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Log into Adobe Sign:

https://batescollege.na2.documents.adobe.com/account/homeJS

If you do not have a Bates issued Adobe Sign account, please email accounting@bates.edu to 
request your account and training.
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Are you routing an invoice for 
approval, proceed to page 4

Are you s ubmitting an invoice 
for payment, proceed to page 10 3



Choose Start from Library

Routing for approval
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If the invoice needs to be routed for approval, click on Templates, 
choose Invoice Approval Cover Sheet, and click Start.

Routing for approval
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Click on Add Me

Add the approver’s email

CC accounting@bates.edu

Drag your invoice here or 
click on Add Files to add 
your invoice.

Click Next.

Routing for approval
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This is a preview of the Invoice Approval Cover Sheet. 

Click on Sign, then Send.
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Routing for approval



Enter Vendor Name

Enter Invoice Amount

Enter FOAPAL

Click to Sign

Click on Click to Sign

Routing for approval
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This will now route to the next person, once that person approves, it will be emailed to all 
parties, including accounting@bates.edu.  

Notes:
Remember to cc accounting@bates.edu, not financialinvoices@bates.edu

Once ‘Completed’, you do not need to do anything as long as you have cc’d 
accounting@bates.edu (page 6).

Routing for approval
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Choose Start from Library

Submitting an invoice for payment
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If you code and approve your own invoices, click 
Workflows, click Invoice Approval Cover Sheet, and click 
Start

Submitting an invoice for payment
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Everything has 
been filled in for 
you on this page 
through the 
workflow.

You will not be 
able to attach 
documents here, 
you will need to 
do it on the cover 
sheet.

Click Next.

Submitting an invoice for payment
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This is a preview of the Invoice Approval Cover Sheet. 

Click on Sign, then Send.

Submitting an invoice for payment
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Attach supporting documents

Enter Vendor Name

Enter Invoice Amount

Enter FOAPAL

Click to Sign

Click on Click to Sign

Submitting an invoice for payment
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You’re done.  A completed cover sheet, invoice, and audit report will be emailed to 
accounting@bates.edu

Submitting an invoice for payment
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