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HOW TO DIGITALLY SIGN DOCUMENTS

Using Adobe Acrobat Reader Old Version

To sign a PDF document or form, you can insert an image of your handwritten signature or
add text, such as your name, company, title, or the date. When you save the document, the

signature and text become part of the PDF. To be able to digitally signing, you need to install
Adobe Acrobat Reader version.

1) Open a sample PDF document or form.

2

2) Choose Tools = Certificates icon cerificates |

3) Then click the Digitally Sign icon é@ in the toolbar, and will come
popup window. 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

Please go to step 4.
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Using Adobe Acrobat Reader New Version

1. Open a sample PDF document or form.

2. Choose AllTools > View more > Use a certificates > Digitally
sign
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Alltools  Edit Conwvert  Sign

All tools X

[2 Exporta PDF

a0

Edit a PDF

&

Create a PDF
EF’ Combine files
Ll Organize pages
Add comments

@ Request e-signatures

E

Scan & OCR

Protect a PFDF

=

Redact a PDF

04

Compress a PDF

=

Frepare a form

R @7

Fill & Sign

f:, View more
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All tools x

Add comments

)

Request e-signatures

@ Scan & OCR

G’. Protect 2 PDF
c5 RedactaPDF
Q Compress a POF
@ Prepare a form
4 Fill &Sign

) convertto PDE
.& Add a stamp

éz Use a certificate
@ Use print production
& Measure objects
Compare files

Add nch med:a

&

Send for comments

@ Use guided actions
@ Prepare for accessibility
E‘. Apply PDF standards
Add search index 5
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Alltools Edit Convert  Sign

{ Use a certificate X

E% Digitally sign

[B Timestamp

£> Validate all signature

3. Then click the Digitally Sign icon é'q in the toolbar, and will come
popup window. Click OK.

Acrobat Reader

P

L Using your mouse, click and drag to draw the area where you would like the
P 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
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4. After that, choose whether you want to add your signature. Click the

®] LankaClear Pvt Ltd (Windows Digital ID) View Details
o g

fssued by: LankaSign Test Sub CA, Expires: 2020.06,12

@ (Cv:-r.fngu!r: New Digital \D) (Can-:f:') Continue

Continue button.

5. Click Sign Button

Sign as "LankaClear Pvt Ltd" X

La N kaCIe Digitally signed by

LankaClear Pvt Ltd

Date: 2018.06.19
ar Pvt L& 5553 so550

Lock document after signing View Certificate Details
Review document content that may affect signing

Back Sign
«€»
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6. Enter your Security Token PIN and click OK > Click sign

jister  Unregister Delete 'mpo'ti,g't'!’,l,i,s,'] Refresh

& TRUST KEY tool - TrustKe O
File(F) Help(H)
= G s

Device Operation

Enter user PIN:

Note: Length should be between 6-32 characters {Alpha
numeric).

OK | Cancel

-k te-e193e4c4-ad1c-4a94-827b-f87becadb184

AB573CEE

Admin

Certificate Operation
Options

7. Finally signature place to the document as,

N

Digitally signed by
L anKaC g, e s

ar Pvt Lt

Date: 2018.06.19
15:10:53 +05'30'

You have digitally signed the document now. If the document is changed or edited after
signing the document, this is indicated in the signature panel.

Now you can attached the document to your email application and send it to recipient.
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Notes

Any reviewing or editing of the document should happen first and signing of the
document should be the last step.
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