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How to sign a file using approve+

o After logging in you will see Documents Requiring Approval listed on the left
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* Electronic signatures

e Open any of the listed files for approval by clicking on them.
e The approval button will allow you to start signing the document.
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Appr¢ Please enter any extra comments you may have regarding
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e You may navigate around the document using the buttons at the top right of the
screen.
e Select the 'go to signature' button to go to where your signature(s) is required.
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Please review the document and complete
the signing process by typing your name in
the signature box below and then pressing
the sign button.
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You must then type your name and click sign to sign the document.

piace(s). You nave currenuy signea nv
times.

Please review the document and complete
the signing process by typing your name in
the signature box below and then pressing
the sign button.
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Go to signature
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Signed on 23-08-2018 @ 08:21:21

Once you have signed in all the places required of you then you will receive an email
confirming this.

Once the document has been signed by all signatories then it will be marked as
approved.



