User manual for electronic signature with Microsoft Office 2007

1.Signing the document

1.1. inser the device eToken in the USB port.

1.2. Select Office Button >> Prepare >> Add a Digital Signature: @
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1.3. Select the button OK:
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Microsoft Office digital signatures combine the familiarity of a paper signing experience with the convenience of a digital format. While this feature provides
users with the ability to verify a document's integrity, evidentiary laws may vary by jurisdiction. Microsoft thus cannot warrant a digital signature’s legal
enforceability. The third-party digital signature service providers available from the Office marketplace may offer other levels of digital signature assurance.

Don't show this message again

E Signature Services from the Office Marketplace... i (

Ilg

J




1.4. In the field Purpose of signing enter the purpose of drafting and signing the document. Butonul Change : Should multiple

signatures exist on your computer (electronic signature users), use this button to correctly choose the signature to be added on the
document. After choosing the corresponding certificate press the button Sign
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You are about to add a digital signature to this document. This signature will not be
visible within the content of this document.
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1.5. Enter device password and press the button OK:
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1.6. This message notifies you that the document was successfully signed and that any modification thereto shall involve the signature
invalidation. Press the button OK:
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2. Verify the signature attached on a document:

2.1. In the document signed, in the inferior part of the window press the seal-icon:
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2.1. On the right side of the document a window will appear with the signatures attached to the document. Press the specified arrow
and select the tab Signature Details:
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2.2. Press the button View:

Signature Detalls

= Valid signature - This signature and the signed content have not been
¥ modified since the signature was applied.
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See the additional signing information
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2.3. The three tabs (Genaral, Details and Certification Path ) offers all information necessary for verifying the signature validity, the
identity of the person signing the document, the authority issuing the certificate, signature validity, etc.
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