NOTE: This is for the paid version of Adobe Acrobat. Please be sure you have the updated
version of the software.

If you have the FREE version called Adobe Acrobat READER, the instructions are in a separate
document.

Instructions:

First, be sure you open the document from its file location, not from online. If you open the
document in a web browser, you will not be able to sign it.

Please see the video tutorial for more information on that.

On the fillable document you would like to sign, you should see a signature area with a small
orange arrow/tag.

Advisor'sMentor's ’
Signature B Date
(Firzt Major)

Click in the space with the orange tab.

If you already have a digital signature, you will see this box:

Sign Document

Sign As: Julee Meketa (Julee Meketa) 2025.04.03 w

Issued by: Julee Meketa More Details

Appearance: Standard Text ~
Digitally signed
‘JU|ee by Julee Meketa
Date: 2020.04.03
Meketa 11:20:08 -04'00

Click Review to see if document content

may affect signing Review...

Enter certificate password and click the 'Sign’ button
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Enter your password in the appropriate box and click Sign. You will be prompted to save the
document:

Save As
4k <« Desktop » Forms v | O Search Forms p=]
Organize « MNew folder == - o
~
Deficiencies ) Mame Date medified Type ™
Documents " Fillable CAS Registration Form Adobe
Forms "L Fillable Change of Curriculum Form upd... Adobe
Student Data "L Fillable Change of Curriculum Form Adobe
. . "L Fillable Internship Application Adobe
@ OneDlrive - Univer .
" Fillable LOA and WD Form Adobe
Apps "L Fillable Permission to Take a Course Form Adobe
Attachments "L Fillable Petition to Participate in Undergr... Adobe
Daocuments =L Fillable Reader Independent Study Form Adobe |,
Email attachmer ¥ € >
File name: | Signed Form| - v|
Save as type: | Adobe PDF Files (*.pdf) ~

n HideFolders [ | 4

Choose the save location as you would with any other document, rename the document as
you wish, and click Save.

The signature area of the form will now look like this:

Advisor’s/Mentor’s
Signature Julee Meketa ke 2020 04 02 1153 13 0400 Date
(First Major)

That’s it! Simply attach the signed document to any email as you normally would and you’re
done!

The following pages are the instructions for creating a digital signature.
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First, be sure you open the document from its file location, not from online. IF you open the
document in a web browser, you will not be able to sign it,

Please see the video tutorial for more information on that.

On the fillable document you would like to sign, you should see a signature area with a small
orange arrow/tag.

Advisor's/Mentor's
Signature T Date
(First Major)

Click in the space with the orange tab.

If you do not have a digital ID, the following box will appear:

edel e vt digital 10 4o sign and erceypt dicurments. The certidic ate that comes with yous
diggaal |0 is sent to others so that they can verify yous signature. Add ar create a digital |0 using:

() My enisting digital 1D from:
@ A file
) A roaming digital 11} accessed via a server
) A device connected to this computer

T -

Click A new Digital ID | want to create now (outlined in blue above) and click Next. The
following box will appear:
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Add Digital ID

‘Where would you like to store your se\f-;igned dig\ta\ ID?

(®) New PKCS#12 digital ID file
Creates a new password protected digital ID file that uses the standard PKC5#12 format. -
This common digital ID file format is supported by most security software applications,
including major web browsers, PKC5#12 files have a .pfx or p12 file extension.

() Windows Certificate Store

Your digital ID will be stored in the Windows Certificate Store where it will also be available
to other Windows applications. The digital 1D will be protected by your Windows login,

Cancel < Back Mext »

Click on New PKCS#12 Digital ID File (outlined in blue above) and then click Next.

The following box will appear:

Add Digital ID

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

Mame (e.g. John Smith): ||

Organizational Unit: |

Organization Name: |

Email Address: | -

Country/Region: | US - UNITED STATES v|
Key Algorithm: | 1024-bit RSA ~ |
Use digital ID for: | Digital Signatures and Data Encryption v

Cancel < Back Mext > -

Enter your name and your Scranton email in the appropriate boxes and click Next.
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On the next screen, enter a password in the appropriate boxes. Be sure to choose
something you will remember easily, as you will be asked to enter this password each time
you digitally sign a document.

Add Digital ID

Enter a file location and password for your new digital 1D 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
so that you can copy this file for backup or other purposes. You can later change options for this
file using the Security Settings dialog.

File Name:

C:\Users\R01222430\ AppData'\Roaming'\Adobe'\ Acrobat' 2015\ Security\) Browse...

Password:

Confirm Password:

I e -
—

Click Finish. The following box will appear:

Sign Document

Sign As: Julee Meketa (Julee Meketa) 2025.04.03

Issued by: Julee Meketa More Details

Appearance: Standard Text ~
Digitally signed
JUlee by Julee Meketa
Date: 2020.04.03
Meketa 11:20:08 -04'00

Click Review to see if document content
may affect signing

Enter certificate passwori and click the 'Sign' button

Review...

Enter your password in the appropriate box and click Sign.
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You will be prompted to save the document:

Save As
T « Desktop * Forms v O Search Forms R
Organize « Mew folder =z - 0
~
Deficiencies () Name Date medified Type ™
Documents "L Fillable CAS Registration Form 3/16/2020 1:52PM  Adobe
Forms "L Fillable Change of Curriculum Form upd...  3/24/2020 1:26 P Adobe
Student Data "L Fillable Change of Curriculum Form 3/16/2020 2:23 PM  Adobe
. . "L Fillable Internship Application 3/16/2020 2:23 PM  Adobe
o OneDrive - Univer ) o o i
"L Fillable LOA and WD Form 3/16/202011:56 AM  Adobe
Apps =L Fillable Permission to Take a Course Form ~ 3/16/2020 2:27 P Adobe
Attachments = Fillable Petition to Participate in Undergr... 3/ :54PM  Adobe
Documents "L Fillable Reader Independent Study Form 3/16/2020 3:49 PM Adobe ,
Email attachmer v € >
File name: | Signed Farm| v|
Save as type: | Adobe PDF Files (*.pdf) ~

Choose the save location as you would with any other document, rename the document as
you wish, and click Save.

The signature area of the form will now look like this:

Advisor’s/Mentor’s
Signature Julee Meketa D 2020 .01 11155 13 D4 Date
(First Major)

That’s it! Simply attach the signed document to any email as you normally would and you’re
done!

If you have any questions, please email julee.meketa@scranton.edu.
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