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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. InAcrobat, click Menu at the top-right of the window and choose Preferences >
Signatures. Additionally, you can hold down CTRL+K on your keyboard to bring up the
Preferences window and select Signatures under Categories.

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

Add Digital ID

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

() My existing digital ID from:
A file

A roaming digital |D 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 1D X

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

Creates a new password protected digital ID file that uses the standard PKC5#12 format.
This common digital ID file format is supported by most security software applications,
including major web browsers. PKC5=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 >

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: I
Email Address: I

Country/Region: | US - UNITED STATES w

Key Algorithm: | 1024-bit RSA ~

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

6. 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.
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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.

&:I Digital ID 2 |

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

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 earlier. Then click Open.
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4. 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
—_—
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Sign Document X
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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.





