Firma electronica
Documentos PDF
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1.  Firmar un documento pdf

Iniciamos el programa ADOBE ACROBAT PROFESSIONAL y abrimos un documento pdf.

En la siguiente imagen visualizamos el icono para realizar la firma del documento.

#2 Adobe Acrobat Professional - [ome-firma-e_word. pdf]
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Si no tuviéramos este icono en nuestra barra de herramientas podemos encontrarlo
siguiendo estos pasos:

*  Menu “Document (documento)” [1]
* “Digital signatures (Firmas digitales)” [2]
e “Sign this document (Firmar este documento)” [3]

Podemos observar estos pasos en la siguiente imagen:
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¥2 Adobe Acrobat Professional - [omc-firma-e_word. pdf]

7: File Edit View QLGS Comments Tools Advanced Window Help
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e Add Watermark & Background...
| / Digital Signatures < Sign this Document... |
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Recognize Text Using OCR ’
Compare Documents... Create a Blank Signature Field

Set Page Transitions...

Insert Pages... Shift+Ctr+1
Extract Pages...
Replace Pages...
Delete Pages... Shift+Ctr+D
¥ Crop Pages... Shift+Clr 4T Document Integrity Properties
Rotate Pages... Shift+Ctr+R

Enable for Commenting and Analysis in Adobe Reader...
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Iniciamos la firma del documento yendo al punto 3 indicado en la imagen anterior o a “sign
this Document” como se indica a continuacion

up - eff Send for Reviaw - @) Secure - Z ~| 65| Forms ~ lj'n Object Data Tool
¥ LU, - Y Pl | 5ign this Document...

Create a Blank Signature Field

How To...Sign

Nos aparecera una ventana con informacion. Continuaremos adelante

Document Is Not Certified

& You are about to apply the first Digital Signature to this document.

If you received this document from someone else, it could have been altered without the
author's consent. Unless you receive this file from a trusted sender, you may not want to
sign it

If you created this document, you may want to apply a Certifying Signature instead of a
regular Digital Signature. If unauthorized changes are made to a Certified document, the
Certifying Signature will be invalidated.

f
| Continue Signing... l [Certify Document... ] [ Cancel
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Nos aparecera una nueva ventana donde se nos pregunta si deseamos que nuestra firma
sea visible u oculta. Podemos seguir adelante ya que generalmente deseamos que nuestra
firma sea visible. Si no fuera asi cambiariamos nuestra seleccion y continuamos.

Sign Document

_ This document contains no signature fields that may be signed.
Q2 id you like to:
. Would you like to:

() Create a new signature field to sign

(O Create a new invisible signature

Next j Cancel

Debemos elegir una zona de nuestro documento donde incrustar nuestra firma. Nosotros
hemos utilizado una zona limpia de la primera pagina y con el ratbn hemos hecho un
rectangulo. Se inicia el proceso técnico de la firma.

B Markup v 7 Send for Review ~ & Secure ~ Z Sign ~ "= Forms ~ :QL Object Data Toal ="
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Seguidamente nos aparece una ventana donde debemos elegir el certificado con el que
queremos firmar nuestro documento. Elegimos el certificado de la OMC.

-

Apply Digital Signature - Digital ID Selection

Please select a Digital ID to use to sign this document.

My Digital IDs
Name Issuer Storage Mechanism Expires
A\ - " Windows Certificate Store 2007.12.30 09:04:...
1SACIO SIGUERO ZUR..,  OMC Windows Certificate Store 2012.01.07 09:55:...
A\ Thawte Freemail Me... Thawte  orsenal Freem... Windows Certificate Store 2007.06.28 07:16:...

4. Some of the Digital IDs above may be unavailable if they have expired or [ Add Digital ID ] [ Refresh J
£5 are not yet valid.

Digital ID Selection Persistence

La siguiente imagen nos muestra tres apartados que completan nuestra firma:

1. Nos indica quién esta firmando este documento (corresponde al propietario del
certificado en la tarjeta de la OMC)

2. Podemos indicar si somos el autor del documento o si lo revisamos o lo aprobamos,
etc.

3. Podemos afadir mas informacién a nuestra firma como es nuestra direccion postal y
teléfono.

Para terminar hacemos un clic en “sign and save...” para terminar la firma y guardar el
documento.
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Apply Signature to Document

Z To complete the signing process, you must apply the Digital Signature to the document by
saving the document. In case you need to later make changes to the original, it is
recommended that you create a new signed copy of the document by clicking Sign and Save
As,

Signature Details

Signing as ISACIO SIGUERO ZURDO

Reason for Signing Document: (select or edit)

<none> Vi

<none:

I have reviewed this document
I am approving this document
I attest to the accuracy and integrity of this document

I agree to the terms defined by the placement of my signature on this document
I agree to specified portions of this document

Location, e.q. city name: {optional)

|Avinda de las Cortes de Castilla, 35, 6-3

Your Contact Information, e.g., phone number: {(opticial)

Help ] [ Sign and Save As... ] [ Sign and Save ] [ Cancel

Nos aparecera finalmente una ventana para que introducir nuestra contrasefia o PIN de
acceso a nuestra tarjeta.

Introduzea la contrasefia que proteje su tarjeta

[ Aceptar l [ Cancelar ]
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Aqui vemos nuestro documento con su firma

- [omc-firma-e_word. pdf]

pmments Tools Advanced Window Help

4 Search | T Create PDF -~ <= Comment & Markup = 7 Send for Review ~ (=) Secure - # Sign ~ "=|Forms ~ ([}l Object Data Tool |~ % °
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form fields.

[CIHighlight fields

I SA‘ : I O Digitally signed by ISACIO SIGUERO ZURDO

DN: cn=ISACIO SIGUERO ZURDO, sn=SIGUERO
ZURDO, givenName=ISACIO, c=ES, ou=Ver

https://www.cgcom es/certificacion,
serialNumber=« =

Reason: | am the author of this document

Location: Avinda de las Cortes de Castilla, 35, 6-3
Z l ' R D O Date: 2007.10.08 13:34:17 +01'00'
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