Creating Your Digital Signature For The First Time:
One you have your electronic form filled out, saved, and ready to sign, please follow these instructions to create your digital signature:

 [image: image1.png](Employee Signature)





 [image: image2.png]Add Digital ID

Twant to sign this document using:

(OMy existing digital ID fror

Afile
A roaming digital ID stored on a server

A device connected to this computer

(© & new digital ID I want to create now

“Then Click "Next”

<Back.

[x]





[image: image3.png]Add Digital ID

Where would you ike to store your se-signed digtal 107

() New PKCS#12 digital ID file
Creates a new password protected dighal ID il that uses the standard PKCS#12 format. This
common digtal ID file formet is supported by most securiy software applications, inclucing major
web browsers, PKCS#12 fies have 2 pfx or .12 fle extension

(O Windows Certificate Store

Your digal 0 wil be stored i the Windows Certiicate Store whers it wil also be avaiable o other
Windows applications. The clgtal ID wil be protected by your Windaws logn

Make sure the first option above is
selected and then dick "Next





[image: image4.png]Add Digital ID. [x]

Enter your identiy nformation to be used when generating the sef-signed certficate

e EoRer b mark Davis Fill out your information and click
Organizatonal L [D-6H5

Organization Name: [KCS

Emal Address: [mdavis@kizk.com

Country/Region: | - UNITED STATES v

"Next.”

[Jenable Uicode Support

Yoy gt 10258750 )

i ot for: [l St and Dt ot g





[image: image5.png]Add Digital ID

Enter a e location and password for your new digtalID il You wil need the password when you use
the digital ID o sign o decrypt documents. You shauld make a nate of the fle ocation so that you can
capy this il For backup ar other purposes. You can later change options For thi il using the Security
Settings dilog.

File Name:

[FiDewst.ore Bowes

Passuord:

free [ Choose a place to save your signature. 1

recommend you save to your T drive,
fiashdrive, or another source besides the

[ a— SR

Choose a password. Tt must be at least 6
characters long.

Confirm Passward:

Click "Finish” when you are done.





[image: image6.png]Sign Document. x

Sin as: | Mark Davis <mdavis@kizk.com> )
(e G S—

Cotfa s orkDavs
oo [FarddTon

Type your password and cick

lteekbocument After signng @

— ] (]





[image: image7.png]Your form is now digitally signed.

Mark Davis o

(Employee Signature)




