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Basic description for how to sign word document using a
certificate-based digital ID to allow others to sign using a
certificate in Microsoft Office Word 2016 or later versions.

Microsoft Office Word ﬂ
L Token driver is installed. Miyosaft Cffce digital signatires combine the famiirity of 2 paper signing experience with the conveniznce of & digital format, While i feature provides users with e
2. Certificate is enrolled inside token. ahiity to verify a document's infegrity, evidentiary laws may vary by jurisdiction. Miozoft fhus camot warant a dicital sipnature's legal enforcezhity. The fhird-party
. . . . digtal signature senvice providers available from the Office markeiplace may offer other levels of dgital sgnature asrance,
3. Microsoft Office 2016 or later applications.
[ Joen't show tis message agein

Signature Services fom the Officz Markeiace. . oK

Signature Setup ? X

Suggested signer (for example, John Doe):

Plug in token. Open Microsoft Word 2016 or later
versions.

Click the Insert toolbar and select Signature Line
This prompt will appear. Click OK.
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Suggested signer’s title (for example, Manager):

Organization

Suggested signer’'s g-mail address:

e—— info@cert.com.np|
Instructions to the signer:
Signature Setup box appears. Fill the  signature Before signing this document, verify that the content you
SetUp box and click OK \ are signing is correct.

he——
S ——— Allow the signer to add comments in the Sign dialog

Show sign date in signature line
Place your curser where you want your signature to be

displayed. Now Double Click on Signature Pane. The = i

prompt will appear. Click OK St ? X
If you did not save the documents, the message box

W|" appear_ CIle Yes to save |t, and restart the (i) See additional information about what you are signing...

process again.

Before signing this document, verify that the content you are signing is correct.

Type your name below, or click Select Image to select a picture to use as your
signature:

When Sign box appears, Type your name below or o
click Select Image to select a picture as your X g[é Nepal Certifying Company
signature. Click Change. Windows security box :
appears then confirm certificate
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and CIICk OK CIICk Slgn L_V Signed by: Rajan Raj Suwal
B (R o ——
button as shown in figure:
To include information about the signer, click the details button. Details...
Signing as: Rajan Raj Suwal Change..
Issued by:  Radiant InfoTech Nepal CA 2020 =
Sign Cancel

== Windows Security

A message box prompts you to Smart Card
key in your User PIN. This Ny Please enter your authentication PIN.
window appears: —_

Finally the document is signed.
You will see the certificate icon at the bottom page.
Upon clicking it, it will open the Signature pane.

PIN

Click here for more information
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