
 

High School Counselor and Principal/Designee Instructions 

1. Counselor (2nd signer) 
a. You will see an email from Adobe Sign saying, “Signature Requested on ‘High School 

Enrichment Non-CCAP Registration” for an email from “hse.enrollfresnocitycollege.edu via 
Adobe Acrobat Sign”. 

i. In the body of the email click “Review and Sign”. 

 

2. Click “send code”. Go to your inbox to find the code and enter it in the field. The document will open. 

   
 

3. After you “verify” you will have access to the document. Review the document. Determine if you feel 
the student’s requested courses are appropriate based on their grade level and academic history.  

a. If no, click “options” in the top left corner of the document and click “decline to sign”. 
b. If yes, click to sign. Type your name and your phone number. 



                            

                    

4. The HSE packet now gets automatically sent to the 3rd signer (Principal or Designee). Note, if the 
student entered the counselor email and name as the 3rd signer(HS Principal/Designee) the counselor 
will get another email (same as before) prompting him/her to review and sign.  

a. If you are authorized to sign this document as the principal/designee, do so now. You will follow 
the same steps as above. 

b. If your principal does not want to sign he/she can reassign the document at this time.  
i. Click “delegate”, located in the body of the email near the bottom. 



              

ii. To delegate, type that person’s email address in the pop-up window and type a 
message to them regarding what this is or what you need them to do. 

iii. That person follows steps 1-3 to sign. 
5. A signed copy now goes to the HSE office. Once the FCC counselor signs the packet, all parties who 

signed will get a copy of the final document which will include the FCC counselor approval/denial 
notes for the student. 

 

 




