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Adobe Sign-Submitting a Document for Approval 
Log into myUAB using your BlazerID and strong password. Once at the home screen, please 
select from myApps Adobe Sign. 

 
 
Enter in your UAB email address and click ‘Continue.’ 

 
 
Select click ‘Company or School Account.’ 

 
 
Click ‘Start from library.’  
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Click ‘Workflows,’ type in ‘Health Professions’ in the search box and select the appropriate 
‘Health Professions (SHP)’ template and click ‘Start.’   

 
 
The following screen will appear.  Enter in the Department Chair’s email into the workflow path 
for approval. If you need to add additional emails to this approval form enter it into the CC 
field.   Note: You will not be able to add yourself. Add the department name and account 
number to the Document Name.  Example: Dean- 1234567: Health Professions (SHP)-Event Pre-
Approval Form.  

 
 
Add the department name and account number to the ‘Document Name.’   
Example: Dean- 1234567: Health Professions (SHP)-Event Pre-Approval Form. 
Click ‘Send’ 
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Please complete the fields on the form.  

 
 
If you need to attach a form, click the ‘Attach Flyer/Brochure’ and choose the appropriate file.  

 
 
Once the form is completed, click the ‘Click to Send’ button. 

 
 
The following screen will appear with notification the form has been sent for signature.  
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You will receive an email notification the form has been sent for signature. 

 
 
You will receive an email notification the form has been signed and filed.  

 


