How to create signatures in Adobe Reader DC

1). Click on the signature field of the document (see example below)

HR Signature & Date

2). You will be prompted to create your digital signature

Digital I Configuration Required X

This signature field requires a digital signature identity.

Would you like to configure one now?

Help Configure Digital 1D Cancel

3). Select Configure a new signature (Digital ID)

Configure a Digital ID for signing X

. : ) Select the type of Digital ID:
A Digital ID is required to

create a digital
signature.The most secure
Digital D are issued by
trusted Certificate Configure a smart card or token connected to your
authorities and are based computer

on secure devices like smart

card or token. Some are

based on files.

E‘ Use a Signature Creation Device
=

Use a Digital ID from a file

You can also create a new |P@@ Import an existing Digital 1D that you have

Digital ID), but they provide ohtained as a file
a low level of identity

assurance.

@ Create a new Digital ID
o Create your self-signed Digital ID

0




4). Save to a file

Select the destination of the new Digital ID

Digital 1Ds are typically
issued by trusted providers
that assure the validity of
the identity.

Self-signed Digital ID may
not provide the same level
of assurance and may not
be accepted in some use
cases.

Consult with your recipients

if this is an acceptable form
of authentication,

@

5). Enter your information

Create a self-signed Digital ID

Enter the identity Name
information to be used for
creating the self-signed
Digital 1D.

Digital IDs that are self-
signed by individuals do not
provide the assurance that
the identity information is
valid. For this reason they
may not be accepted in
SOME Use Cases,

Save to File

.;i;. m
Save the Digital ID to a file in your computer
Save to Windows Certificate Store
Save the Digital ID to Windows Certificate Store to

Organizational Unit
Organization Name

Email Address

Country/Region

Key Algorithm

Use Digital ID for

be shared with other applications

Enter Name...

Enter Orgamizational Urit...

Enter Orgamization Name...

Enter Email...

US - UNITED STATES
2048-bit RSA

Digital Signatures

Back Continue
[ Continue J



6). Create a password you will remember

Save the self-signed Digital ID to a file X

Your Digital ID will be saved at the following location :
Add a password to protect

the private key of the

Digital ID. YS“_ will need this C\Users\dthomas\AppData\RoamingtAdobe\Acrobat)|
password again to use the

Digital ID for signing.

Save the Digital ID file in a Apply a password to protect the Digital ID:
known location so that you
can copy or backup it R — -

Confirm the password:

wreneannn]
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7). You can now sign files with your digital signature

Sign with a Digital ID X

Choose the Digital ID that you want to use for signing:

IS @ John Doe (Digital ID file) View Details
Issued by: John Doe, Expires: 2023.04.16

@I ( Configure New Digital ID ) ( Cancel )




8). Edit the appearance of the signature as you see fit by clicking on create, or use the default style.

Sign as "John Doe" X

Appearance  Standard Text ©
Digitally signed

JOhn by John Doe
Date: 2018.04.16

Doe 13:53:17 -05'00"

View Certificate Details

Review document content that may affect signing
! ID PIN or Password... Back

Option 2. Creating a manual signature (When there is no signature field).

1.) Click on fill & Sign on the right hand side menu bar

Create PDF R
Edit PDF
Comment
f-Tj Combine Files

» Organize Pages v
Fill & Sign
Send for Signature
Send & Track

® More Tools

Store and share files in the
Document Cloud

Learn More

1:36 PM

~4/16/2018 El



2). The fill & sign menu will appear, click on sign and add signature

® 8 =2 Q @ 12 R BO® m-BERETP| @2

Fill & Sign~ £Y. sign

Add Signature @

Other Information: Add Initials @

3). If will ask you to create your signature

B & o

Type Draw mage

Save signature

Cancel

4). After your create your signature, click ok and you can then place the signature wherever you want in
A A U]
Qotin Qoo Prog Mg

Other Information: | &

the document.
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