Digital Signing of Adobe Documents

Introduction This guide provides the procedures for digitally signing an Adobe form.

Information If your form already has an editable signature block as shown below, just
use that red arrow to select your certificate and sign it.
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Procedures See below.
Step Action

1 This process works for using either of the Acrobat applications.

Access 2016

Acrobat Reader DC

ActiviD ActivClient

Adobe Acrobat DC

Adobe Acrobat Distiller DC

Adobe Creative Cloud

2 Right click on the document and click the Open with arrow to select one of the

two applications.
Li Lombine files in Acrobat...

Share using Adobe Acrobat

Open with * J Adobe Acrobat DC

T e Adobe Acrobat Reader DiC
Gre access to

. _ R . Google Chrome
Zip and Share (WinZip Express) 3

- | Microsoft Edae

Continued on next page



Digital Signing of Adobe Documents, Continued

Procedures,
continued

Step Action
3 Adobe Acrobat DC opens as an Adobe Acrobat Pro DC document with the
following tools (11).

Adobe Acrobat Pro
Window Help

Waiver signing.pdf X

rch tools

U. 5. DEPARTMENT OF

HOMFLAND SECURITY <

b WAIVER APPLICATION
CG-348872 (02-10)

Tnstructions: Submit fis application via your umit commanding officer to PSC_ Atach all enclosures that support or clary your I:\ Create PDF
request. (Effective 1 June 2007, SPO endorsements no longer required, but FYT copies may be sent o the SPO.) o -fed

Name (Last, Tt M1) RMFLD Fankate | Date of Separation | ‘Months in which overpaid.

Combine Files

Tnit: Unit Phone: Umit Address:

Marifal Stafas (Spouse’s Service 3 | Number of Dependents .
Simgle [] Married [] Divorced [] Married to Military Member [ (Excluding fermily members on active duty.) Edit PDF

Total Service: ‘Total Sea Service: "Did you know or suspect you were | Amount of Waiver Requested:

overpaid?
Years  Momhs: Years Months: YEs [ no [ 3

Type of Overpayment

BAH [] BaS [] Fsa ] b | coLa [ CSEAPAY [] Orther

Description of Indebtedness. Nore: If this indebredness is the resul of an un-liguidated rravel advance, advance pay. or >
umearned bonns pavmenifs). von are not eligible for a waiver (unless the pavment was made i errer) and vou should not Export PDF
subumit an appiicarion. Explam m your own words and to fhe best of your knowledge, 35 clearly and concisely as you can, what
happened Inchude such facts s the cause of your debe and overpayment, the period involved and your understanding of the
entitlements concerned. State any recollection of when, how and to whom you voiced your knowledge or suspician of error, or amy
other afforts you may have made to have the ervor comrected. (Tou may arrach additianal sheets if nacassany.)

Fill & Sign

Organize Pages
Send for Comments
Comment

i Scan &

‘Enclosure checklist: Failure to enclose any items may result in the return of the application without action.
MANDATORY FOR ALL APPLICATIONS: EEQUIRED A5 APPLICASLE. Protect

[] AIILES related 1o the time period in question [ Travel claims and Travel Voucher Summaries
[ Letter of Indebtedness or Netice of Overpayment [ Relsted emsil and correspondence Mo

[0 Summary of Overpayment (Enclosure (1) from [0 Housing Check-In Sheet Tools

Adobe Acrobat Reader DC opens with the following tools (3).

Edit View Sign Window Help

ome Tc Waiver signing

arch tools
WAIVER APPLICATION
Instructions: Submit s application via your Wmit commeanding officer o PSC. Aftech all enclosures that support or clarify your _
request. (Efective 1 me 2007, SPO endorsements no longer required, but FYT copies may be seat to the SPO.) Comment
Name (Last, First, ML) BELD FanlcRaie | Date of Separation ‘h.lnn.lhinwh'xivra—plid.
Unit: ‘ Unit Phone: Unit Address: 7 Fill & Sign
Marital Statws: (Spouse’s Service: b] Number of
Single [ ] Mamied [] Divorced [] Married to Milimry Member [ | (Excluding fmily members on active dufy.) » Is
Total Service: |'Inhlsus«1ine Drid you kmow or suspect you weTe |Anmui“‘aimrmanme\t More Tools
overpaid?
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Digital Signing of Adobe Documents, Continued

Procedures,

continued

Step

Action

4

Click on More Tools.

Adobe Pro:
Frotect

l?} More Tools

Adobe Reader:
Fill &2 blgﬂ

J?} More Tools

Click on the Certificate icon or click Open from the drop-down arrow.

NOTE: If Open does not display when clicking the drop-down arrow, click

Add, and then Open should display.

Certificates

‘ Open |~ |

Continued on next page



Digital Signing of Adobe Documents, Continued

Procedures,
continued
Step Action
6 Click on Digitally Sign at the top of the document.

Certificates é}'q Digitally Sign Time Stamp

7 Read the directions and click OK.
Acrobat Reader

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

8 | Drag your mouse across the area you want to sign.

consideration of your application
I certify that the above information is e and correct to the best of my knowledpe. [understand the penalty
maximom fine of $10.000 or maximam imprisonment of 5 years or both.

SiTnarmre: Diate:

.5 DEPT. OF HOMELAND SECURITY, USCE, CG-53450] (R 02-105)

NOTE: If the box you create is relatively small, this message may display.
Click Start Over to create a bigger box or click Sign to finish signing the
document.

Acrobat Reader >

B Vou are about to create a fairly small signature on this document.
If you want your signature to be more readable, click Start Over and drag out a
larger area for the signature.

[] Do not show this message again

I Sign Start Cwer

Continued on next page



Digital Signing of Adobe Documents, Continued

Procedures,

continued

Step

Action

9

Verify your information has populated correctly and click Sign.

Sign Document X

Sign As:

BULLOCK_SANDRA.A 1231231234 (DO

Issued by: DOD EMAIL CA-59 Mare Details

Appearance: | Standard Text w
Digitally signed by
BULLOCK.S BULLOCK SANDRA.
ANDRA.ANN ANNE.1231231234

E.123123123 105619 0500

Click Review to see if document content
may affect signing

Review...

10
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Your document should now dlspla your off|C|aI S|gnature
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LS. DEFT. OF HOMFLAND SECURITY, UISCG, CO-54831 (Rev. 02-10)
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