
Here are the steps to complete the Hard Copy Timesheet. 
 Make sure to open in adobe, not previewer\ 
Students: 

1. Enter your information: 
a. Name (Last, First, MI) 
b. UIN 
c. Begin/End Date 

 

 
 

2. Enter your hours: 
a. Date 
b. Start/End Time 
c. Total Hours for each time worked 

 
 

3. Sign Timesheet 
a. Right click the “Student Signature” field  
b. Choose the Certify with Visible Signature option.  

 
  

c. The Certify Document window will appear.  
• If you have multiple certificates, choose your signing certificate from the  

Sign As: drop-down menu. If you have not created a signature/certificate, please see instructions 
below.  

• Customize the signature appearance to your liking.  
• Under Permitted Actions After Certifying make sure either Form fill-in and digital 

signatures or Annotations, form fill-in, and digital signatures is selected so that additional 
signatures can be placed. 

  
d. Click Sign.  
e. Enter the password for your Certificate/USB Token  
f. Save the file (Ex file name: Timesheet.BW12, etc) 

i. Pop-up box will disappear 
 



4. Email to Supervisor: 
a. Click “Email to Supervisor”  button 

i. Choose which program to use (default or web) 
ii. If you want, you can click on the box “Remember my choice”, so you don’t have to do this step 

each pay period 
iii. Click Continue, this will attach the signed document to an email 

b. Enter your supervisor’s email address 
i. If you want to change the title of the email you can.  

c. Send email 
Creating a new Signature/Certificate: 

1. Right click on the Student’s Signature block 
2. Choose the Certify with Visible Signature option.  
3. The Certify Document window will appear.  
4. Choose Add/New ID from the dropdown menu (the Add Digital ID box will appear) 
5. Choose A new digital ID I want to create, click Next

 
6. Choose New PKCS#12 digital ID file, click Next 

 
7. Fill in the information requested 

a. Name 
b. Organizational Unit: (Put your home department) 
c. Organizational Name: University of Illinois at Urbana-Champaign or UIUC 
d. Email Address 
e. Leave the remaining items as they are, click Next 



 
8. Choose a location on your computer to store your digital signature by clicking Browse 
9. Create a password for your digital signature, confirm your password, click Finish

 
10. Your digital signature is complete 

 


