LCBO Template Declaration Form
- E-Signature Instructional Guidance -

Notes

1. Instruction provided is for executing in Adobe Reader (free version) on a Windows Computer / Operating System

2. Do not complete Forms in a web browser unless user is intending to print the form in order to apply a stamp or hand
signature

3. Guidance will not be provided for non-Windows Operating Systems, including Apple / Mac. If you are using a Mac OS,

download the Adobe Reader for Mac OS application



o Click the yellow area of the Signature field. The yellow guidance
bOX W SECTION 6 CERTIFIER DETAILS

Certifier's Email Enter valid busin

Signature 0

To submit this as an Original PDF, you must use an e-signature.
Create one by clicking here. C

O Click on “Configure New Digital ID”

Sign with a Digital ID x
Choose the Digital ID that you want to use for signing:

® User Name (Windows Digital ID) View Details
° @L]‘;) Issued by: User Name, Exp\rs? 2026.11.26

—©

® Configure New Digital ID

eCIick either option, we typically suggest saving to the Windows

“store”. Click “Continue”.

Select the destination of the new Digital ID X

Digital IDs are typically O @, swetore
issued by trusted providers

that assire the vabity of B save the Digital ID to a file in your computer

the identiy.

Selfsigned Digital 1D may

not provide the same level Save to Windows Certificate Store

of assurance and may not o (&

e @) Save the Digital ID to Windows Certificate Store to

e be shared with other applications

Consult with your recipients

ifthis s an acceptable form
of authentication.

&)

®

g Click the signature box again to begin the e-signature creation

“operation”

Certifier's Email

Enter valid busil

Signature g

G

;|Ur15igned signature field (Click to 5ign]|=-

o Click on “Create New Digital ID” and then “Continue”

Configure a Digital ID for signing

A P Select the type of Digital ID:

create a digital
signature.The most secure

& » = Use a Signature Creation Device

T D ey E\
trusted Certificate (o] ®  Configure a smart card or token connected to your
authorities and are based computer

on secure devices like smart
card or token. Some are
based on files.

Use a Digital ID from a file

You can also create a new (@] lu@  Import an existing Digital ID that you have

Digital ID, but they provide obtained as a file
a low fevel of identity.
assurance,

° @0 Create a new Digital ID

Create your self-signed Digital ID

®

-0

O Enter pertinent details and click “Save”.

Create a self-signed Digital ID X

Enter the identity Name User Name

information to be used for

creating the self-signed Organizational Unit Enter Organizational Unit..

Digital ID.

Digital IDs that are seff- Organization Name Enter Organization Name...

signed by individuals do not

provide the assurance that Email Address UserEmail@LCBO.COM)

the identity information is

walid. For this reason they ) . -

may not be accepted in Country/Region 5= UNNED SIEIES

some use cases.
Key Algorithm 2048-bit RSA ~
Use Digital ID for Digital Signatures ~

164



Click the yellow area of the Signature field. The yellow guidance
box will then disappear

Sign with a Digital ID X

Choose the Digital ID that you want to use for signing:

o (¢ User Name (Windows Digital ID) View Details
E[!S] Issued by: User Name, Expires: 2026.11.26

o

@ C Configure New Digital ID ) ( Cancel )

0 Customize your signature as desired and click “Save”.

Customize the Signature Appearanci X

©

Text i\mage None
Digitally signed by
<your common
name here>
Date: 2021.11.26
18:14:58 -05'00'

Click here to Draw

Include Text Text Direction
BEnName Opistinguished Name Aute =

BDate O Adobe Acrobat Version

Digits format

Biogo Ovocation
ORreason BLabels 0123456789 v

Preset name Cancel Save

e Click “Create”, where you will then be prompted to draw a
signature or you may elect to use initials or unique numbers.

Sign as "User Name" x

Appearance  Created 2020.11.02 14:21:42 -05... v Create k}
Digitally sed

W by User Name
Nate: 2021 11 2R

Upon clicking “Save”, you will be prompted to save the Form
(file). After doing so, your new e-signature will appear within the

signature field automatically

Certifier's Email Enter valid busin
Signature
Diigitalty signed by User Name
Diate: 2021.11.26 18:18:28
-05'00
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