  Field Tools v Signature 2 v
Exception Requestor: -
Switch to new autheoring Hame Signat »= - ™
Division VP Administrator: Signature
RECIPIENTS Nt Signature Date
. ces@humboldt.edu w ol Pely HUMmBsalalt | Canference & Bvent Serviees | 1 Havpet Strest SAC 327 Areate, CA 95521 | .
(Signer)

CalPo
Signature Fields Hlil;‘llib()ldt.

REQUEST FOR EXCEPTION OF FACILITY USE

Signer Info Fields Outside of Building Open Hours or during Holiday or Campus Closure

Department Dean and Appropriate Administrator Use Only

Title
1 DO approve of this avent being held in facilities outside building open hours and/or
Company occurming on Holiday or Closure Days where staff may be required to be paid overtime
or Holiday pay depending on their classification/Unlen contract.
Name

| DO NOT appravie of this event being held in facilities outside building opan hours
Email and/or occurring on Holiday or Closure Day where staff may be required to be paid
overtime of Holiday pay depending on their classification/Union contract.

Date
comments (Optional):
Data Fields
: *_ |
More Fields Division Administrator Signature; _ BNature

l:‘ 1 D0 approve of this event baing held in faciities outside building open hours and/or
oaccurring on Holiday or Closure Days whare staff may be required to be pald cvertine
or Holiday pay depending on thelr classification/Unlon contract.

Annual recurring event is approved hrg years.

Transaction Fields

D | DO NOT appravie of this event being held in facilities outside building opan hours
andjer occurring on Holiday or Closure Day where staff may be required to be paid
overtime or Holiday pay depending on their classification/Union contract.

comments (optional):

Reset Fields

O Save as template

Final Approval - VP of Administrative Atfairs:

Cal Pol Humboldt | Conference & Event Services | 1 Harpst Street SAC 327 Arcata, CA 95521 ces@humboldt.edu
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= Menu | (O Yy REQUEST FOREXCEPTL. X

Request e-signatures

Field Templates ~  Field Tools v Date 1 v
Exception Requestor: -
Switch to new authoring Hame signa w= - Date
Division VP Administrator: Signature Date
RECIPIENTS Narne: signatue Date
. ces@humboldt.edu w Col Poly Humbeldt | Conferance & Event Services | T Horpst Street SAC 327 Arcata, CA 95521 |,
(Signer)

Cal Pol
Signature Fields Hlilmb()ldt.

REQUEST FOR EXCEPTION OF FACILITY USE

Signer Info Fields Outside of Building Open Hours or during Holiday or Campus Closure

Department Dean and Appropriate Administrator Use Only

Data Fields
| DO approve of this event being held in faclities outside building open hours and/ar
occurming on Holiday or Closure Days where staff may be required to be paid overtime
Text Input or Holiday pay depending on their clossification/Unlon contract.
Drop Down l:‘ | DO NOT approve of this event belng held in facilities outside bullding open hours
and/eor occurring on Holiday or Closure Day where staff may be required to be paid
Check Box overtime or Holiday pay depending on their classification/Union contract.
: Comments (Optional):
Radio Button (optional)
Image
. *S' A |
More Fields Division Administrator Signature: _ - BNa1Ure

D | DO approve of this event belng held in facilities outside building open hours and/or
accurring on Holiday or Closure Days whare staff may be required to be paid overtime
of Holiday pay depending on their classification/Unlon contract.

Annudal recurring event isdpprmdfar; years.

Transaction Fields

D | DO NOT approve of this svent being held in facilities outside building open hours
and/or accurring on Holiday or Closure Day where staff may be required to be paid
overtime or Holiday pay depending on their classification/Union contract.

comments (optional):

Reset Fields

O Save as template

Final Approval = VP of Administrative Affairs:

Cal Pol Humboldt | Conference & Event Services | 1 Harpst Street SAC 327 Arcata, CA 95521 ces@humboldt.edu
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step(s) 18

(go up for 19+20)

= Menu | ¢} ¥ REQUESTFOREXCEPTL. X

Request e-signatures

Field Templates v = Field Tools ~ Custom Field 1 v
Exception Reguestor: -
Switch to new authoring Hame Signabire Date
Division VP/Administrator: Signature Date
RECIPIENTS Narme: signature Date
B spacerentals@humbol... v Cal Poly Humbaldt | Conferance & Event Services | 1 Harpst Street SAC 327 Arcata, CA 955211
(Signer)
. Whitney Strouse (me) Cal Poly b ld
(Prefill) Humboldt.
. ces@humboldt.edu
(Signes) REQUEST FOR EXCEPTION OF FACILITY USE

Outside of Building Open Hours or during Holiday or Campus Closure

spacerentals@humboldt.edu
Department Dean and Appropriate Administrator Use Only

(Signer)
Espiacr\:;nta R [ 1 DO approve of this event being held in facilities outside building spen hours and/or
< occurming on Holiday of Closure Days where staff may be required to be pald owertime
of Holiday pay depending on their classification/Unlon contract.
Everyone y pay dep ] f

. . r— 7] 1boNoT approve of this avent baing held in facilities outside building open hours
SIgner Info Fields andfer occurring on Holiday or Closure Day where staff may be required to be paid
avertime or Holiday pay depending on their classificationfUnion contract.

Comments (Optienal):

Data Fields

More Fields

Division Administretor Signature: _ -~ = - =

Transaction Fields l:‘ | DO approve of this event being held in facilities outside building open hours andfor
oceurring on Holiday or Closure Days where staff may be required to be pald overtime
of Holiday pay depending on their classification/Unlon contract.

Annual recurring event isapprmdfarg years.

l:‘ | DO NOT approve of this event being held in facilities outside building open hours

andfor accurring on Holiday or Closure Day where staff may be raquired to be paid
avertime or Holiday pay depending on their classification/Union contract.

Comments (optional):

Reset Fields

O Save as template

Final Approval = VP of Administrative Aftfairs:
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step(s) 21

= Menu | ¢ Yy REQUESTFOREXCEPTL X

Request e-signatures

Field Templates ~  Field Tools v

Switch to new authoring

RECIPIENTS

. spacerentals@humbol...
(Signer)

Signature Fields

Signer Info Fields

Data Fields

Text Input
Drop Down
Check Box
Radio Button

Image

More Fields

Transaction Fields

Reset Fields

O Save as template

Signature 3 W

Exception Requestor: -
Harne signaturs Daite

Signature Date

Division VP administrator:

hcarre: Signabure Dorte

Cenl Poly HUMbaldt | Conference & Evant Services | | Hovpst Street SAC 327 Arcata, CA 9552 |,

Huniboldt.

REQUEST FOR EXCEPTION OF FACILITY USE
Outside of Building Open Hours or during Holiday or Campus Closure

Department Dean and Appropriate Administrator Use Only
"7 1DO approve of this event being held in facilities outside building open hours and/or
occurming on Holiday or Closure Days whare staff may be requined to be pald overtimea
of Holiday pay depending on their classification/Unlon contract.
7] 1boNoT approve of this event baing held in facilities outside building open hours
andfer accurring on Holiday or Closure Day where staff may be required to be paid

avertime or Holiday pay depending on their classification/Union contract.

Comments (Optional):

Division Administrator Signature: _ ~'5 1=

|:| | DO approve of this event baing held in faciities outside building open hours and/or
oceurring on Holiday or Closure Days where staff may be required to be paid overtime
of Holiday pay depending on their classification/Union contract.
Annual recurring event isdpprmdhrg years.

|:| | DO NOT approve of this event being held in facilities outside building open hours
and/er accurring on Holiday or Closure Day where staff may be required to be paid

overtime or Holiday pay depending on their classification/Union contract.

comments (optional):

| *Signature 1

Final Approval - VP of Administrative Atfairs:
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Step(s) 22

= Menu | (¥ Yy REQUESTFOREXCEPTL X | + Create

Request e-signatures

Field Templates v  Field Tools w

Switch to new authoring

RECIPIENTS

. spacerentals@humbol...
(Signer)

Signature Fields

Signer Info Fields

Data Fields

Text Input
Drop Down
Check Box
Radio Button

Image

More Fields

Transaction Fields

Reset Fields

Save as template

Custom Field 5 v

Exception Requestor: -
Hame signature Date

Signature Date

Division VP/administrator:

Narne Signature Dute

Cerl Pesly Humbsaldt | Canferance & Evant Sandces | 1 Harpst Streel SAC 327 Areate, CA 85527 |

Huniboldt.

REQUEST FOR EXCEPTION OF FACILITY USE
Outside of Building Open Hours or during Holiday or Campus Closure

Department Dean and Appropriate Administrator Use Only
| 1D approve of this event belng held in facilities outside building open hours and/or
oeceurring on Holiday or Closure Days where staff may be required to be pald overtime
of Holiday pay depending on their classifisation/Union contract.
7] 1ponoT approve of this event balng held in facilities outside bullding open hours
and/or occurring on Holiday or Closure Day where staff may be required to be paid

overtime or Holiday pay depending on their classification/Union contract.

Comments (Optional):

Division Administrator Signature: _ Signature

|—‘ 1 DO approve of this event being held in facilities outside building open hours andfor
occurring on Holiday or Closure Days where staff may be required to be pald overtime
of Holiday pay depanding on their classification /Union contract.
Annual recurring event is approvedfor _ years.

N 1 DO NOT approve of this svent being held in facilities outside building open hours
and/er occurring on Holiday or Closure Day where staff may be required to be paid

overtime or Holiday pay depending on their classificationf/Union contract.

comments (optional):

*
Signature

Final Approval = VP of Administrative Affairs:
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Step(s) 23

Reset Fields

Save as template
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