Signing PDF Documents in Adobe Acrobat Reader
For use with Vendor/Employee Direct Deposit forms

If the document you are signing contains private information (i.e., SSN, banking info, etc.), please do not
email the sign formed back to the sender. Accounts Payable will send you a link allowing for secure
submission. If you have questions, email accounts.payable@csueastbay.edu or call (510)885-3277.

If you do not have Adobe Acrobat Reader installed, please download the application directly through the
Adobe website. https://get.adobe.com/reader/otherversions/

STEP #1

Please ensure that the form is filled out completely and all information provided is accurate.

STEP #2

Once all required information has been completed, click on the “Tools” tab located on top of the form.

**Note: The “Fill & Sign” icon may appear on the right hand side of the PDF depending on what version
of Adobe Acrobat Reader you have.**
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Once the Tools Tab is opened, choose “Fill & Sign.”
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STEP #3
Again, choose “Fill and sign” if prompted.
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STEP #4
Click on “OK” to exit out of the generic message box. The click on the “Sign” logo.
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STEP #5

Choose “Add Signature.”
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Type in your full legal name and then click “Apply”
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STEP #7

Drag the applied signature over to the signature line of the document and left click to drop your
signature.

After dropping signature, save as the PDF and name the file according.
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