Using the ApproveIt Tool Bar in Word
When MS Word is launched, the following is displayed:
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° Approvelt Command Button will be seen in the menu area on top. Inside the tool bar area will
be Icons with commands for Approvelt . The Approvelt icon can be moved anywhere on your
screen. Use either one to process the signature. If you do not see the Icons on your tool bar, go
~| to View. Under toolbars select Approvelt for MS Office. It will then place it on your screen.
Note: Insure your system administrator has established your signature (.CPS) file in the
_ configuration area of Signature Input tab before you try to sign a document. Ifit is not done,
you will not be able to sign your electronic signature. 5
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ApproveIt Command Buttons will be displayed in the menu area. Inside the tool bar area will be Icons with commands for ApproveIt .  The ApproveIt icon can be moved anywhere on your screen.  Use either one to process the signature.  If you do not see the Icons on your tool bar, go to View. Under toolbars select ApproveIt.  It will then place it on your screen.

Note:  Insure your system administrator has established your signature (.CPS) file in the configuration area of Signature Input tab before you try to sign a document.  If it is not done, you will not be able to sign your electronic signature.
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