Adobe PDF Instructions
Document Downloading & Electronic Signature Feature

Follow these steps to view and use the electronic if the electronic signature feature is not available on
the Document.

1. Locate and open the document (either website or email)
2. If the document opens on a web browser (otherwise, continue with Step 3):

a. Click on the Upside Down Arrow icon ° on the top right corner of the screen to
download and save the document; or

L]
b. Click on the Disk icon or on the Disk with a Pen icon P/Il on the top right corner of
the screen to save the document.

3. Save the document to a folder on the computer or laptop (i.e., desktop, documents). Click Save.

€ SaveAs hod
A BB > ThisPC > Desktop v Search Desktop ye
File name: v
Save as type: Adobe Acrobat Document ~
v Browse Folders Save Cancel

4. Open the folder where the form is located.

v 4 <« Desktop » STS Transactions

Document
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5. Right-click on the document and select Properties.

~

Open

¥ Edit with Adobe Acrobat
E Combine files in Acrobat...

Ea Scan with Windows Defender...
¥ Share
Open with >

Give access to

Restore previous versions

Send to h

Cut
Copy

Create shortcut
Delete

Rename

Properties

6. Select Adobe Acrobat and click OK.

How do you want to open .pdf files
from now on?

Keep using this app

m Google Chrome

Other options

Adobe Acrobat 2017

Adobe Acrobat Reader DC

Adobe Photoshop Elements (Editor)

Internet Explorer

Microsoft Edge

OK
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7. Click OK.

General Securty Detals Previous Versions

‘Q Document

Type of fle: Chrome HTML Document (pdf)
Opens with: [l Adobe Acrobat 2017 Change...

Location: C:\Users\jzamora\Desktop\STS Transactions
Size: 234 KB (239,852 bytes)
Size on disk: 236 KB (241,664 bytes)

Created: Today, April 6, 2020, 4 minutes ago
Modfied: Today. Aprl 6, 2020, 4 minutes ago
Accessed Todasy. Apdl 6, 2020, 4 minutes ago

Atrbutes: [ IReadonly [ 1Hidden Advanced...
Securty: This file came from another
computer and might be to (] Unblock

help protect this comput

[ox ][ cancel | [ somy

8. If necessary, follow any additional steps to set-up Adobe Reader.

9. The document’s icon will change to Adobe PDF.

[ PDF |
i

Document

10. Double-click on the document to open it and the electronic signature block(s) should be
available.
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11. Click on the signature cell on the document to open the Digital ID Configuration Required
window and select Configure Digital ID. Please note that the steps may differ depending on the
Adobe product installed in your laptop/computer.

Signature:

Digital |D Configuration Required

Would you like to configure one now?

Help Configure Digital 1D

This signature field requires a digital signature identity.

Cancel

12. Select Create a new Digital ID and press Continue.

Configure a Digital ID for signing

A Digital ID is required to
create a digital
signature.The most secure
Digital ID are issued by
trusted Certificate
authorities and are based
on secure devices like smart
card or token. Some are
based on files,

You can alsa create @ new
Digital ID, but they provide
3 low level of identity
assurance.

Select the type of Digital ID:

&

53

Use a Signature Creation Device

Configure a smart card or token connected to your
computer

Use a Digital ID from a file

Import an existing Digital ID that you have
obtained as a file

R

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

Cancel Continue

13. Under Select the destination of the new Digital ID, select Save to File. Press Continue.

| Select the destination of the new Digital ID | d— x

Digital IDs 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.

—

Save to File

Save the Digital ID to a file in your computer

Save to Windows Certificate Store

Save the Digital ID to Windows Certificate Store to
be shared with other applications

v

& -
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14. Enter the information in the required fields, i.e., Name, and Email Address (Organizational Unit
and Organization Name are not required fields). Press Continue.

Create a self-signed Digital ID X
Enter the identity MName Enter Name...
information to be used for
creating the self-signed Organizational Unit | Enter Organizational Unit...
Digital ID.
Digital [Ds that are self- Organization Name Enter Organization Name...

signed by individuals do not
provide the assurance that Email Address Enter Email...
the identity information is
valid. For this reason they

/ - w
may not be accepted in Country/Region US - UNITED STATES
SOMEe Use Cases.
Key Algorithm 2048-bit RSA v
Use Digital ID for Digital Signatures v

0

15. Create and type a password in both cells and click Save to make the electronic signature
available.

Save the self-signed Digital ID to a file X

Your Digital 1D will be saved at the following location :
Add a password to protect

the private key of the

Digital ID. You will need this C\Users\jzamora\Desktop\AlexisMcClendon.pfx
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. srannanne -

Confirm the password:

0 <) )
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16. Press Continue to select the newly created signature.

Sign with a Digital ID X

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

@ [y ClarkKent Digital IDfile) View Details

Issued by: Clark Kent, Expires: 2025.03.27

@ ( Configure New Digital ID ) ( Cancel )

17. Enter the Password and click Sign. The electronic signature will appear once the document is

saved.

Sign as "Clark Kent" X

Appearance | Standard Text v
Digitally signed

Clark by Clark Kent
Date: 2020.03.26

Kent 22:39:19 -05'00'

Review document ent that may affect signing
= | G

18. Save the document to the laptop/computer on a folder of your choosing (i.e., desktop,
documents, etc.). Click Save. This will automatically sign the form electronically and is ready to

be emailed.



