
 
  

Instructions for signing 
documents and sending 

for faculty signatures 

written July 2021 



     

  

These slides assume you don’t current have Adobe Reader DC installed 
and don’t have an account already with www.adobe.com. If you have 
either or both of those, you can skip over some of these steps. 

http://www.adobe.com/


      

Go to www.adobe.com 

Click on Sign In, and then click Create an 
account 

http://www.adobe.com/


     
   

  

Fill in your information, Click Create Account and 
follow the onscreen instructions. If all goes well, 
you will see the blue circle indicating you are 
signed in 



  

Visit the URL 
https://acrobat.adobe.com/us/en/acrobat/pdf-
reader.html. Click on Download Reader. 

https://acrobat.adobe.com/us/en/acrobat/pdf-reader.html


   
   

You can uncheck the three boxes that are optional 
and then click Download Acrobat Reader 



   
   

  
 

Double-click the downloaded file and follow 
the instructions to install the software 

After the software is installed, open it and you 
will see an option to Sign In 



  
    

   
 

  
 

You should be prompted to make Acrobat Reader the 
default application for PDFs. Click Yes and then Change 

Click on Adobe Acrobat 
Reader and click Click 
OK. After the change is 
made, click OK 



    
  

  

Once you click Sign In and enter your username 
and password, you will be emailed a special code. 
You should enter that code 



    
   

      

In order to sign a document, open Adobe Reader 
and make sure you are signed in, and open the file 
you want to sign 

Open the Tools Menu, and then click Fill & Sign 



First, click Fill and Sign as You 



  

   

 

Click Inside the Student Signature Box, and the 
dialog on the left will appear. Click Configure 
Digital ID and the dialog on the right will appear 

Check Create a new 
Digital ID and then 
click Continue 



   
   

 

Click on Save to Windows Certificate Store and 
click Continue. In the next dialog, you are required 
to enter at least your name and email address 



   
  

 

You will be shown the digital ID you’ve created. 
Click Continue. You will be shown your signature 
and then click Sign 



   
  

 
   

   

You will be asked to save the form. Add something 
like the word signed to the name of the file and 
Save. 

After saving the file, close 
Reader and then reopen 
Reader and reopen the signed 
file 



     
  

After opening the Tools Menu, choose Fill & 
Sign. This time choose Request signatures 



   
   

   
  

Add the e-mail address of the faculty member that 
must sign your document, and click Specify Where 
to Sign 

Since the signature field is 
already created, click Send 



   If all goes well, you will get a confirmation 
that the document was sent 
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