HOW TO SIGN AND/OR CREATE A DIGITAL SIGNATURE

Steps to sign a PDF

1. Open the PDF document or form that you want to sign.

2. Click the Sign icon in the toolbar.
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3. The Fill & Sign tool is displayed.
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4. The form fields are detected automatically.

5. Click the Sign icon in the toolbar, and then choose whether you want to add your
signature or just initials.
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1. CHOOSE TO CONFIGURE A DIGITAL ID.
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USE THE FOLLOWING DIRECTIONS IF YOU HAVE NEVER CREATED A DIGITAL SIGNATURE.
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Configure a Digital ID for signing

Select the type of Digital ID:

A Digital ID is required to

create a digital

signature.The most secure

Digital ID are issued by =
trusted Certificate o
authorities and are based

on secure devices like smart

card or token. Some are

based on files.

You can also create a new O En-@
Digital ID, but they provide
a low level of identity
assurance.

2. CHOOSE “CREATE A NEW DIGITAL ID”.

Use a Signature Creation Device

Configure a smart card or token connected to your
computer

Use a Digital ID from a file

Import an existing Digital ID that you have
obtained as a file
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Create a new Digital ID
Create your self-signed Digital ID

Cancel Continue

3. CHOOSE THE FORMAT YOU WISH TO SAVE THE SIGNATURE FOR FUTURE USE.

Select the destination of the new Digital ID >

Digital IDs are typically @
issued by trusted providers O =
that assure the validity of

the identity.

Self-signed Digital ID may

not provide the same level

of assurance and may not [ -] | ® 1
be acceptad in some use =
cases.

Consult with your recipients
if this is an acceptable form
of authentication.

Save to File

Save the Digital ID to a file in your computer

Save to Windows Certificate Store

Save the Digital ID to Windows Certificate Store to
be shared with other applications




