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Introduction 

There are three ways to add your signature to a PDF file. The change of grade form used at ACU is set up to 
accept all three methods. 

1. Create and use a digital signature
2. Copy and paste a scanned signature from a word document
3. Add a signature stamp

How to sign a form using a digital signature 

Creating your signature 

Open the PDF that requires signature. 

In order to add a digital signature you must first open a pdf that has been set up to accept signatures. 

The Change of Results form is set up as such. 

http://www.acu.edu.au/staff/forms_and_templates/forms/results_forms
http://www.acu.edu.au/staff/forms_and_templates/forms/results_forms
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1. Hover your mouse over the signature field and left click to create your signature

2. Select “A new digital ID I want to create now”

3. Select “New PKCS#12 digital ID file”
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4. Add you name, email address and country (Org Unit and Name are Optional), click Next

5. Choose a folder where you will save you signature, create a password and click finish

Your signature has been created 
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Using your digital signature 

Once your signature has been created you will be able to add it to any form with a signature block. Once 
you click in the block you will see the signature screen pop up. You will need to enter your password and 
click sign to  populate your signature.  

Your signature will now appear in the form. Please note you may be prompted to save the PDF document 
on your computer before your digital signature will appear in the form. 

To remove your signature, right click  on the signature panel and slect ‘Clear Signature’. 
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Changing your signature style 

By clicking on the Appearance link you can alter the style of your signature. Once changed ensure you 
preview your new style before accepting the change. 
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Copy paste method for adding a graphical signature 

Create signature 

1 . Scan your signature using the tool of your choice
2. Save your scanned image as a JPG file
3. Open the image in the editor of your choice
4. Crop the image so that is about 250(width) by 75(height) Save the file as, “signature.jpg”

Important 

If you are not able to add a signature using the Adobe reader on your computer contact IT Service 
Desk through the IT Service Portalfor assistance as you may need to upgrade your software. 

Copy signature into Word 

https://acu.service-now.com/sp
https://acu.service-now.com/sp
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Paste signature into your PDF 
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Alternate method - Adding a stamp 

An alternate way to sign the form is to add a stamp. Follow the link to Adobe instructions on adding 
stamps. 

https://helpx.adobe.com/acrobat/11/using/adding-stamp-pdf.html
https://helpx.adobe.com/acrobat/11/using/adding-stamp-pdf.html
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