Accepting a Graduate Assistantship contract
1. A. Student receives an email from Graduate Operations (graduateoperatns@bgsu.edu). Click REVIEW & SIGN
icon and proceed to step 2. (if no email is received, please see 1B)

B. If unable to locate the Graduate Operations email, log on to your My BGSU Portal using your BGSU email and
password

Select the GA Stipend icon from the portal homepage and proceed to step 2.

2. You will be taken to the AdobeSign login page. Begin the sign in process using your BGSU email address, and
click CONTINUE.
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3. Select “Company or School Account”

4. You will then be directed to log in to BGSU’s Single Sign On page. After entering your BGSU UserID and
Password (same as bgsu.edu email), Click LOGIN:
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5. Once sign on is successful, your personalized AdobeSign home page displays. The number of GA contracts
awaiting signature will be included in the “Waiting for you” count displayed. Click on that icon.

6. You will be taken to the document selection screen. You may select the desired document in multiple ways:
a. Select the check box of the document you wish to sign; and click “View & Sign” in the right margin.
b. Hover over the line of the desired document. The line will become shaded and click either “Open” or
“Sign” icon.

7. You will be taken to the contract for viewing/approval. Click START to proceed with reading and signing to
accept the GA Contract.
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8. Following the Next indicator, click on the shaded box

9. Create your AdobeSign signature if this is the first document to sign or to proceed with a previously created
signature if you have participated in AdobeSign before. Click APPLY.

10. Confirm the contract signature by clicking the CLICK TO SIGN icon:
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11. A confirmation page will display. Click the Manage icon.

12. Return to the Manage Documents page, please sign out using the option in the drop down menu beside your
name.
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13. Please close the browser completely.
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