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How To Create A Digital Signature In Adobe Reader Xl

(1) Open Acrobat Reader XI and navigate to the Preferences menu as shown below

File B5:08 View Window Help

="| Redo Shift+Ctrl+Z

@!_'-gndu CrleZ g |1 ]2 i' 'i" 98.4% | ~ ‘ =
.

Cut Ctri+ X

3 Copy Cirl+C
[l Paste Ctri+V
Delete
STAFF MONTHLY TIME RE(
Select Al Gk A DUE 1ST DAY OF THE MONTH
Deselect All Shift+ Ctrl+ A

T e IR

...... 5|6 | 7|89 101112 |13 |14 | 15|16 |

Check Spelling k
Look Up Selected Word...

(, Find Ctrl+F
Advanced Search Shift+Ctrl+F
Protection L
Analysis K

Accessibility

| cerify that the above accurately represents my fotal working time and any leave t:
|:] My salary is currently allocated as indicated below, and this allocation is accur:

D | track my actual work time in 15 minute increments, and my salary is allocated

Benton Frankiin King Okanogan/Chelan
— —




HOW TO CREATE A DIGITAL SIGNATURE AND SIGN A DOCUMENT WITH ADOBE READER XI ~ December 5, 2012

(2) Choose ‘Signatures’ from the ‘Categories:’ menu on the left. Next to the ‘Identities & Trusted Certificates’, click ‘More..’
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(3) Click ‘Add ID’ as show below.

Digital ID5 F2|AddD ¥ Usage Options ~ |57 certificate Details (= Bxport Y Refresh (]} Removeld

Directory Servers ™ .

o5 | Tssuer Storage Mechanism Expires
Time Stamp Servers = = : :

Jerry Higbee <jhigbee@careerpath... Jerry Highee <jhighee@carcerpat.. DigitalID File 17,0126 15651 7
Adobe LiveCycle Rights

—
Jerry Higbee

Career Path Services
Issued by: Jerry Higbee
Career Path Services
Valid from: 2012/01/26 07:26:51 -08'00'
Valid to: 2017/01/26 07:26:51 -08'00"
! Intended usage: Sign transaction, Encrypt document

(4) Select ‘A new digital ID | want to create now. Click Next.
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Add or create a digital ID to sign and encrypt documents. The certificate that comes with your
digital ID iis sent to others so that they can verify your signature, Add or create a digital ID using:
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@ Anew digital ID I want to create now
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(5) Ensure ‘New PKCS#12 digital ID file is selected. Click Next.

Jﬁm’d Digital ID o |

ike to store your self-signed digital ID?

@ New PKCS5#12 digital ID file

Creates @ new password protected digital ID file that uses the standard PKC5#12 format.
I This commen digital ID file format is supported by most security software applications,
including major web browsers, PKC5#12 files have a .pfx or .pl2 file extension.

I Windows Certificate Store

Your digital D 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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(6) Fill out the highlighted portions of the window below using the instructions provided in red. Do
not change Country/Region, Key Algorithm, or Use digital ID for. Click Next.

:[Add Digital ID | |

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

| i
Mame (e.g. Jehn Smith): | Your Mame Enter your first and last name.
i : Organizational Unit: I Your Agency e.g. WorkSource, Admin Team, etc.
: l Organization Mame: | Career Path Services  Enter the company you weork far.
Email Address: I “Your Email Enter your email address
Country/Region: | US - UNITED STATES v

["] Enable Unicode Support

Key Algorithm: [1024-b|'t R5A v]

Use digital ID for: [ Digital Signatures and Data Encryption v]
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(7) Choose a password for your digital signature. If you forget this password, you will have to
create a new digital signature. There is no password recovery mechanism when you lose the
password for your digital signature. Click Finish.

| Add Digital ID e |

— =

Enter a file location and password for your new digital ID file. You will need the password when
you use the digital ID to sign or decrypt documents. You should make a note of the file location
1H so that you can copy this file for backup or other purposes, You can later change options for this
file using the Security Settings dialeg.
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