Procedure for Signing Invoices and MIS Reports Using Adobe Acrobat Reader

To download Adobe Acrobat Reader DC go to https://acrobat.adobe.com/us/en/acrobat/pdf-reader.html. Select Adobe
Acrobat Reader DC which is the free version.

Saving Invoices and MIS reports as PDFs:

Step 1: When invoices and MIS reports have been completed, save the Excel (Invoice) or Word (MIS) file as a PDF. Click
File, then Save As and then select PDF. After it is saved in PDF format please follow the steps below.

How to sign PDF forms:
Step 1: Click on Tools.
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Step 2: Click on Certificates.
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Step 3: Select Digitally Sign.
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Step 4: Using your mouse, click and drag the area where you would like the signature to appear.

17. DOLLAR AMOUNT OF FEES RECEIVED FROM NON-SENI

18. COVID-19 Total Meals Served

| CERTIFY THIS REPORT IS CORRECT AND COMPLETED
TO THE BEST OF MY KNOWLEDGE

SIGNATURE:

Please note: If this is the first time that you are doing this, you will be asked to configure a signature identity after you
have selected the signature area. Please follow the following steps. If you have already set this up before, please move
to Step 5.
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This signature field requires a digital signature identity.

Would you like to configure one now?
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To create a signature ldentity from scratch, select “Create a new Digital ID”

Configure a Digital ID for signing X

Select the type of Digital ID:
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Save to file for easier access.
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Fill out at least your name and email address.

Create a self-signed Digital ID X
Enter the identity Name ‘ Enter Name... ’
information to be used for
creating the self-signed Organizational Unit Enter Organizational Unit...

Digital ID.
Digital IDs that are self- Organization Name Enter Organization Name...
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Select a password

Save the self-signed Digital ID to a file X

Your Digital ID will be saved at the following location :
Add a password to protect

the private key of the

Digital ID. You will need this C:\Users\garfa\AppData\Roaming\Adobe\Acrobat\DC\
password again to use the

Digital ID for signing.

Save the Digital ID file in a Apply a password to protect the Digital ID:
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can copy or backup it. [ ’

Confirm the password:
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Please do NOT select the “Lock document after signing” feature.
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Please select at least your name, date and labels. Then save.

Customize the Signature Appearance

B gz @ O

Text Draw

<your
common
name here>

Include Text

B Name
B Date
OLlogo
[(JReason

Preset name

ODistinguished Name
[J Adobe Acrobat Version
JLocation

8 Labels

Image None

Digitally signed by
<your common
name here>

Date: 2020.04.01
12:03:06 -07'00'

Text Direction
Auto = =
Digits format

0123456789 v

Cancel Save



Step 5: Enter password and click sign.
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SIGNATURE:
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Step 6: Signature, date and time will appear.

Sign As: Diane Madriz (Diane Madriz) 2024.02.07
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Issued by: Diane Madriz

. Digitally signed
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by Diane Madriz
. Date: 2020.04.01
Madriz

10:33:54 -07'00'
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Enter certificate password and click the 'Sign' button
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Diane Madriz

Digitally signed by Diane Madriz
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