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Electronic Signature Options

Document type | Document E-Signature type | Recommended | E-Signature sample How to apply?
examples (SAM 1240/1734) | e-Signature tool | images
1. Open a Word or Excel
*  Word: project Word/Excel: Signature line with document
charter Insert signature typed name: 2. Create a signature line in
= Excel: project line X John Do Word or Excel
schedule, — 3. Sign the signature line
bUdgeT Sianed by: Bced 3e3e-b083-4063-9016-cBd8e3468h04 4 Shore YOUI’ Slgned
Word, Excel, spreadsheet, Name typed or document via email
Non-fillable etc. stamped
PDF Files = Non-fillable PDF Non-fillable PDF | Fill & Sign: 1. Open a non-fillable PDF
files: scanned files: file in Acrobat DC
PDF documents Acrobat Pro DC o Poe- 2. Follow Fill & Sign
Fill & Sign instructions
3. Share your signed PDF file
via email
Fillable PDF = Performance Name typed or | Acrobat Pro DC 1. Open afillable PDF form
forms appraisal (STD. | stamped Self-signed with | g oA in Acrobat DC

documents

documents
= Court
documents
= Construction
change orders
= Nondisclosure
agreement
(NDA)

with asymmetric
cryptography

Signature Tool

e P T,
AL f
Onn JOC

John Doe  (Jan 27, 2021)

638) digital ID 2. Click the active signature
= Open l block to sign with your
enrollment digital ID (Create your
forms: Calhr- Digtally signed | digital ID for initial set up)
781, Calhr-774, Casey JoHes sae 20170505 | 3. Share your signed PDF file
STD. 686, HBD-12 o via email
Legally binding | = Procurement Digital signature | Selected e- Process may vary based on

agency or e-Signature tool
selected.

Commonly used e-Signature
user guides:

1. Adobe Sign User Guide

2. DocuSign User Guide



https://support.microsoft.com/en-us/office/add-or-remove-a-digital-signature-in-office-files-70d26dc9-be10-46f1-8efa-719c8b3f1a2d#__toc311526845
https://support.microsoft.com/en-us/office/add-or-remove-a-digital-signature-in-office-files-70d26dc9-be10-46f1-8efa-719c8b3f1a2d#__toc311526845
https://helpx.adobe.com/acrobat/using/fill-and-sign.html#fill_your_PDF_form
https://helpx.adobe.com/acrobat/using/fill-and-sign.html#fill_your_PDF_form
https://helpx.adobe.com/acrobat/using/digital-ids.html
https://helpx.adobe.com/acrobat/using/digital-ids.html
https://helpx.adobe.com/sign/user-guide.html
https://support.docusign.com/en/guides/ndse-user-guide

