How to Create a Digital Signature in Adobe Reader

To create a digital signature that can be applied to PDF forms, please follow the instructions below:

1. Open a PDF Form that requires a signature. This is denoted on a PDF form by a red tag that looks like this
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2. Once you click on the signature line it will start the process of creating your digital ID signature for this form.

3. The window labeled Add Digital ID appears and you will select “A new digital ID | want to create now” and click
“Next >".
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Iwant to sign this document using:
() My existing digital ID from:
@ A file
A roaming digital ID accessed via a server

A device connected to this computer

@A new digital ID [ want to create now:

4. Select “New PKCS#12 digital ID file” and click “Next >”

Add Digital ID . B _— =5

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

@ New PKCS#12 digital ID file

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 .pl2 file extension.

7) 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.
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Fill out the information in the provided fields with your information and click “Next >”.
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Enter your identity information to be used when generating the self-signed |
certificate.
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Name (e.g. John Smith): |Debra Steinbach

Organizational Unit: |Faci|ities

Qrganization Name: ICCD

Email Address: |debra‘steinbach@ccd‘edu

Country/Region: [US - UNITED STATES V]
Key Algorithm: | 1024-bit RSA -
Use digital ID for: [Digital Signatures ']

)

You will want click “Browse...” to select a file location for your “signature” file. Then you will enter a Password
for your Digital ID and click “Finish”. It is recommended to create a signature file on your H: drive.
IMPORTANT: You will want to remember the saved location and signature password. There is NO way to recover

this password and should you forget your password, you will need to delete the file so you can create a new
signature.
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Enter a file location and password for your new digital ID file. You will need the password when
you use the digital ID to sign or decrypt documents, You should make a note of the file location
so that you can copy this file for backup or other purposes. You can later change options for this
file using the Security Settings dialeg.

File Mame:

I\\ccdaufp03.ccd.ccufc.edu\hUmeS\debra.stambach\My Documents\Signiture Browse... I

Password:

I

IR -

Confirm Password:

[

7. You will then be presented with this screen which you will need to enter the password you just specified in
step 7.

' Sign Document

Sign As: [Debra Steinbach (Debra Steinbach) 2021.05.03 v] @

Password: I
Certificate Issuer: Debra Steinbach

Appearance: [ Standard Text - ]

DChigitally signed by Debra
Debra .
DOM: en=Debra Steinbach, o=CCD.

ou=Facilities,

Steinbach === e

Date: 2016.05.03 18:28:22 -0&'00°

(—. Click Review to see if document content
may affect signing




8. After entering your password, click “Sign” you will then be presented with a screen to save your form.

Save As
| » Libraries » Documents » Key Request v |4 || search Key Request Yol
Organize > New folder (2]
. Favorites Documents library e G
B Desktop Key Request
B Downloads Name Date modified
% Dropbox

b Recent Places No items match your search.

"] Libraries
% Documents
& Music
5 Pictures
! Videos

& Homegroup

~ ] n g

File name:  Steinbach office key request,pdf

Save as type: |Adobe PDF Files (*.pdf)
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