
 

HOW TO APPLY AN EXISTING SIGNATURE 
 

EXAMPLE 1 – Applying signature to a flat PDF (invoice, P-Card Reconciliation) 

 

 



 

 



 

 

 

 

 

 



Select the signature that you created previously: 

 

 

IfIfIf you do not alreaadyy hhavave a
dddigital signature, youu ccann cc atererer aa
onononeee bbbbyyy cccclililickckckinininggg ttthehh ++ signn nnnexexextt to
"aaadddddddd ssssigigigignanananatuttt re." If youo aaarerere aan
apapapprprovoverer, mmakakee sssuree tto usese ttheh
drawawawaw ooorrr iiimmmagege optppp ionn too uusese yyouroo
actual sssigigigignature rattheer thahahhan a
print or font signaturee.



 

Click to place it on the invoice: 

 

 

 



 

EXAMPLE 2 – Applying signature to a PDF form 

(Direct Pay, Travel Claim, Hospitality, etc.) 

 

Fill out all form fields first, and add invoices/backup documents to PDF file before applying a signature. 

 



 

 

 

 



 

 

 

 

 

 

 



 

Select the signature you previously created: 

 

 

 

 

 



Using your mouse, place the signature over the appropriate box. 

 

 

 

You can now save and forward the file to others, if necessary, for additional signatures. 




