Qutside Activity Questionnaire Diqgital Signature Instructions

1. Click on the Employee Relations web page, Ethics tab at: http://www.ramapo.edu/er/?Ethics=open
2. Under the Forms section, click on Outside Activity Questionnaire.

3. The file will open in Adobe Reader. Before you complete the form, save a blank copy of the form
to your desktop as hame-2018 (ex. jfaber-2018). If you do not complete this step, the digital
signature fields will not appear. Next, open the form you just saved to your desktop.

4. Click on the blue areas to type your response, or press the Tab key to go to the next question.
5. When you reach the last page of the document, click the blue area above “Employee Signature”.

Please note the red flag on the top right of the blue area. If you do not see this, you will be
unable sign the form using a digital signature.

| certify that the above employment, if any, does not:
a) Constitute a conflict of interest,
b) Occur at a time when | am expected to perform my work for Ramapo College,
c) Diminish my efficiency in performing my work at Ramapo College

| further certify that this questionnaire contains no willful misstatement or fact or omission of

material facts and that after it is submitted, any future activity subject to disclosure will be reported
before | engage in such activity.

Employee Signature ' Date

6. For those who are familiar with and often use a digital signature, there is no need to create a new
one. The following box will appear. You will be asked to “Choose the Digital ID you that you want
to use for signing”. Click the “Continue” button then enter your password.

Sign with a Digital ID pe

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

Qo |. Janet L. Faber (Digital ID file) View Details

R Issued by: Janet L. Faber, Expires: 2023.10.15

@ ( Configure Mew Digital ID ) ( Cancel )



http://www.ramapo.edu/er/?Ethics=open

7. If you do not already have a digital ID, the following box will appear. Click on “Configure digital ID”.

-~

Digital ID Configuration Required | = |

HI This signature field requires a digital signature identity.

Would you like to configure one now?

8. The following box will appear. Select “Create a new Digital ID” followed. Next, click the “Continue”
button.

Configure a Digital ID for signing X

Select the type of Digital ID:
A Digital ID is required to typ 9

create a digital
signature. The most secure

Digital ID are issued by O E‘ Use a Signature Creation Device
trusted Certificate B@ 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 O IE%) Import an existing Digital ID that you have
Digital IC, but they provide obtainad as 3 file

a low level of identity

assurance,

o @ Create a new Digital ID
o Create your self-signad Digital 1D

@



9. The following box will appear. Click on “Save to file” followed by the “Continue” button.

Select the destination of the new Digital ID X
Digital ITs are typically o Save to File
issued by trusted providers E . L
S | i i Save the Digital ID to a file in your computer
the identity.
Self-signed Digital ID may
not provide the same level Save to Windows Certificate Store
of assurance.and may not O | @[a Save the Digital ID to Windows Certificate Store to
be accepted in some use

. be shared with other applications

Consult with your recipients
if this is an acceptable form
of authentication,

®

10.Complete the blank areas with your information. Next, click the “Save” button.

Create a self-signed Digital ID 4

Enter the identity MName Janet Faber
information to be used for

creating the self-signed

== Organizational Unit Employee Relations
Digital ID.

Digital IDs that are self- Organization Mame | Ramapo College of New Jersey

signed by individuals do not
provide the assurance that Email Address jfaber@ramapo.edu
the identity information is
valid. For this reason they

i = ~
may not be accepted in Country/Region US - UNITED STATES
Some use Cases. .
Key Algorithm 2048-bit RSA v
Use Digital ID for Digital Signatures v

®



11.Enter a password for your digital ID twice and click the “Save” button.
Save the self-signed Digital ID to a file Y

Your Digital ID will be saved at the following location :
Add a password to protect

the private key of the

Digital ID. \"':'“_ will need this ChUsers\jfaber\AppData\Roaming\AdobelAcrobat,DC!
password again to use the

Digital ID for signing.

S the Digital 1D file in a Apply a password to protect the Digital ID:

known location so that you
can copy or backup it.

Confirm the password:

0

12. Enter your password to insert the signature into the document and click on the “Sign” button.

Sign as "Janet L. Faber” X

Digitally signed
Janet L. 0ol raver

Date: 2018.10.15
Faber 11:49:19 -04'00"

View Certificate Details

Review document content that may affect signing Review
Enter the Digital ID PIN or Password.. Back



13.Next, you will be asked to save the document. Please change the name of your document to your
name (ex. Jfaber-2014) and save it to your desktop.

Save As l Y

s ——— i i i i
m Desktop - |+ .| Search Desktop 2 |.

L
Organize * Mew folder i - (7] |
0 Favorites | [ " Libraries jfaber
| Bl Desktop I 1| System Folder & System Folder |
I 4. Downloads T I
| Recent Places |E i I'I Computer ) Metwork
I [ . System Folder | System Folder
- Libraries Er
I @ Documents — C.Hd LT E‘ 3 Shortcut
| File folder E E
J Music - PFEE 409 bytes
|| Pictures jfaber - OAQ RCMJ
E Vid pRG Adobe Acrobat Document . Internet Shortcut
1cees POF | 764 KB 134 bytes
18 Computer -
File name: jfaber-2018 -
Save as type: | Adobe POF Files (*.pdf) v]
= Hide Folders | sawve || cancel |

14.Lastly, you will need to email the completed document that you saved to your desktop to your
supervisor.



