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Reducing Paper Through 
Financial Processing 
Streamlining Mailman’s financial process to eliminate its 
reliance on paper can save time, money, and improve the 
overall efficiency in the filing of documents. 
 
This presentation will focus on: 

•  File file naming for e-filing and e-submissions 
•  Getting e-signatures from designated approvers 
•  Submitting electronic documents to finance for approval 
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File Naming 
Name your e-files in this 
format: 
 
VendorName_JobDescrp_DocType_Date. 
   
•  Leading with the name will help when 

file sorting alphabetically 
•  2-3 word job/purchase description 

gives an at-a-glance idea of what the 
file contains 

•  DocType_Date will help when looking 
back for reference or when 
documentation is requested 
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File Naming 

This is the naming 
convention in action. 
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Preparing E-Docs 
Once you have your individual documents ready 
email them to the vendor and ask for scanned copies 
emailed back 
•  Use proper file naming for each document 
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Preparing E-Docs 
Once you have the signed 
e-docs, drag them onto 
your desktop 
 
If you have Adobe Acrobat Pro, 
combine them into a single 
requisition document. 
•  Multiple requisition documents 

can be sent in a single email for e-
signature 

 
If you do not have Acrobat Pro, keep 
them separate. 
•  Send one email per requisition in 

this case 
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E-Signatures 
Send an email to approver with documents needing 
signature.  The approver can then open these 
documents on their smartphone or tablet. 
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E-Signing 
The approver can then e-sign the documents in 
Adobe by following the images in the next series of 
slides. 

Tap here to start 



P8 

E-Signing 

Tap here to bring up option of 
opening in Adobe app. 
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E-Signing 

Open in Adobe app. 
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E-Signing 

Now you are in the Adobe 
Viewer. 

Tap this to open up the tool 
options. One of these will be 
for signing. 
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E-Signing 

This is for signing. 
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E-Signing 
Tap the location where you would 
like to place your signature and tap 
“Add Signature.” If you do not have 
a signature saved, you will be 
prompted to sign on the smart 
device. 

“Edit Saved Signature” let’s 
you replace the signature that 
you have saved. 
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E-Signing 

Signed document. 
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E-Signing 

Tap this 

To bring up this. 

Tap “Share File.” 
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E-Signing 

Tap “Share Flattened Copy.” 
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E-Signing 
Tap mail. 
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E-Signing 

The approver’s section is now complete. 
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E-Requisitions 

Create your requisitions as you normally do, then click on “view printable 
verision” after saving and submitting for approval. 
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E-Requisitions 

Save the resulting page by 
clicking on the download icon.  

This will be put with your other 
files for the requisition.  
•  Merged into a single PDF doc 

if you have Abobe Pro 
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E-Invoices 
To work with electronic invoices, follow the same 
process as you do with paper invoices. 
 
The scanning of the paper documents for upload to the EDM is no longer 
necessary. 
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Adding E-Doc Barcode 

Once you have entered your 
document into ARC and 
submitted it for approval, go 
to the Procurment website 
to upload your document.  

After your doc is 
uploaded to the system, 
click on the “print out a 
barcode link.” 
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Adding E-Doc Barcode 

Download this page.  Just as with the requisition cover 
page, this will be put with your 
other files related to the e-doc.  
•  This will be a single PDF doc if 

you have Abobe Pro 
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Submitting to Finance 
Email attachments of your 
documents to the finance office 
for review and approval with the 
following, set parameters: 

DOCTYPE: to approve… 

Table with the vendor 
names, voucher number 
used in ARC, and amount of 
the voucher  

Amount Voucher ID Vendor Name 
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Submitting to Finance 
Remember to CC the appropriate approvers and use 
the EXACT text shown below and in the previous 
slide as the subject of the email. 
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Approvals and Corrections 
Once your documents are reviewed, you will receive 
approval or correction email from the appropriate 
person in the finance office.  
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That’s it. 


