
 
 
 
 
 
 
 
 
 
 
 

DO NOT 
COMPLETE SSN or 
Date Hired. Do 

complete employer, 
employee name, DOB, 
address, phone, email.  
HR will fill in SSN and 
hire date upon receipt. 

This is for employer to 
complete 

  

To opt in for healthcare 
account, check yes and                                            
 elect 
amount up to $2,750. 
Select no to decline.  

To opt in for Dependent 
Care account, check yes 
and elect amount up to  

 
$5,000. Select no to 
decline.  
 

Select yes to have funds 

 
paid with pre-tax dollars 

Select No.  This 
option is not 
applicable  

BE SURE TO 
SIGN AND DATE 
YOUR 
DOCUMENT! 



To sign this document: 
 

1. Click on the Employee Signature field

 
2.  If you already have a Digital ID set up on your computer, a menu should appear asking which Digital ID 

you would like to use.  Select your Digital ID and click continue to step 9.  If you have not configured a 
digital ID, continue to step 3. 

 
 
  



 
3. If you need to configure a Digital ID, this menu should appear.  Select the option you would like.  The 

first option may ask you to download a program.  The second option is to choose an ID from file (this 
should not apply if you have not created one).  Select the third option, Create a new Digital ID.  Click 
continue. 

 
 

4. Select a Destination for the new Digital ID.  Select “Save to File”, click continue. 

 
  



5.  Fill in the required information, which is name and email address.  You may also enter your 
organization name/unit if you choose.  Select continue.   

 
 

6. Choose a location on your device to save the signature. 

 
 
 



7.  Create a password, confirm the password, and click save. 

 
 

8.  Sign with Digital ID menu prompt will appear.  Select your new Digital ID and click continue. 

 
 
 
 
 
 
 
 
 
 



9.  This window should appear.  Type the password you just created into the red box and click sign.   

 

 
  



 
10.  You will be prompted to save the signed document.  Chose a file name and location and click save. 

 

 
 

11.  The document should open in Adobe with your digital signature.  Return to HR as an attachment to 
your email.   

 
 
 

 
*Please remember DO NOT TYPE YOUR SSN on the form.  HCC’s firewall 
protection will prevent the recipient from receiving your email.   


