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Step 1:  Fill in your full name (e.g. First Last) and Cal State LA email account  

 

Step 2: Click on begin signing 

 

 
 
 
Step 3:  Select the “I agree to use electronic records and signatures”   
 

 
 
Then click on continue. 
 
 

  

 

 

 

 

 



Step 4:  Complete all required fields and attach any supporting documentation if applicable.  Sign the document using an 
electronic signature and click on finish. 

 

 

 

  



Step 5:  A confirmation e-mail will be generated for each successful submission. 

 


