4. Type your name, organizational unit,

e = Slgnature Qule organization name, and email address. Leave

the rest of the fields as they are, and click Next.
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Creating Your First e-Signature e
If you do not already have an e-signature, you can

. . . I et
create one the first time you sign a document. S

1. Click your mouse in the signature block.

T

Add Digital ID
Cimonl « Back Fierih
T want to sign this document using: im——
@ My exitting digitsl ID fram:

a A file . .

e E D ot e 5. If you do not wish to use the default location,
R e click Browse and find a location for your file.

A new digital ID | want to create now 6. Type and retype a password. The boxes
underneath rate it for protection. Try to type a
strong password that contains upper- and
lowercase letters, numbers, and special
characters.

7. Click Finish.
| Conce Back Nest> | i Sll;ﬂDutumenl i =
) . . |
o — -—) s -
) B - a Signas | Kay Robart (Kay Bobart) 20180715 - @
2. Click A new digital ID | want to create now and Paswordt
click Next. Certificate bvuer Kay Bobat Info...

3. Click New PKCS#12 digital ID file and click Next.

Apprarance S-tll'\:;lrd Teat -

5' Aatd Digital 1D
Erter your identity sdormation to be wied when generiting the iel-nigned cericate. },‘ ou=iTs oz S @
Mame (5. John Smith]: I R O ba r't-'
Orgenizaticnal init: |
Qrgamzation Mame |
: Ohck Revaew to tee # document content
Email Addvess: | muay abect sigring Reviev.
I Courtry/Region: | LIS - UNITED STATES .
ey Algedithen: | 1034t RS - Sgn Cancel
Use digital B0 for: | Digast Signatures and Data Encryption = .
The box that appears is your electronic
signature box, which will appear each time you
sign a document.
Caneed < lh-fk Met >



Signing a Document
1. Clickin a signature box.

Sigm Documment | =
| L]
Signas | Kay Robert fay Robart) 20180715 - @
Passweond
Certdficate buoer Kay Bobat | Indp...

sppaance |SandidTet -

by syl ey Ky ks
b, o= TA

Kay <

Robart / £, ssmen
i:kmﬂddmm:mn [
e Cancel

"
k

L

2. Type your password.

3. Click Sign. A browser box opens so that you can
save your document. You can save it there or
move it to another location.

4. Click Save. Your electronic signature appears in
the blank.

Creating an e-Signature for Someone
Else

If you have permission to sign for someone else, you
must first create an e-signature for them.

1. Click in the signature box.
2. In Sign As, select New ID.

Sign As: [ Joan Smith (Joan Smith) 2019.07.15 - @

Joan Smith (Jean Smith) 2019.07.15
Password: .. Robart (Kay Robart) 2019.07.15
Riefresh 1D List

Certificate

3. Follow the steps under “Creating Your First e-
Signature” beginning with Step 2.

4. In Step 4, type <Your Name> for <Other
Person’®s Name> in the Name field.

5. Complete the rest of the steps as instructed.

Signing a Document for Someone Else
If you have permission to sign a document for someone
else, follow these instructions.

1. Click in a signature box.
2. Select <Your Name> for <Other Person’s
Name> in the Sign As menu.

i Sign Document g

Sign As: | Kay Robart for Joan Smith (Kay Robart for Joan S/ @ l

Joan Smith (Joan Smith) 2019.07.15
Password: v Robart (Kay Robart) 2019.07.15

IR <2 Robart for joan Smith (Kay Rabart for Joan Smith) 2019.07.21
Certificate g ooh 1D List k |

New 1D ...

[

M
Appearance: | Standard Text -

| Kayﬁobartfori-é" s
‘JoanSmith ;

Click Review to see f document content

may affect signing | Review..

| son | [ concel

3. Type the password designed for this sign-in.
4. Click Sign.

5. Choose a location for the document.

6. Click Save.



E-Signature (Forgot My Password)

1. If you forgot your password, click on an e-sig block,
click on the Sign As box, and select New ID.

Requestar's Signature

< g al
Supervising Manager's a’s
Signature

Watson

Internal Use Only

Chick Review to see if document content

z | may sMfect signing [—
CA Signature r PC 5prt Signature r
[

User 1D | 1545 TSER 1D | Workstation Config ]

W | CP5 (USAS, USPS) | Asset Tag |

E-Muail | Unix |

Revised: 05/13/14

Be| clolomfalelr] »]9]

2.Choose A new digital ID | want to create now, then
click on Next.

I want 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 I want to create now

AN




3.Choose the New PKCS#12 digital ID file option,
then click on Next.

Where would you like to store your self-signed digital ID7
@ New PKCS#12 digital ID file

Creates a new password protected digital ID file that uses the standard PKCS#12 format.
This commoen digital ID file format is supported by most secunty 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.

4. Enter the requested information.
* No changes to last two fields

5. Click on Next.

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

Mame (e.g. John Smith): |5hawana Ellisan

Organizational Unit: |1'I'S.f'SEDS

ANy
W

Organization Name: |

[T ETNY [ 20 <hawana.ellison@tea.state.boud h

Country/Region: [us - UNITED STATES W v]

Key Algorithm: [1024—|::lit R54 v]

Use digital ID for: [Digital Signatures and Data Encryption v]




6. Use the Browse button to save your digital ID
file to your hard drive.

7.Set and confirm a password.

8. Click on Finish.

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 documnents. 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:

lsellisn nmiAppData\RoamingtAdobe’ Acrobat'11.005ecurity Shawanakllison.pfx Browse...

Password:

" AXS
R o

Confirm Password:

R

9. Click on OK.

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 dialog.

File Marme:

cy ' == ' :
Acrobat Security @

| A digital ID File with this name already exists. Would you like to replace the

Pass ) existing file?

drddcd

Conf

Prve—— \/g
]

L Sprt €

ok ] [ concs ]
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