




eNotary 
1. Creating a Notary Signature 


a. Click on My Signature in the drop down list of the Profile Icon located at the 
top right of the page 


b. Enter a Display Name and Display Title 
c. Draw the signature with the mouse 


• Click Reset to clear and try again 
d. Click the Submit button when satisfied with the signature 


 
2. Stamp Creation 


a. If you have an electronic version of your notary stamp, skip to Step 3. 
b. Choose a plain white sheet and place the notary stamp firmly. 
c. Scan the white sheet to an electronic copy of type image. 
d. Edit the scanned copy using any Editor like Paint, Photo shop etc, 


to cut only the stamp portion leaving the empty white space around the sheet. 
e. Save it as JPG/JPEG type file. 


 
3. Selecting a Stamp 


a. Click My Notary in the drop down list of the Profile Icon (see picture above) located at 
the top right of the page 


b. Select the County in the County Of drop down box 
c. Choose the stamp by clicking the Choose button 
d. Select the file containing the stamp (only JPG/JPEG types are allowed) 
e. Click the Upload button 


 
4. Notarizing a Form 


a. On the Notarize Forms page, click the button in the Notarize column of the grid 
b. Select either the Personally Known or Produced Identification radio button 


• If the Produced Identification radio button is selected, the Type of 
Identification field will appear 


c. Click the Print Form button once finished filling out the preprocessing page 
d. To Notarize the form, click the Notarize button at the bottom right of the page 


• This will add the signature and stamp to the form 
e. To print the form, move the cursor to the top of the PDF and click the print icon at the 


right side of the title bar that appears 
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eSignature 
1. Creating a Signature 


a. Click on My Signature in the drop down list of the Profile Icon located at the 
top of the page 


b. Enter a Display Name and Display Title 
c. Draw the signature with the mouse 


• Click Reset to clear and try again 
d. Click Submit when satisfied with the signature 


 
2. Signing or Sending a Form to the Forms to Sign Queue 


a. The CJSTC Employment Forms and CJSTC Instructor Forms are located on the 
Employment page under the Officer Records tab 


b. Enter an SSN 
c. Click on the button in the Print Forms column of the Employment Records grid 
d. Click on a form link to open the Preprocessing Page 
e. Once the required fields, marked with an asterisk (*), are filled in, click the Print Forms 


button 
f. Based on the user’s role, there are two paths taken when reviewing a form: 


• If the user does not have a Signature role, review the form and click the Submit 
to Admin button to add it to the Forms to Sign Queue 


• If the user does have a Signature role, the user can either click the Submit to 
Admin or Add Signature button 


g. The Submit to Admin button is located at the bottom right of the page 
• Click the Submit to Admin button to add it to the Forms to Sign Queue and sign 


it later 
h. The Add Signature button is also located at the bottom right of the page 


• The agency of the user must be the same as the agency of the officer for the 
Add Signature button to appear 


i. To sign, click the Add Signature button and the signature will appear on the form 
• Once the form is signed, the user may have to download/print the form. If the 


Back button is clicked, the user will not be able to view the form with 
Signature/Notary. A Confirmation screen will appear if the form is signed and 
the Back button is clicked to notify the user of this 


j. To print or download the form, move the cursor to the top of the PDF and click the print 
or download icon at the right side of the title bar that appears 







3. Sign Forms Page 
a. The Sign Forms page is located under the Officer Records tab 


• This is where the Forms to Sign Queue is 
b. All forms that need a signature will appear in the Forms to Sign table 
c. To review the form, click on the button in the Sign column 
d. Once the form has been reviewed, click on the Add Signature button to sign the form 


• Once the form is signed, the user may have to download/print the form. If the 
Back button is clicked, the user will not be able to view the form with 
Signature/Notary. A Confirmation screen will appear if the form is signed and 
the Back button is clicked to notify the user of this 


e. To print or download the form, move the cursor to the top of the PDF and click the print 
or download icon at the right side of the title bar that appears 


f. To view information on all forms that have already been signed, click on the Show all 
forms check box under the Forms to Sign title bar 


 
4. Adding a Signature Designee 


a. Signature Designees will need to be assigned the Signature Designee Person Type on the 
Manage Person page 


b. To add a person as a signature designee, click Signature Designee in the drop down list 
of the Profile icon (see above picture) located at the top right of the page 


c. Select the Signature Designee from the Available Designees list by clicking the check box 
next to the name, then click the “>” arrow to add the designee to Selected Designee 


d. Click the Submit button when finished selecting Signature Designees 
 


5. Signing as a Signature Designee 
a. Users with a Signature Designee User Role can sign either their own signature or the 


signature of the assigned Admin based on their permissions 
b. Follow the same steps listed in 2. Signing a Form to sign a form 
c. If the signature designee cannot sign their own signature, select the name of the Admin 


from the pop up box that appears when clicking the Add Signature button 
• If the Designee is assigned to multiple Admins, all names will be displayed 
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