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1.0 Version Control 
Version: 1.0  (Author) Issued By: David Office 

Issued Date: 29/03/2021 Review Date: 29/03/2022 
Document Owner: David Office Document Number ISOP001 

 

Approved By: Clint Milnes Position: Chief Information Officer 

Signature: 
 

Approved Date: 29/03/2021 

 

2.0 Document Revision History  
Version Control Note: All documents in development are indicated by minor versions i.e. 0.1; 0.2 etc. 
The first version of a document to be approved for release is given major version 1.0. Upon review the 
first version of a revised document is given the designation 1.1, the second 1.2 etc. until the revised 
version is approved, whereupon it becomes version 2.0. The system continues in numerical order each 
time a document is reviewed and approved. 

Version 
Number Date Author Title Status Comment/Reason for Issue 

0.1 29/03/2021 David Office Initial Draft New Procedure 
1.0 29/03/2021 David Office Approved Procedure approved 
1.0 29/03/2021 David Office Released Procedure released 
     
     
     
     
     
     

 

2.1 Document Status 

This is a controlled document. Whilst this document may be printed, the electronic version posted on 
the intranet is the controlled copy. Any printed copies of this document are not controlled. 

As a controlled document, this document should not be saved onto local or network drives but should 
always be accessed from the intranet. 
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4.0 Introduction 
Digital signatures provide the facility for Winn Group to sign documents with a Digital signature, in 
lieu of printing out and physically signing documents.  In order for employees to sign internal 
documents, the employee must create their digital signature.   This procedure details the steps 
necessary to create a digital signature. 

5.0 Creating the Digital Signature 
1. Log onto your workstation as usual.  If you are working remotely, then you must logon to 

Remote Desktop Services. 
 

2. Click on the Start button  

 
 

3. When the start menu opens, type Manage user certificates 
 

4. Click on Manage user certificates 

 

  



Creating Your Digital Signature 
Certificate INTERNAL Version: 1.0 

 

Issued Date: 29/03/2021 INTERNAL Page 4 of 13 
 

5. The Certificates – Current User window is launched 

 

6. In the left-hand pane, Expand Certificates – Current User  Personal  
Certificates. (Please note: you will see different information in the right-hand pane) 
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7. In the right-hand pane, in the white space, right-click.  From the menu presented, select 

All Tasks  Request New Certificate… 
 

 
 

8. The Certificate Enrollment wizard is presented.  Click Next 
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9. On the Select Certificate Enrollment Policy window, ensure Active Directory 
Enrollment Policy is selected.  Click Next 
 

 
 

10. On the Request Certificates window, select Winn Digital User Signature Only.  Click 
Enroll 
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11. The certificate will be created, this will take a few seconds.  Once created click Finish 

 

12. The Certificates – Current User window is displayed.   Check that you now have a 
certificate in the right-hand pane that matches your name 

 

 



Creating Your Digital Signature 
Certificate INTERNAL Version: 1.0 

 

Issued Date: 29/03/2021 INTERNAL Page 8 of 13 
 

13. Click Close on the Certificates – Current User window 
 

 
14. Your signature is now created on your workstation.  You will only have to recreate your digital 

signature should you be provided with a new workstation. 
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6.0 Using the Digital Signature 
On occasion, you may receive a document to sign as part of your employment with Winn Group. 
If you receive such a document: 
 

1. If the document was emailed to you, save the attachment to a suitable location. 
 

2. Open the document 
 

3. When the document opens, it will indicate that it is a document that needs to be signed, and 
there will be a signature box within the document. 

 

 
 

4. Double click in the signature area.  You will be presented with the window to sign the 
document 
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5. If the Signing as area DOES NOT show your name, then Click on Change… 

 

 
 

6. The Windows Security dialogue box is displayed. Select More choices 
 

 
 

7. Select the certificate that contains your name/email address.  Click OK 
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8. The Signing as area now shows your name 
 

 
 

9. Type your name next to the  X 
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10. Click Sign. Your signature will be confirmed 
 

 
 

11. The document is then marked as final, and cannot be edited.  Tis is confirmed with the 
following message: 
 

 
 

12. The Signature area will now contain your name and date.  This indicates the document has 
been digitally signed. 
 

 
 

13. Return the document to the INTERNAL sender.  Digital signatures will not sign documents 
intended for external recipients.  Should you attempt to edit the document once signed, the 
signature will be removed, and you must re-sign the document.  
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7.0 References 
The following documents will provide additional information: 

Doc Reference Number Title 
  
  
  
  
  
  
  

 

This document has been prepared using the following standards and their applicable controls as 
reference:  

Standard Control Description 
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