INSTRUCTIONS to Electronically Edit the CM16E Transmittal Form
using Microsoft Excel 2007 and Adobe Acrobat 8 Professional

NOTE: These instructions and screen shots are based on Microsoft Excel 2007 and Adobe Acrobat 8 Professional. You may see differences if you
are using a different version of Excel or Acrobat Professional. These instructions were created as a guideline and does not replace any methods
you may already be using. For further details, please refer to the Help sections in Excel and/or Adobe Acrobat Professional.

Steps for the Contractor, CMR, and A/E or COR to edit the CM16E Transmittal Form
How to create a PDF using Microsoft Excel 2007

How to create a Digital Signature using Adobe Acrobat 8 Professional

How to place a Digital Signature in a PDF using Adobe Acrobat 8 Professional

How to add Comments in a PDF using Adobe Acrobat 8 Professional

How to add Check Mark or X Symbols in a PDF using Adobe Acrobat 8 Professional

Steps to Edit the CM16E Transmittal Form

Contractor
1. Download the CM16E Transmittal Form from the Workflows website.
2. Save the form to your computer.
3. Open the form in Microsoft Excel.

4. Complete the white sections of the form including the Date field to the left of the
Contractor’s Signature / Title field.

Save the form then create a PDF of this form.
Complete the submittal package by attaching all related documents in PDF format.

Digitally sign the form in the Contractor’s Signature / Title field.

© N o uv

Save the submittal package (1 PDF of CM16E and all related documents) and upload it to the
SharePoint Project website.

CMR (Informational Submittals Only)

1. Download the submittal package (PDF of CM16E and all related documents) from the SharePoint
Project website.

Save the PDF to your computer.
Open the PDF using Adobe Acrobat Professional.

2
3
4. Add comments, check mark symbols, and/or X symbols to indicate accept or reject.
5. Date then digitally sign the form in the Recommended by / Title field.

6

Save the PDF and upload it to the SharePoint Project website.

AJE or COR (Action Submittals Only)

1. Download the submittal package (PDF of CM16E and all related documents) from the SharePoint
Project website.

2. Save the PDF to your computer.
3. Open the PDF in Adobe Acrobat Professional.
4. Add comments, check mark symbols, and/or X symbols as needed.
5. Date then digitally sign the form:
a. AJE signs in the Recommended by / Title field.
b. CORsigns in the Action by / Title field.
6. Save the PDF and upload it to the SharePoint Project website.
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How to create a PDF using Microsoft Excel 2007

Save as a PDF
1. Click the Office button then choose Save As > Adobe PDF

j New Save a copy of the document
ﬁ‘ Excel Workbook
~ 31| Save the workbook in the default file
7 Open format,
ﬁ;: Excel Macro-Enabled Workbook
H Save j Save the workbook in the XML-based and
(] macro-enabled file format.

Excel Binary Workbook

Save the workbook in a binary file format
optimized for fast loading and saving.

&
H Save As 2 T
Excel 97-2003 Workbook

=1 I
i [ _
el il | Save a copy of the workbook that is fully

compatible with Excel 97-2003.
%
97| Prepare v

2. The Save Adobe PDF File As window will appear. Save the PDF file to your computer.

—
- Adobe PDF

Print a PDF
1. Click the Office button then choose Print > Print.

Preview and print the document

A= g

7 Open

g

Save

Print
Select a printer, number of copies, and
other printing options before printing.

Quick Print
Send the workbook directly to the default
printer without making changes.

Print Preview
Preview and make changes to pages before
printing.

li_th

Save As .3

2. In the Print window, select the PDF driver (your PDF driver may have a different name that the example
shown in the screen-shot below) then click the OK button.

Prinker

MName:

Status;

Q‘s WinpriscvprintXeroxWS665-Rm3se

’ Froperties. .. ]

5 \\KeraxBlack-White

S “VieraxColor
¢* Adobe FDFE
(5 Generic NonPostScript Printer
i Generi

Fic jmm—.n..irter
| Imagem. Adobe POF§|.

Tvpe:
Where:
Comment:

Frink range

[OF]

() Page(s)  From: To:
Print what

() selection

(%) active sheet(s)
|:| Ignaore prink areas

Freview

() Entire workbook

Copies

Mumber of copies:

¥

Find Prinket ...

[ Print ta file

1 -~

Collate

[ o

l[ Canicel ]

3. Another window will appear asking you to choose a location and save the PDF file. Save the PDF file to

your computer.
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How to create a Digital Signature using Adobe Acrobat 8 Professional
1. Choose Advanced > Security Settings

Advanced U T

A sign & Certify »

[ Security »
Securiby Setkings...

Manage Trusted Identities. ..

2. Select Digital IDs on the left then select Add ID.

Security Settings

Bl Digial IDs; '%; Add ID /uSage Opti
Roaming ID Accounts
Marme

3. Choose Create a self-signed digital ID for use with Acrobat then click the Next button.
Add Digital ID x|

Add or create a digital ID to sign and encrypt documents. The certificate that comes with your
digital ID is sent to others so that thew can wverify vour signature.

() Browse for an existing digital ID file
() Configure a roaming ID for use on this computer
(%) Create a self-signed digital ID for use with Acrobat

() Look for newly inserted hardware tokens

Cancel

4. Specify where to store your digital ID then click the Next button.
Add Digital ID X

where would vou like ta store your self-signed digital ID?

(%) New PKCS#12 digital ID file
Creates a new password protected digital ID file that uses the standard PECS#12 format, This
common digital ID file format is supported by most security software applications, incuding
major web browsers, PKCS#12 files have a .pFx or .pl2 file extension,

() Windows Certificate Store

‘Your digital ID will be stored in the Windows Certificate Store where it will also be available to
other Windows applications. The digital ID will be protected by wour Windows login,

< Back ]I Mext =
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5. Enter the following then click the Next button:
Add Digital ID

x)

Enter vour identity information to be used when generating the self-signed certificate,

Mame (e.qg. John Smith): ’W
Organizational Unit: ’m
Qrganization Mame: ’m

Email Address:  |jdoe@daomain, com

CountryfRegion: | U3 - UNITED STATES v|

[[JEnable Unicode Support

ey Algarithmm: | 1024-hit RS54 v|

Ise digital ID for: | Digital Signatures and Data Encryption v |

(o] [

a. your name (first and last) followed by a comma, then your title
b. your company’s hame
c. your email address.

6. Create a password for your digital signature file. (When you digitally sign a PDF, you will be required to
enter this password.) Save your digital signature file to your computer and click the Finish button.

Enter a file location and password For vour new digital ID file. You will need the password when vou
use the digital ID ko sign or decrypt documents. You should make a note of the File location so that

wou can copy khis file For backup or other purposes, You can laker change options For this file using

the Security Settings dialog.

File Mame:

“John DoelApplication DataladobelAcrobath s, 0\Security JohnDoe, SeniorCr, pfs Browse. ..

Password:

|****************

Canfirm Passward;

|****************

< Back ] [ Finish

How to place a Digital Signature in a PDF using Adobe Acrobat 8
Professional

1. Choose Advanced > Sign & Certify > Place Signature
Advanced U R oY)

] / Sign & Certify / Place Signature...
| [y Security 3
Serrity SeRHnns. o -
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2. Draw a signature field in the desired location.

Contractor's Signature / Title:

3. Enter your password then click the Sign button.
Sign Document r5_<|

oe, Senior CM <jdoe@domain, com =

. @

Digital ID: | John D

Digital Identification

Sign transaction, Encrypt document

John Doe, Senior CM <jdoeadomain com=
201511410 11:31:48 0700
John Doe, Senior CM

Password:

Appeatance: | Standard Text w |@

Digitally signed by John Doe,

J O h n D Oe 3 g:ﬁ?ig;fdh:hn Dioe, Senior CM,

o=National Park Service,

Senior CM s smecer=r_

Date: 2010.11.18 16:21:52 -07'00

Reason

“MOne> hd |

[ReFreshIQs] I Sign l ’ Cancel ]

4. The Save As window will appear immediately. Save the signed PDF to your computer. The PDF will not be
signed until you save it.

5. The digital signature in the PDF should look similar to this after the PDF has been saved:

Contractor's Signature / Title:

By Sgred by Jobn Dce, Serior O

m n Doe, Se n i O r C M CRE comiotin Oce Serlr CM a=Rathral Pk Serkc, comOararSucs Cart, amab e corman

o, ¢4
Cota 20000100 14062207 07

How to create Comments in a PDF using Adobe Acrobat 8 Professional

1. Choose Tools > Comment & Markup > Text Box Tool
Advanced Window Help

Comment & Markup = Sticky Note

Select & Zoom P || Text Edits 5
Advanced Editing » Stamps >
Forms » (%] Highlight Text Tool

Measuring » ] Underline Text Tool

%] Cross Out Text Tool

Typewriter >

Object Data » £ Aktach a File as a Comment
i Record Audio Comment

Customize Toolbars...

E, Paste Clipboard Image as Stamp Tool
Project: |k callout Tool
|=| Text Box Tool
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2. Draw a text box in the desired location and type a comment.

nteview Comments

Item 2 - Accepted with notation. Provide
[ladditional calculations

How to add Check Mark or X Symbols in a PDF using Adobe Acrobat 8
Professional

1. Choose Tools > Comments & Markup > Stamps > Sign Here > Accepted or Rejected

AN Advanced  window  Help
Comment: & Markup = Sticky Mote l
Select & Zoom L4 |£| Text Edits [ - N -
Advanced Editing L4 SIEEIT
Forms » | -(Z] Highlight Text Tool A P P R O VE D Distribute
MzsuriE y | {Z] Underline Text Tool =
T y| 2] Cross Out Text Tool Dynamic 5
Objsct Data y| = Attach aFile as a Comment p—
i~ Record Audio Comment . , WITNESS
Customize Toolbars. .. : Standard Business
E Paste Clipboard Image as Stamp Tool ) Witness
PMIS Nox Eavorites L4
- Eh, Callout Taol
=] Text Box Taol & Paste Clipboard Image as Stamp Tool
5 Cloud Tool Create Cuskom Stamp. .. Initial Here
/‘ Arrow Tool [Manage Stamps...
/* Line Tool Show Stamps Palette
Sign Here
|| Rectangle Tool = T=
) Oval Tool E g § w
. ltem =
wpecification Section No.  pgl Line Tool Es| & Accepted
" Palygon Line Too cturer, Use, Ftc.) g B E
7 Polygon Toal i % %: x
2w
’ Y
7 Pendl Toal 2 5 ? Rejected

2. Enter the following then click the Complete button.

X

£a |dentity Setup
Please enter the identity information that will appear on your digital
identity skamps.
Identity

Login Mame:  John Doe

Mame: |J0hn Dioe

Title: [Senior CM

Ornanization Mame: |Nati0na| Park Service

Ovganizational Unit: |Denver Service Center

Email Address: |]'doe@domain.com|

[ oon't show again [ Complete l ’ Cancel ]

3. Click to place the check mark or X symbol in the desired location. Re-size by clicking on the symbol and
dragging the handles.

Disapproved - Resubmit
cept

[Approved with Notations

Approved

Reject

X
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