
 

 

  

Instructions 
How to order a Signing Server 
Token ? 

Document reference: 
UG-0101 

Date issued:  
09/02/2018 

Version: 1.0  
 
 

LuxTrust S.A 
  IVY Building | 13-15, Parc d’activités | L-8308 Capellen 

Luxembourg | VAT LU 20976985 | RCS B112233 
Business Number N°00135240/0 

Phone: +352 26 68 15 – 1 
 Fax: +352 26 68 15 – 789 



Instructions UG-101 
 

LuxTrust proprietary  Page 2 
 

 

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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1. Order form on the LuxTrust Website 
Enter the following address https://www.luxtrust.lu/en in your Internet browser. 
Click please on Token « Order Now ». 
 

 
 
 
Select the product you want to order. (PRI or PRO) by clicking on « Order ». 
For more information on the Token types, please visit https://www.luxtrust.lu/en/simple/245.    
 

 
 
 
 
 

https://www.luxtrust.lu/en/simple/245
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2. Important Details before starting your order 
Please read carefully the shown information before you start with your order.  

Once you have read all the information, please tick the box “I’ve read and accepted the 
given information” and click on “START ORDERING NOW”.  

 
Enter the verification code, and then click on “Validate”.  

 

If you cannot read the verification code, click on the “Refresh” image  right to the 
verification code, to obtain a new verification code. 
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3. Order form 
 

Step 1 – Data displayed in the certificate 
 

• Complete all mandatory fields marked with an asterisk (*). 

• In the first section of the order form, enter your name, surname and nationality as 
indicated on your proof of identity or passport. 

• You can enter one or two of your e-mail addresses which will then be included to your 
certificate details and which can then be used to sign emails. 
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ADDITIONAL DATA FOR TOKEN PRO ONLY 

Select the type of holder (certificate owner) of the certificate. Please note that a certificate 
administrator may revoke any certificate issued to a client of the same company without the 
consent of the holder. 

Enter the company name and the country in which its head office is located. 

It is mandatory that you enter a VAT number*, an RCSL number ore an other number. For 
more information about the reference number, please go to eTVA or RCSL by clicking on the 
link. 

 

 

 
 Step 2 – Data that is not displayed in the certificate 

 
Complete the mandatory information as indicated by the red asterisk (*).  

Please enter your date of birth, a first activation code of 5 digits, your telephone number 
as well as the payment method.  
 
The first activation code is not the Password or User ID. 
 
You have the option to publish the certificate in the LuxTrust directory. 

Please choose the payment type on clicking on normal rate or voucher: 
 
o If you click Normal Rate, the standard price applies.  

o If you have received a voucher from your company, bank or administrative office etc., you   
can choose VOUCHER to order your Token for free. The VOUCHER code is only valid for 
the LuxTrust product that it has been issued for and may only be used once.  
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ONLY FOR TOKEN PRO 

Enter the company telephone number and e-mail address (optional).  
Click than on “Next”. 

 

 
 

 
Step 3 – Address management 

• Complete the mandatory information as indicated by the red asterisk (*). 

• If you would like your order to be shipped to another address, (delivery address) as 
the billing address so please tick the box “Dispatch to another address” which will 
open a new section to enter another delivery address. 

• Please make sure that the recipient name or company name is clearly indicated on 
the letter box to avoid delays in the delivery. 

• Click subsequently on "Next". 
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ADDITIONAL INFORMATION FOR TOKEN PRO 

If you have a VAT identification number, you can specify it here. This is necessary for the 
exemption from the VAT; otherwise you would be charged the Luxembourg VAT without the 
possibility of a subsequent correction.  
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Step 4 – Choosing the registration authority 
 
In this step you can choose a registration authority, which in most cases is a Luxembourgish 
financial institution with which you are already an identified customer. 
If you are not an identified customer with one of these registration authorities, you have to 
choose the first option “I am not a customer at one of the registration authorities”. 
Proceed to the next stage using the “Next” button.  
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CUSTOMERS NOT RESIDING IN THE GRAND-DUCHY OF LUXEMBOURG 

LuxTrust allows the identification of customers not residing in Luxembourg through a notary 
and a certificate (apostille) in accordance with international regulations in this area. It requires 
the production of the following documents: 

- A copy of the identity card or passport of the person concerned, duly authenticated by a 
notary. 

- This copy must be provided with a certificate (apostille), as defined by the Hague Convention 
of 5 October 1961 for the legalization of a public document and the certification of the 
authenticity of the signature of the person who signed document (in this case the notary), the 
capacity in which the signatory has acted and, where appropriate, the identity of the seal or 
stamp which it bears. 

The copy of the identity document and the apostille must be legible according to the standards 
applicable to Luxembourg (alphabet, language …). The customer must then add these 
documents instead of the signed copy of the identity card required by the normal procedure 
and send his file, including these documents, to the Luxembourgish Chamber of Commerce.  

 
 Chambre de Commerce / House of Training 

Service Espace Entreprises 
7, rue Alcide de Gasperi 

L-1615 Luxembourg 
 

Phone: 42 39 39 – 341, Fax: 43 83 26, Email: luxtrust@cc.lu 
Monday to Friday from 8:30 a.m. – 5:00 p.m. 

 
Concerning the payment details please get in touch with the Chamber of Commerce. 

mailto:luxtrust@cc.lu
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Summery 

Review your entered data 

If you need to correct your data, click on “Back”, otherwise enter and confirm your e-mail 
address to which a copy of the order form will be sent. 

Then tick the box to accept the general conditions of sale and click on “Validate”. 

To view the general conditions of sale, click on the link “I have read and accept the general 
conditions of sale”. 

 

 
Payment 

You can pay by online payment (credit/debit card) or bank transfer:  

Click on « Next ». 

 

If you chose online payment (credit/debit card), please follow the instructions from SaferPay 
and click on “BUY” on the last screen once you have filled in all you credit card data.  
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Order confirmation 

Your order has been accepted once you see this screen and you will now receive a 
confirmation email with the necessary information for the next steps. 
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