
 
 

 
HOW TO REQUEST CHANGES TO STAFF ESTABLISHMENT USING ADOBE SIGN. 

 
Open any preferred browser  
 
Copy and paste the link below – then enter on keyboard. 
 
https://na3.documents.adobe.com/account/homeJS 
 
 

 
 
 
 
 
 
 

https://na3.documents.adobe.com/account/homeJS


 
 
  

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CLICK HERE

Type your  
VUT Email  

 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CLICK HERE



 

 
 
 
 

 
 
 
 

Type your  
VUT Email and 
Email 
Password  

 

CLICK HERE

CLICK HERE



 

 
 
 
1. HOD – Application process 
 

 
 
 
 
 

Select the HR – 
Staff 
Establishment 
Changes.  

 

CLICK HERE

CLICK HERE

CLICK HERE



 

 
 
 

 
 
 
 
 
 
 
 
 
 
 

Type HR-Director 
  

Type HR-BP email.  

Type Payroll 
  

Type Department-ED email.  

Type HOD email.  



 

 
 

 
 

 
 
 
 

CLICK HERE

CLICK HERE

Follow the 
arrows  Click start 

and fill all 
the yellow 

blocks.  



 

 

 
 
 
 

 
 
 
 

CLICK HERE

CLICK HERE



 
 
2. Faculty – ED Process  
ED will receive the email below. 
 

 
 
 
 
 
 
 

CLICK HERE



 

 
 

 
 
 
 
 
 
 
 
 
 

Click start 
and fill all 
the yellow 

blocks.  

Follow the 
arrows  



 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

CLICK HERE



 
 
3. Payroll Process  
 

 
 

 
 
 
 
 

CLICK HERE

Follow the 
arrows  



 
 

 
 
 

 
 
 
 
 
 

Follow the 
arrows  

Click start 
and fill all 
the yellow 

blocks.  

CLICK HERE



 

 
 
4. HR - BP Process  
 

 
 
 
 
 
 
 
 
 
 
 

CLICK HERE

CLICK HERE



 
 

 
 

 
 
 
 
 
 
 
 
 
 

Click start 
and fill all 
the yellow 

blocks.  

Follow the 
arrows  



 

 
 

 
 
 
 
 
 
 
 
 

CLICK HERE



 
5. HR – ED Process 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CLICK HERE



 
 
 

 
CLICK HERE



 
6. HR – Data Control Process 
 
 
 

 
 
 
 
 
 
 
 
 
 

CLICK HERE



 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

CLICK HERE

CLICK HERE



 
 

 
 
 

 
 
 
 
 
 
 
 
 

CLICK HERE

CLICK HERE



 
 
 
 
 
When all processes are completed, everyone in the workflow will receive an audit trial 
notification email of the signed agreement.  
 

 
 

 

CLICK HERE


