Signing a MS Word Document with an E-Signature

Below are two ways to add your signature to a MS Word Document:

A. Insert an image of your signature using your computer
1. 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.
2. In the MS Word Document that requires your signature, go to the “Insert” tab, then select “Picture”, and browse to where you saved the image of your signature and click “Insert” at the bottom of the screen. 
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B. Add signature to a signature line using your computer
1. If the document does not have a signature line, you can add one by open the MS Word document that requires your signature. If it already has a signature line, go to Step 5 below.   
2. Click the “Insert” tab, then choose the icon displaying a writing tool hovering over a piece of paper (Add a signature line).
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3. Once choosing this feature, you will be prompted with a textbox that allows you to input a name and position title, if applicable, or you can leave it all blank and select “OK”. 
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4. The feature will place a designated signature line with the details (if any) were added above. 
[image: ]                   
5. Right-click on the signature line field, and select the “Sign” option.
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6. Type your name in the box, or import an image of your signature by clicking the “select image” option.
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Before signing this document, verify that the content you are signing is correct.

Type your name below, or dlick Select Image to select a picture to use as your signature:

X ‘ Select Image...

Firstand Last Name





image1.png
& Cover Page ~

") Blank Page

— Page Break

Pages Tables

Table  Pictures Onlin

&

Pictur

- @ Insert Picture

<« v 4 | <« Pictures > Saved Pictures v U | Search Saved Pict
Organize *  New folder
~
[ Microsoft Word No items match your search.
@ OneDrive
= This PC
J 3D Objects
I Desktop
Documents
¥ Downloads
D Music
[&=] Pictures.
B Videos
P . 4
File name: v | Al Pictures

Tools Insert 7





image2.png
=~
[ - | T Equation -
— 4-E | Qsymbol

Xt
X7 @'

Text Symbols





image3.png
Signature Setup ? X

Suggested signer (for example, John Doe):

Suggested signer's itle (for example, Manager):

Suggested signer's e-mail address:

Instructions to the signer:

Before signing this document, verify that the content you
are signing is correct.

Allow the signer to add comments in the Sign dialog

<

Show sign date in signature line

ok Cancel





image4.png
X

FirstandLast Name.




image5.png
e E-signature - Word Picture Tools = — X

File CCWPEM Insert Design Llayout References Mailings Review View Acrobat  Format Q) Tell me what you want to do... Danielle Hoogkamer ~ Q. Share

A
L 91 | AaBbCcDc| AaBbCcDe /
>rmal | T No Spac... g Create and Share Request
dobe PDF

4. The feature will place a designated signature line with tl - (if any) were added
above.
iy Paste Options:
[ sign. ?j g

5. Right-click on the signature line field, and select the “Si
422 PM

4/30/2020

422 PM

| O [Bgivox-dn. EERETECKH.. I ® G © B XFiobDewil. WHEsignatur. WHDocumen. L A W 7z D) il

] /O Oilnbox - dhoogk... - RE: TEC in VIPT... i ' @ g m X8 Job Detail - Excel LE] E-signature - W... W3 Document1 - W...





