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1. Open the document 
2. Scroll down to the area where you designated to sign. 

 

 

 

 

3.  Once you click on the area, you will be prompted to create a digital signature 
a. To sign the agreement, we will not be creating a smart card or token.  No need for 

option one.  
b. If you already have a digital signature created, select the second type of Digital ID 
c. To create a new Digital ID, select the last type of Digital ID 

i. Select “Continue” 

 
d.  Select to save the Digital ID to a file in your computer 

i.  Select continue 

 
e. Enter the identifying information into the fields. 

i. Name and email address are required fields. 
ii. Do nothing with the other fields  
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4. Create a password to protect the Digital ID 

i. Select Save 

 
5.  Select the signature you want to use to sign 

a. Select Continue 

 
 

6.  A preview of the digital signature includes the date and time. 
a. Enter your password and select “sign” 
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7. Save the signature (rename if you like) 
 

  
8.  A preview of signed document: 

 
9.  Save the document and send back to the originator.   


