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Step Action 
8. Within the screen capturing tool, save the signature image as a .png file 

as seen below: 

9. Once the signature is saved as a .png file, it is ready to upload to 
the server and print on purchase orders. 





10/14/2019 
5 

Georgia



04/08/2019 
6 

GeorgiaFIRST Financials 
Purchasing Job Aid 

TEMPLATE PAGE FOR SIGNATURE CAPTURE 

1. Print this page.
2. Sign within the box below.
3. Scan and save this page as a PDF file.
4. Capture and save the signature as a .png file.
5. Upload the signature.

Refer to pages 1 through 4 of this job aid for further details. 

Enter signature below as it should appear on your printed checks. 

PURCHASE ORDER SIGNATURE
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