#How to Create an €Lectronic Signature/Digital JD

You will have the donation acceptance form open (It can be blank, because you just want to create the

signature)

Click the signature block to esign the document. You will select an existing signature or be prompted
through these screenshots to create a new “digital ID.”
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Please fill aut the following form.

Choose atopic... = (g%

1. Insert your electronic signature with date S HOW TO instructions

2. Email signed form to Sheena Joslyn NLT the 3rd of each month Create form designs
IMPORTANT

Forms not received by the deadline will be charged a penalty of up to 10% of the district’s total sales ?I:';?' move, and delete

tax for this month, plus discounts taken.
N dit field
Add Digital ID & Edit fields

Add fields

For the Reportif
Save form designs
Iwant te sign this document using: .
Preview and test PDF forms

") My existing digital ID from:

Distribute a form

Campus/Department to complé @ A file

To find out more about
LiveCycle Designer or to try

A roaming digital 1D stored on a server the Quick Start Tutorials,
) . select Help > Adobe LiveCycle
Enter gross sales of ALL items: A device connected to this computer Designer Help.

For this reporting period.

B @ A new digital ID T want to create now
Enter gross sales of taxable items d

The fields below will automatic

Total Taxable Sales | $417.55

Calculation of Balance due state at

x
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Cancel

Local Sales Tax (City and MTA @

Taxable sales during reporting period will be entered from Line 2. | $417.55

Calculation of balance due city at 2% rate with .005 discount | $8.31

TOTAL TAX DUE 34.28 Please pay this amount.

E-mail to Principal/Director

Principal/Director Electronic Signature

E-mail to Sheena Joslyn
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Always choose the “New PKCS#12 digital ID file option:
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Please fill aut the following form.

1. Insert your electronic signature with date
2. Email signed form to Sheena Joslyn NLT the 3rd of each month
IMPORTANT

Forms not received by the deadline will he charged a penalty of up to 10% of the district’s total sales

tax for this month, plus discounts taken.

Add Digital ID

===

For the Reporti
Where would you like to store your self-signed digital ID?
@ New PKCS#12 digital ID file

Campus/Department to compl

including major web browsers, PKC5#12 files have a

Enter gross sales of ALL items: e -
For this reporting period. e

The fields below will automatic

Total Taxable Sales | $417.55

Calculation of Balance due state at

Creates a new password protected digital ID file that uses the standard PKCS#12 format.
This commaon digital ID file format is supported by most security software applications,
.pfx or pl2 file extension.

Your digital ID will be stored in the Windows Certificate Store where it will also be available
Enter gross sales of taxable items df to other Windows applications. The digital ID will be protected by your Windows legin.

Local Sales Tax (City and MTA q

Taxable sales during reporting period will be entered from Line 2. | $417.55

Calculation of balance due city at 2% rate with .005 discount | $8.31

TOTAL TAX DUE I Please pay this amount.

E-mail to Principal/Director

E-mail to Sheena Joslyn

How To X

Choose a topic...

HOW TO instructions
Create form designs

Select, move, and delete
fields

Edit fialds

Add fields

Save form designs

Preview and test PDF forms
Distribute a form

To find out more about
LiveCycle Designer or to try
the Quick Start Tutorials,

select Help > Adobe LiveGycle
Designer Help.
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Type in your name as you want it to appear in the signature
Your org. unit can be your campus name and your title
Your org. name can be BISD-Campus Name

Your email will be your BISD email address

*  Accept the default algorithm and the “Use digital ID for”

] Adobe LiveCycle Designer - SALES TAX FORVE r_y e S —— =

T File Edit View Insert Table Layout Tools Window Help

- &% |
O-28 M |wa| e o '®| |BI!|:==-|
[ Design View T Preview PDF \Eﬂ = 1%
How To & ™, =
Plesse fill out the following form. Chooseatopic... ~ (% € O
1. Insert your electronic signature with date + || B HOw TO instructions
2. Email signed form to Sheena Joslyn NLT the 3rd of each month Create form designs
IMPORTANT
Forms not received by the deadline will be charged a penalty of up to 10% of the district’s total sales Select; move, and delete
tax for this month, plus discounts taken.
A Edit field
Add Digital ID S50 S i
| Add fields
For the Reporti
Save form designs
Enter your identity information to be used when generating the self-signed certificate. i o tost POE forme i
Distribute a form
Campus/Department to compl Name (e.g. John Smith): |Sheena Joslyn To find out more about
LiveCycle Designer or to try
the Quick Start Tutorials,
Organizational Unit: [BISD-Administration select Help > Adobe LiveCycle
Enter gross sales of ALL items: — Designer Help.
For this reporting period. Organization Name: [BISD
Enter gross sales of taxable items di Email Address: |@birdvilleschools.net e
Country/Region: [us - UNITED STATES -I -
i The fields below will automatidj
[7] Enable Unicode Support - x
| object Library x"<agment Library ,—
Key Algorithm: | 1024-bit RSA -
Total Taxable Sales | $417.55
Use digital ID for:
Calculation of Balance due state at
Local Sales Tax (City and MTA g/
.

Taxable sales during reporting period will be entered from Line 2. | $417.55

Calculation of balance due city at 2% rate with .005 discount | $8.31

TOTALTAXDUE |$34.28 Please pay this amount.
E-mail to Principal/Director

Principal/Director Electronic Signat

E-mail to Sheena Joslyn
PRINT
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Click browse to select a location, one you will remember, to store your digital id (i.e. Desktop)
Type in a password that will access this ID, again one that you will remember
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Please fill out the following form. Chosse atopic...  ~ ()
1. Insert your electronic signature with date + || B HOW TO instructions
2. Email signed form to Sheena Joslyn NLT the 3rd of each month Create form designs
IMPORTANT
Forms not received by the deadline will be charged a penalty of up to 10% of the district's total sales Select, move, and delete

fields
tax for this month, plus discounts taken.
N dit field
Add Digital ID &] - Edit fields
| Add fields
For the Reporti

Save form designs

Enter s file location and password for your new digital ID file. Vou will need the password when B .
you use the digital ID to sign or decrypt documents. You should make a note of the file location Preview and test PDF forms
s that you can copy this file for backup or other purpeses. You can later change options for this
file using the Security Settings dialog.

Distribute a form
Campus/Department to compl To find out more about
LiveCycle Designer or to try
the Quick Start Tutorials,

. File Name: select Help > Adobe LiveGycle
Enter gross sales of ALL items: — Designer Help.

For this reporting period. [\Sheen Joslyn-ELECTRONIC SIGNATURE.pix Brow

Enter gross sales of taxable items dfj| ¥

Password:

The fields below will automatid) —

- x

Confirm Password: | Object Library &"<agment Library | —

Total Taxable Sales | $417.55 |*‘*“““

Calculation of Balance due state at

m

Local Sales Tax (City and MTA o

Taxable sales during reporting period will be entered from Line 2. | $417.55

Calculation of balance due city at 2% rate with .005 discount | $8.31

TOTALTAXDUE |$34.28 Please pay this amount.
prm— E-mail to Principal/Director

Principal/Director Electronic Signat

E-mail to Sheena Joslyn
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After you’ve created your “digital ID:”
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1. Insert your electronic signature with date

2. Email signed form to Sheena Joslyn NLT the 3rd of each month Create form designs
IMPORTANT

Forms not received by the deadline will he charged a penalty of up to 10% of the district’s total sales

HOW TO instructions

Select, move, and delete

fields
tax for this month, plus discounts taken.
Edit fields
i ] i Add fields
For the Reporting Month of:I T

Sign Document Save form designs

Campus/Depa
North Richlan{ | Sign As: [SheanaJnslyn<shaenajnslyn@hirdwl\eschnnv] @

Campus/Department to complete this fiel

Preview and test PDF forms i

Distribute a form

To find out more about
Passwerd:

LiveCycle Designer or to try
the Quick Start Tutorials,
) celect Help > Adobe LiveCycle
Enter gross sales of ALL items: Certificate [ssuer: Sheena Joslyn Designer Help.

For this reporting period.

Enter gross sales of taxable items during reportini Appearance: | Standard Text -
eens button

S h e e n a Digitally signed by Sheena Joslyn -
The fields below will automatically fill: DN: en=Sheena Josiyn, 6=BISD,

ou=BISD-Administration, @
email=sheana joslyngbirdvillesc

x
JO SI n hools.net, c=Us [ @bject Library "zgment Library |~
y Date: 2011.06.23 11:07:02 -0500°
Total Taxable Sales | $417.55

Calculation of Balance due state at 6.25% rate wit

Local Sales Tax (City and MTA or SPD)
Taxable sales during reporting period will be entered from Line 2. | $417.55

Calculation of balance due city at 2% rate with .005 discount | $8.31

TOTALTAXDUE |$34.28 Please pay this amount.

E-mail to Principal/Director

Principal/Director Electronic Signatu

E-mail to Sheena Joslyn
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If you want to change the appearance of your signature from the default, you can click “appearance”
and “create new appearance:”
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Choose a topic... ¥ ﬁ °°

1. Insert your electronic signature with date HOW TO instructions
2. Email signed form to Sheena Joslyn NLT the 3rd of each month Create form designs
IMPORTANT ) 4 de
Forms not received by the deadline will be charged a penalty of up to 10% of the district's total sales elacty mover and delete
tax for this month, plus discounts taken.
Edit fields
For the Reporting Month of: t | o inaMaar lon1a | Add fields
I Slgﬂ Document - u Save form designs
Campus/Depa Preview and test PDF forms 1
North Richlan{ | Sign As: [Sheena Joslyn <sheena joslyn@birdvilleschoo v] @ Distribute 2 form
Campus/Department to complete this fiel e lm— To find out more about

LiveCycle Designer or to try
the Quick Start Tutorials,
select Help > Adobe LiveCycle

Certificate Issuer: Sheena Jostyn Designer Help.

Enter gross sales of ALL items:
For this reporting period.

Enter gross sales of taxable items during reportiny Appearance: | SIGNATURE -

Standard Text eens button

Digitally signed by ShecEE I i

Create New Appearance ...
Joslyn

Date: 2011.06.23 11:09:39 -05'00" T Obect brary i egment Lbrany -

The fields below will automatically fill:

Total Taxable Sales | $417.55
Calculation of Balance due state at 6.25% rate wit -

Local Sales Tax (City and MTA or SPD)
Taxable sales during reporting period will be entered from Line 2. | $417.55

Calculation of balance due city at 2% rate with .005 discount | $8.31

TOTALTAXDUE |$34.28 Please pay this amount.

E-mail to Principal/Director

Principal/Director Electronic Signature

E-mail to Sheena Joslyn
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Here you can select any changes or insertions you’d like and click ok
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Please fill aut the following form.

1. Insert your electronic signature with date

2. Email signed form to Sheena Joslyn NLT th

.
Configure Signature Appearance

Forms not received by the deadlin
tax

For the Reporting Mo
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Enter gross sales of ALL items:

For this reporting period.

Enter gross sales of taxable items during

The fields below will automatically fil

Total Taxable Sales | $417.55

Calculation of Balance due state at 6.25% ||

Local Sales Tax (City and MTA or SPO

Taxable sales during reporting period wil

al sales

Title: [SIGNATURE

Preview

Digitally signed by your common
name here
Date: 2011.06.23 11:07:47 -05'00

Configure Graphic
Show: @ No graphic Import Graphic from:
) Imported graphi

) Imported graphic T

©) Name

Configure Text

Show: [¥] Name
[¥] Date

[ Location
[ Reason

[ Distinguished name
[#]Labels

Text Properties

Text Direction: @) Auto

Digits: | 0123456783 =

O lefttoright () Right to left

Calculation of balance due city at 2% rate wi

TOTAL TAX DUE I Please pay this amount.

.31

E-mail to Principal/Director

E-mail to Sheena Joslyn
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Choose a topic...
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HOW TO instructions

Create form designs

Select, move, and delete
fields

Edit fields

Add fields

Save form designs

Preview and test PDF forms i
Distribute a form

To find out more about

LiveCycle Designer or to try

the Quick Start Tutorials,

select Help > Adobe LiveGycle
Designer Help.
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After you click “Sign,” your signature/digital id will insert into the form

*  If you don’t need to submit the form at this time, just exit the form and don’t save, but your
digital id will be available when you need it, just remember where it’s stored and the

password
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@‘L Signed and all signatures are valid, but with unsigned changes after the last signature. Please fill out the following form.

1. Insert your electronic signature with date
2. Email signed form to Sheena Joslyn NLT the 3rd of each month
IMPORTANT
Forms not received by the deadline will be charged a penalty of up to 10% of the district’s total sales
tax for this month, plus discounts taken.

For the Reporting Month of: August j Reporting Year

Campus/Department Name:
|North Richland Middle School |
Campus/Department to complete this field only (In Whole Dollars):

$5,000.00
Per database "Post Daily Receipts"
Enter gross sales of taxable items during reporting period:| $452.00 Per database report "Total Taxable Receijpts”

Retrieve this through the entry screens button

Enter gross sales of ALL items:
For this reporting period.

The fields below will automatically fill:

Total Taxable Sales | $417.55

Calculation of Balance due state at 6.25% rate with .005 discount | $25.97

Local Sales Tax (City and MTA or SPD)
Taxable sales during reporting period will be entered from Line 2. | $417.55
Calculation of balance due city at 2% rate with .005 discount | $8.31

TOTAL TAX DUE I $34.28 Please pay this amount.

Digitally signed by Sheena Joslyn
Date: 2011.06.23 11:30:33 -05'00"

E-mail to Principal/Director

Principal/Director Electronic Signature

E-mail to Sheena Joslyn
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HOW TO instructions

Create form designs

Select, move, and delete
fields

Edit fialds

Add fields

Save form designs
Preview and test PDF forms il
Distribute a form

To find out more about
LiveCycle Designer or to try
the Quick Start Tutorials,

select Help > Adobe LiveCycle
Designer Help.
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