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Sending RA to RA Approval Form 

 
1. Find the Word version of the CS-1052 form on the DCS Intranet.  This will ensure that you have the latest 

form. 
https://www.teamtn.gov/dcs/forms-and-documents.html  

2. Fill out the form via Word and save. 
Note: Make sure you have done all the edits and changes to the form before going to the next step!  

3. Go to Adobe Sign: https://tennessee.adobesign.com/  
If asked, log in with your normal AD credentials. 

 
a. Click “Send” at the top left navigation bar.  

 
4. Add the recipients in order that need to sign the form.  Make sure that the button is set to “Complete in 

Order”. 

https://www.teamtn.gov/dcs/forms-and-documents.html
https://tennessee.adobesign.com/
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5. Click Add Files or Drag and Drop the completed (but not signed) RA to RA Approval CS-1052 form in the files 

area. 
6. For the title of the message make sure it is in the format of: RA to RA – [Youth Last Name], [Date]  

(See example in image above). 
 

 
 

7. Click the blue “Next” button at the bottom of the page.  Be sure the “Preview & Add Signature Fields” 
checkbox is checked.   

 

 
 
The next page will say, “Processing document…” wait for this to load. 
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The page will load in your form like this.  
Note: You can ignore the blue pop up text in the top left. 

 

 

8. To add signature fields, click on “Field Templates” dropdown at the top left.  
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9. Scroll through the list until you find “RA to RA Signature Fields (shared by Paige Spence)” 
 

 

10. Make sure the “Start on Page” is set to the very last page. Then click “Apply” 
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11. The form will populate the signature template.  Your form is now ready to be sent.  
12. Click the blue “Send” button. 

 

 
 

This page will show up when you are done 
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Managing your Agreements 
To check on your form go to the “Manage” page. 

Sending a Reminder 

 

1. Click on “Manage” at the top of the page.  
2. Make sure you are on the “In Progress” section 
3. Click on the “in progress” form and click “Remind” button. 

Note: You can also just hover your cursor over the agreement and click the blue “Remind” button. 

 

 
a. Choose the frequency of the reminder. 
b. Check the box for who you want to remind. 
c. At the bottom you may scroll down and add an optional message. 

4. Click “Create” 



 RA to RA Adobe Sign Instructions 
 

Page 8 of 9 

 

Add Alternative Signer 

Sometimes a signer will be unable to sign the form.  You can add an alternative signer when this occurs without 
starting the process over. 

 

1. Click on the agreement that you need to add the alternative signer. 
a. A window will appear on the right that looks like the image above. 

2. Scroll down until you see the signer’s name that you need to add an alternative for. 

 

3. Hover your cursor over the name. 
4. Click on “Add Alternative Recipient”  

Note: Do not replace the recipient.  Once the recipient is replaced you won’t be able to add them back. 
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5. Enter the email of the alternate recipient. 
6. Click “Add” 

 

Download Finished Forms 

 
1. Go to your Manage page 
2. Click on “Completed” on the left side. 
3. Click on the completed form. 
4. Click on “Download PDF” on the right side. 
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