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eForm 337 Digital Certificate Installation 
 

The eForm 337 Digital Certificate installation consists of three processes to include: 
 

 Prepare Adobe Reader 
 

 Import Digital Signature 
 

 Set the Default Signature 
 

       After receiving the .p12 or .pfx file, save a copy of the file to a safe and secure location as a 

backup file for future needs. Never import the signature from this file/location. In case the 

password is forgotten or a problem occurred with the file, copy the backup .p12 or .pfx to another 

location and import it again. 
 
 

PREPARE THE ADOBE READER DC 
 

1.   Open Adobe Reader and/or Adobe Acrobat Professional. 
 

NOTE: For optimal use, it is highly recommended that both Adobe Reader and Adobe 

Acrobat Professional are the same version. 
 

2.   From the main menu bar, click Edit> Preferences. 
 

The Preferences pop-up window appears. 

 

 

Figure 1. Preferences 
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3.   If not already selected, select Signatures from the Categories listing (as shown in the 

previous figure). 
 

4.   Click the More button located next to the Verification header (as shown in the previous figure). 

 
The Signature Verification Preferences pop-up window appears. 

 

 
 
 

Figure 2.  Digital Signatures Advanced Preferences 

 

5. Place a check mark next to Verify signature when the document is opened. 

6.  Select the Use the document-specified method; if unavailable, use default radio button.  

7. Select the Require certificate revocation checking to succeed whenever possible during 

signature verification check box. 
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8.   Under Windows Integration, place a check mark next to Validating Signatures and Validating 

Certified Documents. 

9. Click the OK button. The Preferences pop-up window re-appears. 
 

10. Click the OK button and close the Adobe application. 
 
 
 
 

IMPORT DIGITAL SIGNATURE 
 

1.   Double-click your .p12 or .pfx digital certificate file. 
 

The Certificate Import Wizard pop-up window appears. 
 

 
 
 

Figure 3. Welcome Certificate Import Wizard 

 
 

2.   Click the Next button. 
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The File to Import pop-up window appears. 
 

 
 

Figure 4. File to Import 

 
 

The path to the digital certificate file is already entered in the File Name field. 
 

3.   Click the Next button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Version 3.1 WebOPSS 

eForm 337-  Digital Certificate Installation 6 

 

 

 

  The Password pop-up window appears. 
 
 

 
 

Figure 5. Password 
 

4.   Enter your password in the Password field.  

 

NOTE: Use the same password you used to download the Digital Certificate 

 
 

5.   Select all check boxes. 
 

6.   Click the Next button. 
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The Certificate Store pop-up window appears. 
 
 

 
 

Figure 6. Certificate Store 
 

7.   Keep default selection 

8.   Click the Next button. 
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The Completing Certificate Import Wizard pop-up window appears. 

 

 
 

Figure 7. Completing Certificate Import Wizard 

 

9. Click Finish 
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Set Security pop-up window appears. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 

Figure 8. Set Security 

 

  10.  Click the Set Security Level button.   



Version 3.1 WebOPSS 

eForm 337-  Digital Certificate Installation 10 

 

 

 

 

The Select Security Level pop-up window appears. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 9. Select Security Level 

 
 

11. Select the High radio button. 
 

12. Click the Next button. 
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The Create Password pop-up window appears. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 10. Create Password 

  

13. Enter your password in the Password field.  
 

NOTE: Use the same password you used to download the Digital Certificate 
 

14. Click the Finish button. 
 

15. Click the OK button. 
 

16. Click the OK button when prompted that the import was successful. 
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SET THE DEFAULT SIGNATURE 

 
Open Adobe Reader > Go to Edit (from the menu bar) > Preferences  

 
The Preferences pop-up window appears 

 

 
 

Figure 11. Preferences 
 

     1. If not already selected, select Signatures from the Categories listing (as shown in the 

previous figure). 
 

2. Click the More button located next to the Identities & Trusted Certificates header (as 

shown in the previous figure). 
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The Digital ID and Trusted Certificate Settings window appears. 

 

 
 

Figure 12. Digital ID’s 
 

 
3.  Expand the Digital ID’s section on the far left hand side of the window and select 

Windows Digital ID’s (as shown in the previous figure). 

4. In the list of Digital ID’s, locate and highlight the Digital ID file that was just installed. 

Scroll to the far right to see the ID’s expiration date. This will ensure you have chosen the 

newest ID. 
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Figure 13. Digital ID’s 
 

5. Once the correct ID is selected, Click on:  Usage Options and choose Use For Signing from 

the drop down menu (as shown in the previous figure).  

6. The highlighted Digital ID is set as the default signature when the icon of a pen displays 

next to it (as shown in the previous figure).  

7. Click the X in the top right corner of the window to exit. 

8. Click OK at the Preferences window and close out of Adobe Reader. 

 

 

 


