
 
 

 

Instructions to Digitally Sign with Adobe Acrobat Pro 
 

Before signing: 
 

 

Ensure you have downloaded Adobe Acrobat Pro DC 
through Adobe Creative Cloud. This is a free software 
download for SSU staff and faculty. Please reach out to 
it@sonoma.edu if you have any questions about installing 
this software. 
 

 
Add a Digital Signature 
 

1. Open the PDF form in 
Adobe Acrobat Pro DC. 
Fill out any required fields 
that apply. 

 
 
 
 
 
 
 

2. Click on the appropriate 
signature field for your 
digital signature. 

 
 
 
 
 
Note: Do not click Fill&Sign to 
request signatures; this will 
prompt the document to open 
through Adobe Sign. 
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3. Choose a Digital ID, or 
configure a new Digital ID 

a. Click Continue to 
choose the selected 
Digital ID file. 

b. Click Configure 
New Digital ID to 
set up a new digital 
signature (see page 
3 for configuration 
instructions) 

 

4. Enter your password 
assigned to your digital 
signature, then click Sign. 

 
 
 
 
 
 
 
 
 
 
If you see a prompt for “Lock 
document after signing” leave 
the checkbox unmarked. 

 
 

 



 
 

 

5. Confirm your signature is 
correct and in the 
appropriate signature field.  

 
6. Save the file on your 

computer and send via 
email to the next recipient. 

 

 
 
 
 
Configure a Digital Signature 
 

1. Select Create a new 
Digital ID. Click 
Continue. 

 
 
 
 
 
 
 
 
 
 
  



 
 

 

2. Choose the save option 
you prefer depending on 
your operating system. 
Click Continue. 

 
3. Enter the required 

information for your name 
and email. Click 
Continue. 

 
4. Click Browse to choose a 

destination for your Digital 
ID. Enter and confirm a 
password of your choosing 
to protect your Digital ID. 
Click Save. Follow the 
process from Step 3 in the 
Add a Signature section. 

 
 


