
 

Instructions for creating and applying the required Digital ID to your application. 

Print this document for reference during the application process. The Digital ID is located at the 
bottom of the application form. 

Complete HBHS online application, providing all required information. At the bottom of the application 
form, enter the date in the appropriate box and click in the “Signature” box to add or create the 
required Digital ID. See Figure 1 below: 

 

Figure 1 

 



The default ID will probably be your computer login name. To create a customized Digital ID, clClick the 
arrow beside the “Sign As” box and select “New ID” from the list, as shown in Figure 2 below: 

 

Figure 2 

 

  



Select the “A new digital ID I want to create now.” option, as seen below in Figure 3 below. Click Next to 
proceed:  

  

Figure 3 

 

  



Select the option shown in Figure 4 below to create the password protected Digital ID. Click Next to 
Proceed: 

 

Figure 4 

 

  



Add your information, as seen in Figure 5 below, in the “Add Digital ID” dialog box.  After adding this 
information and clicking the Next button on this screen, you will be prompted to add a password to your 
digital ID and save the Digital ID file: 

 

Figure 5 

 

  



Complete the password prompts, as shown in Figure 6 below.  Make a note of this password because it 
will be needed to apply the Digital ID to the HBHS application. Use the Browse button to navigate to the 
location where you will save your Digital ID file. My Documents is a good place to save this file.  The 
“Save Digital Signature File” dialog box is shown in Figure 7 on the next page. My Documents will 
probably not be the default location, so you must navigate there to save the file there: 

 

Figure 6 

 

  



The filename for you Digital ID file will default to the name that was entered above. There is no need to 
change it. This is shown in Figure 7. Click Save to save the Digital ID. Once the Digital ID file is saved, you 
will be prompted to apply the Digital id to the HBHS application document: 

 

Figure 7 

 

  



As shown in Figure 8 below, supply the password that was set previously and click the Sign button to 
apply the Digital ID to the application form. You will then be prompted to save the updated HBHS 
application to a location on your local drive. Again, My Documents is a good place to save the updated 
application form. This process is shown in Figure 9 on the next page: 
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Figure 10 below shows what the HBHS application will look like with your Digital ID applied. If all 
required information has been entered, the application is now ready to submit.  Click the Submit button 
below the application form to submit your application: 
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