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Integracion de
Microsoft Team
y Adobe Sign

Pasos a seguir para implementar la firma
electrénica en el chat colaborativo de Tean
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Acceso a Adobe Sign a través de la interface de Teams
PARA ACCEDER A TEAMS:

+ Inicie sesién en el portal:_https://teams.microsoft.com

+ Autentiquese en Teams con sus credenciales de Microsoft 365.

Microsoft Teams

BT Microsoft

Pick an account

- casey@caseyjones.dom

—I— Use another account

Microsoft Teams

B® Microsoft
casey@caseyjones.dom @

Enter password

-

| Keep me signed in

Forgot my password

.
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Teams se abre mostrando una pagina de destino predeterminada.

St a © ‘Want an even faster, more collaborative expenience? Download the desktop app.
Faworites H - =
- Railroad Men 5 General ... Private | No classification
' Railroad Men wee
Conversations  Files Wik -+
General ——

Welcome to the team!

Here are some things to get going...

Create more channels Open the FAQ
=2

Start 3 new conversation. use @ 1o mention someone

' Addteam A & O B &

Pestaia Adobe Sign

La pestafia de Adobe Sign puede ser incluida en un canal de equipo para brindar a todos los miembros del mismo, la

capacidad de enviar documentos para ser firmados y gestionar sus acuerdos.
Los miembros del equipo pueden tener acceso a estas capacidades, mientras se encuentran colaborando en
oportunidades y verificando el estado de estos acuerdos dentro de una conversacién de canal.

PARA AGREGAR LA PESTANA ADOBE SIGN A CUALQUIER CANAL:

1. Haga clic en el canal para seleccionarlo y luego presione el botén +

S Q © Want an even faster, more collaborative experience? Download the desktop app.

Favorin A : ;
o - Railroad Men - General ... e L
- Railroad Men wen
Conversations  Files Wikl
Pty e

Welcome to the team!

Here are some things to get going...

Create more channals Open the FAQ

Start a new conversation, use @ to mention someone

3 Addteam A & © B o B
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LA PAGINA DE "AGREGAR PESTANA" SE ABRE.
+ Si no ves Adobe Sing, utiliza el buscador que se encuentra en el extremo derecho de la ventana.

+ Siaun asi, sigues sin encontrar Adobe Sign, conctactate con tu administrador 365 que averigurara si la aplicacion esta
disponible en tu organizacién.

2. Click en el icono de Adobe Sign

Add a tab

Turn your favorite apps and files into tabs at the top of the channel.

43

OneNote PDF

ISearch Q

v
Planner

Una ventana se abre para verificar que quieres compartir la pestafia con el canal.

Power Bl PowerApps

3. Haga click en guardar

Adobe Sign About

Adobe Sign works inside Microsoft Teams so you can e-sign documents, get legal e-
signatures from others, and track each step from beginning to end.

Learn more

Share the Adobe Sign tab to your channel to collaborate on document workflows.

Select the save button to start using Adobe Sign

Post to the channel about this tab

Se abre una ventana de autorizacion para capturar las credenciales de autenticacion.




DATCO datco@grupodatco.com
grupodatco.com/datco-software
Una empresa de GRUPO DATCO

4. Click en Autorize and Sign In.

Start using Adobe Sign

Step 1: Authorize Adobe Sign in Microsoft Teams

Step 2: Sign in to Adobe Sign

Authorize and Sign In

Not a member yet? Get an Adobe ID

5. Autentica en Office 365 seleccionando tu cuenta

Microsoft Teams

BY Microsoft

Pick an account

casey@caseyjones.dom

—I— Use another account

.
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6. Autentica a Adobe Sign con tus credenciales y luego haz click en Allow Access.

B3 ~Adobe Sign

Sign In To Your Account

Email:

casey@caseyjones.dom

Password:

----------

| forgot my pa

Sign In using your Adobe Corporate username and token

Already have an Adobe ID?

B Adobe Sign

Confirm Access for
casey({@caseyjones.dom

Adobe Sign For Microsoft Office 365 Integration wants to be
able to do the following:

= View your user information

= Login on your behalf

= Access your documents & data

= Manage the status of your documents

= Send documents on your behalf

= View your widgets

= View your templates and document library

= Manage your templates and document library

Adaobe Sign For Microsoft Office 365 Integration will have
permanent access to your account (unless you revoke it).

Allow Accei

.
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La pestafia es afladida y se mostrara la interfaz Send For Signature

. Ra| |road Men > General e Private | No classification
Conversations  Files  Wiki  Test  Adobe Sign + a D i
SEND FOR SIGNATURE MANAGE AGREEMENTS 5|g|'l Qut
Recipients
Complete in Order C’ Complete in Any Order Add Me | Add Recipient Group | 9

Q’ v Enter recipient email

Show CC

Message

Agreement Name Tt [

Please review and complete this document. O Password Protect

O Set Reminder

Files Add Files
Recipients' Language

Drag & Drop Files Here English: US v

O Preview & Add Signature Fields

Send

Click en la pestafia Manage Agreements para exponer los acuerdos asociados a su cuenta.

Home Send Manage Reports Account

Your agreements v Direct_Deposit Form

Y Q, Search for agreements and users... Created Nov 06,2019 12:43 AM
By Casey Jones
STATUS
Web Forms Status: Active  Disable
In Progress (11) L
TITLE STATUS LR
Waiting for You (2) Role: Signer
Direct_Deposit_Form Active
Completed
Actions
Canceled NDA - 2019 Active
% ‘Open Web Form
Expired N
Direct_Deposit_Form Active </> Get Code
Draft
# Edit Web Form
Templates [ Download PDF
Web Forms. [ Download Form Field Data
Mega Sign [ Download Individual Files (1)
[ share

@ Hide Web Form

Z] Notes

1 Counter Signer

@ Coseylones
Signer

Agreements
5 Al

3 Completed

2 Waiting for You

> Activity




