
 How to Obtain and Use a Digital  Signature 

 What is ACES? … Access Certificates for Electronic 
Services 
 

 ACES is a program created and sponsored by GSA to facilitate secure on-line 
access to government information and services through the use of Public Key 
Infrastructure and digital signature technology. ACES was created to secure 
electronic transactions between Business to Government and Consumer to 
Government. Agencies can enable government applications to require an 
ACES Digital Certificate which has Identity authentication with "real time" 
validation of Digital signatures for submission of electronic forms.  

 
 

 



 How to Obtain and Use a Digital  Signature 

This presentation/training will cover:  
 

How to Request a Digital Signature…             
through AARF 
How to Obtain an ACES Digital Signature …     

through IdenTrust 
How to use…  

 
 



How to request through AARF 



How to request through AARF 



How to request through AARF 

Look for the User ID or 
enter their name, then press 
FIND  
 
Once found, select USE, 
then CONTINUE> 



How to request through AARF 

Enter the effective date, or use default.  
CONTINUE> 
 
Select “Digital Signature Certificate” box  



How to request through AARF 

Verify supervisor is correct, then CONTINUE> 
 
Select NEXT> 



How to request through AARF 

The request will be sent to the 
supervisor of the individual requesting 
the certificate.  Once the supervisor 
approves the request, AARF will send 
it to the cost center manager.  Once 
the cost center manager approves the 
request, AARF will send it to the 
security coordinator for final 
approval.  Once all approvals are 
complete, the Office of Information 
Systems will issue the voucher so you 
can purchase the digital certificate 
from IdenTrust.  The voucher issuance 
can take up to 48 hours. 

 Add a justification:  
Ex: To sign electronic documents without the need for 
printing and scanning. To improve document delivery 
and system efficiency. To reduce cost.  
 
Select “Approve and Submit to Supervisor” 



How to obtain an IdenTrust ACES Digital 
Certificate 

1) Follow Email instructions  
 

2) Navigating through the IdenTrust web site 
 

3) Getting Started and Using Your Certificate 
 
4) ACES Digital Certificate Information Contacts 
 
  
 



How to obtain an IdenTrust ACES Digital 
Certificate 

You will receive two emails- 1) Secure link, 
and 2) Website link 
1) Download the file- you’ll need your email 
and Windows Password to retrieve the text 
file.  
The text file will have your certificate voucher 
number to pay for your digital signature 
 
2) Click on the website link and complete the 
online application- select BUY 



FDOT - Professional Licensure Digital Signing and Sealing 



Getting Your ACES Business Representative Certificate 



ACES Business Representative Certification Application 
Step 2 



ACES Business Representative Certification Application 
Step 2a 



ACES Business Representative Certification Application 
Step 2c 



ACES Business Representative Certification Application 
Step 3 



ACES Business Representative Certification Application 
Step 3a 



ACES Business Representative Certification Application 
Step 4 



ACES Business Representative Certification Application 
Step 4a 



ACES Business Representative Certification Application 
Step 5 



ACES Business Representative Certification Application 
Step 6 



ACES Business Representative Certification Application 
Step 6a 



ACES Business Representative Certification Application 
Step 7 

Be sure to save your 
personalized forms !!! 

If you miss this step you will need to 
call IDENTRUST to have them send 
you blank forms 



ACES Business Representative Certification Application 
Step 7 

Your forms should look like these 



ACES Business Representative Certification Application 
Step 7 & 8 

Finalize the Application Process for your Personalized Certification. 
 

• The Forms that you saved will include your information within the PDF.  
•To complete your application, you will need to confirm your email (using code 
within the email sent to you + sign-up password) AND complete and mail:  

•Part I – Sponsoring Organization Authorization Form  
(The “Organization Officer” is your Cost Center Manager) 

•Part II - Notary Form 
(The two IDs will be your FL Drivers License, and your FDOT ID) 
 

•Type in the information and Print both Forms. The following slide will have 
examples..  
 

•Then get Part I signed, and Part II Completed by the FDOT Notary. If you 
don’t know your Notary, see April Presley in D6 Construction.     
                      

•Mail both Forms to IdenTrust   

*See the ACES Business Representative Certificate – Forms Packet for 
complete instructions, search the site for help, or contact  



ACES Business Representative Certification Application 
Step 7 & 8 

Finalize the Application Process for your Personalized Certification. 
 

 
 
 
 
 
 
 
 

 
 

•Get Part I signed, and Part II Completed by an FDOT Notary. If you don’t 
know your Notary, see April Presley in D6 Construction.     
                      

•Mail both Forms to IdenTrust 
 

*See the ACES Business Representative Certificate – Forms Packet for 
complete instructions, search the site for help, or contact  



1)    You’ll need to link it to your documents-  Further information will be provided   
2)   

Once you receive your e-signature… 

For additional help look at the 
Frequently Asked Questions page. FAQ 



1) You will need to RETRIEVE your certificate online,  
   a) Go to  www.IdenTrust.com/get-cert.html 
   b) Enter activation code and passphrase (activation code will be in a mailed letter) 
   c) Follow instructions on site, up to “Congratulations” screen   
 
2) Once received- you can add e-signatures to a variety of MS Office documents.. 

Word, Excel, Outlook..  PDFs, and FDOT Document Library forms (once modified 
by CO)  Further instructions to follow on How to guide..   

 

Once you receive your e-signature… 

http://www.identrust.com/get-cert.html�


ACES Digital Certificate Information Contacts  

District 6 
 
Erik Padron (S. Miami-Dade Resident Engineer) 
 (305) 640-7418 
 erik.padron@dot.state.fl.us@dot.state.fl.us 
 
 
 
Amy Calvo (TSSO Network Supervisor) 
 (305) 470-5220 
 amy.calvo@dot.state.fl.us 
 
 
 
  
 
 
  
 
 
  

mailto:richard.mccall@dot.state.fl.us�
mailto:pia.cormier@dot.state.fl.us�


Central Office 
 
Bruce Dana (Manager – ECSO) 
 (850) 245-1606 
 bruce.dana@dot.state.fl.us 
 
Quinton Tillman (CADD Applications Engineer) 
  (850) 245-1630 
 quinton.tillman@dot.state.fl.us 
 
 
 
IdenTrust 
  
Page Corbo (Government Sales) 
 (703) 724-9009 
 Page.Corbo@IdenTrust.com 
 
Customer Support 
 (888) 339.8904 
 HelpDesk@IdenTrust.com 
  

ACES Digital Certificate Information Contacts (continued) 

mailto:bruce.dana@dot.state.fl.us�
mailto:quinton.tillman@dot.state.fl.us�
mailto:Page.Corbo@IdenTrust.com�
mailto:HelpDesk@IdenTrust.com�
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