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Getting
started:
what do you
need?

TAFE NSW

= A smart device to take a photo of your signature. You could also scan

your signature.

= Access to a device or computer that has Adobe Acrobat Reader

installed (All TAFE NSW computers have Adobe Acrobat Reader installed)
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Create an 1. Write your signature on a blank, white plece of paper, and take a clear

image of your
signature

picture of it.

2. Crop the image so that only the signature and a small amount of
space is showing around it.

A Swmith
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Copy the
5 Note: Skip steps 3 - 5 if you are signing the document via the device you
Image to your took the photo with

com p ute I 3. Send the image to your computer. You can attach it to an email
. — addressed to yourself, or upload it to the cloud, e.g., OneDrive.

4. Download the image and save it to a folder on your computer.

5. If you took a scan of the image instead of a photo, crop it here and
save to your device or upload it to the cloud, e.g., OneDrive.
(If you need to crop the image of your signature, use the snipping tool
from the Windows menu. Save the cropped image to the PC).
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Open the
document
you want to
sign
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6. Find the PDF file that you would like to insert a signature onto in the

computer folders and right click the name

7. Select Open with

- Adobe Acrobat DC (if option is available) or
- Adobe Acrobat Reader

Open with Adobe Acrobat DC

Print

T-Zip >
CRC SHA >

) Edit with Adobe Acrobat
E Combine files in Acrobat...
@) Share using Adobe Acrobat

[Zf Edit with Notepad++
E Scan with Windows Defender...

|2 Share
Open with > Adobe Acrobat DC
Give access to > Adobe Acrobat Reader DC

Restore previous versions ﬂ Adobe lllustrator 2021

Firefox
Send to > =
E Google Chrome
Cut B Microsoft Edae

Insert a digital signature into a PDF document



8.  Click on the pen option on the PDF
File Edit View Sign Window Help

Home  Tools please sign here do.. X

- N ® 0@ w- BT 8 2(@)d

Insert your
signature

Please sign here:

9. Then click on Add Signature

File Edit View Sign Window Help

Home Tools please sign here do... X
¥t ® 8 Q 14 AR MO @ W g T
I Fill & Sign IAb X v o - L] . é; Sign yourself Reguest signatures

_emmn oD

Add Initials €

Please sign here:

TAFE NSW Insert a digital signature into a PDF document 6




10. A signature box appears

E & =@

Insert your
signature

11. If you have the signature saved on your computer you will need to
select the image icon
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Locate your
signature
Image
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12. The file directory on your computer will open. Locate and Open the
signature image file you saved previously.

folder ==~ [ @

~

”~ MName Date modified Type Size

|&] John Smith Signature 26/04/2021 4:48 PM JPG File 128 KB

w

le name: | John Smith Signature V| S age Formats ("jp
Cancel

13. Then click on Apply

B & @&

Image

2 Smien

Save signature

Clear

(CconcelQ | =D )
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Sign into
Adobe
Acrobat
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14. If you are using a TAFE NSW computer you will need to sign in to
Adobe Acrobat with your TAFE NSW username and password

15. Enter your TAFE email address
firstname.lastname@studytafensw.edu.au

16. Then enter your username
firstname.lastname and password

Sign in with your TAFE NSW account

firstname.lastname

Exaniple; fane cizen

Enter your passward

Login

Forgot your password?

Hane trouble logging in?
Help for TAFE staff Help for TAFE students
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T\ Adobe
Sign in
New user? Create an account

Email address

firstname.lastname@studytafensw.edu.au

or

G continue with Google

K1 continue with Facebook

@&  Continue with Apple

Privacy Policy and Terms of




If asked...

TAFE NSW

17. Tick the box to Allow my organisation to manage my device

18. Click OK

You may have to wait a minute for the
device you are using to be registered

Hold on while we register this device with your company and apply policy.

This may take a moment...
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Stay signed in to all your apps

Windows will remember your account and automatically sign you in to your apps and
websites on this device. You may need to let your organization manage some settings

on your device.

Allow my organization to manage my device

No, sign in to this app only
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Place the
signature
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19. Position the cursor where you would like the signature to go, and
click to insert signature

@ Assessment 1.pdf - Adobe Acrobat Reader DC (32-bit)

= (m) X
File Edit View Sign Window Help
Home  Tools Assessment 1.pdf % @ Sign In
B ®86 Q N ® 0@ m- TP
| rinsion WX v O — o & @ o
=
B
=
o=
B

Student name: John Smiz .
Student signature: o)
()

20. Drag the blue circle to resize your signature, if you need to.

Student name: John Smit

Student signature: !
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Save your file
SO your
signature is

Secure
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21. Click on Next
@ O @ % - 5 v
. Q; Sign yourself Request signatures

What would you like to do?

°j Use

only copy no one can

Adobe Sign to save

Save as a read-only copy
your file as a read-
nodify

Request signatures

O ,’:J Get documents signed fast

with Adobe Sign

22. Select Save as a read-only copy.

23. Click Continue to save the document.
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and securely

Continue
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To find out more

contact your local
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https://tafensw.libguides.com/contacts

Thank you

TAFE:
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