
How to Create Digtial Signatures and how to sign documents digitally (PDF Documents) 

1.) When someone receives a PDF document, that has the capability to be signed you will see a text 

box with a red flag in top left corner of box.  You could click on or in this box and a dialogue box 

pops up.  You would either select, locate and open the signature file, or you will need to create 

one by clicking configure Digital ID. 

 

2.) The next box that shows up, allows you to use a signature creation device (USB or Token), use 

Digital ID from File, or Create a New Digital ID.  At this time most have not created one, so we 

will click Create a New Digital ID.  Click Continue to go to next step. 

 



3.) On the next box, click Save to File, usually you could save to the Desktop, but make sure you 

know where you are saving the file, as you will need to access it on a regular basis.  You could 

create a file or folder on the desktop called Digital Signature Folder.  This is where you would 

save it on the desktop, in this folder.  Whenever you sign a document, you will need to go to this 

folder each time you sign a document digitally. 

 

4.) On the next box you fill in all your personal information, your full name, department, email 

address, country and leave everything else the same or default.   Click continue afterwards to go 

onto next step. 

 



5.) The next step or box you will see where the file is located.  This is where you need to make sure 

the file is saved to a location you could easily find the signature file.  Click Browse, on the left 

column, click Desktop, click New Folder to create a new folder, name folder and make sure this 

is saved on the Desktop.  You will need to create a password and confirm it in second text box.  

Click continue to go to next final step. 

 

6.) You are finished, the Digital Signature is created.  Click continue to sign the current document.  

When you need to sign future documents, you will just need to start back on Step 1.) and on 

step 2.) you will use the Use Digital Signature from File option, locate your signature, open or 

click on it and you will sign all future documents like this.  Thank you 

 


