
 

 

 

Create an electronic signature 
Also known as a digital signature or digital ID 
 

The following steps will show you how to create a digital signature within the editable check-in 

template. 

You’ll only need to create the signature once. Thereafter, using a password, it will populate 

automatically. 

Open the check-in template you are required to sign. 

Step 1 
Click in the relevant signing box. 

 

You’ll then see the ‘add digital ID’ box. 
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Step 2 
Select ‘a new digital ID I want to create now’. 

 

Press ‘next’. 

Select the first option: ‘new PKCS#12 digital ID file’. 

 

Press ‘next’. 

Step 3 
Complete the required details. 
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Step 4 
Select the file location for you digital ID. Leave the filename as the default provided. 

 

Step 5 
Enter a password. You’ll need this password to access your digital signature in future. If possible 

choose a password that indicates four green boxes. This suggests a strong secure password. The 

word ‘best’ will appear for a strong password. 

 

Click ‘finish’. 
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Step 6 
You’ll then see the digital signature. Enter the password you chose and click ‘sign’. 

 

Your signature will now appear on the form. 

 

Once this process has been done, the next time you need to sign a check-in form, click on the 

signature box and complete step 6 only. 


