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Important information to know
before signing the DFCS forms

Before you sign any of the DFCS forms, here are some important things to be aware of:

¢ You'll need to have Adobe Acrobat on your computer to complete and sign these forms.
Adobe Acrobat is a free program, and you can download a copy of it for your computer
here.

¢ Please be careful when filling out these forms, making sure you have the correct informa-
tion handy. Including incorrect information can delay the process.

¢ Be sure to fillin all the blue fields you have information for. Leaving out information may
cause further delays in the process.

e Once you've filled out the forms, signed, and saved them, the information in the individual
documents cannot be changed or modified in any way.

« |f you find an error after you've signed and saved the document, you'd have to go back to
the original document and start over.

¢ Once you've signed the document, it's important to rename the form with your name.
Instructions for how to do that are in this guide.


https://acrobat.adobe.com/us/en/acrobat/pdf-reader.html
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Instructions for signing DFCS forms

Fill out the form in its entirety, and when you get to the page that requires your signature...
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ed the safety information with you and that you agree to TOWg the expectations as discussed.

Send for Review
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Primary Caregiver Signature: Date:
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x%  Adobe Sign
Secondary Caregiver Signature: Date:
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O Protect
Agency/Department Representative Signature: Date:
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Instructions for signing DFCS forms

In the Preferences window, scroll to “Slgnatures” in the left column and click.
Then click the "More” button under “ldentities & Trusted Certificates”
Click the "OK" button

Preferences

Categories:
Digital Signatures
Convert From PDF

Convert To PDF
Email Accounts

Creation & Appearance

» Control options for signature creation More...
Forms « Set the appearance of signatures within a document
Identity
Internet Verification
JavaScript
Language « Control how and when signatures are verified More...

Measuring (2D)
Measuring (3D)
Measuring (Geo) Identities & Trusted Certificates

Multimedia (legacy)
« Create and manage identities for signing

Multimedia Trust (legacy) « Manage credentials used to trust documents

Reading

Reviewing . g
Document Timestamping

Search

Security » Configure timestamp server settings More...

Security (Enhanced)

Spelling
Tracker
Trust Manager
Units & Guides
Updater

Cancel

Click the "Name" icon

s Digital IDs

Digital ID and Trusted Certificate Settings

e r-E F~ Export e Refresh & Remove ID
~ Issuer Storage Mechani... Expires

John D...c.com> John D...c.com> Digital ID File 2023.1...:37:27 Z

Roaming ID Accounts

> Pgltaibikles Henry...velL.com> Henry...vell.com> Digital ID File 2023.1...:36:40 Z
JohnDoe.p12 Steven...ell.com> Steven...el.com> Digital ID File 2023.0..:37:31Z

1, com.a..E61A com.ap..7BE61A Mac Ke...in Store 2014.0...:55:41 Z

HenrvWinkler.n12  com.a..FB1A  com.an..7BE61A Mac Ke...in Store  2014.0...:55:43 7
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Instructions for signing DFCS forms

Click the radio button for “A new digitial ID | want to create now” then click the “Next” button

Add or create a digital ID to sign and encrypt documents. The certificate that comes with your
digital ID is sent to others so that they can verify your signature. Add or create a digital ID using:

* My existing digital ID from:
* Afile
A roaming digital ID accessed via a server

A device connected to this computer

Onew digital ID | want to create now
Cancel @

Fill in the "Name" and "Email Address” fields. Click the “Next” button

Add Digital ID

Organizational Unit:
Organization Name:

Email Address

Country/Region: [T
Key Algorithm: 2048-bit RSA [
Use digital ID for: Digital Signatures and Data Encryption [ |

Cancel
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Instructions for signing DFCS forms

Fillin a password of your choice in both fields. Keep a record of it, because you'll need it
again shortly. Click the “Finish” button

Enter a file location and password for your new digital ID file. You will need the password when
you use the digital ID to sign or decrypt documents. You should make a note of the file location
so that you can copy this file for backup or other purposes. You can later change options for this
file using the Security Settings dialog.

File Name:

/Users/Sevell/Library/Application Support/Adobe/Acrobat/DC/Security/Johnath Browse...

Password:

Confirm Password:

Cancel < Back

You'll see your name. Click the "Close” button

® ) Digital ID and Trusted Certificate Settings
0 Dateibe i‘ _/ - R E ~ Export e Refresh & Remove ID
Roaming ID Account: ~ Name ~ Issuer Expires

Johnat...ail.com> Johnat...ail.com> 2023.1...:18:09 Z
v Digital ID Files

JohnathanK_Smit/

Keychain Digital IDs Johnathan K. Smith

PKCS#11 Modules ai Issued by: Johnathan K. Smith
i Valid from: 2018/10/11 14:18:09 -04'00'
Valid to: 2023/10/11 14:18:09 -04'00'

Intended usage: Digital Signature, Encrypt Document, Key Agreement
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Instructions for signing DFCS forms

Click the “Certificates” link in the right column. If you don't see the word “Certificates”...
Search for the word “Certificates” in the “search tools” field

Home Tools Caregiver_Child_... x & @ s @;

® B8R Q @ 7 AT AR MO @ wx% - B F B ¢ '] Share
60f7 Caregiver Child Safety Agreement (Rev 8/18) cate PDF

'f."a Combine Files

2 Edit POF

[ Export POF
Attestation:

(D Organize Pages
By signing below, you are acknowledging that the agency/department representative has review-

d the safety inftc ti ith d that to follow th tatic di d.
ed the safety information with you and that you agree to follow the expectations as discusse Serdilfor Review

Comment

Primary Caregiver Signature: Date:

A Fill&Sign

x&  Adobe Sign
Secondary Caregiver Signature: Date:

Iai Enhance Scans

O Protect
Agency/Department Representative Signature: Date:

/", More Tools

> >

When you see the word “Certificates” appear below the “search tools” bar, click it.

certificatesI

é{:p Certificates

£% Digitally Sign

Certificates
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Instructions for signing DFCS forms

Click the "Digitally Sign” link

000 = Caregiver_Child_Safety_Agreement_Forms_8_2108.pdf
Home Tools Caregiver_Child_... x

@EEO\ ® 7 /7 k@@@ns%vﬁv?

I Certificates

ﬁq Digitally Sign [%9 Time Stamp QQ Certify (Visible Signature) Q Cerl

Click on the Signature line, and follow the prompts.
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Attestation:

"‘D Organize Pages
By signi] t the agency/department representative has review-

safety information with you and that y« to follow the expectations as discussed.

Send for Review

Comment

Primary Caregiver Signature: Date!
A Fill &Sign
x% Adobe Sign
Secondary Caregiver Signature: Date:
ﬁi Enhance Scans
O Protect
Agency/Department Representative Signature: Date:
7% More Tools
4 >
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Instructions for signing DFCS forms

Click the button by your name. Click continue

Sign with a Digital ID X
Choose the Digital ID that you want to use for signing:
@ Johnathan K. Smith (Digital ID file) View Details
K Issued by: Johnathan K. Smith, Expires: 2023.10.11

©) ( Configure New Digital ID ) ( Cancel

Click the “Lock document after signing” box, type in your password. Click the “Sign” button.

Sign as "Johnathan K. Smith" X

Appearance  Standard Text ”
Digitally signed by
Johnatha jonnathan k. smin
- Date: 2018.10.11
n K. Smith ;2560400
k document after signing View Certificate Details

Review document content that may affect signing
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Instructions for signing DFCS forms

It's important to name the document
correctly, so when this window pops up
Save As: Caregiver_Child_Safety_Agreement_Form v make sure you save it in a place, orin a

folder, that you remember
Tags:

WhereQ (  Desktop — iCloud [

Format: Adobe PDF Files [T

Cancel sz J

Put your cursor in from of the name of the form

and click
Save A regiver_Child_Safety_Agreement_Formr v
Tags:
Where: Desktop — iCloud [T

Format: Adobe PDF Files <

Cancel ———

Type your name in front of the name of the docu-
ment and use underlines between names and initials.
Save As: | Johnathan_K_Smith_Caregiver_Child_Saf ¥ ||  This assures your form will be associated with your

Tags: name.

Where: | © Desktop — iCloud Click the “Save” button

Format: Adobe PDF Files [T ]
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The digital signature of your name will appear in the Signature section

ety_Agreement_Forms_8_21

Home Tools Caregiver_Child_... x
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60f7 Caregiver Child Safety Agreement (Rev 8/18)
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the expectations as discussed.
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+£} Digitally signed by Johnathan K. Smith
Johnathan K. Smith Date: 2018.10.11 14:32:44 -04'00'

egiver Signature: Date:
Secondary Caregiver Signature: Date:
Agency/Department Representative Signature: Date:
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