If you need to sign a document with a parent or need to get any PCDC document for any
reason, you can simply download it from the website (www.pcdcva.org). All of the
organizations documents will be under the “Resources” tab with separate headings for
“Teacher Resources,” “Staff Resources,” or “Advocate Resources,” which is for families.
The governing policies for each procedure are listed as separate headings, and the required
forms that accompany that policy are listed in the bullet points below each heading.

Once you click on a document, it will open. You will first need to click “Download File” as per
the example below.
It is important to note that you may fill the form here and print it, but you will not have the
option to email or sign it unless you download it first. The file will automatically appear in the
“Downloads” folder on your desktop.

Next, login to your Adobe.com account and click on the “PDF & E-signatures” tab in the menu
bar at the top.

This side menu will open. At the bottom click on the link that reads “Online tools.”

At first, your document library will be empty. In order to add a document to your working library, you
will need to click on the button that reads “Upload a file.”

The Windows Explorer window will open. You will need to double click your Downloads folder
to find the file that you just downloaded from the website. Once you have located the file,
double click to upload it into your Adobe account.

Scroll down to your library of files and click on the new e-document to open it.

Once the document is open, click on “Sign” in the top menu bar, and you can fill in all the fields
as usual. This test document has only one field, and it is a required signature, as indicated by
the red box outline. When you need to sign or if you are with a parent that needs to sign, click
on the pen icon in the pop up menu on the left and click the option to “Add Signatures.”
On the far left, you will also see an option for “Request e-signatures.” It is also important to
note here that a request for e-signatures are only available for members with a paid account,
such as for the director and perhaps the HR manager and the managers of each department.

Once you click on the “Add Signatures” icon, a box will appear with 3 options:

1) Type – will create a cursive script of your name (not recommended – easily forged)
2) Draw – will allow you to use your mouse, stylus or touchscreen to sign (recommended)
3) Image – will allow you to import an image of a signature you saved on your computer

It is highly recommended to use the “Draw” method. It may look ugly, in which case you can
click the “Clear” link under the signature line and do it as many times as you need to get it
perfect. Click on “Apply” and Adobe will save it for future use as you can see my signature,
“Ray” in the red box and also saved in the margin on the left.
You can see my signature with another blue box outline in the example below. You can use
your mouse to move your signature or if your signature looks to small you can drag the blue
circle next to your signature to resize it.
If you absolutely hate your signature, or if it looks like chicken scratch like mine, simply sign a
blank piece of white paper, take a picture of it with your phone and send it to me. I will crop it,
resize it and send it back to you for future use.

If you need a parent or anyone else to sign this same document (in person), and you do not
have a paid Adobe account subscription, it is highly recommended to use the “Add Initials”
option. That way your signature will remain saved, and you will only have to do it once. Or vice
versa, you can save your signature in the “Add Initials” space and use the “Add Signature”
space for others to sign.
Once the document has been signed and fully completed, click on the “Download” button as
indicated in the picture below.

The new signed and completed e-document will automatically save into your “Downloads”
folder. Now you are ready to send it via email or store it in our shared Google Drive space. If
you need to send it via email, you can attached it to your email message as usual.

Now that we are going digital, it is also important to save a copy of every document into Google
Drive for easy access for the director or department manager, anywhere at any time.
It is important to find the correct folder in Google Drive, which will always end with the name of
a parent (for advocates) or staff member (for HR and the Education Manager).
In the example below, you can see the file path My Drive > Human Resources > Ray Rose. That
means this would be a document signed by me and the current HR manager.
Once inside the correct folder, you can simply drag the document in from the “Downloads”
folder, or click on the “New” button, choose “File Upload,” and double click the correct file,
which will be located in the “Downloads” folder.

