Signing a PDF with an E-Signature

[bookmark: _GoBack]Below is how to add your signature to a PDF:
1. Open the PDF using Adobe Acrobat. If you need to install, Adobe Acrobat Reader DC is a free version that is often used. 
2. Click on the “Fill & Sign” button. The button may look different depending on the version you are using:
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3. Click on “Place Signature”, select “Use an Image” then select “Browse” to where your signature file is saved on your computer. 

If you don’t have an image of your signature, sign your name on a piece of paper then take a picture of the signature and save it to your computer.  

You may also choose to select “Draw my signature”. 
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This file includes fillable form fields. E
You can print the completed form and save it to your device or Acrobat.com.

Justification for Request: If applicable, additional work details:

Explanation of Budget Source: If applicable, please include details of temporary change
in hours or upgrade:

APPROVALS

SUBMITTED BY DEAN/DIRECTOR/AVP/VP

Name:

Signature: Date:

APPROVED BY HUMAN RESOURCES APPROVED BY BUDGET OFFICE

Name: Name:

Signature: Date: Signature:

* Mandatory benefits (Workplace Insurance, Vacation, CPP, El and Employer Health Tax) are required for all contract positions
— this cost Is an additional 14% (approx.) of the salary for the duration of the contract

Note: Only Exempt contracts that are over 1 year are eligible for Health/Dental benefits- this cost is approximately $450 per month  V1: Updated September 2017
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How would you like to create your signature? @
© Type my signature v Fill & Sign Tools
© Use a webcam (New!)
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