Theiemsiy ol Vot PeopleSoft Financials User Guide:

Adobe PDF
ADOBE PDF
TABLE OF CONTENTS

Downloading @ PDF for SigNature......cccciieeeeiieeiiieenierieneineneenenseereenersensessensesssnsessnnses 1
Unlocking a Secure Download..........ccceeiiiiiieeiiiniiieeiiiiieenicsrreneeseeseennsssssennsssesssennes 2
Electronically Signing @ PDF...........iiiiieiiiieieicitienenccsnenneseessennsssssesnnssesssennsssssssannnns 4
Signing in a Prepopulated Signature Field ... 4
Signing 0N @ Blank SigNature LINE ......eeeeee e i ittt e e e e rar e e e e e e e e 5
Creating a Digital Signature.........cccceuiiiiieeiiciireccccrrrnc e seenee e s reennsseesssnnnssnnns 6
Deleting YOUr Digital ID ......cccciiiieeiiiieeiiiitiiiiieniiiieeiiiensieinenesienssessnssessassssssnsssssnsssssanes 9
Deleting @ WIindoWs CertifiCate .......couecciiiiiieeee et e e e e e e e e e snaraeee s 9
Deleting @ PKCSH12 Digital ID ......eeviiiiiiieeieeieee ettt s e s ee s 10

NOTE: If you are using Microsoft Edge as your default web browser Edge will override Adobe and these instructions
will not be applicable. Please reach out to your technical services department to ensure that Adobe is the default
application for .PDF documents.

Downloading a PDF for Signature

When you open a PDF in PeopleSoft, the file appears in your web browser and you need to download it to the
appropriate file format for editing. This is the case with PurCard Reallocation Reports and Travel and Expense
Reports that have a built in print option.

1. With the document open in your web browser, select the download button.
2. Choose a location and for the file that is memorable.
3. Navigate to the file location.
a. Some web browsers show downloads in a bar across the bottom of the screen. When you
click on the carrot icon, you have the option to “Show in folder”.
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Open
Always open with system viewer

Open with system viewer

Show in folder

e} UVIPURRPT (1).pdf

4. Open the file in Adobe.

5. If the file does not open in Adobe, you will need to change your default application for .pdf
extensions. Please contact your technical support team for assistance with this.

Unlocking a Secure Download

1. If ayellow banner appear that states “Protected View”, you need to click the button on the right
side of the banner ENABLE ALL FEATURES.

|vmnmn\w-.—.rnurumg.nmmmzp«mn:l,mmm kocation, and met dizabiled 1o aveid p 7]

Ensbile & Fratures

2. Ifthefile is still secure, click on the Lock Icon
3. Select the hyperlink for “Permission Details”

= UVIPURRPT.pdf (SECURED) - Adobe Acrobat Pro

File Edit View Window Help

o | Dowe- |H @ G F | @ kG
Wl Ny | @®[=][-]&5E

g Security Settings mio|

.ocument has an open password ora
madify password.

Permissicn Details 2

KP You cannot edit or copy this document.
2

4. Change Security Method from “Password Security” to “No Security”
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The document's Security Method restricks what can be done to the document. To remove
security restrictions, set the Security Methed to No Security.

Security Method: | Password Security Change Settings...
Can be Opened by:  |Password Security Show Details...
Certificate Security
All contents of the decd Adobe LiveCycle Rights Management

metadata.

5. Click OKAY when you receive the popup for “Are you sure....”

Are you sure you want to remeove security from this decument?

6. Click OKAY to close Security Permission window and save settings

Description Securty Fonts  Initial View Custorn Advanced
Decument Security

The document's Security Method restricts what can be done to the document. To remove
security restrictions, set the Security Method to No Security.

Securty Method: v| | Change Settings..
Can be Opened by:  All versions of Acrobat Show Details...

Automatic saving of changes has been disabled for this document because the security settings
have been modified. You must save the document in order to re-enable automatic saving of
changes.

Document Restrictions Summary
Printing:  Allowed
Changing the Document:  Allowed
Document Assembly:  Allowed
Content Copying:  Allowed
Content Copying for Accessibility:  Allowed
Page Extraction: Allowed
Commenting:  Allowed
Filling of form fields:  Allowed
Signing:  Allowed

Creation of Template Pages:  Allowed

Updated 06/2019 Ctrl+Home to Table of Contents Page |3



Theiemsiy ol Vot PeopleSoft Financials User Guide:
Adobe PDF

Electronically Signing a PDF

Signing in a Prepopulated Signature Field

1. Open Adobe PDF file and select the field to sign

a. If thisis the first time electronically signing a document in Adobe on the device you will be

prompted to create an electronic signature. Follow the instructions for Creating a Digital
Signature.

I certify that the nformation provided above is true and correct, that there are no alcohol expenses
infwith any travel meals, and I did not pay for nor seek reimbursement for this expense by any
other means. I certify that any international airfare was purchased in compliance with the Fly
America Act. Reimbursement of / payment for items requires them to become property of UVM.

1
\_/
Traveler Signature Date
[—
Approver Signature Date

2. Verify that your signature appears correctly

a. Ifyou set a password, you will be required to enter the password prior to signing. If you
forgot your password, follow the instructions for Deleting your Digital Signature.

3. Select Sign
Sign As: Tiffany Barker Cook (Tiffany Barker Cook) 2024.05.08 v @
Password: \\a/
Certificate Issuer: Tiffany Barker Cook Infa...
Appearance: Standard Text ~
Digitally signed by Tiffany Barker
. Cock 2
Tiffan y DIN: en=Tffany Barker Cook, NS

o=University of Vermont, @
ou=Disbursement Center.

Barker Cook emsi=parier @i com.

Date- 2010 05 08 14:21:03 -04'00°
[ Lock Document After Signing @

= Click Review to see if document content
@ may affect signing Review...

\_3/ Sign Cancel
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4. You will be prompted to save the document as a new file. If you do not save the file as a new
document then the file will not be signed.
Signing a Blank Signature Line

1. Open Adobe PDF file and select Fill & Sign then Place Signature

o (54

el lerwsEaEET
1/ Fll & Sign | Comment

S| e g ook
1 PurCard Reallocation Report Page: 2of2
-l UNIVERSITY T addven
Pl < VERMONT
Cardholder: Fitzpecad Erin Mary  LISRank PURCARD 01022019 1756 ¥} AddChedtomek
Unie uant Lodger Grovp:  ACTUALE Erosredby: Mo Run Dt {201 R e
Saumst 0 POOR13A-51 Snumal Date: AL Unpost Saqe 0 Frus Tiva: Fai20 P &

» S oo Cosben . Sputares

R AL TN, TRAVEL WEALS, VEWILE FINTAL TS WALS OSTTALTT ¥ LTI
e ol Travear Mammen of Blercees ® Ve i Cevtatines

Tacaon

Biainess Fupne:

1 certify that the miarmation provided above it tnee and comect, that there ame No aloohal expentes in wilth any tavel meaks, and | did
it pay for noe seek reimoursement for this expense by any other method. | carméy that any nemationsl aitara was prchased in
comphiance with this Fly America Adt. Reimbursemnt of / et for Berms fequies them 1 becors proparty of UVM

Dot

Cordholdar Signature

Bupervisor Signatae Date:

a. A prompt will appear explaining how to ‘Drag New Signature Rectangle’.
i. Select Drag New Signature Rectangle

@0 To begin signing, cheose the 'Drag Mew Signature Rectangle' button, and then drag out the area where you
would like your signature to appear. Once you finish dragging out the desired area, you will be taken to the

next step of the signing process,

.

[[] Do not show this message again

\‘i/ Drag Mew Signature Rectangle ... Cancel

b. Select the area above the appropriate signature line with you left mouse button. Hold the
left mouse button and drag the signature rectangle to the end of the signature line then

release the left mouse button.

| certify that the information provided above is true and correct, that there are no alcohol expenses in with any travel meals, and | did
not pay for nor seek reimbursement for this expense by any other method. | certify that any international airfare was purchased in
compliance with the Fly America Act. Reimbursement of / payment for items requires them to become property of UVM.

Date:

Cardholder Signature!
Date:

Supervisor Signature:
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i. When you release the left mouse button the signature option will appear
automatically.

ii. If this is the first time electronically signing a document in Adobe on the device you
will be prompted to create an electronic signature. Follow the instructions for
Creating a Digital Signature.

2. Verify that your signature appears correctly
a. Ifyou set a password, you will be required to enter the password prior to signing. If you
forgot your password, follow the instructions for Deleting your Digital Signature.

3. Select SIGN
Sign As: Tiffany Barker Cook (Tiffany Barker Cook) 2024.03.08 v @
Password: \a_/
Certificate Issuer: Tiffany Barker Cock Infa...
Appearance: Standard Text ~
Digitally signed by Tiffany Barker
- Cock 2
T Iﬁa n y DN: en=Tiffany Barker Cook, \_/

o=University of Vermont, @
ou=Disbursement Center,
B a rk er C 00 k email=tjbarker th@gmail.com,
=Us
Date: 2019.05.08 14:21:02 -04'00

[ Lock Docurnent After Signing @

Click Review to see if document content X
may affect signing Review...

j/ Sign Cancel

4. You will be prompted to save the document as a new file. If you do not save the file as a new
document then the file will not be signed.

Creating a Digital Signature

1. If thisis the first time electronically signing a document in Adobe on the device you will be prompted to
create an electronic signature

2. Select "A new digital ID | want to create now" and select NEXT
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Iwant to sign this document using:

(7) My existing digital ID from:
@ A file
A roaming digital ID accessed via a server

A device connected to this computer

(@ A new digital ID I want to create now

3. Select your preferred Digital Signature format then select NEXT
a. If you want your signature to be available on the current device only and do not need a password,
select "Windows Certificate Store"
i. This will link your signature to your windows login
b. If you want your signature to be stored remotely, available across multiple platforms, and password
protected, select “New PKCS#12 digital ID file.

,
o -

Where would you like to store your self-signed digital ID?

() New PKCS#12 digital ID file
Creates a new password protected digital ID file that uses the standard PKC5#12 format.
This comman digital ID file format is supported by most security software applications,
including major web browsers, PKC5212 files have a .pfx or .pl2 file extension,

@ Windows Certificate Store

Your digital ID will be stored in the Windows Certificate Store where it will also be available
to other Windows applications. The digital ID will be protected by your Windows legin.

D

4. Enter your identification information you would like included in your signature
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a. The minimum required information is Name and Email Address

5. If you choose a Windows Certificate select FINISH, If you choose PKCS#12 Digital ID select NEXT to enter your
password then FINISH

Enter your identity information to be used when generating the self-signed certificate.

Name (e.g. John Smith): ||

Organizational Unit: I

Organization Name: I

Email Address: I

Country/Region: [US - UNITED STATES

Key Algerithm: [1024-bit RSA

Use digital 1D for: [Dig\ta\ Signatures and Data Encryption

6. You will now be able to preview and use your signature.

e

Sign As: ’TiffanyJ. Barker Cook (Tiffany J. Barker Cook) 20. v] @

Certificate Issuer: Tiffany J. Barker Cook
Appearance: | Standard Text -

Tiﬁa n y J . gf‘i;:lly signed by Tiffany J. Barker

DM: en=Tiffany J. Barker Cook, o, O

Barker Cook =" =

Date: 2015.03.06 02:48:47 -05'00"

[] Lock Document After Signing

. Document warnings have been reviewed
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Deleting Your Digital ID

When you delete a digital ID in Acrobat, you delete the actual PKCS #12 file that contains both the private key and
the certificate. Before you delete your digital ID, ensure that it isn’t in use by other programs or required by any
documents for decrypting.

NOTE: You can delete only self-signed digital IDs that you created in Acrobat. A digital ID obtained from another
provider cannot be deleted.

Deleting a Windows Certificate

1. Within Adobe, Select Edit > Preferences

208 View Window Help

Undo Cth&%@‘@@@@@@)\
Redo Shift+Ctrl+Z
cu; x| ]| B

Copy Crl+C
Paste Cirl+v  fto your device or Acrobat.com.
Delete

Select All Ctrl+A
Deselect All Shift+Ctrl+A

Copy File to Clipboard

Edit Text & Images

27 i Take a Snapshot

Check Speliing
Look Up Selected Word...

(), Eind Ctrl+F
Advanced Search Shift+Ctrl+F

2. Under the Category Signatures
a. Click MORE In Identities & Trusted Certificates

Digtal Sqnatures
Crmation & Appesince

= Centred optioes for sigaature ereston
= B x !

esificatien

» Control how and when signatures ae verfied YT

ientities f Trasted Certificates

= Create and manege iden
- Marage crederiaks u

Totemer Document Timestamping

« Cenfigure limesmamg server sellings a1
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a. Click Remove ID, and then click OK.

3. Select Digital IDs on the left, and then select the digital ID to remove.

< [

|5 Digital ID and Trusted Certificate Settings [ =]
Digital IDs o] Add1D ' Usage Options ~ [P Certficate Details j= Export ¥ Refresh (@) RemovelD
Trusted Certificates )
Name Issuer Storage Mechanism Exp
Tiffany ) Barker Cook <tjbarker@u... Tiffany ] Barker Cook <tjbarker@... Windows Certificate Store 203

Tiffany J Barker Cook
Issued by: Tiffany J Barker Cook
] Valid from: 2015/02/13 17:19:58 -04'00"
Valid to: 2020/02/13 17:19:58 -04'00"

Intended usage: Digital Signature, Enerypt Document, Key Agreement

Deleting a PKCS#12 Digital ID

1. Within Adobe, Select Edit > Preferences

08 View  Window Help

5 Undo LS E PP B B

| Redo Shift+ Ctrl+Z

()
Cut Ctrl+X ﬂ | =]

4N Copy Ctrl+C
Paste Ctrl+V
Delete

o0 your device or Acrobat.com.

Select All Cirl+A
Deselect All Shift+Ctrl+ A

Copy File to Clipboard

Edit Text & Images

i }Tgke a Snapshot

Check Spelling
Look Up Selected Word...

}, Find Ctrl+F
Advanced Search Shift+ Ctrl+F
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2. Under the Category Signatures
a. Click MORE In Identities & Trusted Certificates
= B e

Categories:
Digital Signatures

Full Screen -

General Creation & Appearance

Page Display L

- Control options for signature creation
- Set the appearance of signatures within a document. .
3D & Multimedia
Accessibility
Action Wizard Verification
Adobe Online Services
Catalog - Control how and when signatures are verified
Color Management
Content Editing
Convert From PDF Identities & Trusted Certificates
Convert To PDF

Email Accounts « Create and manage identities for signing

+ Manage credentials used to trust documents

Forms
Identity
Internet Document Timestamping

m

JavaScript
Language « Configure timestamp server settings
Measuring (2D)
Measuring (30)
Measuring (Geo)
Multimedia (legacy)
Multimedia Trust (legacy)
Reading

Reviewing

Search

Security

Security (Enhanced)
Signatures

Spelling L

3. Click the plus sign (+) next to Digital IDs on the left to expand the menu.
a. Select Digital Id Files
b. Select the digital ID to remove
c. Select Detach File
i. This will only remove the Digital ID from Adobe

-
| @ Digital ID and Trusted Certificate Settings X

| B Digital IDs Attach File  Detach File  Change Password (%5 Password Timeout  Looin Logout ¥ Refresh
Roaming ID Account

| Name Folder Status
Digital ID Files
TiffanyBarkerCook.pfi CAUsers\tjbarker\AppData\Roami... Logged in
| Windows Digital IDs
| PKCS211 Modules an
| Trusted Certificates
e

i Manage My Digital ID Files

| ! This is a list of the digital ID files on this computer from which digjtal IDs are available. Digital ID files are password-protected
files that contain one or more digital [Ds.

An ID file is automatically added to this list after vou add one of its digital IDs to your set of digital IDs. To manually add a file to
the list, click A¢tach File. Select one of the entries above to change password settings for that file.
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4. Toremove the Digital ID completely go to the file location where the Digital ID was saved or search your C
Drive for .pfx
a. Right click on the file and choose DELETE

l l = | Security

File Home Share View o
U & cut x Eﬁ 3 Wew item ~ [ open - FHselectan
w.] Copy path « ﬂ Easy access ~ | Edit 0 Select none
Finto Quick Copy Paste _ Mowe Copy Delete Rename MNew Froperties
access El Paste shortcut to- tor - folder - &3 History E‘E‘Imrert selection
Clipboard Organize Ne Install PEX
“ v « tjbarker » AppData » Roaming » Adobe » Acrobat » 11.0 » Se Open el
N - ‘i Move to OneDrive
Invoices
Mams Patem Ea Scan with Windows Defender...
f@a OneDrive CRLCache 5/17/20 & Share
Attachments D addressbook.acrodata 472272 Open with...
Cambridge Rescue % innssfddatt Give access to >
nnssi.da
Documents .E A kdat Restore previous versions
nnssk.da
Schaol D directories.acrodata Send to >
g This PC D security-policy.acrodata Cut
:j 3D Objects '@ services_pro.dat Gopy
I Deskt E services_proi.dat
eskio)
i P @ services_prok.dat Create shorteut
Documents X services_rdr.dat Delete
¥ Downloads T services_rdri.dat 8/2/20 Rename
J5 Music '@ services_rdrk.dat &/2/207 Properties
[&] Pictures E TiffanyBarkerCook. pfx 5/8/201
B videos
‘i 0SDisk (C2)
== Shared Drive (5:)
|_j’ Metwork
]
14 items 1 item selected 1.71 KB f=z| =
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