Using DocHub with Gmail to Sign Documents

DocHub can be used to sign either DOC or PDF files.  It can be used from IE or Firefox.  First, pick the document you want to sign, and click on it to open it from within gmail.
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Click on “Open with” above the document, then select “DocHub”
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The patron will need to accept the agreement to allow DocHub to work with their gmail account

[image: ]
Once they accept, the document should open within the DocHub app.  It may not work the first time, so If it doesn’t, just repeat the previous steps.
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Navigate to the page you want to sign, then click on the “Sign” button in the menu bar, and select “Create or Import Signature”

[bookmark: _GoBack][image: ]
A prompt will appear where you can use your mouse to draw your signature.  If the patron has a smart phone, they can draw their signature on it, and send it to the app to be saved.  We will just be using the mouse for this example.   Click save when you are complete
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Click on the “Sign” button again, and then click and drag on the newly created signature
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Drop the signature where you would like it.
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It will appear as a box that you can now resize and position to where you want it
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If you wish to insert a date, or additional typed text, click on the “Insert Text” button in the upper left
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And then click where you would like to insert text.  A new box will appear where you can enter your text.  This box can also be repositioned.
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When you are finished, and you want to send the document, you can either click the paper airplane icon and click “Email as Attachment” to send a new email to a specified recipient
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Or click on the arrow in the upper right, and click “Download PDF” and save the document to the temporary patron drive, where it can then be attached later as a reply to the original sender requesting the signature
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DocHub MC-NPLjobAppForm 2
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period of time to receive complete information about the nature and scope of my credit investigation.

Tunderstand that this employment application, granting of an interview and any other Library documents are not
contracts of employment or for the granting of benefits, and that any individual who is hired may voluntarily leave
or be terminated at any time, with or without any cause. No promises regarding employment have been made to me,
and T understand that no such promise or guarantee is binding upon Montgomery County-Norristown Public Library
unless made in writing. If an employment relationship is established, I understand and agree that it is not for a
definite period of time and that I have the right to terminate my employment at any time and that Montgomery
County-Norristown Public Library retains a similar right. If terminated, I authorize Montgomery County-Noristown
Public Library to deduct to the extent permitted by law, any amount which I may owe to Montgomery County-
Norristown Public Library from any amount Montgomery County-Noristown Public Library may owe me. I
understand that no representative of Montgomery County-Norristown Public Library has any authority to offer or
enter into any agreement for employment for any specified period of time or to make any agreement contrary to the
foregoing.

T certify that all statements made by me on my application are true and correct to the best of my knowledge and
belief. T understand that any false, inaccurate or omitted statements of a material fact could be a cause for rejection
of my application or termination of my employment at any time. I, furthermore, agree to maintain the accuracy of

the information contained in this application if I am employed by Montgomery County-Norristown Public Library.

Tunderstand that, if accepted for employment, it is necessary for me to abide by the rules and policies of
Montgomery County-Noristown Public Library. If hired, I agree to apply for, at my own expense, the FBI and
Pennsylvania State Police Criminal History background checks , and the Pennsylvania Child Abuse History
Clearance with the understanding that continued employment is contingent upon the results of these background
checks.

heve ead,understand, and by my sinature consen o (M
Date: Signature of Applicant: / Zﬂ I

7 7~

MONTGOMERY COUNTY-NORRISTOWN PUBLIC LIBRARY IS AN EQUAL OPPORTUNITY EMPLOYER
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Clearance with the understanding that continued employment is contingent upon the results of these background
checks.

Thave read, understand, and by my signature consent to these statements.

Date: Signature of Applicant: %N%w

MONTGOMERY COUNTY-NORRISTOWN PUBLIC LIBRARY IS AN EQUAL OPPORTUNITY EMPLOYER
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W MC-NPLiobAppForm doc

Montgomery County-Norristown Public Libras
1001 Powell Street
Norristown, PA 19401
Application for Employment
(Please print or type)

PERSONAL INFORMATION

Name

o

Social Securi

Present Address.

Permanent Address.

Sreer

Telephone Number at home (include area code)

Telephone Number at work (include area code)

Driver’s License Identification Number/State

Are you able to work at multiple locations?  Yes

List any relatives working for us:

How did you leam about the position?
Newspaper Advertisement Name of paper

Referred By

Other

EMPLOYMENT DESIRED

Position

Date you an st T ..o

Are you employed now? If so, may we inquire of your present employer?
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Request for Permission

Google menplcomputeriab@gmai com ~

OD

~ DocHub - Sign & Edit PDFs would like to:

B View your email address ®

B View your basic profile info ®

@ Vo and manage Google e fles that you have ®
opened or created with this app

B Additselfto Google Drive ®

By cicking Accept, you allow this app and Google to use your information in
‘accordance with their respective ferms of service and privacy poities. You can

change this and other Account Permissions at any time.
m
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Logged in successfully.

Montgomery County-Norristown Public Library
1001 Powell Street
Norristown, PA 19401
Application for Employment
(Please print or type)

PERSONAL INFORMATION

Name

Tast First Middle

Social Security no.

Present Address

Streat Ciyy State

Permanent Address

Zip

Streat Ciyy State

Telephone Number at home (include area code)

Zp

Telephone Number at work (include area code)

Driver’s License Identification Number/State

Are you able to work at multiple locations? ~ Yes No

List any relatives working for us:

How did you learn about the position?

Newspaper Advertisement Name of paper
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T understand that this employment a w and any other Library documents are not
contracts of employment or for the { 411312015 individual who is hired may voluntarily leave
orbe terminated at any time, Witho . regarding employment have been made to me,
and T understand that n0 Such promi ¢,y (o v g s dontgomery County-Norristown Public Library
unless made in writing. If an emplo}  geop 1 rom nere I understand and agree that it is ot for a
Gefinite period of ime and that I N\ s sspsus s seassssuss sy wesp20YMENt at any time and that Montgomery
County-Norristown Public Library retains a similar right. If terminated, I authorize Montgomery County-Norristown
Public Library to deduct to the extent permitted by law, any amount which I may owe to Montgomery County-
Noristown Public Library from any amount Montgomery County-Norristown Public Library may owe me. I
understand that no representative of Montgomery County-Norristown Public Library has any authority to offer or
enter into any agreement for employment for any specified period of time or to make any agreement contrary to the
foregoing.

T certify that all statements made by me on my application are true and correct to the best of my knowledge and
belief. T understand that any false, inaccurate or omitted statements of a material fact could be a cause for rejection
of my application or termination of my employment at any time. I, furthermore, agree to maintain the accuracy of

the information contained in this application if I am employed by Montgomery County-Norristown Public Library.

Tunderstand that, if accepted for employment, it is necessary for me to abide by the rules and policies of
Montgomery County-Noristown Public Library. If hired, I agree to apply for, at my own expense, the FBI and
Pennsylvania State Police Criminal History background checks , and the Pennsylvania Child Abuse History
Clearance with the understanding that continued employment is contingent upon the results of these background
checks.

T have read, understand, and by my signature consent to these statements.

Date: Signature of Applicant:

MONTGOMERY COUNTY-NORRISTOWN PUBLIC LIBRARY IS AN EQUAL OPPORTUNITY EMPLOYER





