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Adobe Acrobat Reader — Signing a Document

Instructions

If you need a more traditional/physical signature on a document and you have it in PDF format, Adobe
Acrobat has the capability.

1. In Adobe Reader, open the PDF that requires a signature.

2. Once the PDF is open, click the button at the top of the screen that resembles a fountain pen tip. The
fountain pen tip icon opens the “fill & sign” options. If a button with 3-dot appears in its place, click the
3-dot button and it will show you the remaining options.

B acobat sgnatre pat - Adobe Acrobat Reader DC [k

Home Tools acrobat signature.

Sample Document Requiring A Signature

Introduction
Working from home has presented many of us with new challenges that we’ve had to adapt and respond to quickly.

One common task we've been receiving questions about is signing documents.

Fortunately, Acrobat Reader offers a “fill and sign” option.

3. Select the “sign” button, then “add signature”. On this screen, please only use the option to draw your
signature by using your mouse. This is the only accepted method of digital signature.

Tools acrobat signature.p... X ?

&> 8 = Q N ® O @ am- R ®
gn IAb X v O —_ o aS'qr: . q

Add Signature )

Sample Document Requiring A At S

Adddiitials Q)
Introduction
Working from home has presented many of us with new challenges that we € had to adapt and respond to quick!

Dne common task we've been receiving questions about is signing docyffients.

Fortunately, Acrobat Reader offers a “fill and sign” option.

10.19.2020



5. Once you complete the previous step, your signature will be free-floating on your screen. As you move
your mouse, the signature will move with it. Drag the signature to the designated location and click
your mouse to set it in place. If your signature was misplaced, you can always move it later.

6. Once you have placed your signature, your PDF is now ready to be saved. Save your PDF to the
designated location of your choice.
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