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To set up a Digital Signature 

Prerequisite: Please have a secure location to store your signature. For example, you may create a Box file 
that only YOU have access to. See the Appendix at the end of this document for instructions on how to 
create a Box file for yourself. 

1. Click in the signature box (the box with the red tab ) on the adobe form. 
2. If you have not configured a digital signature then this popup box should appear: 

 

3. Select “Configure Digital ID” button 
4. This popup box should appear: 
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5. Choose the “Create a new Digital ID” and then the “Continue” button.

 
6. To bring up this popup box

  
7. Choose “Save to File” and then the “Continue” button 
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8. This data entry box will appear: 

 
9. At minimum complete the Name (that will be the signature) and the Email Address and then click 

the “Continue” button. 
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10. This popup box should appear 

 
11. Select the “Browse” button to find your secured location to store your new digital signature. 

(Saving directly onto your device is not secure.) Enter in a password and confirm it to protect the 
Digital ID. Then click the “Save” button. 
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12. This popup box should now appear to allow you to enter your digital signature. 

 
13. Select the signature and then click the “Continue” button 
14. This popup box should appear: 

 
15. If you are ready to sign, enter your password and then click the “Sign” button. Beware: The Lock 

document checkbox (once checked) will also lock any buttons on the PDF form. For example, a 
Submit button or Clear Form button on a pdf will not work if you lock document after signing. 

16. After signing, you will be asked to save the document. You may continue filling out the form unless 
you checked the “lock document . . .”  in the prior step 
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Appendix 

 

Creating a new Box folder for your access only. 

1. On a browser (e.g. Google Chrome ), go to Wabash.edu/mybash 
2. Select “BOX” from the menu on left-hand side of the screen and then select the “Continue” 

button. 

3. Select the “New+” button at the top right-hand corner of the screen. 

4. Select “Folder”.  

5. This popup box will appear  
6. Enter the name of your folder and click the “Create” button. 
7. You should receive a message that your new folder was created and you should be able to see it 

on your screen.  If not, please email helpdesk@wabash.edu 


