
How to create a digital signature for any Adobe PDF document 

1. Click the signature box 
 

2. When the dialog box pops up determine what signature form you want to use: 

 
 
- “Use a signature Creation Device”: If you have such a device, please use it. 
- “Use a Digital ID from a File”: If you already have a esignature created you may upload it by 

selecting this option 
- “Create a New Digital ID”: This will save your Adobe signature for all future documents and 

will be the process that is outlined in this instruction sheet 
 

3. Select “Save to File” so you may use it in the future, click continue. 

 
 
 
 



4. Fill out at least the required information and click continue. 

 
 

5. Select the folder in which you wish to save your signature file, password for your signature file. 
*The password will be used to verify your signature when you use it.  

 
 

6. Now you will have the option to use your signature in any Adobe PDF documents 



 
 

7. Your signature box will look similar to the image below. You will need to input your password 
and click sign to use it.  

 
 

8. Once you click ‘sign’ a dialog box will open for you to save the filled in document so you can 
email the edited and signed document as an attachment. *Note if a form requires multiple 
signatures from the same person, you will be asked to save the form for each signature. 
Suggestion: Save the file as the same name writing over the previous form adding the signature 
each time.  
 


