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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 sighature
2. Copy and paste a scanned signature from a word document
3. Add asighature 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.
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1. Hover your mouse over the signature field and left click to create your signature

—

Sign Document

(signature)

® certify with Visible Signature

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

r - — -
Add Digital D i

U W O BN N NN N

Twant to sign this document using:
(©) My existing digital ID from:
@ A file
| A roaming digital ID stored on a server

A device connected to this computer

i C@)Anewdigihllﬂ[wanl(u(rﬁle nﬂw)
f l

|

3. Select “New PKCS#12 digital ID file”
["dd Digital D - — et =)

U W B N NN N

Where would you like to store your self-signed digital ID?

@ New PKCS#12 digital ID file

Creates a new password protected digital D file that uses the standard PKCS#12 format.
i This common digital 1D file format is supported by most security software applications,
including major web browsers. PKCS#12 files have a pfix or pl2 file extension.

) Windows Certificate Store

Your digital ID will be stored in the Windows Certificate Store where it will also be available
to other Windows applications. The digital ID will be protected by your Windows login.

|
e
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4. Addyou name, email address and country (Org Unit and Name are Optional), click Next

AddDigital D "Wt F e Taaahng e e oo e

Enter your identity information to be used when generating the self-signed certificate,

Name (e.g. John Smith): IJohn Doe ( 1 )
I COrganizational Unit: I
I

Organization Name: ||
Email Address: I'odoe@bigpond.co;(z) U

i -’3 I
Country/Region: | AU - AUSTRALIA -

[T]Enable Unicede Support

Key Algerithm: ’1024—bit RSA v] f

Use digital ID for: [Digital Signatures and Data Encryption v]

| @
== o] (e ]

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

AddDigital D "Wt oF e Taaahng e e oo e

Enter a file location and passwerd for your new digital ID file, You will need the password when
you use the digital ID to sign er decrypt documents, You should make a note of the file location
so that you can copy this file for backup or other purposes. You can later change options for this
file using the Security Settings dialog.

Will default to this; browse to select where you want thisj

signature file to be stored on your computer.
SN

I IE_\Desktop\Joh nDoe.pfx Browse...

File Mame:

|
L Password: f
I || h create a password
Confirm Password:
1 [ f

| | <Back | [ 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.

Sign Document M

P e e S =

Sign As: Juhn Doe <jodoe@bigpond.com= v] ]

Password: Enter your password

Certificate Issuer: lohn Doe

! Appearance: ’5tandard Text v]

Digitally signed by John Doe

J O h n DM: cn=John Doe, o, ou,
email=jodoe@bigpond.com, 'i
=AU

D O e Date: 2013.06.05 16:26:42
| +10°00° ]

—_—

Click Here

e

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.

Digitally signed by John Doe
J @) h N Doe Date: 2018.04.04 15:34:49

+1000

(signature)

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

Digitally signed by John Doe

J O h m- DN: cn=John Doe, o, ou,
Clear Signature

Walidate Signature

View Signed Version

Show Signature Properties...
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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.

Sign Document u

e —

Sign As: [Jane Doe <jdoe@csu.edu.au> v] @

Pazzword: I
Certificate Issuer: Jane Doe

o,

Digitally signed by Jane Doe

J a n e DN: cn=Jane Doe, o, ou,

email=jdoe@csu.edu.au, @ :
c=AlU
f Doe Date: 2013.06.03 11:50:09 f
+10'00' I
|
I Sign ] [ Cancel l

Title: ||
: —
. Don't forget to name your new signature appearance |
| Preview __,_..

Digitally signed by your common name here
DN: your distinguished name here
Reason: your signing reason here
[l Location: your signing location here i
Date: 2013.06.03 11:53:18 +10'00'

|
Configure Graphic
Show: @ Ne graphic Import Graphic from:
i (7 Imported graphic . il
) Name

I Selectitems from "Configure Text" to change
the display in the "Preview" area.
i Configure Text

Show: [V] Name [¥] Location [¥] Distinguished name [¥]Logo

I Date Reason Labels
Text Properties
Text Direction: @ Auto (0 Lefttoright (O Right to left [

N Digits: | 0123456789 +

[ ok || cancet
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Copy paste method for adding a graphical signature

Create signature

1.
2.
3.
4.

Important

Scan your signature using the tool of your choice

Save your scanned image as a JPG file

Open the image in the editor of your choice

Crop the image so that is about 250(width) by 75(height) Save the file as, “signature.jpg”

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

Copy signature into Word

1. Open Microsoft Word

G T crunents - Micosaft Word
. :.ﬁt_ p.,g,_Jﬁ,‘.!,uu; Rgf?ﬁm "win's k@,.
= _; Calibri (Bady - - A Ellif—.' AambreDe|| AzBbceDe AgBbCe
Pt ||| B d O akex X a0 A 5~ [al[ THomal | 1HoSpac.. Heodngt - Chengs G
Chpbnardg = Famt nagraph = Styles
|
Fagerlofl | Wordsi0 | @i IS = s —— ———
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@ Iﬂlﬂ =

[ caver Page =
_1 Blank Page

!j Smartirt
| Preture | cip

jilp chart e "
[lustr Links

| #=! page Break
Pages

Documents - Microsoft Word oy i
[rﬁ:‘t_| Palge.Lairau! R!f?.!ﬁp(e! Mal.l.l!ilgs RT_‘Pi-jw W q.r:ﬁns A:Fﬂfat ©
. -U} snapes LN 8 Hynenlnk =] Heager -

A Bookmark

E:‘g Crass-reference

- | QUIEI(PE!TE + &+ Tl equation *

Alworane - (3| £2 symbal -
5] Page Mumber ~ Bo:(* Aoicprap - W
Header & Footer Text

|5 Foater «

Symbaks

Click on the
“Insert” tab

2.

Click the “Picture”
button

‘ﬁ

Page:iofl | Wardu0 @

location of your

1. Locate on your PC the

W "
signature
My Recert ¢ Y T
DacLments L//
Deskeop My Dooaments My Camputer My Metwark Places
| | "
o —
Iy Daruments == | B
Py Camputer dwd2 htdacs signaturs

.
A R

2. Once you found it, either
double click on the “signature”
file or select it and click the
“Insert” button

Cimensiors: 241 » 55
Type: JPEG Inage
See: 7.51 KB

m Universicyof |

Fie name:

-

Fiesof byt gypitires

w

Page |7



Adding signatures to a PDF

OACU

AUSTRALIAN CATHOLIC UNIVERSITY

@ H9-0 )+ Documents - Microsoft Word o R e
: .‘:) Home Insert Page Layuul Referznces Matrlngs Revi =
@ erightness - 1 ||[ || [P Picture Snape 1. Once the image has been inserted,
(D Cortrast~ B il |snill| sadll| -  Ficture Bord . . .
D cortrst - g ‘—J u ; N resize the image so that it is smaller
S recolor - g = ) Ficture Effects
Adjust Picture Styles 2. Thecircles on the corner and small
/ squares will allow you to resize the
%\ "
. I _
[ :
=l . / 0
l A gord, X k.ﬁiﬂmﬂu&i}
s
e
O m
Page;1of L Words 0 | o |
[{B!a H92-0 - Documents - Microsoft Word Po
- - Home Insert Page Layout References Mailings Review Wiew Add-Ins Acrobat |
& Brightness = & o (r] ¥ Picture Shape - B 4, Bring to Frant = [&- il
Dconrast - Ey || |l |small| smll - & eicueBorger B send to Back = IE] -
g Recolor~ g = | O Picture Effects ~ Pos'.mn [ Text Wrapping = Zhv 'I.R
Adjust Picture Stylas [
— 1. Once you have resized it, right click on the
image, and select “Copy” or using your
; keyboard hold the “CNTRL” key and hit “C”
T yi - T 2. Now open your PDF document to “sign”
2] : ! ~ 3'(‘_ &
l‘:‘:‘%‘ HoL L _5/ E———
i [, | Paste
L~
J_ >
=T N
L o
& Hyperiink.. o
E [nzert Captian... U
| [ T L
Pager1 ef1 | Wordso | J | = EEEIEET e p—
il | size..
b, Format Ficture..
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Paste signature into your PDF

77 Change_of_Grade_form_lemplate_bditablevd.pdf - Adobe Acrobat Pro DU E=
File

View Window Help

'3 Undo typing Ctrl+Z ® E

“t
10
R

1. Goto the “Edit™ menu and

E, Paste Ctrl+V celect "Paste” or wsing the o e A‘ U

k{-".'huﬂ r [I. hald the “CNTRL™ lH.-"g' AUSTRALIAM CATHOLIC UNIVERSITY

e 3 be changed in Student Connect. A separate form must be used for each unit,
and press “v
Select All Ctri+A

Deselect All Shift +Ctrl+A
ster/Study Period Campus
Copy File to Clipboard

‘ode

Edit Text & Images

all information must be provided
=Successful Appeal; ON= Conversion of Interim Grade;

Take a Snapshot

Student Name Original ~ Original ~ New New e Reason

Check Spelling » [family name, given name(s)] grade Mark grade  Mark mg;:sl?Nﬁ:n? Code*
Select.. -| Selec_-] Select | Select -]
Q Eind Ctri+F Select.. -] Selec - Select -] Select -]
Advanced Search Shift+Ctrl+F Select.. J Selec_-| Select J Select - |
Select -] Selec_-| Select -] Select_+|
Manage Tools Select.. - Selec_~| Select | Select -|
Preferences... Ctrl+K Select. -] Selec_~| Select - Select -]
y Select - Selec_-| Select | Select -]
8 Select.. -] Selec_-| Select | Select -]
9 Select.. | Selec.-| Select -] Select - |
10 Select.. | Selec_- Select -] [Select-|

Francis L. Castleman|
LECTURER/COURSE COORDINATOR (full name) (signature) Date:

L. Single left click on the “signature” to resize it to fix into
5 Hala =] meIell  m) | el
|¢- the signature box Selec =] Select -] | Selm
- ) ) Salec = Select =] Sele
la 2. Use the corner square on the signature to resize and lef}zj Select | TScler
4 than move into the signature box Selecz Select - | Seles
= Selec -] Select -] | Selet

LECTURER,/COURSE COORDINATOR (full nass) [Fignatuse) | = = | o=
1

HEAD OF SCHOOL DEPUTY HOS (full name) (ignatare) el 1
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1. Once moved and resized, your “signature”
should like this.

2. Inthis example, we used the signature
“Francis L. Castleman”

. -
_"'—--.___|_hL -
Francis L. Castleman gt | o
LECTURER/COURSE COORDINATOR (full name) T e VAN - 17/ T
[
= Change_of Geade foem_ Templase, [diabied pf - hoobe Acvsbat Bro DO =
[ o viem Window Hdp
B oo Cirt+0 @
iy .
Craate L] [} 1
e - m B BT 2 &
[E] 5ave Cirl+5
Save As Snift+Ctrl+ 8
e . DACU
— . 1. Mow save your document and you are S .
ready to email, print or upload to any L S R i e e
Send Fie N
storage media of your choice.
Rgert
Chods Crrl W *
Title
Propgrtes. Carlal
& B Col+P
st N Oviginal  Oviginal ~ New  New for comme Beason
1 Cohange_of Grade L ate_Fditablevd.pod e, ghven naane(sl] grade Mark prade  Mark DT:-;’: Cosle®
2 M \Crange of Grade Procedure.pdl
. ) i Sedact. -| Sabac =] Sihsct =l Sldel -]
3 KAEOD Databes wser guide.pd Select,, -] Sebic =] Select =] Salect =]
3 CCatharing Thompgon Signed Contsactpof Seloct. - E | Select - Select =
§ £ 06 500219685 KINNAY Chea MKTGE00.pdf Seloct. -] Seboc_=| Select - Seloct -]
e A Roerd Fibes_ Sidact. =] St =] Selact - Sebact =|
Select, = Selac -] Seloct -] Salect =]
Ext Clri+G Salect .« Selac = | Selact =l Salect =]
T Sedact.. ~| Sedac =] Salect | Silact |
9 Salecl | Sebac x| Select = Sidect - |
= Salect . - Salac =] Select ] Sabect =]
Francis L. Casslaman| 1 ¢
LECTURER COURSE COORDMNATOR ( full sase) (L=t ] e u Ay Lrman Dt
-—

Alternate method - Adding a stamp

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