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Each Principal Investigator (PI) is required to seek Department Chair / Unit Supervisor’s approval for each proposal 
submission as part of the Office of Sponsored Programs proposal submission process.  Each PI must attach a copy of 
the Department Chair/Supervisor Proposal Endorsement Form to the Proposal Submission Form. 

This form requires Adobe Reader and a digital signature. 

 
1. Enter the Department or Unit Information 
2. Next, sign the form using your digital signature. If you do not have, a digital signature go to step 2A. 

 

 

3. Enter the date. 
4. Next, select file  
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2A Create a digital signature. 

 

Click on signature box, select configure Digital ID. 

 

 

 

 

 

 

Now, select create a new Digital ID 

 

Next, click continue. 

 

 

 

 

 

Now, select save to file. This will save the Digital ID to your 
computer for later use. 

 

Next, click continue. 
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Now, enter your identifying information 

 
 

Next, click continue. 

 
 
 
 

 
 

 

Save the Digital ID in the default location. 

Enter a password, make it something that you will 
remember. It will be required to use or change your digital 
ID. 

 

Click save 

 

 

 

 

Your Digital ID should look like the picture at the left. 

 

Click continue. 
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Enter your password, select sign. Now your digital signature 
is complete. 


