How to sign documents in Adobe PDF

1.

All Grad Ed forms can be found on the forms page here: https://www.sdsmt.edu/Academics/Graduate-
Education/Grad-Ed-Forms/.
Save the PDF document to your computer.
a. You must save the document as a PDF. Do not view it in a webpage, Microsoft Edge, or “print” to PDF (it
will break the signature fields). Use the free Adobe Reader DC program or Adobe Pro; other versions of
Adobe may not be usable.
Type in the appropriate sections of the form and save it again as a PDF (do NOT print to PDF).
a. There should be a red arrow next to each signature line. If you do not see the red arrow, the signature
fields will not function properly.
Email the document to the first person to sign.
a. The person should sign electronically with a digital signature. Do NOT sign by hand or type in the
signature, as it will break the remaining signature fields.
b. After signing the document with a digital signature, forward it to the next person to sign.

You can use this signature box to test your signature. Additional instructions for setting up your Adobe
signature file follow if you need them.


https://www.sdsmt.edu/Academics/Graduate-Education/Grad-Ed-Forms/
https://www.sdsmt.edu/Academics/Graduate-Education/Grad-Ed-Forms/

How to create a digital PDF signature (one time step):

1. Use a document that has a digital signature field. There will be a red arrow in a signature field.
2. Click on the red arrow.
3. If you have not previously created a digital signature, select the option “A new digital ID that | want to create

2

now.
Add Digital 1D X

| want to sign this document using: -
() My existing digital ID from: i
A file

A roaming digital ID accessed via a server

A device connected to this computer

(®) A new digital ID | want to create now

oY ™ -~

4. Follow the steps to create a digital ID. You can store your ID file on your computer or in the windows certificate
store to use in other documents.

Add Digital 1D X

- Where would you like to store your self-signed digital ID?
4 (®) New PKCS#12 digital 1D file

Creates a new password protected digital 1D file that uses the standard PKC5#12 format. This
commaon digital ID file format is supported by most security software applications,
including major web browsers, PKCS#12 files have a .pfx or .p12 file extension.
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() Windows Certificate Store

Your digital 1D 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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5. Fill in your information for your digital ID (highlighted sections below). Leave the rest of the settings as is.
iﬁdd Digital ID X

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

Mame (e.g. John Smith): Iﬂachel Howard

1 Organizational Unit: IGrad Office

Organization MName: ISD‘ Mines

Email Address: I!I.hmvard@sdsmt.edu

§
r Country/Region: | U5 - UMITED STATES o
4 []Enable Unicode Support
d Key Algorithrn: | 1024-bit RSA v
Use digital ID for: | Digital Signatures and Data Encryption o
)
Cancel = Back Mext >

6. Create a password.
7. The digital signature setup is complete.



How to sign a PDF document using your digital signature:
1. Asignature field in a PDF form will be designated with a red arrow. Click on the arrow.
2. A pop up screen will appear; if you have more than one digital signature, select the one you wish to use.

Sign Decurment *
Sign As: Rachel Howard <rachel.howard@sdsmt.edu>  ~ (@
Password: "

Certificate |ssuer; Rachel Howard Info...
Appearance: Standard Text e
|
I Digitally signed by Rachel Howard |
a C e O'N: cn=Rachel Howard, o=3D
i Mines, ou=Grad Office, @ |

email=rachel_.howard@sdsmt.edu,

c=US5
OW a r Date: 2020.04.02 02:17:51 -06'00'

Sign Cancel

T —

3. Enter the password that you established when you created the digital signature.

4. Click “sign”.

5. Asave box will appear. Save the document with your signature as a new PDF. Do NOT use the “print” to
PDF function as the remaining signature lines will be broken.

6. Email the document to the next person to sign.





