gV
N1

HUMAN

RESOURCES

HOW TO CREATE A DIGITAL SIGNATURE

Step 1.

Click the appropriate digital signature block on the PDF document requiring a digital

signature.

Supervisor/Manager's Signature

Step 2.

| want to sign this document using:
() My existing digital ID from:
A file
A roaming digital |D accessed via a server

A device connected to this computer

(® A new digital ID | want to create now %

Cancel < Bac Mext >
Step 3.
Add Digital ID
Where would you like to store your self-signed digital ID?
(®) New PKCS#12 digital ID file
Creates a new password protected digital ID file that uses the standard PKCS#12 format.
This common digital ID file format is supported by most security software applications,
including major web browsers. PKCS#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 ID will be protected by your Windows legin.
Cancel < Back Next >

Created January 2018


jshrum
Line

jshrum
Line


Input the Name, Organizational Unit, Organization Name and Email
Address to be used for your digital signature.

Add Digital ID X

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

Name (e.g. John Smith):
Organizational Unit:

Organization Name:

IJames R. Shrum

ICIient Services

IHuman Resources

Email Address: Ij;hrum@unm.edu
Country/Region: | US - UNITED STATES v|
Key Algorithm: | 1024-bit RSA ~ |
Use digital D for: | Digital Signatures and Data Encryption V|

T

You can use the "File Name" location that is preloaded.
Input a custom password and confirm.

Add Digital ID X

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
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.

File Name:

Im\AppData\Roaming\Adobe\Acrobat\Zm S\Security\JamesR_Shrum.pfx Browse...

Password:
]

IR ot Rated
.e

Confirm Password:

I

< Back | | Finish |
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Step 6.

Type in your password, and select "Sign."

Sign Document

X

Sign As:

Issued by: James R. Shrum More Details

Appearance: Standard Text v

J ames R Digitally signed by

James R. Shrum

Date: 2017.10.09
Shrum 16:59:18 -06'00"

Click Review to see if document content _
may affect signing Review...

Enter certificate password and click the 'Sign' button

Help Sign Cancel

Step 7.

Use File Location provided and select "Save."
When prompted to "Replace existing file?" Select Yes.

1+ » James Shrum » AppData » Local » Microsoft » Windows » INetCache » Content.Outlock » MAEWBZ44

v O Search MAEWBZ44 yel
Organize = Mew folder == -
() Narne - Date modified Type Size
# Quick access
0 Deskion "L Test Signature
I Downleads

= Documents

1/12/2018 4:21 PM Adobe Acrobat D... 4313 KB

&= Pictures Save s
Digital Signature
Docs In Pragress ChUsersyjshrum' AppDatatLocal\Microsoft\Windows\IMetCache\Conte

nt.Outlook\MAEWBZ 44\ Test Signature.pdf
Docs Ready to P

Thefile already exists.

Replace existing file?
Layoff

@ OneDrive

[ This PC
v

File name:
Save as type:  Adobe PDF Files (*.pdf)

+ Hide Folders

Save Cancel

Digital Signature Created

Your Digital Signature has been created and should look similar to signature below.
Any future signatures will only require you to input your password.

. Digitally signed by James B.
James R. Shrum stum

Date: 2018.01.12 16:37:22 -0700'

Signature
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