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Signing .PDF with Digital Signature Field 
1) Download or Open document .pdf with Adobe Reader DC  
2) Click in the Signature field. 

  

3) Select Configure Digital ID 

 

4) Select Create a new Digital ID

 
 

5) Select Save to File 
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6) Enter your Name, Department, Organization and email Address and accept the three remaining 
defaults click Continue

 
7) Accept the File location and set a Password that you will remember – Click Save 
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8) Choose the Signature you want to Sign with – Click Continue 
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9) Enter your Password and Click Sign

 
10) Save your Document and then Attach in your email and forward. 

 

Signing .pdf Document where No Signature Field Exists. 
 

1) Download or Open .pdf with Adobe Reader DC  
 

2) Click on Certificate  Icon (Right hand side of Page)   

3) At top of Page select Digitally Sign  
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4) Acrobat Reader Box Appears – Click and Drag where you want your Signature on the form.

 
5) Click OK 
6) Select your Signature and Continue or Configure new Digital ID. 
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7) Enter your Password and Click Sign

 
8)  This prompts you to identify a location to Save the Document 

 
 

9) You should see your Digital signature on the Document.  
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