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Digital Certificate for Microsoft Office Word

Create a Signing Document

1. Click the Microsoft Office button, point to Prepare and then Click Add
a Digital Signature.
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2. Click OK.

IMicrosoft Cffice W_ard m

Microsoft Office digital sionatures combine the familiarity of 3 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

L‘S‘yahue Services from the Office Marketplace...
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3. Type the Purpose for signing this document in the Sign dialog box. If
you want to change signature ID click Change button and then select
you want to use the Signature ID then click Ok. Then click Sign.

r Sign M

@ See additional information about what you are signing. ..

You are about to add a digital signature to this document, This signature will not be
visible within the content of this document.

Purpose for signing this document:

Signing as: Code Signing | Change...

[ Sign ] | Cancel

Select Certificate @lﬁ

Select the certificate you want to use.

Issued to Issued by Friendly name Expiration Dail
Ednilaraye MET MNone 2/4/2011
Edhlaingsukhin -~ MET MNone 1/29/2011
Eniarave | MET o) None oo 1/29/2011
Edtestca MET MNone 1/29/2011 |E
mgkg makg Mone 1/1/2016
Edtestca MET MNone 2/4/2011 m
4 | i | b

QK | | Cancel | | Yiew Certificate
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Sign.

@ See additional information about what you are Signing. ..

You are about to add a digital signature to this document, This signature will not be
visible within the content of this document.

Furpose for signing this document:

I'm aprroving this document

Signing as:  nilaraye
Issued by: MET

Cancel ]

To View Certificate Information

1. From the Microsoft Office button, point to Prepare > View

Signature.
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Prepare the document for distribution

Properties
View and edit document properties, such
as Title, Author, and Keywords,

Inspect Document

Check the document for hidden metadata

ersonal information.

ity of the document by

Add a Digital Signature
Ensure the integrity of the document by
adding an invisible digital signature.

View Signatures
Verify the integrity of the document and
see who has signed it,

Mark as Final

Let readers know the document is final and
make it read-only.

Run Compatibility Checker

Check for features not supported by earlier
versions of Word.

LR )

=] Waord Options | |)( Exit Word




2. From the Signature Panel, click Signature Details.

| Signatures w3

_3 Valid signatures:

nilaraye 543 l,r'EIQ

A Sign Again...
Signature Details...

Signature Setup...

Rerncwve Signature

3. The Signature Details will appear click View then you can view the
signature information.

( Certificate M

General | Details | Certification Path |

®
Certificate Information

This certificate is intended for the following purpose(s):

*Ensures software came from software publisher
*Protects software from alteration after publication
sProtects e-mail messages

+ Allows data to be signed with the current time
+1.3.6.1.5.5.7.3.9

Issued to:  nilarave
Issued by: MET

Valid from 1/2%/2010 to 1/2%/2011

@ ‘You hawve a private key that corresponds to this certificate.




Remove Digital Sighature from Office Document

1. You want to remove signature, Open document.

2. Click Microsoft Office button, point to Prepare and then click View
Signhatures.
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b Prepare the document for distribution ,
@ Properties 1
= View and edit document properties, such
¢ Open as Title, Author, and Keywords. 1
=, Inspect Document 1
H save :I' Check the cI-:.-:gn*.-:-r*.l for hidden metadata 1
or personal information. £
= il 7] Encrypt Document
M saveds b || B increase the security of the document by
adding encryption,
@ gy Add a Digital Signature
= Ensure the integrity of the document by |
adding an invisible digital signature,
@ Prepare ¥ | View Signatures
| = Werify the integrity of the document and ‘l !
— cee who has signed it. i
Send L4

Puhlish ® make it read-only.

Run Compatibility Checker

: Check for features not supparted by earlier
Close wversions of Waord.

Park as Final
= Let readers know the document is final and

|
|
>

L]

] Word Optiens | | X Exit Word




3. In the Signatures task pane, click the arrow and then click Remove

Signhature.

Signatures N

T Valid signatures:
nilaraye 6/1/20d
& Sign Again...

Signature Details...

Signature Setup..,

Rernove Signature

4. If you want to permanently remove the signature, click yes and then

click OK.

M

Remove Signature

\ ? ) Are you sure you want to permanently remove this signature? This action cannot be undane.




Digital Certificate for Microsoft Office Excel

Create a Signing Document

1. Click the Microsoft Office Button, point to Prepare and then click
Add a Digital Signature.

R

Prepare the document for distribution

Hew
Properties

Yiew and edit workbook properties, such

2pen as Title, Author, and Keywords,

Inspect Document

Check the workbook for hidden metadata

Save . .
ar personal information.

Encrypt Document

[necrease the security of the workbook by
adding encryption.

Save As k

Restrick Permission

Grant people access while restricting their  *
ability to edit, copy, and print. |

Print k

Add a Digital Signature

Ensure the integrity of the warkboak by |I |
S itinT nn o e

Prepare k |

€% Lo BE e

Send » Mark @ Press F1 for more help. |

Let readers know the warkbook is final and

Puklish make it read-anly.
Run Compatibility Checlker

Check for features not supparted by earlier
Close versions of Excel.

DReg NG AL QD

| £ Excel Options | | X Exit Excel




2. Click OK.

Microsoft Ofﬁc& Bucel w

Microsoft Office digital signatures combine the familiarity of 2 paper signing experience with the convenience of a digital format, While this feature provides
users with the ability to verify 8 document's inteqrity, evidentiary laws may vary by jurisdiction. Microsaft thus cannat warrant a digital signature’s legal
enforcezbility, The third-party digital signature service providers avalable from the Office marketnlace may offer other levels of digital signature assurance,

[ Don't show this message again

| Signature Services from the Office Marketplace... ‘

L)

3. Type the Purpose for Signing document in the Sign dialog box.

4. Click Sign.

r Sign @lﬂ

& 5ee additional information about what vou are signing. ..

You are about to add a digital signature to this document. This signature will not be
visible within the content of this document.

Purpose for signing this document:

I'm aprroving this document

Signing as:  nilaraye | Change...
Issued by: MET —

[ Sign ] | Cancel
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To View Certificate Information
1. From the Microsoft Office button, point to Prepare > View

Sighature.

! l;_-‘ ) - (- |3
b Prepare the document for distribution
E Properties
~ Yiew and edit workbook properties, such
Qpen as Title, Author, and Keywords.

== Inspect Document
T e . : . .
=7 Check the workbook for hidden metadata
or personal information

%]

=] Encrypt Document
Savens b ,__'_Jlj Increase the security of the workbook by
adding encryption,

Frt » Add a Digital Signature
- Ensure the integrity of the warkbook by
adding an invisible digital signature.
Prepare » ‘ View Signatures
| x=. | Werify the integrity of the workbook and ‘l
| see who has signed it.
Send 2| [
[ =3 Mark as Final
Let readers know the workbook is final and
Babilish ¥ make it read-only.
[El} Run Compatibility Checker
Check for features not supported by earlier
Close versions of Excel,

LR NP ETLL@

| 2] Excel Options | | X Exit Excel
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2. From the Signature Panel, click Signature Details.

| Signatures WL

-_3 Valid signatures:

nilaraye /3 1,52@

A Sign Again...
Signature Details...

Signature Setup...

Remove Signature

3. The Signature Details will appear click View then you can view

the signature information.

Certificate M

General | Details ]Cerﬁﬁcaﬁnn Path |

@,
Certificate Information

This certificate is intended for the following purpose(s):

»Ensures software came from software publisher
+Protects software from alteration after publication
*Protects e-mail messages

+ Allows data to be signed with the current time
»1,3.6.1.5.5.7.3.9

Issued to: nilaraye
Issued by: MET

Valid from 1/23/2010 te 1/29/2011

@ ‘fou have a private key that corresponds to this certificate.

12



Remove Digital Sighature from Office Document

1. You want to remove signature, Open document.

3. Click Microsoft Office button, point to Prepare and then click View
Signatures.

@

Prepare the document for distribution

& Properties
= Yiew and edit workbook properties, such

Open as Title, Author, and Keywords,

Inspect Document

g =7/ Check the workbook for hidden metadata

or persanal Information

=
i

== {fi=y Encrypt Document
ﬂ saveds b || ',L;L? Increase the security of the workbook by
-+

sl

[24]

adding encryption,

Add a Digital Signature

Ensure the integrity of the workbaook by
adding an invisible digital signature.

1
=
= |
=
-

Prepare F |

e

b ‘u'er'rﬁr the integrity of the workbook and
see who has signed it

View Signatures ‘l

- = Mark as Final
Let readers know the warkbook is final and
HNamT Bttt CF make it read-only.

EEF Run Compatibility Checker

i Check for featuras not supported by earlier
| | Clase versions of Excel,

|2 Excel Options | | X Exit Excel
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4. If you want to permanently remove the signature, click yes and then
click OK.

Signatures e

-.r-j Valid signatures:
nilaraye 6/1/ 20l
B Sign Again...

signature Details...

Signature Setup...

Ferove Signature I
I

8

Rermove Signature

\ ? ,} Are you sure you want to permanently remove this signature? This action cannot be undore.

14




Digital Certificate for Microsoft Office
Power point

Create a Signing Document

1. Click Office button, Point to Prepare > Add a Digital Signature
and then Click OK.

Prepare the document for distribution

FCERCEL
F

Hew
= Properties
~ @ View and edit presentation properties,
l_:/" Spen such as Title, Author, and Keywords,
g Inspect Document
Save % Check the presentation for hidden

metadata or personal information.

= T Encrypt Document
ﬁ savess b Increase the security of the presentation by
adding encryption.

Restrict Permission

Grant people access while restricting their  *
ability to edit, copy, and print.

@ Print 3
@ Frepare # | Add a Digital Signature

Ensure the integrity of the presentation by ‘l
adding an invisible digital signature,

Mark as Final
Let readers know the presentation is final

Send 3
187 pubiish  » and make it read-only,
Fun Compatibility Checker
— 3 Check for features not supported by earlier
Close versions of PowerPoint.

[@ PowerPaoint Options | IX Exit PowerPaoint
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Micrasaft Office Word w

Microsoft Office digital signatures combine the familiarity of 2 paper signing experience with the convenience of a digital format, While this feature provides
users wiith the ability to verify a document's inteqrity, evidentiary [aws may vary by jurisdiction. Microsoft thus cannot warrant a digital signature's legal
enforceability, The third-party digital signature service providers avalzble from the Office marketplace may offer other levels of digital signature assurance,

" Dor't show this message again

Signature Services from the Office Marketplace. . ‘ 0K |

[ sign (D[]

& see additional information about what you are signing. ...

Wou are about to add a digital signature to this document. This signature will not be
visible within the content of this document.

Purpose for signing this document:

!Fm aprroving this document i

Signing as:  nilaraye

Issued by: MET

[ Sign ] [ Cancel ]

2. Type the Purpose for signing this document in the Sign dialog
box. If you want to change signature ID click Change button
and then select you want to use the Signature ID then click OK.
and Click Sign button.
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To View Certificate Information
1. From the Microsoft Office button, point to Prepare > View
Signature.

_@nﬂﬂr CDE
Fi

Prepare the document for distribution

& Properties
= View and edit presentation properties,

Qpen such as Title, Authar, and Keywaords,

| == Inspect Document
Save (=7 Checkthe presentation for hidden
- metadata or personal information.

(=] Encrypt Document
saveds k| Increase the security of the presentation by

adding encryption,

t =Lr
Print o Add a Digital Signature
= Ensure the integrity of the presentation by
Q

WL

21l

adding an invisible digital signature.

View Signatures

Verify the integrity of the presentation and
see who has signed it.

LY

Prepare » |

Send k

Mark as Final
~ % Let readers know the presentation is final
El;é? Publish  » and make it read-only.
% Run Compatibility Checker
S Check for features not supported by earlier
|__| Close > rarsions of PowearPaoint,

[@ PowerPaint Options | IX Exit PowerPoint I

2. From the Signature Panel, click Signature Details.

Signatures b

?.; Valid signatures:

nilaraye 5/31/20]

B Sign Again...
Signature Details...

Signature Setup..,

Remove Signature

17



3. The Signature Details will appear click View then you can view the
signature information.

Certificate M

General |Detai|5 l Certification Path |

e
= Certificate Information

This certificate is intended for the following purpose(s):

sEnzures software came from software publisher
*Protects software from alteration after publication
*Protects e-mail messages

¢ Allows data to be signed with the current time

* 1.3 6. 1.5 5739

Issued to: niaraye
Issued by: MET

valid from 1/29/2010 to 1/28/2011

@ You have a private key that corresponds to this certificate.

OKooid
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Remove Digital Sighature from Office Document

1. You want to remove signature, Open document.
2. Click Microsoft Office button, point to Prepare and then click View

Signatures.

-u
]
G

Prepare the document for distribution

@ Properties
- Yiew and edit presentation properties,

Cpen such as Title, Authar, and Keywords,

== Inspect Document
. Check the presentation for hidden

Save == -
metadata or personal information.

| Encrypt Document
saveds b 2] Increase the security of the presentation by
adding encryption.

BT U O@

Add a Digital Signature
Ensure the integrity of the presentation by
adding an invisible digital signature,

Prepare F| Ij}a, View Signatures
X

Print 3

Gl

Ay

Yerify the integrity of the presentation and
see who has signed it,

Send Al === )
Mark as Final
~ = Let readers know the presentation is final
E! =.? Publish P and make it read-only.
@ % Run Compatibility Checker
— # Check for features not supported by earlier
Close & rersians of PowerPaint.

l@ PowerPoint Cptions | I}( Exit PowerPaint

o
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Signatures -

T Valid signatures:
nilaraye E,-"l,-"ZIE
B Sign Again...

signature Details...

Signature Setup...

Femove Signature

Fe

‘Remove Signature

\ ? ) Are you sure you want to permanently remove this signature? This action cannot be undone,

Yeg Mo

4. If you want to permanently remove the signature, Click Yes and then
click OK.
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