
1) Open pdf document 
2) Click on Tools 

a.  
i. Click on Certificates 

1.  
ii. Click on Digitally Sign 

1.  

 

iii. Click OK 

1.  
iv. This will change the cursor to a + and will allow you to create a box where the signature should 

be placed 
1. This will then open the Sign with a Digital ID box 

a.  

 

b. Choose your digital ID 
c. If you do not have a digital ID you will need to select Configure New Digital ID 

i.  



ii.  

iii.  

iv.  
v. Create a password 



1.  
vi. Now your Digital ID is created 

1.  
vii. Type your password and Click sign 

1. This will then prompt you to save the document so save it 
somewhere you can locate it quickly. 

2. Once saved your digital signature should now be visible where 
you created the signature block and should look similar to 
below example 

a.  


