
Once you download your engagement letter and open it in Adobe Reader.  
You may receive this message when opening your document in Adobe.  Please click "OK".

Please read your letter/Document carefully. Once you have read the letter/document and are ready to 
sign please see the next pages for what the signature boxes look like and how to sign them digitally.
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Proactive Tax Planning, Compliance, and Consulting 

3890  W Nor thwes t  Hwy Su i te  100   •   Da l las ,  TX  75220  •   Of f ice 214 .431 .5132   •   Fax  214 .382 .9391 

www.sea lef inanc ia l .com 

Comments or additional requests: TX Franchise Due May 15, 2017.  Do we need to file? 

CA income tax due April 15, 2017.  Do we need to file? 

Accepted by: 

__________________________________    __________________________________ 
Taxpayer (parent, if return is for a child under 18)     Spouse (required for joint returns) 

____________________     ____________________ 
Date    Date 

Please make your choices on questions listed if applicable.  If you have any other requests or comments please add 
those in the space provided.  Some examples may be: I/we need to file in a particular state;  I/we started a business that 
we need to file for;  I/we need you to file for our child; I/we need to file for foreign financial assets, etc.

Please date your signatures in the space provided (a calendar may drop down).  I will walk through the steps for signing 
on the next page.  If you are signing for a business or Trust please include your title on the space provided.
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This was to illustrate the calendar that may appear in the date field.  Drop down list has been answered and 
comments/requests have been added.



I am hovering  my mouse on the signature field.  The next page will show what happens when I click on that box.

If you do not already have a saved signature or digital id please see the next pages.
If you have a saved signature or digital id please skip to page 14.
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Digital ID Configuration Required 

This signature field requires a digital signature identity. 

Would you like to configure one now? 

Help l! .... configure.Digital .. lD ]I �I __ c_ .• _n_ce_l_� 

You should see this box if you have no id's /signatures configured

Click on the "configure" button
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Chose Create a new Digital Id then click continue
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Chose Save to File and then click continue
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Add your information where applicable below and then click continue
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if you have multiple signers you will have to do this twice.

Choose a password that you can remember and click save
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Click on Configure New Digital ID to create an additional signature file.

Once you click save you will see the available digital ids. 

If you do not need another digital id please skip to page 14.
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Chose Create a new Digital Id then click continue
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Chose Save to File and then click continue
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Add your information where applicable below and then click continue
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Choose a password that you can remember and click save
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Now you have all your digital ids created, chose the correct one for signature 
box one and click on continue
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enter your password here to enable signing
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click on the sign button
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The document will need to be saved before the second signature can be applied

You can give the file a new name
if you would like.  I left mine 
unchanged.

If you change your file name click save and go to page 20
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click yes



Your digital signature should appear as this one above.  If your document only requires one signature you are 
finished.  Please save a copy of the signed document back to your portal account. 

Click on the "Spouse" signature box
Now you are ready to add the additional signature



Choose the correct digital id and click continue
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add your password to activate the sign button
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click on sign
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Save your fully signed document.  Once you have done this you can upload it to your portal 
account

You can give the file a new 
name if you would like.  I left 
mine unchanged.

If you change your file name just click save and go to page 26
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Click Yes



Your fully executed and digitally signed document should look like this or your signature can appear as on 
the next page.



You can also save an image of your signature to use.  This would require you to be able to scan 
your physically written signature into a image file or use a signature pad to save your signature 
as a digital id.  These two examples or a handwritten signature are the ways to validly sign the 
documents digitally.
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