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CREATING A DIGITAL SIGNATURE USING ADOBE 

 
 
1) Save / 
Download the 
form on your 
computer and fill it 
out.  
 

 
 
2) Navigate to 
appropriate 
signature field (e.g. 
Dept Chair, Lib 
Liaison, or College 
Dean).  
 
Click on the 
“signature box”. 

 
 
3) Select “A new 
digital ID I want to 
create now”, to 
create a new 
digital signature  
 
Click “Next”.  
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4) Select “New 
PKCS #12 digital ID 
file” for a 
password 
protected Digital ID 
/ Signature 
 
-or- 
 
Select “Windows 
Certificate Store” 
for non-password 
protected Digital 
ID.  
 
Click “Next”  
 
 

 

 
5) Enter identity 
information into 
the appropriate 
fields to create 
digital ID.  
 
Click “Next”. 
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6) Create a 
password in the 
appropriate fields 
and confirm.  
 
Click “Finish” to 
create your digital 
ID.   
 
(Note: Passwords 
cannot be recovered. 
Please make note of 
this password.) 
 

 

 
7) Verify ID 
information and 
enter “Password” 
into field.  
 
Click “Sign”. 

 
 
8) Save the form 

 
Adobe will prompt you to save the file. You can choose to replace the 
original file or save it as a new one e.g. adding your initials to the original 
file. 
 

9) Document is 
now digitally 
signed.  
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