Adobe Sign Instructions:

1. Sign in or request access here: https://www.jmu.edu/computing/administrative-and-business/electronic-signature.shtml. 
2. Select Request e-signatures. 
[image: ]
3. Enter your email and the email of anyone else who will need to sign the document. 
[image: ]
4. Add the name of the form. Add any instructions or other information in the message. 
[image: ]
5. Attach the document. Select Next.
[image: ]
6. Drag and Drop the Signature Field to where the signature is needed. (if two signatures are needed, be sure to add two Signature Fields) Select Send.
[image: ]

7. Open email. Select Review and sign.
[image: ]
8. Select the “Click here to sign” signature box. Type your signature in the pop-up. Select Apply. Select Click to Sign in the black pop-up box along the bottom.
[image: ]
9. You can then download a copy. Or go back to your Adobe account and save/download there.
[image: ]
10. This is the Adobe Sign Signature we can accept. (needs the Trademark)
[image: ]
*New information: If someone selects “image” where they upload their signature, it will NOT put the blue box by the signature. Someone must select “Type” or “Draw” in order for the blue box to appear. 

If they’ve uploaded a signature before, it might default to putting that in there automatically and not show the other options, but they can simply click in the signature box and it will bring up the regular screen like below so they can select Type or Draw.[image: ]
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City: State: [ Zip Code:

Phone: Date of Birth: Gender:[ | M[] F | US Citizen:[ ] Yes[ ] No
. - T R =

*Contact Name: [ #Contact’s Phone : [ *Contact’s Alternate Phone:

Ethnicity and Race: For and only.

Are you Hispanic or Latino? [] Yes [ No

E American Indian or Alaskan Native
- Asian
eyl (] Black or African American

gne ormore; ] Native Hawaiian/Other Pacific Islander

[ White

Prior Full-time Virginia State Service: [ ] Yes[ ] No State Agency:

Highest Degree Earned: School:

Major: Date Degree Received:

The 1993 Scssion of the Virginia General Asscmbly enacted legislation intended to further the cfforts of the Department of
Social Services’ Division of Child Support Enforcement in locating working parents who are delinquent in child support
‘payments. As an employer of the Commonvwealth of Virginia, James Madison University is required to report each new hire
to the Virginia Employment Commission and to ask employees to disclose at the time of hire the existence of an income
withholding order for child support.

Do you have an i e wi i ild sgpport? [] Yes [ No
Employee Signature: Signature | Date signed:

Please return this form to SWEC (MSC 3519) for student employees and HR (MSC 7009) for all staff and faculty.
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Klaudia Sheffer requests your signature on
EIF Revised November 2019

Due by May 8,2024

Review and sign

Please review and complete EIF Revised November 2019.

KLAUDIA SHEFFER
sheffekd@jmu.edu

After you sign EIF Revised November 2019, all parties will be nofified.

Don't forward this email: If you don't want to sign, you can delegate to someone else.
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0 You're all set

You finished signing "EIF Revised November 2019"

All parties will be notified via email. You can also download  copy of what you just
signed. —

Don't have an Adobe account?
v Access future agreements anywhere on the web

V' Fill, sign, share, or comment on any PDF

V' Send 2 free agreements for e-signature on a uﬁ
‘monthly basis x
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Note: For New Hires or name changes attach a photocopy of your Social Security Card. This is required for IRS reporting purposes.

[CHECKONE: | (J New Hire | [J Information Changes (Provide only information that has changed) |
NOTE: Always include contact information for New Hire or Information Changes.*
Your name must be written exactly as it appears on your soclal security card.
First: | Middle: | Last: [ Suffix Gie. Jr, St
s this a name change? For staff and faculty, contact Human Resources Benefits Administration, benefits@jmu.edu.
[JYes [ Change email ID to match new name [] Leave email ID as it is currently

[JNo

Social Security Number: (New Employees Only) Employee ID:
Academic Level: (Student Employees Only) Student ID:
“This Section to be Completed for Email ID Changes

Current JMU Email Contact Telephone Number:

Permanent Address (To be used for Payroll purposes only. W-2s will be sent to this address. It is recommended that students
use their parents' home address.)

Street Address:

City: State: Zip Code:

Phone: [ Date of Bir Gender:[ ] M[_] F | US Citizen: [ ] Yes[ ] No
Emergency Contact Information (Additional information should be updated in MyMadison)

“Contact Name: [ *Contact’s Phone [ *Contact’s Alternate Phone

Ethnicity and Race: For governmental recordkeeping and reporting requirements only.
Are you Hispanic or Latino? [ Yes [] No

[J American Indian or Alaskan Native
[] Asian

i 2
What is your race? (] Black or African American

Salechaie o e (] Native Hawaiian/Other Pacific Islander
[ white

Prior Full-time Virginia State Service: [] Yes[] No State Agency:

Highest Degree Earned: School

Major: Date Degree Received:

The 1993 Session of the Virginia General Assembly enacted legislation intended to further the efforts of the Department of
Social Services’ Division of Child Support Enforcement in locating working parents who are delinquent in child support
payments. As an employer of the Commonvwealth of Virginia, James Madison University is required to report each new hire
to the Virginia Employment Commission and to ask employees to disclose at the time of hire the existence of an income
withholding order for child support.

Do you have an income withholding order from the Court for child support? [] Yes [] No

Employee Signature:_CHACHE J0O[ [ Date signed:
s s o 7o

Camp—
Please return this form to SWEC (MSC 3519) for student employees and HR (MSC 7009) for all staff and faculty.
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