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1 Creating a Digital Signature for Fillable PDF Forms If you have a smart-phone or another way to get a digital image of your signature on your computer, such as a scanner or  ing from a copier, and you would like to have your actual signature included in the digital signature start with step 1. If you do not have a smart-phone or you don t want your actual signature on the forms, perform steps 15 thru Sign your name on a blank piece of white paper. Take a photograph of the signature. Don t use the flash and try to avoid shadows.  the photo to yourself where you can open it on a computer. Open the  and save the attachment as a JPEG file. Open PowerPoint and insert the signature image (Figure 1). Figure In PowerPoint 2010, click the Corrections button in PowerPoint and sharpen the image by 50% (Figure 2.1). In PowerPoint 2007, click the Brightness button and click 40% (Figure 2.2) Figure 2.1 Figure 2.2
                                            










                                                                                                

2 7. 8. In PowerPoint 2010, click the Corrections button and select Brightness +40% and Contrast +40% (Figure 3.1). In PowerPoint 2007, click the Contrast button and click on 40% (Figure 3.2) Figure 3.2 Figure Click the Crop button and drag the top border down, and the bottom border up to reduce the white space around the signature. Make sure you click-and-drag the large black Crop Handles, not the smaller sizing handles. Figure 4 9. Click the Color button in PowerPoint and select Set Transparent Color (Figure 5.1 or 5.2). Figure 5.1 (PowerPoint 2010) Figure 5.2 (PowerPoint 2007)
                                            

                                            3 10. Click on the white background of the image. You should now see the PowerPoint template behind your signature (Figure 6). Figure Right-click on the signature and select Save as Picture from the pop-up menu (Figure 7). Figure Give the saved image a name you will recognize and save it as a PNG file (Figure 8). Figure This is the file you will add to your digital signature later. Close PowerPoint and don t save the changes. The following instructions will guide you in setting up and storing a digital signature on your computer. NOTE: If you are using a computer that already has a digital ID, but it is not yours, the Sign Document window will open when you click the Digital signature field of a form. Click the drop-down button to the right of the Sign As field and select New ID. and continue with step 18.
                                            

                                            4 Start by opening a PDF that has a Digital Signature field. Click the Signature field in the PDF (Figure 9). Figure This will open the Add Digital ID dialog box. Click the A new digital ID I want to create now option and click the Next button (Figure 10). Figure In the next dialog box, select the Windows Certificate Store option and click the Next button (Figure 11). Figure 11
                                            

                                                                                                

5 21. Finally, you need to enter your identity information in the last dialog box. In the Name field enter your first and last name. In the Organizational Unit field, enter your department in ALL CAPS. In the Organization Name field, enter Central Texas College District. In the  Address field enter your  address. If you don t have a CTC  address enter your personal  address. Leave the rest of the options alone and click the Finish button (Figure 12). Figure Your digital signature is now set and the Sign Document dialog box will open. This is the window you will see from here on when you click a Digital Signature field (Figure 13). Figure If you have a saved signature image, click the drop-down button beside Appearance:. Click Create New Appearance and give the new appearance a name (Figure 14). Figure 14
                                            

                                                                                                

6 25. Click the Imported graphic option and click the File button (figure 15). Figure Click the Browse button in the Select Picture dialog box. Navigate to the folder containing your signature image. Click the file type option in the lower right corner of the Open dialog box and select PNG (*.png) ((Figure 16)). Figure 16
                                            

                                                                                                

7 29. Your signature will show up in the sample window (Figure 17). Figure Now click the OK button. You are now ready to digitally sign the document. Click the Sign button. You will be prompted to save a copy of the signed document. Save the file to your computer using a file name that indicates who the file belongs to and what form it is. For example, Wyman_Leave_Form. This is what a finished signature will look like if an image is added (Figure 18). Figure This is what a finished signature will look like if no image is added (Figure 19). Figure 19 For assistance please call Scott Wyman at
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        Scanning in Windows XP: Basics Learning guide If you have ever wanted to scan documents and images on different scanners in your department, you've probably faced the difficulties that arise from needing    
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        Using FileMaker Pro with Microsoft Office
    

    
        
        Hands-on Guide Using FileMaker Pro with Microsoft Office Making FileMaker Pro Your Office Companion page 1 Table of Contents Introduction... 3 Before You Get Started... 4 Sharing Data between FileMaker    
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        Microsoft FrontPage 2003
    

    
        
        Information Technology Services Kennesaw State University Microsoft FrontPage 2003 Information Technology Services Microsoft FrontPage Table of Contents Information Technology Services...1 Kennesaw State    
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        PMI Marketing Portal User Guide
    

    
        
        PMI Marketing Portal User Guide PMI Marketing Portal: Supporting member and credential holder acquisition and retention 2010 Project Management Institute, Inc. All right reserved. PMI, the PMI logo and    
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        Google Drive Create, Share and Edit Documents Online
    

    
        
        Revision 3 (1-31-2014) Google Drive Create, Share and Edit Documents Online With Google Drive, you can easily create, share, and edit documents online. Here are a few specific things you can do: Convert    
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        Mobile Print/Scan Guide for Brother iprint&scan
    

    
        
        Mobile Print/Scan Guide for Brother iprint&scan Version I ENG Definitions of notes We use the following icon throughout this user s guide: Notes tell you how you should respond to a situation that may    
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        Upon Installation, Soda
    

    
        
        Upon Installation, Soda Prompts you to create your user profile to register for a new profile Note: Asks your for your particulars Prompts you to select a password. You would need to provide this password    
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        Chapter 14: Links. Types of Links. 1 Chapter 14: Links
    

    
        
        1 Unlike a word processor, the pages that you create for a website do not really have any order. You can create as many pages as you like, in any order that you like. The way your website is arranged and    

    
        More information 
    




    
        Page Numbering for a Thesis or Dissertation
    

    
        
        Page Numbering for a Thesis or Dissertation Tip: Add Page Numbering to your document after you are finished making all edits. After the page numbering has been added, then add the Table of Contents and/or    
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        SnagIt Add-Ins User Guide
    

    
        
        Version 8.1 User Guide By TechSmith Corp. User Guide User Guide Contents User s Guide 1 Overview...1 Word, PowerPoint, and Excel Add-Ins...2 Outlook Add-In...2 Internet Explorer / Windows Explorer Add-In...2    
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        1.2 To Remove Security Setting from a Document
    

    
        
        1. Adding Security to PDF Documents 1.1 To encrypt a file and create a recipient list 1.2 To Remove Security Setting from a Document 2. Digitally Signing PDF Documents 2.1 Signing Document 2.2 To check    
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        Once logged into ReviewSnap you will be on the landing page. Notice the Logout found on top right corner, below your name.
    

    
        
        ReviewSnap Procedures for Managers at Dickinson College Six Month Review for an Administrative Exempt Employee ReviewSnap is a web based performance management system program found in the Gateway. Look    
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        http://ipfw.edu Quick Guide for Accessible PDF July 2013 Training: http://ipfw.edu/training
    

    
        
        Accessible PDF Getting Started Types of Documents best suited for PDF on the Web Document is longer than 5 pages. You need to preserve the formatting or layout of the original document, e.g., for printing.    
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        Quick Guide. Passports in Microsoft PowerPoint. Getting Started with PowerPoint. Locating the PowerPoint Folder (PC) Locating PowerPoint (Mac)
    

    
        
        Passports in Microsoft PowerPoint Quick Guide Created Updated PowerPoint is a very versatile tool. It is usually used to create multimedia presentations and printed handouts but it is an almost perfect    
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        To add files to your email, first create the email. When you have opened a new email:
    

    
        
        Email attachments You can send files, folders and other items within an email along with the mail message itself. Items which have been added to emails are called attachments. Adding an attachment to an    

    
        More information 
    




    
        You can make your own layout / theme for your PowerPoint project.
    

    
        
        About the PowerPoint Intermediate Workshop The purpose of the PowerPoint Intermediate workshop is to inform users more about the design aspect of making presentations. We will build on the skills learned    
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        Creating a new Birthday email in TribalDirect 2.0
    

    
        
        Creating a new Birthday email in TribalDirect 2.0 1. Log into the StickyFish Admin at https://admin.tritondigital.com 2. Using the Administering dropdown, select the StickyFish site you ll be working with    
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        SMART Board Training Outline Trainer: Basel Badran
    

    
        
        Sharjah Higher Colleges of Technology SMART Board Training Outline Trainer: Basel Badran What is a SMART Board? o Concept & Technology SMART Board Components: o Smart Tools Start Center Recorder Keyboard    
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        Flash Objects. Dynamic Content 1
    

    
        
        Dynamic Content 1 The WebPlus Gallery tab provides a wide range of predesigned Flash banners that you can add to your site, and customize to suit your needs. In addition, it s very easy to add your own    
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        Guide for usage of digital signatures in Microsoft Office Documents
    

    
        
        Guide for usage of digital signatures in Microsoft Office Documents i. Digitally Signing a Microsoft Word Document in 2003: This section demonstrates digitally signing a Microsoft Word document. In order    
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