29 March 2020

Digitally Signing Documents from Direct Access

Introduction This guide provides the procedures for digitally signing documents

(orders, contracts, DD-214s, etc.) from Direct Access (DA). The user
must have Adobe Acrobat DC to perform this task.

Procedures See below.
Step Action
1 After downloading the document from DA, save it to your desktop.

2

Right-click the PDF from the desktop. Click Open with, then select Adobe
Acrobat DC (formerly Adobe PRO). Do NOT use Adobe Acrobat Reader DC.

Open with Adobe Acrobat DC
Print
& SkyDrive Pro >

) Edit with Adobe Acrobat
E Combine files in Acrobat...

1= Share
Open with b IIQ Adobe Acrobat DC
I Zip and Share (WinZip Express) Adghe,ﬁlcwt Reader D
1 WinZip > | [E] Google Chrome
[¥] Scan for threats (=2 Internet Explorer
Restore previous versions [q LoEEEIL A
& word 2016
Send to b
E Search the Microsoft Store
Cut
Choose another app
Copy

Create shortcut
Delete

Rename

Properties

Continued on next page



29 March 2020

Digitally Signing Documents from Direct Access, Continued

Procedures,
continued
Step Action
3 Click on File, then Properties.
CG_RSV_ORDER.pdf (SECURED] - Adobe Acrobat Pro DC
Edit View Window Help
B Open... Ctrl+0
E‘b Create »
Save As.. Shift+Ctrl+5
Save as Other »
xport To L
[T] share File
Close File Ctrl+W
Properties... Ctri+D
= Print.. Cirl+P

From the Security tab, select No Security from the Security Method: drop-

down.

Document Properties

Document Security

DescriptionFonts Initial View Custom Advanced

The decument’s Security Method restricts what can be done to the decument. To remowve
security restrictions, set the Security Method to No Security.

Security Method: | Password Security

Can be Opened by:  |Password Security
Certificate Security

All contents of the docy Adobe Experience Manager Documnent Security

metadata.

Change Settings...

Show Details...

Continued on next page



29 March 2020

Digitally Signing Documents from Direct Access, Continued

Procedures,
continued

Step Action
5 Click OK.

Adobe Acrobat *

Are you sure you want to remove secunty from this document?

! .-\'

6 Click OK.

Document Properties

Description Security Fonts  Initial View Custom  Advanced
Document Security

The docurnent's Security Method restricts what can be done to the document. To remove
security restrictions, set the Security Method to No Security.

Security Method: | [N NNNGG,, - | Cioooc Seitings.

Can be Opened by:  All versions of Acrobat Show Details...

Document Restrictions Surmmary
Printing: Allowed

Changing the Document:  Allowed
Document Assembly:  Allowed

Content Copying:  Allowed

Content Copying for Accessibility:  Allowed
Page Extraction:  Allowed

Commenting:  Allowed

Filling of form fields:  Allowed

Signing:  Allowed

Creation of Template Pages:  Allowed

Continued on next page
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Digitally Signing Documents from Direct Access, Continued

Procedures,

continued

Step

Action

7

Click Save.

CG_RSV_ORDER.pdf - Adobe Acrobat Pro DC
File Edit View Window Help

Home Tools

CG_RSV_ORDER.pdf *

Blw 8 H Q
8 Select More Tools from the toolbar on the right side of the page.
fé More Tools
9 Under Forms & Signatures, click Certificates.
Forms & Signatures
Fill & Sign Prepare Form Certificates
10 | Click Digitally Sign.

Home

Tools

I Certificates

CG_RSV_ORDER.pdf - Adobe Acrobat Pro DC

File Edit View Window Help

CG_RSV_ORDER.pdf

w e X Q ©

£ Digitally Sign

Time Stamp

Continued on next page
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Digitally Signing Documents from Direct Access, Continued

Procedures,
continued

Step Action
11 Click OK.
Adobe Acrobat

Using your mouse, click and drag to draw the area where you would like the
signature to appear. Once you finish dragging out the desired area, you will be
taken to the next step of the signing process.

[ Do not show this message again

OK

12 | Use your mouse to create a signature box in the Official’s Signature block of
the orders.

Except as noted orders are authorized and directed. Proceed and report to the places and mn the order listed. Deviations should not be
made without prior written or verbal orders from proper authority.

ate Traveler's Signature Date I

13 If the box is where you want it, click Sign. If you want to try again, click Start
Over and repeat step 12.
Adobe Acrobat et

CB  You are about to create a fairly srnall signature on this document.
If you want your signature to be more readable, click Start Over and drag cut a
larger area for the signature.

[ Do not show this message again

Sign Start Chwer

Continued on next page
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Digitally Signing Documents from Direct Access, Continued

Procedures,
continued

Step

Action

14

If this is the only signature, check the Lock Document After Signing box first,
then click Sign. If adding the digital signature to multiple pages, just click Sign.

Sign As: OYL.OLIVE. 1234567890 (DOD ~

Issued by: DOD EMAIL CA-49 More Details

Appearance: | Standard Text o

Digitally signed b
OYLOLIVE. gy

1234567890 1234567890
Date: 2020.03.23
12:52:29 -05'00'

[]Lock Docurnent After Signing

Click Review to zee if document content
may affect signing

Review...

15

The document will force you to save the signed copy. Change the file name, if
needed, then click Save.

Save As PDF e

4 B » ThisPC » Desktop w | ) Search Desktop y=)

File name: | CG_RSV_ORDER

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

“ Browse Folders Save Cancel

Continued on next page
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Digitally Signing Documents from Direct Access, Continued

Procedures,

continued

Step

Action

16

Click Yes to replace the existing file.

Save As

Yppoms-ppo-fptlsers2yHome\Desktop\CG_R5Y_ORDER.pdf
The file already exists,
Replace existing file?

Yes

Mo I

17

Repeat steps 12-16 for each page of the document, saving it each time with the
same name. On the last signature, check the Lock Document After Signing

box, then click Sign.

Sign As: OYL.OLIVE. 1234567890 (DOD +

Issued by: DOD EMAIL CA-49

Appearance: | Standard Text

OYL.OLIVE.
1234567890

More Details

N

Digitally signed by
OYL.OLIVE
1234567890
Date: 2020.03.23
12:52:29 -05'00'

I Lock Document After Signing

Click Review to see if document content

may affect signing

Review...

Continued on next page
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Digitally Signing Documents from Direct Access, Continued

Procedures,
continued
Step Action
18 | The document will force you to save the signed copy. Click Save.

Save As PDF

4 B s ThisPC » Desktop v Search Desktop

R | CG_RSV_ORDER

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

» Browse Folders Save

Cancel

19 | Click Yes to replace the existing file.
Save As
Ywppoms-ppc-fpiUsers2\Home\Desktoph\CG_RSYV_ORDER.pdf
The file already exists.
Replace existing file?
I Yes I I Mo I
20 | The signed document is now locked and can be forwarded.






