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These instructions assume you have opened a PDF form using Adobe Reader or Adobe Acrobat and you 
want to sign the form digitally.  These instructions are based on Adobe Reader Version 9.  Depending on 
the version of Adobe Reader you’re using, the approach you take may vary but the general technique will 
be very similar. 

1. Click “Document” on the tool bar.  Click “Sign.”  Click “Sign Document.”  The Adobe Reader 
instruction box will pop up.  Follow these instructions.  Hint: the area you want to highlight is the entire 
signature entry field, from the upper left to the lower right corner. 

 

2. You may see this pop up.  If you do, click “Sign.” 

 

3. You will be presented with the pop up below.  If you have already created a digital ID and have it in a 
file on your computer, click next and go to step 7.  Otherwise, click “A new digital ID …” click Next and 
go to step 4. 
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4. You will be presented with the pop up below.  Leave ‘New PKCS#12 …” selected and click Next to 
create a password-protected digital signature. 

 

5. You will be presented with the pop up below.  Enter your identity information using your name, your 
organization’s name and your email address as in the example below.  Click Next. 
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6. You will be presented with the pop up below.  Don’t change the “File Name:” field.  Enter your 
password twice, once in the “Password” field and once in the “Confirm Password” field.  Click Finish. 

 

7. You will be presented with the pop up below.  Enter your password and click Sign. 
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8. Save the form, as instructed. 

9. Your digital signature will appear in the area you drew with your mouse in step 1 above. 

 

Finished. 


