" VAAL UNIVERSITY USER TRANSACTION

OF TECHNOLOGY REPORT ON ADOBE
Inspiring thought. Shaping talent.

To access Creative Cloud, click on the link: https://account.adobe.com.

Once the page loads, you will see the screen shown below.

Stepl: Sign in

You will need to enter your work email address to proceed.

N

Sign in 1. Enter your email address

New user? Create an account

Email address

[ Johnsmith@vut.ac.za ]

F\\ Adobe or
Sign in or create an account

&  continue with Google

Q Continue with Facebook

.
' Continue with Apple

More sign-in options

You will be redirected to a VUT sign in page, where you will need to enter your
work email address and password.

| vAAL UNIVERSITY

OF TECHNOLOGY
mspiring thought. shaping taler) - 2. ENter your email address
and password

Johnsmth@vut ac.za
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Step 2:
Once you are signed in, on your top right you will need to click on the Grid Menu
(nine dots), you will then be presented with Adobe Apps where you will click on

Acrobat Sign.

VA‘ Overview Account and security v Plans and payment v Communication preferences v 5:5 }&

Click on the Grid Menu A
Welcome to your account, John (nine dots)

w

Adobe Express Adobe Firefly Acrobat

' Included in your plan . a
Acrobat Pro Acrobat Sign Photoshop Lightroom Stock
‘ N B 8
v . f
Click on the

Acrobat Reader "

AGHEAGH EREFHHES Acrobat Sign |CO n Acrobat Sign Fonts Behance

LCAA - Vaal University of Technology Acrobat DC Stand: e and

Your plan

=

Experience
View all apps and services Cloud

My Adobe v

v
Step 3:
You will be presented with the screen below, on the menu list click on Reports.
a
Adobe Acrobat Sign Home  Send  Manage  Workflows  Reports [©) '
Welcome, Tiothp Click on Re ports 5 WAITING FOR YOU A EVENTS AND ALERTS
What's new b
Tutorials 20250821 Release note 2025-08-21
Explore Acrobat Sign Tutorials Explore What's New in Acrobat Sign’s Release Let's look at all the past
Short videos that guide you through all Acrobat Sign has to Get hands-on with updates like the integrations hub, Zapier ) eventsandrelessenotes.
offer—whether you're just getting started or ready to leve... support, and embedded workflows via API and more.
Start Learning Learn More
Send a document for signature
Request e-signatures on a new agreement, or start from your library of templates and workflows.
'
v
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Step 4:

NB: For this step, if you see the screen below, click on Switch to New Experience.

3 Adobe AcrobatSign  Home  Send  Manage  Workflows  Reports

Click on Switch to New o @®
Experience M Switch to New Experience
My Reports

Create a new report

E3 Sample User Report - Last Week Last run on: Sep 18, 2025,12:29:33 AM PDT

E3 Your Activity for This Month @ Last run on: Sep 17,2025, 5:46:11 AM PDT

Step 5:

On the New Experience view, you will be presented with the below screen, where

you will need to click on Transaction consumption on the Reports options, on

your left.

Hoover the curser over the Transaction Consumption Reports list presented, an

Open button will appear, click on it.

AdobeAcrobatSign Home Send Manage Workflows  Reports [©) \‘

Switch to Classic Experience

Your Reports New Export w

Querview Transaction Consumption Reports
REPORTS REPORT NAME DATE CREATED LAST VIEWED
Agreements (2) Transactions for the week Open — —
Transaction consumption (2)

Transactions for the month — —
Exports (0)

2. Click on the Open

1. Click on Transaction
consumption
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Step 6:

Click on the duration filter dropdown to view and click on the duration filter you need.

Adobe Acrobat Sign  Home  Send

&

Wb All charts

Transactic

Manage  Workflows

Reports

Transaction consumption > Transactions

Click on the duration filter and select

the duration of your choice

Filters

Last 30 days v

Last 29 hours Kk P
Last 7 days
Last 20 days 4
ﬂ Last month :}
This manth
£ Last12 months 2

Total trar  Custom Date Range | progress

Transaction volume trend

Agreement status
® Compietzz @ Camceled @) Lxored
@ nPmgess @ Debsled

p\

& ®
2 0

Completed Expired

Transactions by warkflow

X.

0

Canceled

@

Swiltch ta Classle Experience

This report hias been modified Saveas

&

| =9 Print FDF |

Deleted

You will then be presented with your report as shown on the screen below,

where you will see all your transactions for the duration filter you have selected.

Please note that if you had no transactions in the duration you have selected, you

will not see a report.

Adobe Acrobat Sign Home  Send

Manage  Workflows

Reports

You will see a detailed report

a

@

Switch to Classic Experience

This report has been modified Save as

&« Transaction consumption > Trans; Of you r tl’a nsa Ct| ons
a
DAlcharts  Last30days v | Y Filters | print PDF
Transactions For The Week @
© ® X

< 2
4 2

Total transactions In progress

2 0

Completed Expired

0

Canceled

0

Deleted

Transaction volume trend

Agreement status
@ Completed @ Canceled @ Expired
@ InProgress @ Deleted

2}

‘ ‘ Transactions by workflow
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For any clarity regarding the above steps, feel free to contact Lebohang

Thokoane from IT Services on the details below:

Email address: lebohangt2 @vut.ac.za

Ext: 7780
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