What Signature Phrase Do I Use in Sign Documents 

In order to use ApproveIt inside Word, you have to set up a command ApproveIt will understand in order to insert the signature in the right location.  A default has already been set for the program to work . You must use the right and left delimeters, { } for this to work.  Do not use brackets [ ] . The replacement phrase is SIGNATURE, and must be in capital letters.

When using ESMIS, the phrase to be incorporated is:

{SIGNATURE1}   ----  if only one signature is required.

{SIGNATURE2}   ----  if second signature is required within the document.

{SIGNAUTRE3}  -----  if third signature is required within the document.

An Example of one signature in a word document would be:

Note:  If you wish to add a date anywhere in the document along with the signature, use the replacement phrase {DATE1}, {DATE2}, {DATE3}, etc. by each associated signature.  When they sign, both date and signature drop in automatically.





{SIGNATURE1}






MARIO M. CORREA






Director, IO {DATE1}

An Example of two signatures in a word document would be:

{SIGNATURE1}






MARIO M. CORREA






Director, IO {DATE1}






{SIGNATURE2}






PABLO PADILLA






Deputy Director, IO {DATE2}

An Example of three signatures in a word document would be:

{SIGNATURE1}






MARIO M. CORREA






Director, IO  {DATE1}





{SIGNATURE2}






PABLO PADILLA






Deputy Director, IO {DATE2}
{SIGNATURE3}






SHARON A. REESE






Chief, IO-M {DATE3}
You can use as many signatures as you require, just make sure you have a number after “SIGNATURE “  Signatures are normally done in sequence.  Make sure  you spell  “SIGNATURE1” correctly.   If you mis-spell phrase words, ApproveIt will not position

or open the phrase correctly.

