
 

How Do I 
Create and Use a Digital Signature? 

 
1. Open a PDF document in Adobe Reader. 

 

 
 

2. Click on the signature field. 
 

 
 

3. When the Add Digital ID window opens, click on the third option entitled “Create a self-signed 
digital ID for use with Acrobat.” 



 

 
 

4. Click on “New PKCS#12 digital ID file. 

 
5. Enter your name and organization how you would like it to show on the signature. 



 

 

 
 

6. Create a password to be entered when you use your electronic signature. 

 



 

 
7. The Sign Document window will appear when you click on a signature field in Adobe Reader. 

Enter your password.  After you click “Sign” a Save As window will appear for you to save a 
copy of the

 

 PDF with your electronic signature.  Congratulations!  You have just created a digital 
signature! 

 


