Steps to signh a PDF using mobile device such as iPad or iPhone

1. Open the PDF on mobile device. Select the blue sign pen
Sign using your finger or stylus; type the date
3. Click "Done" and then "Rely all" to send back to the requester
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ZA0PM Tue Apr W4 o JA% ..

Done MAProgramPlanChange. pdf 1.@

3. RepyAl | | |

New Message ] [ I

Discard Changes
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Required signatures: KJ\/

Student: {L ?
— §2. C‘u)[/../, cor Oha_ Qe 41220 ‘g
Name

Department Chairperson: Date:

Steps to signh a PDF using Adobe Acrobat

Open the PDF form in Adobe Acrobat or Acrobat Reader
Fill out all fields necessary
3. Click on the signature field

N =

Add New Advisor:
New Advisor

o

Signature

Name:

4. Choose a Digital ID (if you do not have one, you can configure one); then
Continue
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Sign with a Digital ID pd

Choose the Digital ID that you want to use for signing:

@ @ Dave Dai (Digital ID file) View Details
- Issued by: Dave Dai, Expires: 2025.04.13

@ MSU ITS Support (Digital ID file) View Details
Issued by: MSU ITS Support, Expires: 2025.04.13

@ ( Configure New Digital ID ) ( Cancel )

5. Enter a PIN for the Digital ID; then click blue Sign

Sign as "Dave Dai" X

Appearance = Created 2020.04.13 13:32:09 -04'... v

_ Dave Dai
hur [zl 2020.04.13
15:39:50 -04'00

View Certificate Details

Review document content that may affect signing

_— —\
-
\l Enter the Digital 1D PIN or Passwo.ry. |

—— .

6. Save the PDF and send PDF file back to requester as email attachment

If you need technical help, reach out to Dave Dai, daix@msu.edu
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mailto:daix@msu.edu

Steps to add signature in a WORD file on Windwos PC
(MAC users see Page 3)

1. Save a copy of the document to you local computer. Do not open directly from
email attachment.

2. Once you have opened the WORD document, you will be notified at the top
menu bar with two yellow alerts. DO NOT click on either button.

PhDDissertOralDefense_Lisee - Word

File Home Insert Design Layout References Mailings Review View ACROBAT Q Tell me what you want to do...

o MARKED AS FINAL An author has marked this document as final 3 discourage editing. Edit Anyway

o SIGNATURES This document contains recoverable signatyres. View Signatures...

3. To add your signature, double click signature box next to the “X.”

4. A Sign box will appear where you can type you hame out to use as your
signature, or you can upload an image you might have stored on your computer.
When you are ready to sign, click Sign.

Save the document and send it back to requester.

o 0

sign

(D 5ee additional information about what you are signing...

Before signing this document, verify that the content you are signing is corredt.

Type your name below, or dick Select Image to select a picture to use as your
signature:

X X | Select Image...

Advisor 2

Advisor 2

To include information about the signer, click the details button, Details

signing as:  ddfb306a-8815-4790-a 1f-F1d5a20decia Changen
Issued by:  MS-Organization-Access -

Sign Cancel

More tips on adding a signature, see the video on this web page.

Steps to add signature in a WORD file on Mac

1. Open the Word document you need to sign and go to the insert menu and select
Pictures and then Picture from file...
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https://www.bettercloud.com/monitor/the-academy/how-to-add-a-signature-to-a-word-document/

Insert

Format Tools Table

Window Help

Shape s Picture from File...

' SmartArt > Online Pictures...

1 Chart > T | -
Tahle

2. Select the picture of your signature. If you do not have a signature you should
sign a blank sheet of paper and take a picture of it with your phone.

3. The image of your signature will appear in the document. Resize it as needed.

Favorites

[E) recents

A\ Applications % Michigan State University  »

a DRSEe # OneDrive - M...ate University » /

[ pocuments = Screen Shot...at 9.06.47 AM / {Z{(Z,L
0 Downloads

[T Creative Cloud..  m testpet.pdf

@ OneDrive - Mic...

(G

(——F—A]

Rer / ( il I

: L

4. Right click or Control-Click the image and go to Wrap Text and select In front of
Text.

[
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,37 ] | 4 Y

{ L/{ Ler [ (anl- :

[/ Cut X

= & Copy %®C
Paste ®V

Save as Picture...
Change Picture

X

Adwvisor 2

>
Group >
Bring to Front >
Send to Back >

Hyperlink...

Insert Caption...
Wrap Text >

Edit Alt Text...
Crop
Size and Position...

Format Picture... {*881

‘ Import Image

v A& In Line with Text

Square

| 1Pl

i~ Tight
7 Through
A Top and Bottom

== Behind Text
In Front of Text

Fix Position on Page E.

5. Drag the signature to the appropriate signature line, save the Word document.

A

Advisor 1
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