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Instructions on how to sign the Proposal Routing Form electronically

Log on to the Chapman VPN network or use any computer on the Chapman VPN, before starting
this process. Open the proposal routing form using Adobe Acrobat X Pro or Adobe Reader X
version 10.1.3 or later.

If you need assistance with the Chapman VPN or Adobe, contact IS&T’s Service Desk at (714) 997-
6600 or see Adobe’s digital ID instructions for more information.

NEW digital ID

.. Sign Document

L p| S,gnature — T ol

1. Open the PDF and click on the appropriate field

indicated by a red arrow. -
A dialog box labeled “Sign Document” should
appear.
" Add Digital =

Twant to sign this decument using:
My existing digital ID from:
Afile

roaming digital ID accessed via a server

2. Select “A new digital ID | want to create now.”
If you have already created a digital ID \ o A ot et
go to step 7 and sign the document.

Add Digital ID =

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

© New PKCS#12 digital ID file

3. Two options will appear New PKCS #12 digital = oo et
ID OR Windows Certificate Store. Rt s v, PGS Yk s L
Choose “NEW PKCS #12 digital ID If you Windows Certificate Store

Your digital ID will be stored in the Windows Certificate Store where it will also be available

are unsure Of Wthh One tO ple to other Windows applications. The digital ID will be protected by your Windows login.
Gancel Bk
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http://help.adobe.com/en_US/acrobat/X/pro/using/WS11dd809af63f0e1e-43e0464b12b4384d3b6-8000.html

Add Digital ID

Enter your identity information to be used when generating the self-signed certificate.

4. Type your name, Chapman e-mail address, and e ity [
other personal information for your digital ID. I
Leave the “Key Algorithm” at the default gaisiontome [
setting (1024-bit RSA). e

From the “Use digital ID for” drop-down list, il ]

choose whether you want to use the digital e [ -

d Dsta Encryption -

ID for signatures, data encryption, or both./, P o spuneror

Choose both if you are unsure.

Cancel

Add Digital ID

5. If you chose the “New PKCS #12” for your type

of digital ID, the password strength meter
evaluates your password and indicates the Clsestoch 3 Appoaa Roaming dobe s 10T scury etz o |
password strength with each keystroke. Confirm
your password.

Leave the default file location of where

your password will be stored. This way, —_—

your digital ID will be accessible on any

computer on the Chapman VPN network [ e | <bcx

6. Click Finish.
Sign Document =]

Sign As: |Jaredlzumi<izumilOB@mail.chapman.edu> v| @

Certificate Issuer: Jared Izumi

7. Type your password and click “Sign”

Make sure the correct name and A
information appears; go to step 10M
information is incorrect Jare

lzumi

Important: After setup, you should make a backup copy of
your digital ID file. If your digital ID file is lost or corrupted,
or if you forget your password, you cannot use that profile to
add signatures.
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Info...

ppearance: | Standard Text -

Digitally signed by Jared lzumi

DN: en=lared lzumi, o=Chapman
University, ou=C5P,
email=izumil03@mail.chapman. @
edu, c=US

Date: 2014.11.10 10:54:57

-08'o0"

Sign l | Cancel
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EXISTING digital ID

8.

9.

If you already created a digital ID, and the
window to the right appears, either:

You saved your digital ID in a location

NOT on the Chapman VPN; go to step 11
You are NOT logged on to the Chapman

VPN; log on to the Chapman VPN

You have NOT created a digital ID; go to

step 1

If the wrong name appears in the “Sign As” tab:

Ensure sure you are logged in to the
computer using your personal Chapman
ID. If you are not logged on to the

computer using your Chapman username

and password, log off the computer and
log back on using your information.

If you are logged on to the computer
using your Chapman username and
password, someone else has created a
digital ID on your Chapman login and

password; go to step 10

10. If you already created a digital ID, and the

information in your signature is incorrect then:
In Acrobat, choose Tools > Protection >

More Protection> Security

In Reader, choose Edit > Protection >
Security Settings

Select Digital IDs on the left, and then
select the digital ID to remove (see
picture in step 11)

Click Remove ID, and click OK; go to
step 1 to recreate your digital ID
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Add Digital ID ==

Add or create a digital ID to sign and encrypt documents. The certificate that comes with your
digital ID s sent to others so that they can verify your signature. Add or create a digital ID using:

@ My existing digital ID from:
@ Afile

A roaming digital ID accessed via a server
A device connected to this computer

A new digital ID I want to create now

Cancel Next »
Sign Document @

Sign As: |Jaredlzumi<izumilOB@maiI.chapman.edu> v| @

Password: st

Certificate Issuer: Jared Izumi

Info...
Appearance: | Standard Text -

Digitally signed by Jared lzumi

J a re d DN: cn=Jared lzumi, o=Chapman

University, au=CSP,

email=izumil03 @mail.chapman. @

- edu, c=US
z u I I I I Date: 2014.11.10 10:54:57
-08'o0"
Sign l | Cancel
Sign Document @

Sign As: |Jaredlzumi<izumilOB@maiI.chapman.edu> v| @

Password: st

ificate Issuer: Jared Izumi

Info...
Appearance: | Standard Text -

Digitally signed by Jared lzumi

J a re d DN: cn=Jared lzumi, o=Chapman
University, au=CSP,
email=izumil03 @mail.chapman. @
- edu, c=US
| z u m I Date: 2014.11.10 10:54:57
-08'o0"

Sign l | Cancel
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&4 Security Settings. S

11. If you created a digital ID and it was not saved  FEET L L S e e 3
on the Chapman VPN then: =

Make sure your computer has access to ‘
the Chapman VPN pe—
In Acrobat, choose Tools > Protection > ' b it
More Protection> Security
In Reader, choose Edit > Protection >
Security Settings
Select Digital IDs on the left, and then
select the digital ID to remove
Click Remove ID, and click OK; go to step 1 to recreate your digital ID on the

Chapman VPN

Hame lsver Storege Mechansm [
Jored Ezumi <izumil03@mailchap... Jared lzumi <izumil03@meilchs..  Digital D File »

PROCURATION (Designated individuals ONLY) Sign Document EX=)

Sign As: | Jared Izumi <izumil03@mail.chapman.edu> _>| @

Jared zumi <izumil03@mail.chapmarys

12. If you have been designated as an individual that | P Refresh o List
can sign on behalf of someone else then:
- Make sure the correct name and
information appears
OR select the correct name fromdrop Jared gty sned by red
University, ou=C5P,
down menu
. email=izumil03@mail. chapman. @
OR select “New ID ...” from the drop lzumi e 12,08 17:33:50
down list to create a new digital ID; go to —

step 1 to create a new digital ID

Appearance: | Standard Text -

| sign || canca |

Important: You must receive permission to sign on behalf of the designated individual; procuration
without permission is fraud.
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