OMNI Training Guide

Adobe — Creating an Electronic Signature

Purpose

The purpose of this job aid is to demonstrate how to set up and use an electronic signature in Adobe Acrobat.

Procedure

1. In Acrobat, click the Edit menu at the top of your screen and choose Preferences > Signatures.

2. Ontheright, click More for Identities & Trusted Certificates.
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ta
3. Select Digital IDs on the left, and then click the Add ID button =——.
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4. Select the option A new digital ID | Want to create now, and click Next.

Add Digital ID X

Add or create a digital |D to sign and encrypt documents. The certificate that comes with your
digital ID is sent to others so that they can verify your signature. Add or create a digital ID using:

() My existing digital ID from:
A file
A roaming digital ID accessed via a server

A device connected to this computer
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5. Select New PKCS#12 digital ID file and click Next.

Add Digital ID X

Where would you like to store your self-signed digital 1D?

© New PKCS#12 digital D fie. |

Creates a new password protected digital ID file that uses the standard PKC5#12 format.
This common digital 1D file format is supported by most security software applications,
including major web browsers. PKCS#12 files have a .pfx or .p12 file extension.

() Windows Certificate Store

Your digital ID will be stored in the Windows Certificate Store where it will also be available
to other Windows applications. The digital ID will be protected by your Windows login.

Cancel < Back Mext >

6. Fill out the blank fields as desired.

a. Besure to leave the following fields unchanged: Country/Region, Key Alogrithm, and Use digital ID for.
b. When you are finished, click Next.

Add Digital ID X

Enter your identity information to be used when generating the self-signed certificate.

Name (e.g. John Smith): ||

Organizational Unit: |

Organization Mame: |

Email Address: |

Country/Region: | U5 - UNITED STATES w

Key Algorithm: | 1024-bit RSA w

Use digital ID for: | Digital Signatures and Data Encryption ~
Cancel < Back Next >

7. Choose a password for your digital signature. Click Finish. Reminder: If you forget this password, you will need
to create a new digital signature. There is no password recovery system.
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Using an Electronic Signature

1. Open the desired PDF document and click on the field you want to sign.

Office of the University Controller | L PHONE DATE |

Florida State University
6300A Univessity Center | DEPARTMENTAL APPROVER DEPT APPROVER'S SIGNATURE |
Tallahassee, FL 32306-2393
Ph: (850) 644-5010

GeneralAccounting@admin fsu.edu | PROJECT APPROVER m —I
] [—
Departmenta I On I ine Journa I E ntry {DO L] Form | SPONSORED RESEARCH APPROVER SR APPROVER'S SIGNATURE |
[
PURPOSE OF TRANSACTION (NOTE: Sample DOL Forms, as well as form instructions and guidance are ilable at http://controller.vpfa.fsu.edu/accounting/interdepartmental-transactions

** Accounting & Reporting Services will not process DOL requests without sufficient backup **

2. |If this is your first time attempting to use a digitial signature, an Add Digital ID window may appear. Be sure
that the first option — My exisiting digital ID from: is selected. The first option below — A file — should also be
selected. Click Next.

—
&1 Digital ID

I want to sign this document using:
@ My existing digital ID from:

@ A file

i

A roaming digital ID accessed via a server
A device connected to this computer

A new digital ID [ want to create now

3. Use the Browse button to locate the digital signature file that you created earier. Then click Open.

{ Favorites
Bl Desktop CRLCache 4/22/2015 211 PM
B Downloads A 2 JoeUser.phx 1 .
Lauren 1 4! YourName.pfx 6/9/2015 %52 AM

% Recent Places
Job Aids
My Documents
Web Cutover Fol

ICONS
~a Libraries
+ Nncuments i . 2
File name: YourMame. pfx - |DigILIIIDF|LB {'.plz,'pfx] ¥

Open from Online Account  ~ Open |' | Cancel
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Enter the password that you chose for your digital signature. Then, click Next.

5. Your digital signature should now be added to the list of available signatures that can be used for signing. Click
Finish.

6. Type in your password and click Sign.

PROJECT APPROVER PROJECT APPROVER'S SIGNATURE
—_—
SPONSORED RESEARCH APPROVER SR APPROVER'S SIGNATURE
Sign Document X
1guidance are available at ht| ransactions)
Inot process DOL requests w Sign As: Corey Jones (Corey Jones) 2022.11.17 ~
Issued by: Corey Jones More Details

Appearance: Standard Text w~

N(S) AS CURRENTLY RECORD Digitally signed

Activity | Analysis C O rey by Corey Jones re

D Type Date: 2017.11.17
Jones 09:17:30 -05'00

Category

Click Review to see if document content
may affect signing

Review...

Enter certificate password and click the 'Sign' button

ACTION(S) AS CORRECTED ||7

Adl:il;ity A:;'::is Help | Sign | Cancel i Category

7. Rename your signed document, then click Save. This step saves your digital signature to your document.

8. Congratulations! You have successfully signed your document using a digital signature.



