Digital Signatures (Outside Judicia

The following procedures have been prepared to obtain electronic or digital signatures by individuals
outside of the Judiciary.

1. Open PDF Document
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Justifieation:

2. Right click tool bar and left click on "Customize Quick Tools"”. Look for “Certificates” then
expand.

3. Highlight “Digitally sign” and click the “+" sign on the right side to add to the toolbar.
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4. Now the icon will show up on the tool bar.
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To Apply Digital Signature:

1. Click the tool on the tool bar. Once the Adobe Acrobat message pops up, click OK.

Adobe Acrobat

\ Using your mouse, click and drag to draw the area where you would like the
" osignature to appear. Once vou finish dragaing out the desired area, you will be
taken to the next step of the signing process,

Do not show this message again

2. Highlight the area on the PDF you with to sign and another message opens. Click “Sign”
button.
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3. In the “sign with a digital ID", select your current signature and click continue.
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Choose the Digital ID that you want to use for signing:

[ View Detail

@ Configure New Digital ID.




4. Select "Configure New Digital ID" if there is no digital signature setup.
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Create your self-signed Digital ID

5. If there is a Digital ID on file, select “"Use a Digital ID from a file” and navigate to file. You
will be prompted to set up a password. Save password to access file.

6. If there is no signature on file, select "Create a new Digital ID”, select save to File (for

future use), then enter information for signature use, enter password to access digital
signature, then click save.

*Please Note: You cannot access your digital signature if you forget the
password.



