Batch Signature Signing of Multiple Documents in MS Word.
The ApproveIt menu has a function called “Batch Functions”.   This function is used if you want to sign more than one document at a time.  If you share a drive with your supervisor, and want to have the capability to place multiple documents for him or her to sign, this function will be a great benefit.

In the ApproveIt Menu, click on Batch, then “Approve” to activate.
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The Batch Approve will generate a dialog box that requests where your documents are located.
You select them as a group. When you locate the appropriate drive and directory where your
correspondence is located, select the files, and hit the add button to move down o the “Files to
be Approved” area. If you make a mistake on the file name, you can use the Remove button to
delete. An example of the dialog box you might see is listed below.
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The Batch Approve will generate a dialog box that requests where your documents are located.  Select them as a group.  When you locate the appropriate drive and directory where your correspondence is located, select the files, and click the add button to move down to the  “Files to be Approved” area.  If you make a mistake on the file name, you can use the Remove button to delete.  An example of the dialog box you might see is listed below.  



Once your files are added, Click OK.

The next dialog box will be your password screen.  Enter your password, and the next dialog box will contain your input signature from the captured file. Click OK.
Each file will be processed in the order of selection and signed.  As each document is being processed you can see the file name at the top of the screen.  A dialog box will display “Processing document – please wait”.  Once all have been signed, word will save each file.

After the process is complete, you will see a dialog box that will say “Number of documents successfully approved  xx”.  The number will vary.  If there is a problem during the process, you will be informed on the screen.

Use the Secure Print function to print all files that were signed to a selected printer.  Follow instructions on the screen to finalize the process.  Remember that the documents will not be printed unless ApproveIt authenticates them as not being modified.

The Verify Approval function is similar to the Batch Approve.  You will have to select the files you wish to authenticate. The “Verify Approval” command adds your files and will inform you of the number of documents authenticated. 

