1. Open the document that you would like to sign. For this example, | used the ‘Staff Requisition — fillable’.

' Staff Reguisition il

File Eda View

Home Tools Staff Requisition-fi

& B EQ kR MOEE W - R REAT O 2

VALLEY
MEDICAL

GROUP Staff Requisition

Prevention & Medical Care
To Help You Live Better, Longer.

Date: /[ Grade: '
Position Title: | Base Pay of Grade:

Department:

Hiring Supervisor/Manager: Ext.

Name and location of the facility where the position is based:

Amherst Easthampton Greenfield - Northampton
Type of Request: - Replacement a New Position — Budgeted New Position—Unbudgeted
Pnagitinn Tune- Fxemnt Nan-Fyamnt v

2. Fill out the form and when you get to the bottom, click on the appropriate box to add your Signature.

This form will not be processed until the following signatures are attained by the hiring Supervisor.

=

Supervisor: w Date:

Department Manager: \ Date:
VP Signature: \ Date:
President: \ Date:

(President’s signature is not necessary for replac®gent positions.)

N

11.11.16
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I'l Training - Creating a digital signature

3. When you click on that box, a box will come up asking what Digital ID you would like to use. If you already
have one created it will show up. If not you will have to add one by clicking on ‘Configure New Digital ID".

Sign with a Digital ID X
Choose the Digital ID that you want to use for signing:
e s Raymond Rossini (Digital ID file) View Details
- . .
Q Issued by: Raymeond Rossini, Expires: 2022.10.26

i Raymond Rossinbi (Digital 1D file) View Details
® Issued by: Raymond Rossinbi, Expires: 2023.06.22

@ Contigure New Digital ID ) C Cancel )

4. Click ‘Create a new Digital ID’ and continue.

Configure a Digital ID for signing X

Select the e of Digital ID:
A Digital ID is required to P 9

create a digital
signature.The most secure ; . )
Digital ID are issued by é Use a Signature Creation Device
trusted Certificate Q Configure a smart card or token connected to your
authorities and are based computer
on secure devices like smart
card or token. Some are
based on files.
Use a Digital ID from a file
You can also create a new P‘v@ Import an existing Digital 1D that you have

Digital D, but they provide obtained as a file
a low level of identity

dssurance,

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

o
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5.

6.

I'l Tralnlng - Creating a digital signature

Click ‘Save to Windows Certificate Store” and continue.

Select the destination of the new Digital ID

Digital IDs are typically @ Save to File
i}

issued by trusted providers
that assure the validity of
the identity.

Self-signed Digital ID may
not provide the same level

Save the Digital ID to a file in your computer

Save to Windows Certificate Store

e . Q[B Save the Digital ID to Windows Certificate Store to

be accepted in some use
cases.

Consult with your recipients
if this is an acceptable form
of authentication.

Enter your information and hit ‘Save’.

Create a self-signed Digital ID

Enter the identity Name
information to be used for
creating the self-signed
Digital ID.

Digital IDs that are self- Organization Nam
signed by individuals do not
provide the assurance that Email Addr
the identity information is
valid. For this reason they
may not be accepted in
some use cases.

Country/Regig,
Key Algorithm 2048-bit RSA

Use Digital ID for

Raymond Rossini
Organizational Unit Enter Organizational Unit..
Valley Medical Group
rrossini@vmgma.com

US - UNITED STATES

Digital Signatures

be shared with other applications
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I'l Tralnlng - Creating a digital signature

7. Click on the signature you want to use and click continue. You will most likely only have one.

Sign with a Digital ID X

Choose the Digital 1D that you want to use {

= mond Rossinbi (Digital 1D file) View Details
N ssued by: Raymond Rossinbi, Expires: 2023.06.22

@ Raymond Rossini (Digital ID file) View Details
W ssued by: Raymond Rossini, Expires: 2022.10.26

[ QI Raymond Ressini (Windows Digital 1D) View Details
E} ssued by: Raymond Rossini, Expires: 2023.06.22

m~ Dauminand Daccind AMinAd~oe Miaial IO war Miataile T

@ ( Configure New Digital ID ) ( Cancel )

8. Then just click ‘Sign” and it will populate.

Sign as "Raymond Rossini" X

Digitally signed by
Raymon Raymond Rossini
'~ 1 Date: 2018.06.22

d ROSSINI 55420 0400

View Certificate Details

Appearance = Standard Text

<

Review document content that may affect signing Review

Back

9. It will then prompt you to save the file. Choose replace file to apply the signature to the document.
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