
How to Create a digital signature 

Use the Digitally Sign tool to create a digital signature 

Go to the Tools Menu 

Scroll down to Forms & Signatures 

Click Open on the Certificates icon to launch the Certificates menu 

 

In the Certificates menu, select Digitally Sign 

The mouse curser will change to a plus symbol.  Draw a box where the digital signature is to be placed. 

Example: 
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Note: The size of the drawn box will determine the size of the signature.  Release the mouse button 

and a new window will open. 

 

 

 

 

 

 

 

 

Click Configure New Digital ID 
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Select: Create a new Digital ID 

 

Select: Save to File 
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Enter your name, department, Northwestern, and your email address.  

 Leave all the other boxes as they are. 

Click Continue 
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The file that stores your digital signature will be saved on the desktop.  There is also the option to click 

browse to save it somewhere else locally on your computer. (Ex. Documents, a new folder somewhere 

on the desktop, etc.).  

Create a password.  You must remember and use this password every time the digital signature is 

used.  If the password is forgotten, a new digital ID must be created.  

Click Save 

 

 

 

This is the .pfx (Personal Information Exchange) file saved to the desktop: 
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The new digital ID with your name will be displayed.  Click Continue. 

 

Your name will be displayed and this will be the appearance the digital signature.   

Enter your password and click Sign 
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A new window will open in order to save the document.  Once the document has been saved to the 

chosen location, the signature will be placed.  The signature will match the size of the box drawn  (See 

examples below) 

 

 

 

This message box will appear if the signature is too small.  It can be ignored by checking Do not show 

this message again.  A smaller signature may be needed depending on the document.  
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Smaller signature: 

 

 

Once a document is signed, it cannot be edited. 

 

 

 


