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How to Create a Digital Signature

Since CSU-Global is a 100% online university, many of the documents that are required of students are
provided electronically. Rather than printing, completing, signing, and then either mailing or faxing all of
these documents back, many are available as interactive PDFs that utilize digital signature files. Use
these instructions to create a digital signature file. Please note: These instructions were created for a PC
running Microsoft Windows, utilizing Adobe Reader X. Different operation systems or software versions
will vary, although the basic steps should remain fairly consistent.

1. Clickin the Signature Box
After you have completed filling out the form, click in the digital signature box. Digital Signature boxes
are identified by the red arrow.

) MKSTUDIS- Student Disclosure Form (RE).pdf - Adobe Reader

File Edit View Window Help x
@@@%@| /1|f +|‘@@H;_’i Tools Cumment;Exlended
Plese fill out the following form. You ca typed into this form. [E7 Highlight Existing Ficlds

USE UT UTEATTIZJUTOTI/ CUTTTRETTY TNTTTE .

|:| Use of Organization/Company Department Title:
Use of my picture (send approved photograph to Marketing@CSUGlobal.edu).
| would be willing to be contacted to speak publicly about my CSU-Global experience.

Please also answer the following questions:
Why did you choose CSU-Global?

For the 100% online learning environment

What do you like about CSU-Global?

The flexibility of the classes

Why is CSU-Global the best university for you?

As a working professional, | needed somewhere where | could complete classes and not interfere with my family's many
obligations. CSU-Global has all that with a great reputaticn!|

i

| authorize CSU-Global to use the information as specifically identified above for public release as the university
sees fit. | understand that this may include but is not limited to future marketing, advertisements, and other
promotions without compensation.

Student Signature: _— Date:

MEKSTUDIS- Student Disclosure Form (1/5/12/AD) 1
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2. Create Digital ID

A pop-up box will appear to ask you how you want to sign the document. If you already have a digital ID
you can choose to use it here. Otherwise, Select “A new Digital ID | want to create now” and click
“Next.”

AT p— - = -

v Help ®

E{E@E]%@| fl|f+|@‘@@‘@ Tools = Comment | Extended

| USE UT UTEdTIIZJUOTI/ COTTTPEITY INdTTTE. 7

|:| Use of Organization/Company Department Title:
Use of my picture (send approved photograph to Marketing@CSUGlobal.edu).

| would be willing to be contacted to speak publicly about my CSU-Global experience.
[ Add Digital D =)

Please also answer the

Why did you choose Iwant to sign this document using:
. (©) My existing digital ID from:
For the 100% online le
@) A file
A roaming digital 1D accessed via a server
Adevice connected to this computer

What do you like abd|

@ A new digital ID I want to create now

The flexibility of the cla

Why is CSU-Global tT

As a working professiof] IFe with my family's many

obligations. CSU-Global||
coe | |NORE

\

m

I authorize CSU-Global to use the information as specifically identified above for public release as the university
sees fit. | understand that this may include but is not limited to future marketing, advertisements, and other
promotions without compensation.

Student Signature: | Date:

MEKSTUDIS- Student Disclosure Form (1/5/12/AD) 1
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3. Store your Digital ID

The next screen gives you two options on how to store your ID file. The first option is a file stored on
your computer, while the second is through the Windows Certificate Store. Generally, a “New PKCS#12
digital ID file” is preferred unless you are on an administered network utilizing the Windows Certificate
Store. Click “Next.”

AT p— - = -

File Edit View ‘Windo Hel x
E}@E]%-@| /1|'§ +|‘@@HE Tools | Comment | Extended
Please fill out the following farm. You can save data typed into this form. [E7 Hightight Bxisting Fields
[_] USE 0T Urganizaton; Commpary are. 2

|:| Use of Organization/Company Department Title:
Use of my picture (send approved photograph to Marketing@CSUGlobal.edu).

| would be willing to be contacted to speak publicly about my CSU-Global experience.
[ Add Digital D =)

Please also answer the

Whv dld you ChOOSE Where would you like to store your self-signed digital ID?

. @ New PKCS#12 digital ID file
For the 100% online le:
Creates a new password protected digital ID file that uses the standard PKC5#12 format,
This common digital ID file format is supported by most security software applications,
including major web browsers, PKCS#13 files have a .pfi or p12 file extension.

(©) Windows Certificate Store

What do you like abd|
The flexibility of the cla

Your digital ID will be stored in the Windows Certificate Store where it will also be available
to other Windows applications. The digital ID will be protected by your Windows login.

Why is CSU-Global t*]l

As a working professiof] IFe with my family's many

obligations. CSU-Global||
o

\

m

I authorize CSU-Global to use the information as specifically identified above for public release as the university
sees fit. | understand that this may include but is not limited to future marketing, advertisements, and other
promotions without compensation.

Student Signature: -D | Date:

MEKSTUDIS- Student Disclosure Form (1/5/12/AD) 1

3] Colorado State University-Global Campus
How to Create a Digital Signature



S,
‘s>

Colorado State University

GLOBAL CAMPUS

4. Add your Identity Information
In the next screen you will add your full name (as it will appear in the signature) and your email address.
You can chose to also add your company information but for CSU-Global forms this is not necessary.
You can also choose to add a layer of Unicode data encryption but, at this time, this is not required by
the university. Once you are done, click “Next.”

ﬁ MKSTUDIS- Student Disclos!

e T S

®

BeB6S

Comment :

& | Lla|l@®(w]-]|HE| 22| Tools Extended
Please fill ut the following form. You ca a typed into this form. Highlight Existing Fields
I_I USE UT UTEdTIIZJUOTI/ COTTTPEITY INdTTTE. o
|:| Use of Organization/Company Department Title:
Use of my picture (send approved photograph to Marketing@CSUGlobal.edu).
| would be willing to be contacted to speak publicly about my CSU-Global experience.
[ Add Digital D =)
Please also answer the,
Whv d|d you choose Enter your identity infermation to be used when generating the self-signed certificate.
For the 100% online le:
Mame (e.g. John Smith): |Test Student
Organizational Unit:
What do you like abd| Organization Narme:
The ﬂEXibility‘ of the cld| Email Address:  [st.student@csuglobal,
Country/Region: [usr UNITED STATES v] B
[ Enable Unicode Support
Why is CSU-Global tH Key Algorithm: | 1024-bit RSA -
Use digital ID for: | Digital Signatures and Data Encryption -
As a working professiof] e with my family's many
obligations. CSU-Global||
e
I authorize CSU-Global to use the information as specifically identified above for public release as the university
sees fit. | understand that this may include but is not limited to future marketing, advertisements, and other
promotions without compensation.
Student Signature: E-D Date:
MEKSTUDIS- Student Disclosure Form {1/5/12/AD) 1
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5. Create a Password and Save your Digital ID

You will then be prompted to find a location to store your digital ID file. If you are using a private
computer, it is recommended to use the default location as Adobe Reader or Acrobat will be able to
automatically find the file for use on the next document. If you are using a public or shared computer,
you can change this location to a flash drive or secure folder that you will have to manually input next
time you have a document to electronically sign.

From this screen you will also password protect your digital ID. Enter your password and confirm it in
the boxes. It is strongly recommended to choose a password that is difficult to guess and specific to you.
Click “Finish” after you done.

T e o
File Edit ‘e Wind *
@@E]%@| fl|':- +|‘@@‘E| Tools | Comment | Extended

Please fill aut the following form. Y 3 typed into this form. [E7 Hightight Existing Fields

USE U UTEATIIZJUIOTI/ COTTTREITY INdTTTE. 7

|:| Use of Organization/Company Department Title:
Use of my picture (send approved photograph to Marketing@CSUGlobal.edu).

| would be willing to be contacted to speak publicly about my CSU-Global experience.
[ Add Digital D =)

Please also answer the
Why d|d you choose Enter a file location and password for your new digital ID file. You will need the password when
you use the digital ID to sign or decrypt documents. You should make a note of the file location

. =0 that you can copy this file for backup or other purposes. You can later change options for this
For the 100% online lei file using the Security Settings dialog.

File Name:

]'::"U:ErE'.adian‘.;‘lppData’\RDam ing\Adobe\Acrobat\10.0\Security\ TestStuden Browse...

What do you like abd

The flexibility of the clal|  Passwor:

e e

Confirm Password:

Immxnknmx

Why is CSU-Global tb]l

f IFe with my family's many

As a working professiol
obligations. CSU-Globa

\

m

| authorize CSU-Global to use the information as specifically identified above for public release as the university
sees fit. | understand that this may include but is not limited to future marketing, advertisements, and other
promotions without compensation.

Student Signature: -g' | Date:

MEKSTUDIS- Student Disclosure Form (1/5/12/AD) 1
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6. Sign the Document
Now that you have created your digital ID you are ready to sign the document. For future documents,
this is where you will begin the process.

Enter your password in the appropriate box. You can also choose to lock the document after signing but
note that this will prevent you from making ANY additional changes to the document. Use this feature if
you have completing finished filling in the form and are ready to submit it. When ready, click “Sign.”

T e o
Help ®
@@E]%@| fl|- +|‘@@H'__"| Tools | Comment | Extended

-" fill out the jing form. You  typed into this form. [E7 Hightight Existing Fields

USE U UTEATIIZJUIOTI/ COTTTREITY INdTTTE.

|:| Use of Organization/Company Department Title:
Use of my picture (send approved photograph to Marketing@CSUGlobal.edu).
| would be willing to be contacted to speak publicly about my CSU-Global experience.

- S
Sign Document =)

Please also answer the following

Why did you choose CSU-Globg| SignAs [Test Stugent <teststudent@csuglobaledu> ~| @

For the 100% online learning envif| Fe=werd [

o T
What do you like about CSU-GI{| Appearance:
gE Digitally signed by Test

The flexibility of the classes TeSt i

DN: cn=Test Student, o, ou, il
email=test student@csugiobal @

S t u d e nt %&5&30&15 12:0240

Why is CSU-Global the best uni
[¥] Lock Document After Signing
As a working professional, | needef| ilnot interfere with my family's many

obligations. CSU-Global has all thaf|

\

m

| authorize CSU-Global to use the information as specifically identified above for public release as the university
sees fit. | understand that this may include but is not limited to future marketing, advertisements, and other
promotions without compensation.

Student Signature: -D | Date:

MEKSTUDIS- Student Disclosure Form (1/5/12/AD) 1
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7. Save the Document

To complete the signature process, you will be required to save the document. A “Save As” dialog box
will appear for you to choose a location to store the document. You can change the file name if you
choose and then click “Save.”

AT - = -

e Edit iew  WWindow  Help “

F
T save s kil - oy -~ = ‘ = 2 ‘ i Tools = Comment | Extended
Savein Documents - @2 P m- ' -

J [E7] Highlight Bisting Fielcs
T Name Date modified Type
e Mo items match your search,

Recent Places t Title:
o |[aph to Marketing@CSUGlobal.edu).
Deskto
i Ik publicly about my CSU-Global experience.

Libraries

iy

Computer

Qg 1 I | r

Network

File name: MKSTUDIS- Brudent Disclosurs Form (RE) = Save

Saveastype:  [Adobe PDF Files (pdf) - [ Cancel |

The flexibility of the classes

Why is CSU-Global the best university for you?

As a working professional, | needed somewhere where | could complete classes and not interfere with my family's many
obligations. CSU-Global has all that with a great reputation!

m

I authorize CSU-Global to use the information as specifically identified above for public release as the university
sees fit. | understand that this may include but is not limited to future marketing, advertisements, and other
promotions without compensation.

Student Signature: Date:

MEKSTUDIS- Student Disclosure Form (1/5/12/AD) 1
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8. Submit the Document

Your digital signature will now appear in the signature line of the document and you can submit the
document through your Student Portal document center or through other method if specified on the
document.

[ srins: st bt o A T =

File Edit View Window Help ®

BeBeE@: o[ n[o® = HB o9

Signed and all signatures are valid, You cannot save data typed into this form. o o
\'@ Please print your completed form i you would like a copy for your records, 44 signature Panel tigblishtbesting Fieks

USE UT UTEATIIZJUOTI/ COTTTPEITY INATTTeE.

IZ| Tools Comment | Extended

|:| Use of Organization/Company Department Title:
Use of my picture (send approved photograph to Marketing@CSUGlobal.edu).
| would be willing to be contacted to speak publicly about my CSU-Global experience.

Please also answer the following questions:
Why did you choose CSU-Global?

For the 100% online learning environment

What do you like about CSU-Global?
The flexibility of the classes

Why is CSU-Global the best university for you?

As a working professional, | needed somewhere where | could complete classes and not interfere with my family's many
obligations. CSU-Global has all that with a great reputation!

i

I authorize CSU-Global to use the information as specifically identified above for public release as the university
sees fit. | understand that this may include but is not limited to future marketing, advertisements, and other
promotions without compensation.

oy sy T

Student Signature: Test Student S S s amnagaaeaen s Date:

Do 201240 96 12083 28000

MEKSTUDIS- Student Disclosure Form (1/5/12/AD) 1

Ready to try it? Click in the box below and follow the instructions to create your digital signature file
now: | |
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