Nebraska Conservation and Environmental Review Tool (CERT):
How to insert required information into the CERT report
using free Adobe Acrobat Reader software

Nebraska Natural Heritage Program
Nebraska Game and Parks Commission
June 23, 2017
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To complete the environmental review requirements you must sign and date the document and
provide any other information the report indicates is needed. You can print the report, fill it out
by hand, scan it and upload the result. Alternatively, you can insert an image of your signature
and fill in other required information using Adobe Acrobat Reader (free software). This
document has instructions for the latter method.

If you do not already have your signature in an image file begin with Step 1. Otherwise skip to
Step 2.
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Step 1. Create an image file showing your signature

Sign your name in black ink on a clean, blank sheet of white paper. Sign in the middle of the
paper so you don't photograph or scan the edges.



Photograph or scan your signature. If you are taking a picture of your signature, make sure that
the page is lit and that no shadows fall across the signature.

Transfer the photo or scan to your computer. Acrobat accepts JPG, JPEG, PNG, GIF, TIFF, TIF,
and BMP files. You do not need to crop the image. Acrobat imports just the signature if the

photo or scan is fairly clean.

The above instructions are from URL: https://helpx.adobe.com/pdf/adobe_reader_reference.pdf.

Step 2. Download your report
From the CERT My Projects window, click on Project Report (PDF) to open it in the browser.

Revision date Report Status Report File

4/6/2017 10:03:00 AM  Generated Project Report (PDF) ¢

Dowﬁload the file. Steps vary with browser. For example, in Firefox, use the Download button:

— +  AutomaticZoom *
Agency Contact Information

Nebraska Game and Parks Commission U.S. Fish and Wildlife Service
Michelle Koch Eliza Hines

2200 North 33rd Street 9325 South Alda Road

Lincoln, NE 68503 Wood River, NE 68883

phone: (402) 471-5438 phone: (308) 362-6468 ext. 204

email: michelle koch@nebraska.gov email: eliza_hines@fws.gov

Certification

| certify that ALL of the project information in this report (including project location, project size/configuration, project
type, project activities, answers to questions) is true, accurate, and complete. In addition, if the project type, activities,
location, size, or configuration changes, or if any of the answers to any questions that were asked during this online
review change, | agree to re-do the online environmental review.

Applicant/project proponent signature

Click Save File and OK.
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Opening project report 1 branched oak 149 155.pdf (=3

You have chosen to open:
- project_report_1_branched_oak_149 155.pdf
which ist Adobe Acrobat Document (3.6 MB)

from: https://ertnedev.natureserve.org

What should Firefox do with this file?

() Openwith | Adobe Acrobat DC (default) -

@ | Save File

[ Do this automatically for files like this from now on.

& outdoomebraska.gov % | & Google

Full screen F11 4
Ctrl+S Som (100%)

Find on this page Ctrl+F Safety 2

Suggested Sites

Add site to Start menu

View downloads Ctrl+J
Once you have downloaded the file, you can go on to Step 3, in which you open the file with

Adobe Acrobat Reader and fill in the required information.

Step 3. Provide required information using Adobe Acrobat Reader

If you don’t already have Adobe Acrobat Reader installed, you can download and install it
following the links from URL.: https://get.adobe.com/reader/. Note that you can use Adobe
Acrobat Professional instead, but that software is not free.

Open the CERT report pdf file with Adobe Acrobat Reader.
Scroll through the document so that the signature line is visible on screen. Choose Fill & Sign:
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https://get.adobe.com/reader/

File Edit View Window Help

Home Tools project_report_1_br.. X @ Sign I
@B RERQA A /v M DO wm- 5 B AT O~

[% eportrDF ~

Certification
| certify that ALL of the project information in this report (including project location, project size/configuration, project =
type, project activities, answers lo questions) is frue, accurate, and complete. In addition, if the project type, activities, Adobe Export PDF -]
location, size, or configuration changss, or if any of the answers io any questions that were asked during this online Convert PDF Files to Word
review change, | agree to re-do the online environmental review. ar Excel Online

Select PDF File
Applicant/project proponent signature Date project_repa... 149_155.pd

Convert to

Microsoft Ward (*.decx) ~

Document Language
English (U5.) Change

. .

'Ej Create PDF v
5= Edit PDF ~

Comment

1 combineFiles ~

Send for Sianature

Store and share files in the
Document Cloud

Leam Moare
From the Fill & Sign menu, click on Sign:
File Edit View Window Help
Home Tools project_report_1_br... %
® 8 = D wx | K OB BT

FEII&Sign' b X v O — O

TUNICHT. 1IN TSNS, AR IR ITLN CIDNG . YUY e, SHLO I WIICORUITYD . e Brsmrat by typing or drlwmg % 5'9“““"‘& 4

Certification

| certify that ALL of the project information in this report (including project location, project size/configuration, project
type, project activities, answers to questions) is true, accurate, and complete. In addition, if the project type, activities,

Click on Add Signature:
Fill & Sign ~ Ab X v © — o £k Sign

SR e VS PP || TSR S Y SHEn. S iEs

Certification
| certify that ALL of the project information in this report (including project loca____, & | project
type, project activities, answers to questions) is true, accurate, and complete. In addition, if the project type, activities,

Click on Image:
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Fill 8 Sign ~

Save signature

Navigate to the location of the file containing your signature on your computer. Select the
signature file. Adobe Acrobat Reader accepts JPG, JPEG, PNG, GIF, TIFF, TIF, and BMP file
types. Click Open:

4| i | 3

File name: signature - Jane Smith - ISUPPOI"EEdImEQEFOFmEtSf"JP! "]

S——”

The image appears. You have the option (checkbox) to Save signature so that Reader will

default to it next time. Click Apply:
Fill & Sign~ Wb X v O — e gksin X
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The image is now visible in the pdf but probably not exactly where you want it. As you move
your mouse around the screen you’ll see the signature move as well.

Home Tools project_report_1_br.., %
® 8 = D%
v74 Fill 8 Sign~ A X v O = o | gsor
- SHIGI. LI S0 A I TS0 SN, YUY SIEN. GILE_ LIS,V
re has been
Certification t again lat

| certify that ALL of the project information in this report (including project location, project size/configuration, project
type, project activities, answers to questions) is true, accurate, and complete. In addition, if the project type, activities,
location, size, or configuration changes, or if any of the answers to any questions that were asked during this online
review change, | agree to re-do the online environmental review

Applicant/project proponent signature Date

;f//m.jmﬂp

Move the mouse to the signature line and click the mouse to insert the signature there.
If needed, adjust the size of the signature using the size adjustment buttons (the small A or large
A on a blue background).

Certification

| certify that ALL of the project information in this report (including project location, project size/configuration, project
type, project activities, answers to questions) is true, accurate, and complete. In addition, if the project type, activities,
loca[iy AW configuration changes, or if any of the answers to any questions that were asked during this online

= -do the online environmental review.

Jﬁﬂ‘z.{jﬁ&ﬂ/

App L-:ar}{/ﬁﬂrqect proponent signature Date

To enter the date, click on the Text tool, click on the date line, and type in the date:

Fill & Sign~ JAb v O — e s

A= TR NI LT W L= L= UL TN I\ T W L= PR = =1\ X= ¥ (¥4 TG SHLO_ IS WD YUy

Certification

| certify that ALL of the project information in this report (including project location, project size/configuration, project
type, project activities, answers to questions) is true, accurate, and complete. In addition, if the project type, activities,
location, size, or configuration changes, or if any of the answers to any questions that were asked during this online
review change | agree to re-do the online environmental review.

G ity e
o0 20|

Applican@n"o ect proponent signature ate

If the ERT report instructs you to answer any questions, use the text tool to do so. Make sure you
have provided all the required information and signature(s).

Save the file as <filename>_Signed.pdf to help you distinguish this pdf from the unsigned one.
You can now upload the signed report as an attachment to your project on the CERT site when
submitting your project for final review.
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