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1 Registering and Logging in

In order to upload electronic plans, you will need to become a registered user of FastTrack
Member Services www.ocfl.net/FastTrack Any licensed Contractor or unlicensed Non-
Contractor can now apply for a FastTrack Account. Detailed instructions for user registration
are located under Contractor Services (My Services/Log In) section of the FastTrack Home
Page. (Figure 1, below)

1.1 Registration

1.1.1 Account types
Non-License Holders (non- Orange County registered building contractor)
This type of account does not have access to begin permit applications but does have the
ability to upload Electronic Plans for existing permit applications, pay fees for existing permit
applications and has access to the entire suite of search and research tools. To get started
with registering a non-license holder account, you may register electronically, using the
online form, select Planning/DRC, fill out the form, and hit Submit.

Fast Track Member Services - Login

IT you are experiencing problems using FastTrack, please clean out your browser history before logging in to
our My Services area. If you have a problem logging in, contact us at 407-836-5522.

LOGON (EXISTING USER)

example:
USERNAME § .
johnsmith@msn.com
|7
PASSWORD Forgot Password?

|' Login |

REGISTER AS A NEW USER
* Licensed Building Contractors — View instructions and obtain necessary forms

* Non-Contractors — Request a (non-contractor) Fast Track account

Figure 1 — The Login page displays links to register both account types.


https://fasttrack.ocfl.net/OnlineServices/newRegistration.aspx
https://fasttrack.ocfl.net/OnlineServices/newRegistration.aspx
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HOME

SEARCH FOR:
mlf)evelopment Cases
Flelcl Investigative Reports
....Heanngs & ectings B
Inspections
“"I:il:ensed Contractors
permits (All Types)

. Property (Add ressfParoei.]"

VIDEOS:
Video Resources

CONTRACTOR SERVICES:
My Services / Log In

LINKS:

Impact Fee Calculator
Pen'mts & Licenses Info -
mlslanning & Developrnenf" -
Forrns Fees & Res,ourcé;

OC Home (ocfl.net)
oc oropery Appraiser
Unicenced contracior

Information

Take Our Survey

o) @ Production Bl launch pad ﬂ QA Fast Track

- (] X
e- 2| https//owralazboctinet/c O ~ @ G || 12 iss:ldms:64.bit amanda_locati... |ﬂ OC Fast Track - FT User Reg... % ‘ | i v 8
File Edit View Favorites Tools Help 4 @Corwerl ~ [ Select

»

TA30 ~ @Aladin I» Bing G Google @Krono; a Service Mgmt. System (5.,

Home > My Services > New Registration

Fast Track User Account Requests

User Category:

User Category

Building
pD

Planning/DRC| w——
& Wo

Zoning/BZA

Other

Organization Name:

Address:

a\‘)treel Name City Name State Zip (5)

Email address:

Qomeone@domain.com

Phone:

o 00 30001

Associated Permits/ Cases/ Additional Info:

(Requires validation, please hit submit again after validation._)

Figure 2— Fast Track User Account Requests-Displayed after login
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1.2 Logging in

1.2.1 Logging in and Setting Password

Once you receive your Login information for Fast Track Member Services, you will access
the My Services/Log In link under Contractor Services in the sidebar Login button on the
homepage. Once you are on the Fast Track Member Services - Login page, you will enter
your Username and temporary Password information to login. For the first time login you
will be prompted to change your temporary password.

s

FAST TRACK W=

ORE

y b
ClhintY

GOVERNMENT

ONLINE SERVICES

Fast Track Home Fast Track Member Services - Login

SEARCH FOR:
Development Cases
Field Investigative Reports

Hearings & Meetings LOGON (EXISTING USER)

Inspections

Licensed Contractors

Permits (All Types) USERNAME oanne. mitchell@ocfl.net

Property (Address/Parcel)

PASSWORD
CONTRACTOR SERVICES:
My Services / Log In
LINKS: REGISTER (NEW USER)
i Ci

If you are a
see how here.

with an OC C

Information

Planning & Develoment

example

If you are experiencing problems using FastTrack, please clean out your browser history before logging in to
our My Services area. If you have a problem logging in, contact us at 407-836-5522

johnsmith@msn.com

Forgot Password?

Login |

or License and need a username

and password,

Figure 3— Fast Track User Account Requests-Displayed after login

2 My Services Home Page

2.1 Search for Permit-Document Upload

2.1.1 Search for Permit

Once logged into the system, your My Services home page will display a list of permit
applications attached to your account. It displays the Permit #, Application Date, Permit
Type, Address, Status & Fees Due (if applicable). This list includes permits in every stage,
from recently started applications to permits that have been issued and/or completed. The
status column will show the current status. There is an option to change your view from
“Last 6 months - All Permits” to “Last 6 Months - Active Permits”. In this view, the system

will only display the permits that are in any status except Complete.

2.1.2 Uploading Files

a) Please click on the case under the “Permit #” column you would like to upload a plan,

respond to comments and/or upload other documents for.
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My Permits

Click the "My Services MENU' for: My Permits, Inspections, Fees and Payments (including Escrow balance), Licenses,
Applying for a Permit, Editing your profile, and Logging Out.

The permit list displayed only reflects a & month period from the date of permit application. For a comprehensive listing,
use the My Permits Search page. Applications with a status of 'Internet Incomplete’ will be voided after thirty (30)
calendar days. For questions, contact us via email: ESubs@ocfl.net or by phone at (407) 836-5550.

Last 6 Months - All Permits [v]

SEARCH RESULTS: Click PERMIT# (below) to see complete detail for this case.

Searc | | Show entries

ADDRESS 4 STATUS FEESDUE 4§

DP-20-01-258 | 01/29/2020 De"e'lgzmz;‘ Plan 8002 Bluebell Ct  Revised Plans §704.00

Development Plan 1024 Little Creek

DP-20-01-256  01/21/2020 Review Rd Revised Plans $1.404.26
I oy (P Gk e s
D0-19-09-232 09092019  Development Order  Tiny Rd Review $2,749.00
LUPz—gg—{lS— 09/09/2019 Land Use Plan (PD) Tiny Rd New $2,836.37

Figure 4-My Services Permit Page

b) Please click on the “Attach a Document or Plan” link

My Services Menu - Logout
Details for DP-20-01-258 \lAﬂa{:h a Document or Plan |
CASE INFORMATION: View Google Map
[ oo wnoowe] wwe | smus
DP-20-01-258 01/29/20 dp Test 1.29.2020 for fees Revised Plans

TYPE SUB TYPE WORK TYPE

Development Plan Review

ADDRESS PARCEL

8002 Bluebell Ct 12-23-30-2340-06-370

DESCRIPTION

ASSOCIATED PROPERTY:

ADDRESS PARCEL

8002 Bluebell Ct Orlando FL 32622 12-23-30-2340-06-370

ASSOCIATED SUBDIVISION:

EAST ORLANDO SEC 7 12-23-30-2340

Figure 5-My Services Case Information-Attach a Document Link
5
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c) Please click on the “Upload E-Submittal Plans/Documents” link

My Services Menu - Logout

Documents for DP-20-01-258

Registered users may upload new or revised Electronic Plans and associated plan-related documentation. Please review
the following before submitting Electronic Plans:

« Electronic Plan Submittal Upload Guide

« Electronic Plan Submittal - Guidelines & Naming Conventions

« Digital Signature Guide
Important! All electronic files go through a pre-verification process. Any files that do not meet Orange County's electronic
file requirements will be rejected. Use the links in this section to upload Plans and plan-related documentation (only).

When you are finished uploading all of your plans and related documentation, you must click the "Submission Complete”
button to begin the file-verification process.

Electronic Plans & Related Documentation:
|Upload E-Submittal PIanstDcumentSkPlan files and related Plan Documents only)

+ View Permit Details

Figure 6-My Services page Case Information-Attach a Document Link
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d) The following screen will appear for file upload. Click on “Browse your device” and
navigate to the file you would like to upload.

{2 Upload Plans - Internet Explorer - g X

Upload plan files for DP-20-01-258

- File Size: Maximum of 250 MB per file.
- File format: Only PDF files are permitted.

- Number of Files: Maximum of 100 files can be uploaded at one time.(To add
more, click the 'Upload Plan Files' link to launch the upload screen.)

Note: Closing the window before the 'complete’' message will discontinue your
uploads.

UPLOAD FILES

NOTE: /f you do not see
‘Browse your device” option
please check your browser to

s make sure you are on a higher
browser version, Internet
Browse your device Explorer 11, lower right-hand

side of the screen may or may
not work. Please try Chrome,
Firefox, Safari, and/or Microsoft
Close Edge.

Figure 7-My Services page-Browse to Upload Files
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» After you are finished adding the file (s) to the upload window, it will appear in the “Upload

Files” window (see 1).

e) Click on the “Upload” Button (see 2).

E.._.‘.:'.":' ILEITIEL CAPIUTE - — Ea
Upload plan files for DP-20-01-258

- File Size: Maximum of 250 MB per file.
- File format: Only PDF files are permitted.

- Number of Files: Maximum of 100 files can be uploaded at one time.(To add
more, click the '"Upload Plan Files' link to launch the upload screen.)

Note: Closing the window before the 'complete’ message will discontinue your

uploads.
Commissioner Distri @ X

2
Cancel Uploads Upload

Figure 8-My Services page-Browse to upload files
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f) The following window will appear once the upload is complete. Click “Close Window”.

2 Upload Plans - Internet Explorer — O X

Upload plan files for DP-20-01-258

If you have more plan files to upload please close this window and click the

UP

TLES

Your file upload is complete.

'"Upload Plan Files' link to upload more files.

Close Window

Figure 9-My Services page, Upload Plans-Close Window

g) Once all documents are uploaded, click on “Submission Complete”.

HOME

SEARCH FOR:

Development Cases
Field Investigative Reports

Hearings & Meetings

Inspections

Permits (All Types)
Property (Address/Parcel)

VIDEOS:

Video Resources

ACCOUNT SERVICES:
My Services / Log In

LINKS:
L Impact Fee Calculator

T i

My Services Menu~ Logout

Documents for DP-20-01-258

Registered users may upload new or revised Electronic Plans and associated plan-related documentation. Please review
the following before submitting Electronic Plans:

« Electronic Plan Submittal Upload Guide

+ Electronic Plan Submittal - Guidelines & Naming Conventions

« Digital Signature Guide
Important! All electronic files go through a pre-verification process. Any files that do not meet Orange County's electronic

file requirements will be rejected. Use the links in this section to upload Plans and plan-related documentation (only).

When you are finished uploading all of your plans and related documentation, you must click the "Submission Complete™
button to begin the file-verification process.

Electronic Plans & Related Documentation:
Upload E-Submittal Plans/Documents (Plan files and related Plan Documents only)

| __—
Submission Complete

ote: You must push the "Submission Complete” button to notify Orange County when you are done uploading your
entire set of Plan/Plan Document files.

Figure 10-My Services page, Upload Window-Submission Complete

9
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» The following message boxes will appear. Click “OK” on each box.

Message from webpage X

o Are you sure you are done submitting plans?

Message from webpage x

You have committed these plans for this round to be reviewed. Please
do not refresh this page.

|

Figure 11-My Services Page, Submission Complete Message Boxes

» The list of Documents uploaded will display in the “UPLOADED FILES (Awaiting
Verification) Section (See below).

Documents for DP-20-01-258

Registered users may upload new or revised Electronic Plans and associated plan-related documentation. Please review
the following before submitting Electronic Plans:

+ Electronic Plan Submittal Upload Guide

+ Electronic Plan Submittal - Guidelines & Naming Conventions

+ Digital Signature Guide
Important! All electronic files go through a pre-verification process. Any files that do not meet Orange County's electronic
file requirements will be rejected. Use the links in this section to upload Plans and plan-related documentation (only).

When you are finished uploading all of your plans and related documentation, you must click the "Submission Complete”
button to begin the file-verification process.

Electronic Plans & Related Documentation:
Upload E-Submittal Plans/Documents (Additional files are not permitted at this time.)

+ View Permit Details

|

UPLOADED FILES (Awaiting Verification): = Collapse All

LATEST UPDATE FILE INFO

= Documents (Non-Plan)

01/30/20 4:03 PM flow chart.pdf

| 01/30/20 4:02 PM Commissioner Districts 2018.pdf |

01/30/20 3:58 PM DRC Information Page.pdf

10
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Figure 12-My Services Page, Permit Details -Uploaded Files List

» To return to the initial screen you started on; Click the Menu and select “My Permits”.

HOME My Services Menu~ Logout

SEARCH FOR: My Permits
Development Cases Documents Ty Permit Search

My Fees and Payments
Registered users MY Inspections
Hearings & Meetings the following before  Assign Contractors
Apply for a Permit

Field Investigative Reports
lans and assodiated plan-related documentation. Please review

Inspections « Elecironic Plan

Licensed Contractors - Elecironic Plan Edit My Profile ‘ventions

- Digital Signatur
Permits (All Types) Change Password
Important! All elecuum s gy iy a pre-vermasun process. Any files that do not meet Orange Counly's electronic
Property (Address/Parcel) file requirements will be rejected. Use the inks in this section to upload Plans and plan-related documentation (only)
When you are finished uploading all of your plans and related documentation, you must click the "Submission Cemplete”
button to begin the file-verification process.
VIDEOS:

Video Resources

Electronic Plans & Related Documentation:
Upload E-Submitial Plans/Documents (Plan files and related Plan Decuments only)
ACCOUNT SERVICES:

My Services / Log In

= View Permit Details
LINKS:

Impact Fee Calculator
DOCUMENTS:

s s
Planning & Development
9 P 1/29/2020 NIA - Report.pdf Revised Plan
Forms, Fees & Resources Report
OC Home (ocf.net) 1/29/2020 1.29.2020 RP - 20-01-22-DP3.0 UTILITY PLAN__PDF Land PDF
= Development
OC Property Appraiser Plan

Figure 13-My Services Page, Permit Details -Uploaded Files List

» My Permits Screen

11
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OWSE

GOVERNMENT

HOME

SEARCH FOR:
Development Cases

Field Investigative Reports
Hearings & Meetings
Inspections.

Licensed Contractors
Permits (All Types)
Property (Address/Parcel)

VIDEOS:
Video Resources

ACCOUNT SERVICES:
My Services / Log In

LINKS:
Impact Fee Calculator

Permits & Licenses Info
Planning & Development
Forms, Fees & Resources
OC Home (ocfl net)

OC Property Appraiser

Unlicensed Contractor
Information

Take Our Survey

FAST TRACK

4
O onCne seRvices

Home > My Services [I()}

My Services Menu-  Logout

My Permits

Click the My Services MENU' for- My Permits, Inspections, Fees and Payments (including Escrow balancs), Licenses,
Applying for a Permit, Editing your profile, and Logging Out.

The permil list displayed only reflects a 6 month period from the date of permit application. For a comprehensive listing,
use the My Permits Search page. Applications with a status of ‘Internet Incomplete’ will be voided after thirty (30)
calendar days_ For questions, contact us via email. ESubs@ocfl.net or by phone at (407) 836-5550

Last & Months - All Permits

SEARCH RESULTS: Click PERMIT# (below) to see complete detail for this case.

Search: l:l entries.

PERMIT # APP. DT TYPE £ s £ FEESDUE 4
DP-20-01-258 01202020  DeVeRPMENtPIEN g7 eneiict  Revised Plans $704.00
DP-20-01-286 01212020  DevelgpmentPlan - 102¢Lithe Creek  peyicq prang 51,40426
PSPAI0 qow7motg g preliminaly 100 Litle Crack New 5$2.038.00
DOI90% 09092019 Development Order  Tiny Rd Review 52.749.00
LUPIS0% 080912019 Land Use Plan (PD)  Tiny Rd New $2,836.37

Showing 1 to 5 of 5 entries

Figure 14-My Services Page, Permit Details -Uploaded Files List

12
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3 Digital Signature Information

PLEASE NOTE: This user guide is designed for Development Review Committee
Customers only. (DRC).

3.1 Introduction

Orange County Digital Signature Administrative Regulation was approved in
December 2022. We now can accept electronic documents digitally signed in place
of a wet-ink signature on hard copy. This will allow your workflow to be completely
electronic for your convenience.

Per Orange County Administrative Regulation (12/22)

Digital Signatures have been approved for use on all electronic documents
requiring a signature in place of a wet-Ink signature on a physical document.

3.1.1 Documents requiring a signature or digital signature:
Agent Authorization Forms, Relationship Disclosure Form and Specific Expenditure

Report

Note: The instructions in this document are built from Adobe Reader or Adobe
Acrobat. Adobe Reader can be downloaded for free. Click this link to download if
needed: |Install Adobe Acrobat Reader on Windows or Install Adobe Acrobat
Reader on Mac OS

Special Note: There are other products you may use to digitally sign
documents; however, Adobe Reader is the application the digital signature
reviewers will be using.

13
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3.2 Electronic Signatures versus Digital Signatures-There is
difference

3.2.1 Electronic Signature:

* Refers to any electronic process that indicates acceptance of an agreement or
record.
» Uses a variety of common electronic authentication methods to verify signer

identity, such as email, social IDs, passwords, or a phone PIN. Standard e-
signatures use single-factor authentication. Enhanced e-signatures use multi-
factor authentication to increase security when needed.

» Demonstrates proof of signing using a secure process that often includes an
audit trail along with the final document.

* Does not necessarily guarantee that the document has not been altered.

3.2.2 Digital Signature:

* Digital signatures use a specific method to sign documents electronically.
* Online equivalent of a notarized signature

* Uses a certificate based-digital ID to authenticate the signer’s identity.

» Demonstrates proof of signing by binding each signature to the document with
encryption validation.

* Encrypted validation adds an additional layer of security and ensures data
integrity.

* Proves that the document has not been altered by anyone since the verified
signer sealed the document.

14
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3.3 What is a Digital Signature

A digital signature/Digital ID replaces a hard copy wet signature with verification
electronically. Digital signatures allow users to keep their entire workflow online.
Individuals can digitally sign documents as needed right from the comfort of their
computers.

A digital signature contains a digital ID and works like an electronic driver’s license
or passport that proves your identity. A digital ID usually contains your name and
email address, the name of the organization that issued it, a serial number, and an
expiration date. Digital IDs are used for certificate security and digital signatures.

Digital IDs contain two keys: the public key locks, or encrypts data; the private
key unlocks, or decrypts that data. When you sign PDFs, you use the private key
to apply your digital signature. The public key is in a certificate that you distribute
to others. For example, you can send the certificate to those who want to validate
your signature or identity. Store your digital ID in a safe place, because it contains
your private key that others can use to decrypt your information.

3.4 Digital Signature Components

1) Adobe Acrobat Standard or Pro — Most Digital Signatures are built
using the Adobe platform. Step one creates the digital certificate. Step
two adds your digital ID to identify you. Step three adds the public key
to complete the self-signed digital certificate that is applied to the
document.

2) Digital Certificate — a way of proving your identity in online
transactions and is unique to you when signing a document. The
typical digital certificate includes your full name, email address and
your professional qualifications for signing.

3) Third party verification is_not required for self-signed digital
signatures.

4) Hash Tag — When the user clicks “sign” in Adobe Acrobat, a unique
digital fingerprint (called a hash) of the document is created using a
mathematical algorithm. This hash is specific to this document; even
the slightest change would result in a different hash. The hash tag is
encrypted using the users private key from the digital certificate. The
encrypted hash and public key are combined into a digital signature,
which is applied to the document.

15
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5) Professional Seal or Logo —Optional. Scan the wet stamp of the
Professional seal or Logo into a two-inch square j-peg file on the
computer hard drive. It can then be added to your digital certificate
using the Adobe software.

3.5 How does a Digital Signature Work?

e When a digital signature is applied to a drawing, a cryptographic operation
binds the digital certificate and the data being signed such as a PDF or other
drawing file into one unique descriptor. Any change to the drawing will
remove your unique descriptor and will be indicated when opened in Adobe,
“This Document has been modified since digitally signed”.

e Data Integrity — when the signature is verified at opening of the document
in Adobe, it checks that the data in the document matches what was in the
document when the signature was applied. Even the slightest change to the
original document results as invalid.

4 Digital Signature Instructions

» Create and Apply a Digital Signature

4.1.1 Create Digital ID

Note: Do this first before attempting to create your digital signature

> Please visit this link at Adobe.com. This will walk you through the steps of
creating your digital ID needed to create a digital signature.
Certificate-based signatures, Adobe Acrobat

4.1.2 Create the digital signature

Note: If using a different version, then Adobe DC the screenshots and steps on
the following pages may differ.

1. From Adobe Acrobat or Adobe Reader, click Certificates. You may have to
go into More tools to find certificates and then add it to your tool’'s menu,

so it displays in the future.

2. Select Certificates and Digitally sign buttons display at top of screen.

E}‘Q Digitally Sign [?9 Time Stamp @Q Certify (Visible Signature) @ Certify (Invisible Signature)

Figure 15-Digital Signature tool bar-Digitally Sign button

16
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3. Click Digitally Sign button at top of screen.

> You are prompted to click in the document area you want the certificate to
appear.

Using your mouse, click and drag to draw the area where you would like the
signature to appear. Once you finish dragging out the desired area, you will be
taken to the next step of the signing process.

[] Do not show this message again

OK

Figure 16-Warning message to select area of document to apply the digital signture

4. Select an area of the document you want the signature to display, just click
the mouse button.

Note: If you have not created a digital ID, click Configure Digital ID or go back to
the link to adobe.com on prior page that displays how to create the Digital ID.
However, you can create it here by following the prompts.

» A pop-up displays prompting to add your digital ID-If you have not created
one, click on the button to Configure New Digital ID.

Digital ID' Configuration Required >

This signature field requires a digital signature identity.

Would you like to configure one now?

Help Configure Digital |D Cancel

o ArewCT

Figure 17-Warning message to select area of document to apply the digital signature

17
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5. When you have created your digital ID, you see this screen with the ID
name you saved. Select Continue.

@

Sign with a Digital ID

Choose the Digital ID that you want to use for signing:

o (¢ Christine G (Windows Digital ID)
R o : ,
E  issued by: Christine G, Expires: 2028.01.20

View Details

( Configure New Digital ID ) ( Cancel ) Continue
_

Figure 18-Sign with Digital ID displays the ID setup, review and click continue button

» The Sign as window displays with your digital stamp.

Note: This is an example, so please be sure to use your full name. And keep
default settings as you want the date and time stamp to be visible in the digital
signature stamp next to your name as displayed below.

6. Click the Sign
button.

18

Sign as "Christine G" Click Create button to

Appearance = Standard Text

customize and add an

image if needed

X
A

Christin
e G

[ Lock document after signing

Digitally signed
by Christine G
Date: 2023.01.20
16:42:54 -05'00

View Certificate Details

Lock Document Checkbox
will not allow changes
after digitally signing. This
is optional.

Review
Certificate if
needed

i

—
——

Review

Figure 19-Sign as username creating the signature window displays-
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7. The browse window comes up and prompts you to save the document. Type
in a file name and save to a location you can access later.

Christin
8. Your digital signature should be applied to the document. e
Digitalky sigred
Do 20z30120 |
» The Adobe logo in the signature is a hyperlink to open the .fff.;.'.rf.f'.f.f.;.'.fff......g

certificate for review. (Only if Adobe was used to digitally
sign)

Note: You must know your Digital ID password if you created one or you will have
to create a new ID. No one knows this password but you.

19
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5 Opening a Digital Certificate to
Review-Optional

Opening a Digital Certificate is optional and may only need to be done in-frequently
to check the signatures applied to the digital certificate.

Note: No changes can be made when digitally signed or the digital certificate will
be removed or be invalidated. Do not digitally signed till document is fully complete.

1. a. Click on the hyperlink on the document where the digital signature was
applied.
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(@ B SR SIFuCTURE im

GEMERAL NOTES
Py

Digitally signed by SR
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e i :

Christine G i i 1

Date:2023.0203 Sy B 8T Eii m':

142310 0500 SRR Y~
........................................... ¥ I —

@ - _.. |03

Figure 20-Display of hyperlink of digital signature stamp in plan
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2. The Signature Validation Status window displays. Click the Signature
Properties button.

éb Signature is VALID, signed by Christine G <christine.gulizia@ccfl.net=,
- The document has not been modified since this signature was applied.
- The document is signed by the current user,

Signature Properties... Close

Figure 21-Display of Signature Validation Window

3. The Signature Properties window displays.

4. Click show signers certificate button to display the certificate.

Signature Properties >

Signature is VALID, signed by Christine G < christine.qulizia@ocfl.net=.

% Signing Time: 2023/02/03 14:23:10 -05'00'

Validity Summary
The document has not been modified since this signature was applied.

The certifier has specified that Form Fill-in, Signing and Cemmenting are
allowed for this document. Mo other changes are permitted.

The docurnent is signed by the current user.
Signing time is from the clock on the signer's computer.

Signature was validated as of the current time:
2023/02/03 15:25:18 -05'00'

Signer Info
Path validation checks were successful.
Revocation checking is not performed for Certificates that you have directly
trusted.
Show Signer's Certificate...
Advanced Properties... Validate Signature Close

Figure 22-Sign as username creating the signature window displays
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1. b. If for some reason the digital signature was applied using a different
application than Adobe Reader or Adobe Acrobat you can click on the
Signature Panel button top right-hand side of the blue bar to look at the
digital certificate imbedded. This method would be used when there is no

link in the document.

é’o Signed and all signatures are valid. It Signature Panel ',l I

Figure 23-Sign as username creating the signature window displays

Note: If this blue bar is not displaying over the top of the document, then
something went wrong and there is no digital certificate imbedded in the

document.

2. Click the arrow next to Signed by to expand the list.

3. Click on the arrow next to Signature Details to expand the list.

4. Click on Certificate Details to open the certificate.

Signatures

(&

[:=] ~ WValidate All

% Rew. 1: Signed by Christine G <christine.gulizia@ocfl.net>

@

Signature is valid:
Document has not been modified since this signature was applied
Signed by the current user

Signing time is from the clock on the signer's computer,

R

Signature is LTV enabled

@Signature Details

| Certificate Details..

N0 NSy

Last Checked: 2023.02.03 15:04:20 -05'00
Field: Signatured on page 1

Click to view this version

Figure 24-Sign as username creating the signature window displays
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» The digital signature certificate should display with the same name for
Signer and Issued By. Self-signed will display in this case at the bottom of
the certificate.

This dialog allows you to view the details of a certificate and its entire issuance chain. The details correspond to
the selected entry.

[]Show all certification paths found

£

ChristineG<chri5tineq Summary Details Revocation Trust  Policies Legal Notice

Signer Lu_|. Christine G {christine.-@ocﬂ.net:»
| LDMS Coordination Team
. Issued by:  Christine G < christine, @ocfl.net>
Issued By: 4 I
LDMS Coordination Team

Valid from:  2023/01,/20 16:37:55 -05'00°

Valid to:  2028/01,/20 16:37:35 -05'00°

Intended usage:  |Digital Signature

Export...
>

@ This is a self-signed certificate. The selected certificate path is valid.

The path validation checks were done as of the current time:
2023/02/03 15:04:17 -05'00"

OK

Figure 25-Sign as username creating the signature window displays-

» This is an example of what you should see if signed correctly for a self-
signed digital signature.

hhkkkhkkhhhhhhhhhhhhhhhhhhhhhhhhdhdddhdrhhhhhrhhhhhdhhdhdddhdrhhrhhhhhhhhdhdhdddrdrhhrhhrhrhdhhdriidrd

Help: If you need help or have any questions on digital signatures, you may
email Digitalsignature@ocfl.net and please post DRC or Development Review

Committee on the subject line. (You may email the document in question or
provide the permit information in Fast Track to help us see what’s going on).
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