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Instructions to Digitally Sign with Adobe Acrobat Pro

Before signing:

Ju

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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PRE-AUTHORIZATION FOR PART-TIME FACULTY APPOINTMENT
Part-Time Faculty Appointment Use Only
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PERSONNEL

To Be Submitted To Academic Personnel Ten Days Prior To Start Of Assignment

TO BE COMPLETED BY HIRING DEPARTMENT

Employee Name: B

As Listed in PeoplesoriJONN SMith
iing bept /ACademic Personnel
APPOINTMENT DURATION

(MAY NOT EXCEED A SIX-MONTH PERIOD)

Employee ID:‘OO.I 234567
g pep #0000

APPOINTMENT COMPENSATION

Start Date]01/20/21 Estimated Days of Work: 10
End Date: |06/20/21 Daily Compensation Rate: X [200
Total Proposed Compensation = 2000

[TO BE COMPLETED BY AUTHORIZED APPROPRIATE ADMINISTRATOR

Project Name:|Additional Employment Project Fall 2021

| certify that this work is legitimate additional employment and that the compensation is reasonable for the
work performed. | have reviewed the Guidelines For Faculty Additional Appointments and this appointment will
be consistent with the appropriate CSU guidelines and the Unit 3 Collective Bargaining Agreement.

[ =

2

If Grant Funded, Principal Investigator Signature:

Appropriate Administrator Signature:rJ Date: ‘

Search tools
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[ Create PDF

Eﬁ Combine Files

G DEPARTMENT 5 canr
N o= Edit FOS
1 Smith Enpiosee 10001234567 2 mes
2
ersonnel Hiring Dept. #|0000 [ Expor. POF

APPOINTMENT COMPENSATION

NTH PERIOD) #[] Organize Pages
Estimated Days of Work: ‘ |1O
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3. Choose a Digital ID, or P —
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 et (carce) (R
3 for configuration
instructions)

Choose the Digital ID that you want to use for signing: Refrash

@ Mackenzie Knight (Digital ID file) View Details
20

X Issued by: Mackenzie Knight, Expires: 2025.06.12

4. Enter your password Sign as "Jane Doe"
assigned to your digital JR—
signature, then click Sign. ‘
Digitally signed
by Jane Doe
Date: 2021.10.22

15:19:56 -07'00"

View Certificate Details

Review

Sign

Sign as "Celeste McDonald™

If you see a prompt for “Lock
document after signing” leave - _
the checkbox unmarked. Celeste Dgtallysigned by

Celeste McDonald
Date: 2021.09.24
McDonald ;554 0700
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Confirm your s Ig nature is TO BE COMPLETED BY AUTHORIZED APPROPRIATE ADMINISTRATOR

co rl’eCt and in the Project Name:|Additional Employment Project Name

appropriate signature field.

| certify that this work is legitimate additional employment and that the compensation is reasonable for the
work performed. | have reviewed the Guidelines For Faculty Additional Appointments and this appointment will

be consistent with the appropriate CSU guidelines and the Unit 3 Collective Bargaining Agreement.
[—==

If Grant Funded, Principal Investigator Signature: Date:

Digitally signed by Jane Doe
Appropriate Administrator Signature: ‘J ane Doe Dale: 2021.10.22 15:20.28 0700 Date:

Save the file on your
computer and send via
email to the next recipient.

Configure a Digital Signature

Select Create a new
Digital ID. Click
Continue.

Configure a Digital ID for signing

A Digital ID is required to Select the type of Digital ID:

create a digital
signature. The most secure
Digital ID are issued by Use a Signature Creation Device

trusted Certificate i
AT e ] Sgl:'f;%ltl;? a smart card or token connected to your

on secure devices like
smart card or token. Some
are based on files.

x = X Use a Digital ID from a file
D{i’;n:w[), bzthfhey Pa m:'; Import an existing Digital ID that you have obtained

a low level of identity asafie
assurance.

Create a new Digital ID
Create your self-signed Digital ID

Cancel Continue
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2- Choose the Save Option Select the destination of the new Digital ID
you prefer depending on
your operating system. Dt il 8y Sone

issued by trusted providers.

C I | Ck C on ti nue. mztlgzmime validity of Save the Digital ID to a file in your computer

Self-signed Digital ID may

not provide the same level
of assurance and may not S APpPe Ll B
be accepted in some use [®) Save the Digital ID to Apple Keychain to be shared

cases. with other applications
Consult with your recipients

if this is an acceptable form
of authentication.

Continue

3. Enter the reCIUired Create a self-signed Digital ID
information for your name
and email- CIiCk Enter the identity Name ‘:JaneDns

- information to be used for L
ting the self-signed
Continue. et e sa- s OrgarizatonatUnt |

Digital IDs that are salf-
signed by individuals do
not provide the assurance

that the identity information Email Address ‘ doejane@sonoma.edu
is valid. For this reason they L

Organization Name ‘

may not be accepted in
some use cases. Gountry/Region ‘ US - UNITED STATES

Key Algorithm ‘ 2048-bit RSA

Use Digital ID for ‘ Digital Signatures

@ Continue

4. Click Browse to choose a Save the self-signed Digital ID to a file
destination for your Digital
ID. Enter and confirm a st pasmord oot 4" D911 10 il oo saved ¢ e folowing locaten -

the private key of the Digital
D. You will need this ‘ e

password of your choosing L

to protect your Digital ID. gaweeDgIDIens  Apply a password t prtect the Dighal I
Click Save. Follow the SR |
process from Step 3 in the B e oie Pear ey

Add a Signature section. |
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