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When you digitally sigh a document, you have 2 options for how your name appears on the document:

e Standard text which displays your signature as typed:

Digitally signed
TeSt B = /by Test B. User
Date: 2018.10.26

User 11:22:20 -04'00"

e (Create an Appearance that represents your wet signature:

Digitally signed by
<your common

Y, :
1 7 -‘{4 )/ 'name here>
et ©. Uaee Date: 2018.10.26

11:23:42 -04'00'

1. If you want to use the standard text representation of your signature, you do not need to create an
appearance.

2. If you want to use a visual representation of your signature, follow the steps to create a Signature
Appearance in Adobe Acrobat.
a. Sign a blank sheet of paper (Note, it is best to use a Sharpie Pen if using Adobe Reader).
b. Scan the signature page and save the file as a PDF.
c. You will need to crop the PDF to remove all the blank space, this will allow your
signature to display as normal size.
Open Adobe Acrobat DC.
Click on the Edit Menu at the top of the Adobe Acrobat window.
Click on Preferences.
In the new window, on the left side click on the word Signatures.
When the window redisplays on the right side click the More... button in the Digital
Signatures Creation & Appearance section.

Sm e a

Digital Signatures

Creation & Appearance

» Control options for signature creation
» 5et the appearance of signatures within a document k‘

i. Click on the New button in the Appearances section of the Creation and Appearance
Preferences window.
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Appearances

Edit...
Duplicate

Delete

Give the signature appearance a Title, select Imported graphic in the Configure Graphic
section and then click the File... button to choose a graphic image of your signature.

——
Cenfigure Signature Appearance X ]
Title: |Signature - Blue Ink
Preview
Digitally signed by your commen
name here
Date: 2018.06.20 13:03:01 -04°00"
Configure Graphic
Show: () No graphic Irnpart Graphic from:
@1 rted hi
e
) Mame k
Configure Text
Show: [V|Name  [[]Location [] Distinguished name [V Logo
[¥] Date ] Reason [] Adobe Version [¥] Labels
Text Properties
Text Direction: @ Auto () Left to right () Right to left
Digits: 0123456789 =
[ 0K l ’ Cancel

Click on the Browse... button to choose the file’s location.
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|.  Select the imagefile.

Organize MNew folder B= ~ [ @'

it Favorites Documents library

2 Arrange by: Folder ~
Public Documents

7 Libraries Name Date modified Type Size

|=] sign.jpg 6/20/20181:0.. JPEGimage 17 KB

1% Computer

?j Network

File name: Sign,jpg - ’AII Supported Formats (*.pdf:* v]

[ open || conce |

m. If you do not see the image file, change the file type by clicking the dropdown arrow and
choosing the file type of your image file.
i. If using Adobe Reader, the image file must be a PDF.
ii. If using Acrobat, the image file can be a pdf or any of the files displayed.

Acrobat PDF Files (7. pdf)

30 Files (F.u3d,*.prc)

Autodesk AutoCAD (*.dwg, ™ dwt,* dxf,* . dwf,*.dst)

BMP (*.bmp,*.rle,*.dib)

Compuser\.rel;‘}IF *.gif)

EMPF (*.emf)

HTML (™. html *.htm, shtml)
Jpea.”.jpe, " JPEG)

JPEG2000 (* pf,*.jpx, _|[Cl.2 J2k*j2e* pc)

Microsoft Office Excel (*.xds,* xlsx, * xlsm, *.xlsh)

Microsoft Office Powerpoint (*.ppt, ™ ppte ™ pptm)

Microsoft Office Visio (*.vsd)

Microsoft Office Word (*.doc,*.rtf,*.docx, *.docm)

Multimedia (*.mow, " mdv,* 3gp,*3g2,* mp3,*.swf, ".mpd)

PCX (*.pcx)

PNG (*.png)

PostScript/EPS (*.ps,”.prn,*.eps)

Text (*.bet, " text)

TIFF (" tiff, " tif)

XPS (*xps)

All Supported Formats (. pdf,".u3d; ™. pro;™ dwa; ™ .dwt, ™ dxdf, " dwf, ™ dst,™, bmp, e diby ™ gifF emf  html® bt ® shtml ™ jpg; ™ peg. ™. pg

|41l Supported Formats (*.pdf: .L-xi EE lE” | [ |!

n. Select the image file and click the Open Button.
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f(-\, | . » Libraries » D f PucD 5 Search Public Documents P
= - 0 @

Organize + New folder

Folder *

¢ Favorites Documents library Arange by
Public Decuments

izl Libraries Name Date modified Type Size

6/20/2018 1:0.. JPEG image 17 KB|

=/ Sign.jpg

1% Computer

€ Network

~ [ All Supported Formats (*.pdf™s - |

File name: Signjpg
[ Open [}J [ Cancel ]

0. The Select Picture window will now display the selected image and the file path of the
image.

S_elect Picture

File: |/C/Usersftdeiterich/Desktop/201¢ Browse...

Sample

Tt B Uace

1 out of 1 images

oK I l CancelM

p. Click Ok and the Configure Signature Appearance window will re-display.
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Conﬁgu.re Signature Appearanc:

Title: |Test B, User - Blue

Preview

s

/ Digitally signed by your common

_f 7
/ £ 1/ name here
S LR~ Iﬁ (A4 Date: 2018.10.31 145551 -0400

Configure Graphic

Show:  (2) No graphic Import Graphic from:

@) Imported graphic

) Mame

Configure Text

Show: [J] Name [[]Location [ Distinguished name [¥]Logo
[¥] Date 7] Reason [T Adobe Version [¥] Labels

Text Properties

Text Direction: @ Auto () Left to right () Right to left

Digits: | 0123456789 -

OK I ’ Cancel

g. Click Ok to complete configuring the appearance and return to the Creation and Appearances
Preferences window. The created signature appearance now displays under the Appearances
section.

Creation and Appearance Preferen

Creation

Default Signing Method: [Adobe Default Security

4

Default Signing Format: [PKCSﬂ? - Detached

4

‘When Signing:
[ Show reasons
[ Show location and contact information
[#]Include signature's revocation status

[ view documents in Preview Mode

Enable Review of Decument Warnings: [When certifying a decument -]

Prevent Signing Until Warnings Are Reviewsd: | Never -

Use modern user interface for signing and Digital ID configuration

Appearances

Test B. User - Blue

Delete

4
IH

b
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r.  Now you have an appearance. You can create as many appearances as you want. You do
not need to create a new certificate to create new appearances.
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