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How to access Access & Submit the T1/T2 Form Guide

All SDSU employees have access to Adobe Sign, which allows them to access forms and
workflows. Please follow the steps below to learn how to access the different T1/T2
forms via Adobe Sign Workflows.

If you are a new employee please make sure to submit an IT
ServiceNow ticket to have Adobe Sign activated.

Step 1:

Log into Adobe Sign by
using this URL:

https://esign.sdsu.edu

2 Adobe Acrobat Sign

Sign in

Email address

Get help signing in

New user? Create an account

Or

G Continue with Google

ﬁ Continue with Facebook

" Continue with Apple

Step 2:

Select the Start from
Library button from the
home page in Adobe Sign

Welcome, Noemi

O INPROGRESS

Send a document for signature

(0 WAITING FOR YOU

‘ EVENTS AND ALERTS

Request e-signatures on a new agreement, or start from your library of templates and workflows.

Do more with Acrobat Sign

<> ] e

Fill and sign a document Publish a web form Send in bulk

Create a reusable
template

Manage and track all Enhance your account
agreements
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Ste . Start from library
P2P-T2
Select Workflows from Ly "
the left-hand column & Name Last Modified
. Recent Templates
Search for T1/T2 to find " g Account Workflows
the forms available Templates ,
£y P2P -T2 Domestic (AASSACD only) N20/2023
Workflows
Poweer Autormate 5 jll P2P - T2 Domestic (Non-AA/SACD) N202023
.13'1 P2P - T2 Intemational (AA/SACD only) N20/2023
.1j|1 P2P - T2 Intemational (Non-AA/SACD) N20/2023
Step 4:
Find the T1/T2 form that
is needed for your type of '
travel & select Start Start from Ubrary
X PP-T2
Library
Name Last Modified
Recent Templates
" C§ Account Workflows
Templates
m P2P - T2 Domestic (AA/SACD only) /202023
S - % P2P - T2 Damestic (Non-AA/SACD) 202022
. Allll)l Ny
P2P - T2 international (AA/SACD only) /202023
P2P - T2 international (Non-AA/SACD) /202023
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Please refer to the
matrix provided to learn
more on the different
types of T1/T2 forms

T1/T2 Travel Authorization
Form - DOMESTIC
(All Employees EXCEPT AA
& SACD)

T1/T2 Travel Authorization
Form - DOMESTIC
(AA & SACD Employees
ONLY)

T1/T2 Travel Authorization
Form - INTERNATIONAL
(All Employees EXCEPT AA &
SACD)

T1/T2 Travel Authorization
Form - INTERNATIONAL
(AA & SACD Employees

ONLY)

- For all employees, EXCEPT
those in Academic Affairs
(AA) or Student Affairs &
Campus Diversity (SACD)

- When using campus funds
for domestic travel

- Requires approval from
the traveler's HR supervisor
of record

- For Academic Affairs (AA)
and Student Affairs &
Campus Diversity (SACD)
ONLY

-When using campus funds
for domestic travel

- Requires approval from
the traveler's HR supervisor
of record and the Dean/AVP

- For all employees, EXCEPT
those in Academic Affairs
(AA) or Student Affairs &
Campus Diversity (SACD)

- When using campus funds
for international travel

- Requires approval from the
traveler's HR supervisor of
record

-For Academic Affairs (AA)
and Student Affairs &
Campus Diversity (SACD)
ONLY

-When using campus funds
for international travel

- Requires approval from the
traveler's HR supervisor of
record and the Dean/AVP

Ste

Enter the email
addresses required
under the Recipients
section and complete any
necessary fields

P2P - T2 Domestic (Non-AA/SACD)

How this workflow works?
Workflow fior T2 Domestic:

Send from:
Reciplents
Preparer”

[ payselt
Traveler™

o Enter redplent email
supervisor of Record™

24 Enter reciplent emall
FAH Approver™

¢r  Enter recipient emall
AP Travel*

sdsuaptravel@sdsuedu

CC | Hide

cc

Enter CC's emalls

Document Name *

P2P - T2 Domestic (signers: Preparer, Traveler, TADL AP}

Message *

&g ~ Emall

w Email

~ Emaill

~ Emall

B v Email

MOre s

Please Sign T2. Instructions for Signers. 1. Traveler review T2, fill out addition info if needed, then sign. > route to Supervisor. 2. Supensor review
T2, fill out addition info if needed, then sign. > route to Supervisor. 3 TAD review T2, then sign. > route to AP 4. A/P review T2, then sign and
process. > End Completed Signed T2 will automatically be sent to all partles to the agreement.

Flles

SD5U - TIT2 Domestic - All
Employees EXCEPT AA & SACD

{this with no AVP approval
required)

SDSU - TN T2 Domestic - All Employees EXCEPT AA
& SACD (this with no AVP approval required)

P
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Step 6: P2P - T2 Domestic (Non-AA/SACD)
Howw this worlkflow worlks?
Select the Send button to ol e
submit the form Sendom:  BFA (Prmary Gooes . e
Reciplents 9
Preparer™
[ mayscf B ~ Email
Traveder™
gr  Enter reciplent email =] ~ Email

Supervisor of Record™

£r  Enter recipient email & v email
FAH Approver™

gr  Entor reciplent emall 6= ~ Emall
AP Travel*

cr sdsuaptravel @sdswedu = ~ email
€C | Hde

Cc

Enter CC's emalts

Document Mame *
P2P - T2 Doemesstic {signeers: Preparer, Traveler, TAD, AP)
Message
Please Sign T2, Instructions for Signers. L Traveler review T2, fill cut addition Info f needed, then sign. > route to Supenvisor. 2. Supervisor neview

Tz, fill gt addrtion info if needed, then sgn. > route to Supervsor, 3. TAD review T2, then sgn. > route to AP 4, AP review T2, then sign and

process. > End Completed Signed T2 will automatically be sent to all parties 1o the agresment. P
%

Fllas
SDEU - T2 Domestsc - All T SDEL - TWT2 Domestc - All Employess ENCEPT AA
Employees EXCEPT AA & SACD & SACD (this with no AVP appeowal required)
{this with no AVP spproval
required) *
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