
How to create a digital 
signature and submit your 

claim form

Required on the BSPE 500 and BSPE 600 forms.
Revised on 4/13/21



NOTE: As of October 1, 2021, 
BSPE will no longer accept paper 
claim forms.
All Claims will be completed electronically and must be submitted to 
DOT.BSPE.Claims@illinois.gov.

mailto:DOT.BSPE.Claims@illinois.gov


NOTE: You will need the latest 
version of Adobe.
Work with your IT Department to ensure you have the latest version of Adobe.



Open Adobe.



Click the Edit tab.
Then select Preferences.



Select Signatures in left-hand menu.



Locate Identities & Trusted Certificates and 
then click on the More… button.



The  left-hand column should be on Digital IDs.
Then click on the icon that looks like an ID badge 
with the plus icon.



Select the option A new digital ID I want to create 
now.
Then click the Next button.



Select New PKCS#12 digital ID file.
Then click the Next button.



Verify the information and update anything 
incorrect.
Then click the Next button.



Select File Name and location or browse for a 
different location.
Create a Password.
Then click the Finish button.



Helpful Hint: Keep the password you 
just used handy as you will need it 
every time you use your digital 
signature on a form.



Once it shows up in the window here, you can 
close out of the window. 



And once back in this window, just click the 
OK button.



How do I sign this form?



Open the form.
Complete everything on the form 
BEFORE clicking in the Signature Box.



Also, BEFORE you click in the 
Signature Box, make sure you 
save the document to a file of 
your choice.
This will allow you to more easily go back and edit the document later.



Once the form is complete (and you 
have already saved an unsigned 
version), then it is ready to be signed.



First, check the certification box.



Then click in the signature box.



A box will pop up.
Verify that the signature is the one you just 
created and wish to use.
Then click the Continue button.



Enter the password you used when creating the 
digital signature.
Then click the Sign button.



You will then be prompted to 
save the document.

Make sure you save the document with a different name than the unsigned 
version.  This will ensure you do not override and replace the unsigned version that 
you saved before entering your signature.



Ready to email your form?
Everything on the form is correct, the certification box is checked, and all required 
signature boxes you are required to sign contain a digital signature?



Once everything is fully completed, signed, 
and saved, hit the email button.



NOTE: Once the email button has 
been clicked, the form will lock, 
making it impossible for you to go 
back and change something.
The form is now locked and cannot be unlocked or edited (the Lock/Unlock button 
at the top of the page for BSPE use ONLY).

If you need to edit something, you will need to close out of the document (you do 
not need to save it).  Then you will have to go back to the document version you 
first saved before signing the document and go through the steps to sign the 
document again.



Select the appropriate email option for you.
Then click on the Continue button.



The email message box will automatically 
generate the needed information.



All of this information will automatically 
generate on the email:



Hit the Send button.



Congratulations!  You have 
successfully submitted your BSPE 
claim form with digital signature!
You are now done.  You will receive an automatically-generated response from 
DOT.BSPE.Claims@illinois.gov in your email inbox.  If you do not receive this 
response, contact your Safety Grant Administrator.  Otherwise, you do not need to 
do anything with the form at this point unless contacted by BSPE staff.
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