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Right click tool bar and left click on “Customize Quick Tools”. Look for “Certificates” then
expand.
Highlight “Digitally sign” and click the “+” sign on the right side to add to toolbar.
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Now the icon will show up the tool bar.
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To apply digital signature

1. Click the tool on the tool bar. Once the Adobe Acrobat message pops up click OK.

Adobe Acrobat

o h Using your mouse, click and drag to draw the area where you would like the
Y signature to appear. Once you finish dragging out the desired area, you will be
taken to the next step of the signing process.

[TiDo not show this message agaire

2. Highlight the area on the PDF you wish to sign and another message opens. Click

“Sign” button

Adobe Acrobat @

. You are about to create a fairly small signature on this document.
P If you want your signature to be more readable, click Start Over and drag out a

larger area for the signafture.

[[liDo not show this message again

Sign ] | Start Over

3. Inthe “sign with a digital ID”, select your current signature and click continue.



Sign with a Digital ID X
Choose the Digital ID that you want to use for signing:

W

@ ( Configure New Digital ID ) ( Cancel )

4. Select “Configure New Digital ID” if there is no digital signature setup.

Configure a Digital ID for signing X

Select th f Digital ID:
A Digital ID is required to elect the type of Digita

create a digital
signature.The most secure
Digital ID are issued by
trusted Certificate ° Configure a smart card or token connected to your
authorities and are based computer

on secure devices like smart
card or token. Some are
based on files.

D Use a Signature Creation Device
*

Use a Digital ID from a file

You can also create a new Dc' Import an existing Digital ID that you have
Digital ID, but they provide obtained as a file

a low level of identity

assurance.

@ Create a new Digital ID
©  Create your self-signed Digital ID

@

5. If there is a Digital ID on file, select “Use a Digital ID from a file and navigate to file.
You will be prompted to set up a password. Save password to access file.

6. If there is no signature on file, select “Create a new Digital ID”, select save to File (for
future use), then enter information for signature use, enter password to access
digital signature, then click save.

PLEASE NOTE: YOU CANNOT ACCESS YOUR DIGITAL SIGNATURE IF YOU FORGET THE
PASSWORD.






