Electronic Sign and Submit   

For those who are able to access documents but may not have capability to print from your home workspace, electronically signed documents are acceptable.  Please follow the steps below to use Adobe Acrobat (free to all users) Fill & Sign options.  

1. [bookmark: _GoBack]Download the document onto your computer.
2. Right click on the PDF document.  Select “open with: then open with Adobe Acrobat Reader.  (free to download, if you don’t’ have)
3. Click the “Fill & Sign” option on the right menu pain.
a. [image: cid:image005.jpg@01D62E92.B8A3BE10]
4. Click the “Ab” at the top of the page.
a. Move cursor to where you need to fill in requested information.
b. Continue to each fill-in spot.
5. To add a signature
a. Click the “Sign” button located at the top of the page. [image: cid:image006.jpg@01D62E92.B8A3BE10]

Select your signature to apply anywhere in the document, or if you haven’t set one up yet, click the “Add Signature” option to create one.  


[image: cid:image003.png@01D62AA4.E453F940]

Follow the steps on-screen if you need to configure a new signature.  Adobe provides three options for creating signatures: Type, Draw, Picture. These options allow you to type and select a font style, use your mouse to draw your signature, or to take a picture of your actual signature and upload it to Adobe.  

Click “Save As” to save the document,t once signed.
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