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Clark County Water Reclamation District Development Services is pleased to announce that Manhole
Survey Data Forms can now be emailed to inspection@cleanwaterteam.com. The form must be
digitally signed by a Nevada Professional Land Surveyor (PLS).

Files submitted online must follow these instructions:

= Surveyors must use digital signatures per the Nevada State Engineering Board with full size seal and date of
signature. Files must not be certified or locked. If the files are certified, we will not be able to apply our
approved stamps and there will be delays in approving your plans.

= Export directly to PDF. Do not print and then scan
= Zip files are not acceptable.

= PDF packages are not acceptable as they lock the files. When combining files, choose the “combined” file

| €

option not a package: S

» PDF portfolios are also not acceptable. Please choose to “combine files” as a single PDF.

&
[& Add Files.. ~ 88 = || Options

|

Options X

File Size: 0O E B

FileType: (@ Single PDF

& PRC...ndf

O Portfolio

Other options

[J Always enable accessibility and reflow

[4] Always add bookmarks to Adobe PDF [})
[ Continue combining if an error occurs

[J Show page numbers in Thumbnail View

[ Convert all files to PDF when creating a portfolio

a ¥ & | (& Undo [& Remove [ Select Multiple Combine Files

= Sheet title blocks shall remain consistent on each page of the plan set.

» No password protected or locked documents. Files must be unprotected so that corrections may be identified

by reviewers. Any submittal containing a file that is locked will be considered incomplete and must be
resubmitted.

= Files should be saved in black and white (1-bit monochrome).

= Export settings: Maintain output scale (avoid “fit to page”)



Instructions for Professional Engineers, and Land Surveyors

Examples of a valid sighature/seal

Electronic documents must be digitally signed, but not certified. As
with paper plans, apply a picture of your seal to each sheet. Compile
sheets into a single file with seals on each page, and then apply your
digital signature to the cover sheet. Any compiling done after sheets
are signed will invalidate the signature.

or of this document

Reason’ | am the authy
Date: 2019.07.22 08:52:46-07°00

Some documents, like specification books, will require signatures
from multiple signers. In this case, use one of the three options below:
Digitally signed by Michael Cunningham
: C=US

DN
E=mcunningham@Ilasvegasnevada.gov,
O=Building and Safety, OU=Development

1. Compile the document with the seals for each design gevees ch-ticha cumingran
. . Date: 2019.07.22 08:56:49 07:00‘
professional on the cover page. Then have each design
professional add their digital signature, one at a time, on that
cover page, being careful not to make changes to the
document that would invalidate previous signatures.

2. Have the lead applicant for the project sign and seal the full document. Have each additional
design professional sign and seal a separate attachment that has the title and table of contents
for the full document or for the pages they are responsible for. Send as multiple documents.

3. Divide the document into separate documents for each discipline/design professional and have
each design professional seal and sign their section. Send as multiple documents.

A common error that many applicants make is certifying instead of signing. Because certifying
prevents plan reviewers from performing critical functions needed to complete a review,
documents must be signed but not certified.

Signatures IE II‘ Signatures E lz‘
=~ Validate All E= Validate All
& Certified by L.com> # % Rev. 1: Signed by &  gineers.com>




How to Create and Apply a Digital Signature: Tutorial and Screenshots
To sign documents using Adobe Acrobat or BlueBeam Revu, the first step is to create a “self-signed

digital ID.” The digital ID is password protected and contains your name, email address, organization
name, a serial number, and an expiration date. It proves your identity every time you use it to sign a file.

o Create a digital ID using Adobe Acrobat ........cccccoeevenrneinennnes page 4
e Create a digital ID using BlueBeam ReVuU ........ccccooovrrrrrrrenenee page 10

You do not need to create a digital ID each time. If your ID is already created, skip to...

e Use your digital ID to sign a file in Adobe Acrobat..................... page 7

e Use your digital ID to sign a file in BlueBeam Revu.................. page 11



Create a self-signed digital ID using Adobe Acrobat

These instructions are from Acrobat’s user guide available here: https.//helpx.adobe.com/acrobat/using/digital-ids.html.

1. In Acrobat, click the Edit menu and choose Preferences, then choose Signatures.

2. On the right, click More for Identities & Trusted Certificates.
3. Select Digital IDs on the left, and then click the Add ID button.

=] “ Digital 1Ds

Roaming |D Account
Digital ID Files

Windows Digital IDs
PKC5#11 Modules ar

Trusted Certificates

L& Digital ID and Trusted Certificate Settings *
| ok | ; _b.

o | Add 1D Biport | A M Refresh | (@) Removell
BT g hg P o veren | ©

Name lssuer Storage Mechanism Ex
< >

L ciiiciiit J
Manage My Digital IDs A

This is a list of the digital IDs that are available for your use on this computer. Digital [Ds are
private and should not be shared They are used when you create a digital signature or when

4. Select the option A New Digital ID | Want To Create Now, and click Next.

Add Digital ID

Add or create a digital |D to sign and encrypt documents. The certificate that comes with your
digital ID is sent to others so that they can verify your signature. Add or create a digital 1D using:

(O) My existing digital ID from:
A file
A roaming digital ID accessed via a server

A device connected to this computer

H (®)A new digital ID | want to create now ”




5. Specify where to store the digital ID, and click Next. Use the option that best fits your needs.

New PKCS#12 Digital ID File: Stores the digital ID in a file that can be used in both Windows and
Mac OS.

Windows Certificate Store (Windows only): Stores the digital ID in a common location for Windows
applications.

Add Digital ID x

Where would you like to store your self-signed digital ID?
|

(®):New PKCS#12 digital 1D file

Creates a new password protected digital ID file that uses the standard PKCS#12 format.
This commen digital D file format is supported by most security software applications,
including major web browsers, PKCS#12 files have a .pf or p12 file extension.

() Windows Certificate Store

Vour digital ID will be stored in the Windows Certificate Store where it will also be available
to other Windows applications. The digital ID will be protected by your Windows login.

Cancel = Back DNext >

6. Do the following:

A. Type a name, email address, and other personal information for your digital ID. When you

certify or sign a document, the name appears in the Signatures panel and in the Signature
field.

B. Choose the 1024-bit RSA option from the Key Algorithm menu.

C. From the Use Digital ID For menu, choose whether you want to use the digital ID for
signatures, data encryption, or both. For signing building plans/documents, you only need
to choose “signatures.”

D. Click Next.



Add Digital ID

Enter your identity information to be used when generating the self-signed certificate.

Name (e.g. John Smith): IJuhn Doe

Organizational Unit: ICity of Las Vegas Development Services Center

Organization Name: IBuilding and Safety

. Y] 4
Email Add | g gov

Country/Region: l US - UNITED STATES

Key Algorithm: [ 1024-bit RSA

Use digital ID for:

<Back | [ Net>




7. Do the following:

A. Type and confirm a password for the digital ID file. You will need this password each time you
use your ID.

B. The digital ID file is stored at the default location as shown in the File Name field. If you
want to save it somewhere else, click Browse and choose the location. Make a note of where
your ID is stored.

C. Click Finish.

If a digital ID file with the same name exists, you're prompted to replace it. Click OK to replace, or
browse and select a different location to store the file.

Add Digital ID X

Enter a file location and password for your new digital 1D file, You will need the password when
you use the digital ID to sign or decrypt documents, You should make a note of the file location
so that you can copy this file for backup or other purposes. You can later change options for this
file using the Security Settings dialeg.

File Mame:

%rs\_y v\ AppData\Roaming\Adobe\Acrebat\DC\Security' JohnDoe,pfx Browse...

Password:

1m xxxxx —

| | | e

Confirm Password:

1a—a—xa—a—a—a—u—a—a—x

8. The ID is created. NOTE: Make a backup copy of your digital ID file. If your digital ID file is lost or
corrupted, or if you forget your password, you cannot use it to add signatures to files.

ﬁ Digital |D and Trusted Certificate Settings X
=} Digital IDs %_- Add ID f Usage Options = -,E\ Certificate Details r—_’? Export e Refresh () Remove ID
Roaming ID Account = Name lssuer Storage Mechanism Exf

John Doe <doe@salesandmarketin... John Doe <doe@salesandmarketi..  Digital ID File

Digital |D Files
Windows Digital IDs
PKCS211 Modules ar

Trusted Certificates

John Doe
Sales and Marketing Inc.
Issued by: John Doe
Sales and Marketing Inc.
Valid from: 2017/06/23 1532:02 +05'30'
Valid to: 2022/06/23 15:32:02 +05'30'
Intended usage: Digital Signature, Encrypt Document, Key Agreement




Use your digital ID to sign a PDF file in Adobe Acrobat
This process may vary slightly depending on which version of Acrobat you use.

1. Open the file to be signed.

2.

In Acrobat X, click Fill & Sign and then Sign with Certificate.

In Acrobat DC, click Tools, scroll down to Forms & Signatures and click the Certificates icon.
This will open the Certificates toolbar. Click Digitally Sign on the toolbar.

Acrobat XI Acrobat DC
L Sample Site_Plan.pdf - Adobe Acrobat Pro - o x = Sample_Site_Plan.pdf - Adobe Acrobat Pro DC ey [ e
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@ O Protect
Prepare Form /2, Fill & Sign
Dot B Prepare Form
5
| new |
§ ¢ =k Send for Signature

Send & Track

Certificates
L d

Compare Files

Open |~ Add |~
Protect & Standardize
Protect Redact
Open | = Add
—n n i

3. Click Drag New Signature Rectangle (or just OK if you are using Acrobat DC), and then click
and hold down your mouse to draw a rectangle on the area of the document that you want to

sign.

Adobe Acrobat

[[] Do not show this message again

Te begin signing, choose the 'Drag Mew Signature Rectangle' button, and then drag out the area
where you would like your signature to appear. Once you finish dragging out the desired area, you
will be taken to the next step of the signing process.

Drag Mew Signature Rectangle ...

Cancel




4. Choose the digital ID you want to use for signing:
In Acrobat Xl, enter your password and un-check Lock Document After Signing. Then click

Sign.

In Acrobat DC, select your ID and click Continue. Enter your password on the next screen and
un-check Lock Document After Signing. Then click Sign.

Acrobat XI

Sign As: John Doe (John Doe) 2024.07.22 v

Password: [

Certificate Issuer: John Doe Info...

Appearance: Standard Text v

Digitally signed by John Doe

J O h n DN: en=John Doe, o=Building
and Safety, ou=City of Las Vegas
Development Services Center, @
email=Jdoe@lasvegasnevada.gov

Doe

Date: 2019.07.22 07:30:05 -07'00"

[J Lock Document After Signing

Click Review to see if document content
may affect signing

kY

Sign Cancel

Review...

Acrobat DC

Sign with a Digital ID X
Choose the Digital ID that you want to use for signing:

° E’i John Doe (Digital ID file) View Details

K Issued by: John Doe, Expires: 2022.10.18

@ CConﬁgure New Digital [D) (Cancel ) ‘
Sign as "John Doe” X
Appearance  Standard Text b

Digitally signed
by John Doe
Date: 2017.10.18
12:11:18 -06'00'

View Certificate Details

John
Doe

Lock document after signing

Review document content that may affect signing
....... <

existing digital ID from...a file.

Use a Digital ID from a file.

Note: If your digital ID information is not showing, you can browse your computer to find the ID file.

In Acrobat XI, open the drop-down arrow next to the Sign As field and click New ID, then select My

In Acrobat DC, click Configure New Digital ID on the Sign with a Digital ID screen, and then select

5. Once you click Sign, you will be prompted to save your file.



6. Your document is signed and is ready to be uploaded to the customer portal. Your signature
will appear on the document in the area where you drew the rectangle, and the file will show

that the signature is valid.

Any changes made to the file from this point on will invalidate the signature.

Acrobat XI

Acrobat DC
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For additional help, consult the Acrobat User Guide available at https://helpx.adobe.com/acrobat/user-guide.html.

You can also use Adobe’s digital ID resources available at https://helpx.adobe.com/acrobat/using/digital-ids.html.
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Create a digital ID using BlueBeam Revu 2018
1. In BlueBeam, click the Tools menu - Signatures > Digital IDs...

2. On the window that appears, click the green plus sign to add a new signature.

Manage Digital IDs SZ |
<¢F\>Name Lncation Status
‘Y
&)
x
Identity
Name: lssued By:
Organizational Unit: Starts:
Organization Name: Expires:
F-mail Addrass-
Country / Region:
Usage:
QK

3. Select Create Digital ID file and in the Usage field, choose Digital Signatures and Data Encryption.

A. Then fill in your personal information, enter a password for the ID file, and click OK.

=

(O Browse for existing Digital ID file

(® Create Digital ID file

Create a password protected Digtal D file using the PKCS#12 format. This file format is
accepted by most security applications and web browsers. These files will have a pfx file
extension.

() Create Digital ID in Windows Certificate Store

Create a Digital ID in the Windows Certificate Store where it is available to other Windows
Applications. This Digital ID is protected by your Windows login.

Identity

Name: [John Doe
Organizational Unit: [th of Las Vegas Development Services
Organization Name: IBuiIding and Safety

Email Address: [idoe@lasvegasnevada.gov
Country / Region: | US - UNITED STATES v
Usage: | Digital Signatures and Data Encryption v
Key Algorithm: | 1024-bit RSA N

PKCS#12 Options

=

File: l«file location on your computer where you want the 1D stored>> ]

[Cok ] cancl

11



Use your digital ID to sign a file using BlueBeam Revu 2018
1. In BlueBeam, click the Tools menu - Signatures - Sign Document.

2. Click and hold down your mouse to draw a rectangle on the area of the document that you want
to sign.

3. Using the Digital ID: drop-down arrow, select the ID file you want to use.
A. Then, enter your password.

B. Under Signature Type, make sure to select Digital Signature.

3|
Digital ID:
John Doe v || View... New...

Password:

essee
Signature Type
(® Digttal Signature
(O Document Certification

Fill in forms and digtal signatures

Options

Reason: Il am the author of this document ’

Location: | l
Contact Info: | [
Appearance
Standard Text v || Edit.. New...
gNo"::U?nw by John Doe

E=jdoe@lasvegasnevada.gov,

O=Buikding and Safety, OU=City
J O h n Do of Las Vegas Development

Servicas Center, CNwJohn Doe

Reason: | am the author of this

document
Date: 2019.07.22 08:33:55-07'00'

==

4. Once you click OK, you will be prompted to save your file.

If you have questions or need clarification, send an email to:
DevelopmentServices@cleanwaterteam.com
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