
Click in the appropriate 
signature field (depending 

on whether you are a 
supervisor or staff member)
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From the Sign As 
dropdown, select New 
ID… and then click the 

Sign button.
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Select “A new digital ID I 
want to create now” and 

click the Next button
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Leave the default 
options set and click 

the Next button
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Fill in the first 4 fields 
in this dialog box, then 
click the Next button
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Leave the default file 
name, enter a complex 

password (do not use the 
same password as your 

NetID) and then click 
Finish
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Enter the password 
you just created in 
the Password field 
and then click the 

Sign button
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Save the file using the 
naming scheme 

recommended on the 
form (SUID-

FirstName_LastName) and 
then click the Save button
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The digital signature will 
be inserted into the 

selected signature field. 
You can then email the 
form on as instructed.
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