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When to Date the E-form
&
How to Apply Your Digital Signature

Immediately below is a brief tutorial that will demonstrate when to date the e-form
and how to apply your digital signature to it.

To begin the tutorial, click anywhere on the tutorial and then double-click the Start
button. After viewing the tutorial, you will find a printable version at the end of this
document.

Note: Using the Adobe Scroll Bars while the tutorial is playing may end the
tutorial.

DOUBLE-CLICK TO START
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Dating the E-form

Once you have completed the form, it's time to date it. The final step is to apply your digital signature. It's very
important that the date be entered prior to applying your signature. It may seem backward, but you MUST enter the
Date BEFORE you apply your signature. If you don't the form will not validate properly.

When the supervisor receives the form, he/ she must also approve or disapprove the request and then date the form,
prior to signing it.

Any additions or changes after each sequential signature is applied, render changes unauthorized.
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o Now that we have entered the necessary YR A P
information, we are ready to Date the form. b e ey oo
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o  Click in the Date field; a drop-down arrow appears. eatwe o
e  Click the drop-down arrow; a calendar appears. soates
e  Select the appropriate date. Scripeipise®
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e  Once the Date is entered, you can apply your Digital
Signature.

o  Click on the appropriate signature line, in this case -
the Employee Signature line. I = TR

Signing the E-form Sign Document (%]

Sign As:

e The Sign Document window appears. S i

F=heacca © Thies's Werificstion Certificate

Appearance: | Standard Text M

o Digital Signature information, as certified by the

Chagitaity signed by Rebeoca C
State of lllinois, is displayed here. Re be CCa me _

DM ic=A05, o=5ate of linods ]
ou=CMS, ou=People, ou=TA-TL, i

Note: Not all electronic signatures are valid and/ or C Th ie S -l
accepted by the State of lllinois. This is your assurance Diate: 201003 22 | 22925 05T

you are using a valid digital ID.
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e Clickthe Sl button.
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© Entrusl Securily Store Login

Pleasa lag in bo your Erfrust security shore, To kag in,
Sefdart of Dype your Entrust senuricy stora nama and
Ereer your passaard,

Mame:
e The username you selected when you set up your O oo

Digital ID should appear in the Name: field.

Password:
e  Enter the Password you created and click

® Copwiight 2001 - 2010, Endiust Limibed. &1 rights russrwad

e You are immediately prompted to Save the form.

Save As 7%
. . Save i [ Deskinp v S E
e  Make sure you select a Save in: location. . Do
. o, el
e  Enter the File name: e
_ Use the standard file naming convention, as set | &2 =

by your department.

Type: Adobe Acobat Document:
My Decuments Filc Size; 468 KB
Meelfied: 3(22(2010 10:00 &M

o Clickl__%ave |

My Computer

Fila niame: AThisz_032210_Absence_Recusstodt L Save
My Netwicik  Save a5 e Aucabe FOF Files " od] v Concel

1M G 37710_Abatnce_Sequrat ol bt Sowded
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e Inafew seconds your Digital Signature is appliedto 5. &

the form. | z sLlisai=hiFiaidmi__| — "
e The signed form is saved to the location you A e Iﬁl

selected. | Cartomdaie

Emplerpre's 10 b Doepartrmerd [ Orgamieateon)

e To verify that your signature is valid, look at the R ——

message ||ne_ Sa—— by Ose  Tme I R [

Vacation s 15 I Bem L0 AMpm Ll e . Na

e A Green Checkmark Icon should appear followed by Sl ooy

text: Signed and all signatures are valid. e o
e  Now you can attach it to an e-mail and forward it for fﬁmw";@,,mmm r— s

approval. P

e Prior to forwarding, you may want to print a copy of the absence request; or, you may want to wait until the
approved version is returned to you.

—  CAUTION: Although, you may be tempted to save and re-use the completed form as a template, this is NOT
recommended. Updating or changing data on an e-form that has been previously saved, signed and
submitted for approval will cause INVALID signature errors. This may, in turn, cause the form to be
"rejected.”

IMPORTANT: The original downloaded form also resides in the Save location. Although you may be tempted to save
this form and reuse it rather than download it each time you need to fill out a new form, it is NOT recommended that
you do that. E-forms are updated periodically and the use of an older version may not be accepted.
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o Ifyou don't follow the correct sequence of Dating first and then Signing, you do not receive the green check mark
on the Message Ribbon. Instead the icon is a magnifying glass and you get a warning that states: “At least one

signature requires validating.”

e This message appears because you dated the form AFTER signing it.

e  On some forms this may be acceptable, on others it may not be. In that case, the form may be rejected and you

may need to complete another form and resubmit.

@ A least one signatune requires validoting. Please Fil out the Following Form, You can save data typed inbo this form,

4 Sinature Pane

7 Signature Panel

o Notice that there is now a button on the Message Ribbon; it opens the Signature Panel

e There is a way the person receiving the form can check what changes occurred after the form was signed. We

will cover that in another lesson.

Note to Supervisors: If you have several documents to
sign, you only have to login once to Entrust.

However, after 1-30 minutes of inactivity, depending on
the timing rule in place, your session will time-out and you
will have to log back in.

To change the amount of time your session is open, right-
click the Entrust Security icon in your system tray and
select Options...

The window on the right opens, adjust the timing here.

¥ Entrust Security Slore Options

Ganaral

S

Enkrust single login

|._:> Log out after: | 10 |51 ko 20) minutes of nactivity

Logout hot key: | Mone

Entrust sacurity store bype
(i Wark as a Deskoop user

Yaur Entrust securty store will be stored in & Falder,

=)ok as 2 Foaming usar

Yo Entrust securky store will be storedin the
Direckory and accessed securely through the Enfnust
futhorky Roaming Server,

o (o (e )
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