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How to create a Digital ID Signature  
for the HaDSCO Complaint Form 

 
1. Save your form before you sign it then click in the digital signature field - this 

will open up a pop-up window. 
 
2. Click on the Create a new Digital ID option (last one) and then click Continue. 

 
 
3. Click on Save to File. 
 This will save the file on your computer so you can delete it later if necessary. 
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4. Type in your full name, email address and change the Country to Australia.  
Ignore the other fields then click on Continue. 

 
 Make sure you put in your full name as this name will appear on the form. 

 
 
5. Choose where you want to save the signature file on your computer using the 

Browse button.  Then type in a password, confirm it and click on Save. 
 This saves your Digital ID details on to your computer so you can use it again.  If 

you need to sign the form again, you will only have to enter your password.  
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6. Choose the Digital ID that you want to use for signing then click on Continue. 
 There may be more than one in the list if someone else also has to sign the form 

and has created their Digital ID. 
 

 
 
7. Enter your password in the red box below the signature (the one you just used 

to save the Digital ID). 
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8. Save your Form as signed 
 Don’t save over your draft form in case the signature doesn’t work and you 

need to start again.  A pop up box will open asking you to save your form on to 
your computer before it will add your signature.  If you press cancel, the 
document will not be signed.  Go back to Step 7 and try again.  

 
9. Finished. 
 Your document should show your full name, date and time (see below).  If this 

didn’t work, you can delete the signed form and go back to your previously saved 
copy and try again.   
 
Please note that pressing the Clear Form button will clear all the fields in 
the form including signatures. 

 


