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Signing HR Documents through Adobe eSignature 
• Locate the form you need to complete on http://i.slcc.edu/hr/forms.aspx 
• Download the form and save it to your computer before you complete the fields 
• Go to the form that you saved  
• Complete the form  

Step Action Image 
1 Click on the 

signature ribbon 
 

2 Click the 
“Configure New 
Digital ID” button 
at the bottom of 
the “Sign in with a 
Digital ID” dialog 
box. 

 
 

http://i.slcc.edu/hr/forms.aspx
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3 The “Configure a 
Digital ID for 
signing” box 
appears. Select 
the “Create a new 
Digital ID” option 
and click continue. 
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4 Select the 
destination of the 
new Digital ID” 
box appears. You 
may select either 
choice, but in this 
example we are 
going to save the 
file to our 
computer. 
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5 “Create a self-
signed Digital ID” 
box appears.  
 
Fill in the 
information 
requested.   
 
Click continue.  
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6 “Save the self-signed 
Digital ID to a file” 
box appears. 
 
From here, choose 
where on your 
computer you’d like 
to save the file and 
apply a password. 
 
Apply and confirm a 
password. 
 
Click Save. 
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7 Now your digital 
id is ready to use.  
 
Make sure it is 
selected and then 
click continue. 
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8 From here you can 
click on the edit 
button to change 
the look of your 
signature. 
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9 Your options for 
customizing your 
signature 
appearance are 
Text, Draw, 
upload an image, 
or use none. 
 
When you are 
finished 
customizing your 
image click save. 
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10 Enter you’re the 
password you 
created in step 6 
and click sign. 

 
11 Adobe will likely 

prompt you to re-save 
the form. Once saved, 
the form will be 
successfully signed. 

 

 


