
 

 

 

 

 

Click Open File 



 

 

 

 

 

 

 

 

Click Tools 



 

 

 

 

 

 

 

 

Click Place Signature 



 

 

 

 

 

This box explains how to 

complete the signature 

process…Click OK 



 

 

 

 

 

Your cursor will change to a cross.  

Place the middle of your cursor at the 

top of the box you want to sign, left 

click and hold down, drag the cursor 

to the bottom of the box and then to 

the right until you reach the end of 

the box and let go of the left button.   



 

 

Enter your password in the Sign 

Document box and click sign and 

your digital signature will appear in 

the box. 


