1-0.   USING APPROVEIT PLUG-IN WITH MS EXCEL.

1-1.  Understanding the Menu Bar.
The menu bar for ApproveIt is the same as the menu bar for Word.  When Excel is opened, you will see the following:
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The highlighted areas on the menu screen above will show the ApproveIt commands.  If you cannot locate the icon buttons, go to View, select Toolbars, and select ApproveIt for MS Office.  This will activate the icon toolbar.

If you click on ApproveIt, you will see the following commands:



ApproveIt Command Buttons
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1-2.  The “Approve” Command.
The Approve command is the first command in the pull down menu of ApproveIt.   It is important not to sign an Excel document until you are ready.  If you require more than one signature, make sure all the data is validated before you sign.  Send the file to all concerned for their review before you finally have them sign.  Once you sign and save the document, you will not be able to alter any text.  ApproveIt has a secure authentication feature that protects the entire document once it is signed.  All text above the previous electronic signature is protected from tampering.

1-3. The Signature Phrase in Excel.
In order to sign electronically, you must use the following phrase in sequential signing as in Word:

{SIGNATURE1}  - To insert one signature into the Excel Document

{SIGNATURE2}  - To insert second signature into the Excel Document

{SIGNATURE3}  - To insert third signature into the Excel Document

You can place as many signatures as you need.  Make sure that you set up the number of signatures and names of personnel who will be signing before you transport electronically the document for signing via MS Exchange or MS Outlook.  Example of three signatures within Excel:

{SIGNAURE1}

JOHN L. SMITH

CHIEF, NRO-E

{SIGNATURE2}

NORA L. MARTINEZ

CHIEF, NRO BUDGET
{SIGNATURE3}

ROBERT L. GOMEZ

RM BUDGET

Follow this instruction to insure proper procedure in signing Excel Spreadsheet documents.  Verify the individual who will sign a document has ApproveIt on their desktop.  Is their electronic signature capture (.cps) on file?  Can their signature capture file be accessed?  If this is not true, they cannot sign.  Do not a send final product to other personnel until the designated individuals have signed, and finalized the document.  You should normally prepare and route the spreadsheet in the order of signature priority.

The procedure for signing documents in Excel is similar to signing documents in MS Word.  

Note:  Within Excel you can not print in HTML (HyperText Markup Language).  

1-4.  Signing in MS Excel with ApproveIt.
When your spreadsheet is ready for all signatures, move to the top of the screen and select ApproveIt.  The drop-down command will include “Approve”.  You will be prompted to enter your password.  Type password.  The next dialog box will verify whether your password is correct or not.  If your password was correct, you will see your signature in a dialog box.  If it is wrong, it will inform you that it was incorrect.  Re-enter it.  If you totally forget your password, contact your System Administrator and request a new .CPS file.

The following procedure is used to set up the signature blocks in Excel:

ePersona will ask for Password.
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If an incorrect password is generated, you will see the following.

[image: image7.png]S°File Edit Wiew Inset Format Tools Data Approvelt Window Help
DBEEGRY[IBBI (o (@& =/ 412 i @B o -[@)]

arisl -0 -8 7 U B %%, 8% " -
ER AV I =1
A | B | ¢ | D [ E [ F G | H 1 | J kK L WM | N |
1
2
3 3
4 1
5 \AlInput signature from ePersona File
6
7
8
9 Signature Window
" ok
11 |
12
13 Cancel

15

16 ,é@'/mﬂl Szt

17

18 Preferences.

Comments

Replace Phrase

F3 [(SIGNATURET}
27 Change.

yosoui

(/¥ »il\ Sheet1 {Sheet2 / Sheet3 [« I B
Ready =" oNoM T





 Correct password opens your .cps file, and a true signature is viewed.
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With the correct password, the signature is dropped into the document after you click on OK.  Important:  Provide for enough room in your cell field for the signature block or seal, otherwise, the signature will appear small when printed.  This can be corrected by doing the following:

Using your mouse, highlight the number of cells you feel you will need to place your signature inside.  This could be four up and four across.  You decide.
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Go to the Format command in the tool bar area.  Click on Format.  Click on Cells.  Under Cells, select Alignment.   Under Text Control, place a check mark in Merge Cells.  Then click OK.  You will notice that a box has been designed like the following:
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Inside the box, you need to type in the phrase {SIGNATURE1} or whatever number of signatures you may need.  Repeat the cell process for your name, title, and date.
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You are now ready to insert your signature by clicking on ApproveIt, and selecting Approve. Type in your password, and click OK.  You will see the following:


When you click outside the cell, the engraved gray seal will appear.  Notice that the merging of the cells into one large cell has provided room enough for you to insert your signature.  If you do not do this, your signature will drop into one small cell, and hard to read.  Make sure you save your work after you sign.


To view the seal, go to ApproveIt menu; click on command Verify Approval.  This will provide specific information on who signed, when, and if they did it at their desktop. If you happen to see the same name inside Signed by and User Name, this is your indication that the user at his or her desktop signed the document.

To this point, you have learned how to bring down your signature into a document using Excel.  Once you have signed off, you can save to your desktop, and forward to the next person for signing.  Once the cycle is complete, the last initiator will send all parties involved a finalized copy with all signatures.  This will be done using the LAN connections, forwarding the Excel file as an attachment.

If you have more than one signer on an Excel document, you can view them by opening the  “Verify Approval” in ApproveIt.  Click on each signature to view information like date, and time signed.  It is the same process as in MS Word.

1-5.   Routing the Excel Document with ApproveIt.

When routing an Excel document, include as an attachment in mail merge in MS Outlook or MS Exchange. Determine the routing order for this effort with the Exchange or Outlook Address Book.  Explain in your message an electronic signature is required.

1-6.  Opening a Routed Excel Document with ApproveIt.

Open an Excel document as you normally do in the e-mail system.  Always use the ApproveIt command  “Verify Approval” to screen your incoming document.  The command will review the entire document to validate its authenticity.  Has the data or text been tampered?  If the file has been tampered, you will see the following message:

“Document has been modified.”



This is a warning not to accept the document.  Printing any signatures and text will not be possible.   Send the file back to the originator.  

If the document is true, it will display the following that the document has not been modified, and is original.  Signature plate can be viewed in the audit trail and physical printing of the signature is possible.



By validating, you can continue with signature signing, saving, and printing of the electronic signatures.  If you have a modified document, ApproveIt will inform you that you cannot print signatures.

1-7.  Printing an Excel Document with ApproveIt.
The ApproveIt Secure Print command allows you to print your approved document with a visible physical signature.  The signature plate appearing on your screen is replaced on printout, with your actual signature, as example below:


Sincerely,




INCLUDEPICTURE  \d  \z "file://C:\\My Documents\\DawnSmith.gif"


If you attempt to ApproveIt Print your document before it is approved, or if it has been modified after being approved, you will be given a notification warning, and this Print command will be ignored.  

To print non-approved documents, use the standard Microsoft Word’s or Microsoft Excel’s File Print command.

When you are ready to print an Excel document, DO NOT use the MS File option.  If you do, you will print the signature seal and not the true signature.   You must use the ApproveIt Secure Print command.




1-8.  Authenticate Command in MS Excel.
The Authenticate command in ApproveIt is very powerful.  It reviews your document to insure no tampering has occurred during the transmission of the specified document.



You can immediately authenticate your document and confirm whether any changes were made previous to the last approved.  If you attempt to execute this command on a document that has not gone through the approval process, you will be notified with a message that “This file has not been approved”.

It is noteworthy to mention that if you alter an approved document and then restore it to EXACTLY the original state, ApproveIt Authenticate will accept the file as unmodified.  This is called re-validation.

1-9.  Batch Operations in Excel.
Batch operations within Excel are similar to batch processing with MS Word.  Again, make sure each spreadsheet to be signed has enough room for your signature element.  This is for the quality of the signature structure.  Go to ApproveIt, click on Batch.  Select the files you want to approve.  It is simple, and effective.
1-10.  Undo Last Approval in Excel.
The undo last approval command in MS Excel is used when you find that data in the spreadsheet was incorrect, and signing the document should be delayed until the correction has taken place.  Once you save a document, you cannot undo the approval.  The signature becomes permanent.  Always generate a backup file by clicking on the “Save Unsigned Copy” in ApproveIt.  If you sign the original, save it, then find a mistake, you cannot correct any text in the file.  You must redo, and destroy the old file. This is why you need a backup copy. Once you sign, and save, the signature plate becomes a permanent part of the document or letter.

The “Undo Last Approval” command is located in the ApproveIt menu.


1-11. The Configure Command in EXCEL.
Once the Configuration commands are set, do not make any changes unless you inform your  assigned System Administrator.  Any unqualified changes could degrade software performance.
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DAWN SMITH





Budget Analyst, IOD





Date:  {DATE1}





Actual Signature when printed





Use the ApproveIt Secure Print command to print true signatures on paper.





The Authenticate command


Authenticate All Signed Documents.





Use the Undo Last Signature command if you need to re-edit a signed document.  Save the file before you sign again with ApproveIt.
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