
      

     

   

     

 

 

      

  

    

 

 

 

 

 

File Edit View Window Help 

University of Missouri 

Supplemental Accounting Voucher 
(Attach to Peop/eSoft Non-PO Voucher) 

Name and Address of Firm or Individual To Be Paid 

Phones For Us 
5555 Communications Rd 
Connect, CT 55555 

Explanation: 

File Edit View Window Help 

Atlea<tonesignaturerequiresvalidating. Pleasefilloutthefollowingfom,. 

One Invoice Per Voucher 

I certify (Initial each line and sign below) 

University of Missouri 

Supplemental Accounting Voucher 
(Attach to PeopleSoft Non-PO Voucher) 

Name and Address of Firm or Individual To Be Paid 

Phones For Us 
5555 Communications Rd 
Connect, CT 55555 

Explanation: 

Monthly phone charges for office landline service 

12/1/2012-12/31/2012 

One Invoice Per Voucher 

I certify (Initial each line and sign below) 

These expenses were necess 

I personally paid these expens 
be reimbursed by any other pe 

To the best of my knowledge, t 
are eligible for reimbursement 

Payee Signature 

Title 

customize• I '7 
Tools Sign Comment 

~Signatu,ePanel 
► I Need to Sign 

► GetOtherstoSign 

,.. Work with Certificates 

~SignwithCertifiute 

6'validateAIISignatures 

I erttfy Notv ble) 

Date Submitted;:. Ad-.... -.,- .... -, ----'---+-L-----~-"'~ 

Federal ID Nu o !~.:;~~t~;:•~e!:~::~~'.:~~~~ ~k~~1rn~~~=,~~:n!;!e~~-~~:;:~hen 
fini,hdraggingoutthedesirMarea,youwillbelakentothenert,tepofthe 
signing process 

Vendor Numb 

12 
I 0r19NewSignatureR~t1ngle ... I ~ 

Add Digital ID 

lwanttosignthisdocumentu,ing· 

OMyexidingdigiul1Dfrom: 

@Afile 

A r0,1miog digiul ID Kcessed VU a server 

Adevic.econnectedtothiscomputer 

@Anew digital ID I want to ere.lie now 

~ 

Customize• I [;!I 

Tools Sign Comment 

► I Need to Sign 

► Get Others to Sign 

• Won: with Certificates 

~SignwilhCertificate 

(0TimeSt1mpOocument 

AvalidateAIISignatures 

Instructions for setting an Adobe Acrobat Electronic Signature 

1) Click “Sign” and then from the drop-down menu “Work with Certificates”, choose Sign with Certificate.  You can also click 

“Sign” and then “Place Signature” under the “I Need to Sign” drop-down menu. A box will pop up to start the process of 

creating a signature box.  Click the Drag New Signature Rectangle button and then click & drag to make box on your 

document.  

2) Once the box is created, the wizard will prompt you for info.  The first time thru choose the second option. Click Next. 

*Please create the signature box in the part of the voucher that it belongs.  This example has the box in the wrong place. 

**All the boxes in red you will see each time.  The other images are only for the first time the electronic signature is set up. 



   

 

  

 

 

 

 

 

File Edit Vinv Window Help 

- At leut one signlture requilti vahdlting. Please fill out the following form 

University of Missouri 

Supplemental Accounting Voucher 
(Attach to PeopleSoft Non-PO Voucher) 

Name and Address of Firm or Individual To Be Paid 

Phones For Us 
5555 Communications Rd 
Connect, CT 55555 

Explanation: 

Monthly phone charges for office landline service 

12/1/2012-12/31/2012 

File Edit Vi- Wrndow Htlp 

Atlustonesignlturerequiresvalidating. Pltasefilloutthefollowingform. 

One Invoice Per Voucher 

I certify (Initial each line and sign below) 

These expenses were necess 

I personally paid these expens 
be reimbursed by any other pe 

To the best of my knowledge, t 
are eligible for reimbursement 

Payee Signature 

Title 

University of Missouri 

Supplemental Accounting Voucher 
(Attach to PeopleSoft Non-PO Voucher) 

Name and Address of Firm or Individual To Be Paid 

Phones For Us 
5555 Communications Rd 
Connect, CT 55555 

Explanation: 

Monthly phone charges for office landline service 

12/1/2012-12/31/2012 

One Invoice Per Voucher 

I certify (Initial each line and sign below) 

These expenses were necess 

I personally paid these expens 
be reimbursed by any other pe 

To the best of my knowledge, t 
are eligible for reimbursement 

Payee Signature 

Title 

Add [);gital!O 

Whtrewouldyoul;ketostoreyou,sd-signeddigital!D? 

@ New PKCS112 digit~ ID file 

Tools Sign Comment 

► I NMd to Sign 

► Get Others to Sign 

• WorltwithCettifiates 

~S.gnwithCertificate 

G1i Time Stamp Document 

~ValidateAllSignatures 

Creates a nnv password p1ot«ted digital JO file that uses the standard PKCS<'l.2 format. 
This common digital IO file formal is supported by m<m s«urity software applicllions, 
including majorv,.,b browsers. PKCS#12 files have a ,pl,; or .p12 file txtemion 

0 Windows Co,rtifiuto, Store 

Your digital IO will be stored in the Windows Certificate Store where it will also be available 
to other W,ndows applicllions. The digital ID will be prot«ted by your Windows login 

~ ~ 

Customize T I ~ 
Tools Sign Comment 

ijj!'Signatu,ePanel --- ► I Need to Sign 

► Get OtheB to Sign 

t ...-Work-with Certifiates 

I ~S1gnwrth(ertif1cate 

Add Digital ID 

G1i Time Stamp Document 

~ValidateAIIS.gnalures 

Enteryouridentityinformltiontobeusedwhengenerltinglheself-signedcertificate, 

N~!!!e (e.g. John Smith): I Shelly DeJaynes 

Organizational !J.nit: I Extension Administrative Management-Fiscal 

Qrganization N~me: luniv=ity of Miswuri 

_EmailAdd,-.,,;s: ldejayness=missouri.edu 

~ountry/R~ion: I US· UNITED STATES 

ieyAlgorithm: :::lto="=·b="=SA==========::::'::::'.•I 
Use digital ID for: I DigitalS.gnlturesandDataEncryption •I 

3) Choose how you would like to store the digital ID.  Click Next. 

4) Enter in your information.  Click Next. 



    

 

   

 

  

 

 

 

 

 

File Edit View Window Htlp 

~ At lust one signature rtqui,H valid.ting. Pltast fill out the following form. 

University of Missouri 

Supplemental Accounting Voucher 
(Attach to PeopleSoft Non-PO Voucher) 

One Invoice Per Voucher 
Name and Address of Firm or Individual To Be Paid 

Phones For Us 
Add Digital ID 

~SignaturtPantl 

Customize• I ~ 
Tools Sign Comment 

► I Need to Sign 

► Gtt Othen to Sign 

,.. Work with Certificates 

~Signw,thCertificate 

Ll!} Timt Stamp Documtnt 

~VahdateAIISignaturH 

5555 Communications Rd 
Connect, CT 55555 

Enter I filt location and password fo1 your new digital !Dfilt. You wi!I need tht password whtn 
you u~the digital ID to sign or de<:ry;,t 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 lo, this 
filtusinglhtSecurityStltingsdialog. 

Explanation: I certify (Initial each line and sign below) 

These expenses were necess 

Fjayness\AppData\Roaming\Adob,,\Acrobat\11.0\Security\ShellyD~a)'flts,ph ~ 

Monthly phone charges for office landline service 

12/1/2012-12/31/2012 

File Edit View Nindow Htlp 

At lust one >ignaturt ftquirH validlling, Plu.t fill out tht following form. 

I personally paid these expens 
be reimbursed by any other pe 

To the best of my knowledge, t 
are eligible for reimbursement 

Payee Signature 

Title 

~SignaturtPantl 

University of Missouri 

Supplemental Accounting Voucher 
(Attach to PeopleSoft Non-PO Voucher) 

Name and Address of Firm or Individual To Be Paid 

Phones For Us 

One Invoice Per Voucher 
Date Submitted 

1/1/2013 
Federal ID Number 

Sign Oocumtnt 

~ ~ 

Customize• I ~ 
Tools Sign Comment 

► I Need to Sign 

► Gtt Othtn to Sign 

,.. Work with Certific.,tes 

[:d!'s,gn.,ithCertificate 

Ll!) Time Stamp Document 

~Valid,teAIISignatu,.,. 

SignAs: IShtllyD~ayn.,.(ShtllyD~ayne;J2018.0l.M •I • 5555 Communications Rd 
Connect, CT 55555 

._---------<•I Password: ~ 
Vendor Number 

Explanation: 

Monthly phone charges for office landline service 

12/1/2012-12/31/2012 

123456798 
I certify (Initial each line and sign below) 

These expenses were necessary for University business 

I personally paid these expenses and have not been nor 
be reimbursed by any other person/entity. 

To the best of my knowledge, these expenses are corre 
are eligible for reimbursement under Unversity policy. 

Ctrtificlltlssue~ ShtllyD~,ynes ~ 

Appearance: IStandardTtl<t •] 

Shelly ~E:-
lil 

DeJaynes~::::, 

E] Loe~ Docuntnt Afttf Signing 

5) The next box will prompt you for the password you had just set up.  Enter it and click Finish. If for some reason your dialog 

box will not allow you to see the “confirm password” line, type your password in the “password” line, hit tab, then type 

your password again (even if you cannot see what you are typing), and then hit enter. 

6) Click Sign. 



 

 

File Edit View Window Help 

At lu<t one ,i9n1ture requires validating. Plu,e fill out the following form. 

University of Missouri 

Supplemental Accounting Voucher 
(Attach to People5oft Non-PO Voucher) 

Name and Address of Firm or Individual To Be Paid 

Phones For Us 
► Computer ► share (\\uoeshue) {S:) ► ECRegion ► SDMAH 

5555 Communications Rd 

Connect, CT 55555 

Explanation: 

Monthly phone charges for office landline service 

12/1/2012-12/31/2012 

I certify 

-'I Regional Realignment 

-'I Reports 

-'I Perwnal-C Dr~ 

-'iCountyfinances 

-'I BevAcctlnfo 

-'iceubilling 

~ Awards 

-'I Professional Development 

~ MyMailli<t 

SllMAH 

ll3Sha,ePointSites 

"f~ Computer 

filename: tesl.pdf 

• Name 

Nortem,matchyoursurch 

customize• I~ 
Tools Sign Comment 

► I Need to Sign 

► Get Others to Sign 

• WorkwithCertifiaites 

~Signw1th(ert1fic1te 

(],TimeStampDornment 

t/JValidi!teAIISignatures 

Typ, 

"""""" r.-,,-,,~,o~,~,il-6-r.-,dfJ~-------------------------, 

Payee 

File Edit View Window Help 

Atleastone,ignaturehasproblem,. 

University of Missouri 

Supplemental Accounting Voucher 
(Attach to People5oft Non-PO Voucher) 

Name and Address of Firm or Individual To Be Paid 

Phones For Us 

5555 Communications Rd 

Connect, CT 55555 

One Invoice Per Voucher 

Shelly DeJaynes 
2013.01.08 12:27:12 -06'00' 

Date Submitted 

1/1/2013 
Federal ID Number 

Vendor Number 

123456798 

IMUc:fC.;// ,v rt::UJJlt::..:JUll IYUll·rv VUUt,;llt::IJ 

One Invoice Per Voucher 
Name and Address of Firm or Individual To Be Paid Date Submitted 

Phones For Us 1/1/2013 

5555 Communications Rd Federal ID Number 

Connect, CT 55555 
Vendor Number 

123456798 
Explanation: I certify (Initial each line and sign below) 

Monthly phone charges for office landline service These expenses were necessary for University business -12/1/2012-12/31/2012 I personally paid these expenses and have not been nor 

- be reimbursed by any other person/entity. 

To the best of my knowledge, these expenses are correc 
are eligible for reimbursement under Unversity policy. -

D~,,"""" C::inn~h 1n=> 

SavetoOnlineAccount • ~ ~ 

~SignaturePanel 

I 
Sign Document 

Customize"" I ~ 
Tools Sign Comment 

► I Need to Sign 

► GetOtherstoSign 

,,. WorkwithCertifia,tes 

~SignwithCertificate 

U!)TimeStllmpDa<ument 

[NotV1 

Shelly """':§:­
DeJaynes;:::_;: 

( 

' 
rt y N, V ble 

I ,:i -
SignAs: IShelt,,,DtJay,m(Sh~t,,,DtJaynts)2018.0l.OS -I it 
'"-'''~ 
Certificate!ssuer.Shelt,,,DtJaynes ~ 

Appearance: ISt1nd1rdTtxt ·I 

Shelly 
DlgQlysq,rdb,-~OU.,-
DN:c~Dt.la,nff. 

=."'..::::. .... it 
-·-DeJaynes==:::= 

l!:]lockD0<umentAfterSi9nin9 • 
~~ 

7) A “Save As” box will appear so the PDF can be saved. 

8) Success! 

**When this option became available in Jan 2013, it was communicated that only the electronic name was needed. In Aug 
2013, Accting has confirmed it needs the other parts of the Adobe electronic signature.  


