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If you have not created a Digital Signature you will need to do so by selecting Configure New 
Digital ID 

 

Select the bottom radio button:  Create anew Digital ID and then continue 
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Select where you want to save your Digital ID  and then continue 

 

Complete the required Fields and select continue 
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Create a password and select Save 

You have successfully completed your Digital ID 

 

Do not use the fill and sign option or the pen sign  on these forms:  use of these 
signature types disables the form for viewing the expanding fields. 

 

                                                

 

Updated: 12-4-2020 

When Emailing a document for additional signatures the following will need to occur: 

 

The person receiving the document will need to open and save the document.  Once the document has 
been saved, the document can be reopened and signed.  You cannot sign the document without saving 
it first. 




