
ADOBE SIGN 
USER OVERVIEW

September 2023



Effective September 2023, all contracts and contract 
amendment documents will be sent via email to Board of 
Water Supply (BWS) contractors, consultants, and vendors 
for review and electronic signature using Adobe Sign. The 
following is a short overview of how to complete the 
electronic process.  

Please contact the BWS Procurement Office with any 
questions at (808) 748-5071.
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THE FOLLOWING ARE GUIDELINES FOR 

ELECTRONIC SIGNATURES FOR BWS DOCUMENTS:

• If you have not done so already, please email the BWS Procurement Office at FN_Procurement@hbws.org 

and provide us with the email address that documents will be emailed to for electronic signature and the 

name, email address, and phone number of all authorized individuals who may be completing the electronic 

signing process on behalf of your company.

• The BWS Procurement Office will email the documents to a general email address such as “Info@”, 

HOWEVER, the document must then be delegated to the authorized individual who will electronically sign the 

document.  

• The email address for the authorized individual that signs the document must be a personal email account 

that matches the individual’s signature (Example:  The document is emailed to Info@contractor.com.  The 

document is then delegated to Jdoe@contractor.com, and John Doe completes the electronic signing 

process).



ADOBE SIGN EMAIL

The document will be sent via email and will 

come from “Adobe sign on behalf of 

FN_Procurement”.

The email will include general instructions 

and a list of documents that will need to be 

uploaded and whether the documents are 

required or optional. 

NOTE: Maximum attachment size is 10MB.  If 

you attempt to upload a  document that 

exceeds 10MB you will get an error and need 

to break the document into smaller attachments 

or reduce the size of the document.  If you 

continue to have problems with uploading 

documents, please contact the BWS Procurement 

Office.

ADOBE SIGN USER OVERVIEW  9/2023 4

Click “Review 

and Sign” to 

start.
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The first time you sign a document a dialog box will appear to enter the signature. This gives you options on how to  create 

your signature. Once you have created your signature, your signature will automatically apply each time you sign documents.

a. Type set font (default) – Adobe Sign will apply a script-like font to the name you enter

b. Physically drawn – Using a mouse, stylus, or any other pointer device, physically draw your signature. Using your  

finger on a tablet provides an excellent result

c. Image – If you have a stamp image of your signature, you can upload it

d. Mobile - The Mobile option allows you to cast the signature panel from your desktop to a mobile device, permitting an 

easier device to physically draw your signature on.

Once you have finished creating your signature, click “Apply”.
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Once you click the “Review and sign” link the document will open. 

Click the 

dropdown menu 

to display the 

different 

actions that 

may be done.

If the document 

was emailed to 

an authorized 

individual who 

is ready to sign 

the document, 

they click 

“Start”

Note: If the document was 

emailed to a general  email 

address, the document must

be delegated to an 

individual who is authorized 

to sign the document.
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To delegate the document, in the dropdown menu select “Delegate signing to another” and this window 

will open where you insert the email address of an individual who is authorized to sign the document on 

behalf of the company, insert a message if desired, then click “Delegate”.
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Page 1 is the Transmittal 

Memorandum.  For Construction 

Change Orders, the Transmittal will 

indicate if bonds are required to be 

submitted with the signed Change 

Order.

If bonds are required, please 

upload a copy of the bonds to 

complete the Adobe Sign process 

and mail the original bonds to the 

BWS Procurement Office at the 

address listed on the Transmittal 

Memorandum.

CONTRACT CHANGE ORDERS, AMENDMENTS, AND MODIFICATIONS



Page 2 is the Change Order with designated fields that 

need to be completed.  The “Click to Attach” are where 

you upload the applicable documents to the electronic 

signing process.  The red Asterisk indicates the mandatory 

sections that you must complete for the document to be 

fully signed.ADOBE SIGN USER OVERVIEW  9/2023 9

Click “Start” to begin the signing process

NOTE: Maximum 

attachment size is 

10MB

CONTRACT CHANGE ORDERS, AMENDMENTS, AND MODIFICATIONS
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Page 1 is the Award Letter that will list the 

documents that must be uploaded to 

complete the electronic signing process.  

If bonds are required, please upload a 

copy of the bonds to the Adobe Sign 

document and mail the original bonds to the 

BWS Procurement Office at the address 

listed on the Award Letter.  

The Contractor’s Acknowledgement form is 

no longer required for the Contract, 

however, the Acknowledgement form must 

still be completed and provided for the 

bond documents.

CONTRACTS



ADOBE SIGN USER OVERVIEW  9/2023 11

CONTRACTS

Page 2 is 

the 

Contract 

document. 

Click 

“Next” to 

go to the 

signature 

page with 

designated 

fields that 

must be 

completed.  

The red Asterisk indicates 

the mandatory sections 

that must be completed 

for the document to be 

fully signed.

Construction contracts will 

include a link to the BWS 

Procurement Website 

where the Bond Forms 

may be downloaded and 

printed. Copies of the 

signed bond forms are 

required to be uploaded 

to complete the electronic 

signing process.  Please 

mail the original bond 

documents to the BWS 

Procurement Office.

NOTE: 

Maximum 

attachment 

size is 10MB



ONCE ALL MANDATORY FIELDS 
HAVE BEEN COMPLETED, YOU WILL 
RECEIVE AN EMAIL CONFIRMING 
THAT YOU HAVE SUCCESSFULLY 
SIGNED THE DOCUMENT.  

IF YOU DON’T RECEIVE AN EMAIL CONFIRMING THAT 
YOU HAVE SUCCESSFULLY SIGNED THE DOCUMENT, 
PLEASE CONTACT THE PROCUREMENT OFFICE.
NOTE: 

ADOBE SIGN USER OVERVIEW  9/2023 12



BWS SIGNATURE REQUIRED FOR EXECUTION

Please note that the 
document is not fully 
executed until the final 
authorized Board of Water 
Supply signature is affixed 
to the document. 
A copy of the fully executed 
document will be provided 
to you for your records and 
files.
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BOARD OF 
WATER SUPPLY

Mahalo!

Providing safe, dependable, and affordable 

drinking water, now and into the future.

If you have any questions or need 

assistance completing the electronic 

signing process, please call the BWS 

Procurement Office at (808) 748-5071 or 

email us at FN_Procurement@hbws.org


