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Disclaimer

This document may not be reproduced as a whole or parts of it without the prior written and explicit consent of
LuxTrust S.A. Third party copyrights may exist for parts of this documentation. LuxTrust S.A. declines all responsibility
for direct, indirect, special, incidental or consequential damages to hardware or other damages somehow related to or
resulting from the execution of any advice given in this document. This document is provided “as is” and no provision
is made in terms of fitness for a particular purpose or applicability. By making use of this document the user accepts
using it to its own risk and understands that this document could not be provided without such limitations.
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| Before starting

.1 Elements which are necessary before starting with the configuration
You can only sign Word Documents with a Signing Stick or a Smartcard.

Signing Stick Users please check if the Signing Stick is correctly connected to your PC and the Gemalto Middleware is
running.

Smartcard Users, please check if the Reader is correctly connected to your PC and the Smartcard is in the Reader
and the Gemalto Middleware is running.

Il Signin Word 2010

Open a Word Document which one, you want to sign.

Select with the Mouse the Menu « Insert » (see red Arrow in the Figure.1) and click then on « Signature Line » (see
blue Arrow in the Figure 1).
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.1 « Signature Setup »

If you see this window, click on “OK”. (see red Arrow in the Figure 2)

Microsoft Word ‘

Microsoft Office digital signatures combine the familiarity of a paper signing experience with the convenience of a digital format. Whilaglaia 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 digi ature service providers available from the Office marketplace may offer
other levels of digital signature assurance.

|| Don't show this message again

| Signature Services from the Office Marketplace. .. | [

Figure 2

In the Window " Signature Setup " enter your name (see red Arrow in the Figure 3), your fonction (see green Arrow in
the Figure 3), your e-mail address (see orange Arrow in the Figure 3) and click on « OK » (see blue Arrow in the
Figure 3)

r —
Signature Setup &Iﬂ
Suggested signer (for example, John Doe):
TEST

Suggested signer's title (for example, Manager):
Example

Suggested signer's e-mail address:
info@luxtrust.lu

Instructions to the signer:

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

[7] Allow the signer to add comments in the Sign dialog
Shaw sign date in signature line

- [ oK ] [ Cancel ]

Figure 3
LuxTrust S.A. T +352 26 68 15-1 IVY Building www.luxtrust.lu 3/5
F +352 26 68 15-789 13-15, Parc d‘activités TVA : LU 20976985

V1.0 E info@luxtrust.lu L-8308 Capellen R.C.S. Luxembourg : B 112233



rLLLIXTrll_IET Sign Word documents
=

.2 Insert the Signature

Click with the right mouse button in the blue square,(see red Arrow in the Figure 4) then klick in the menu on
« Sign... »(see blue Arrow in the Figure 4).

o || |
e
X allzz@em 2 Lh LG
- —ETTem tF -
TEST
Example
#&  Cut
| n .
1 Sa  Copy
Figure-41 [{, Paste Options:
=]
‘,’a sign..
I.LII
Figure 4

.3 Save the document

This step is just to make by users, who havn't yet saved the document. Click on « Yes » to save it where you want to
have it saved.

.4 «Sign »

The Name of your company (see red Arrow in the Figure 5) or select an image you want to use containing your

symbol for example, (see green Arrow in the Figure 5). Click on: « Change » (see orange Arrow in the Figure 5). After
having done the changes, click on « Sign » (see blue Arrow in the Figure 5).

r o |
Sign B
o See additional information about what you are signing. ..
Before signing this document, verify that the content you are signing is correct.
Type your name below, or dick Select Image to select a picture to use as your
signature:
X TEST _ Select Image. ..
B | TEST
Example
Signing @s:  Maurice Hellers

Issued by:  LuxTrust Qualified CA

I
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Figure 5
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1.5 Enter the PIN Code

Enter the PIN Code which correspond to your Smartcard or Signing Stick (see red Arrow in the Figure 6) and click on
« OK » (see blue Arrow in the Figure 6). Your document will be signed and saved automatically.
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.6 Signed document
The document is signed (see Figure 7).
F W |
25f01f2012
3 x TEST o
TEST
Example
Signed by: Maurice Hellers
L A Al

Figure 7

A signed Document will loose the Signature once you make changes in it .
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