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I changed organizations.

Is your new organization and/or company using the same Notarius digital signature
solution as your previous organization and/or company?

Before starting, please ensure to have the following:

¢ Administrative rights to install the required software on your new
or additional computer.

¢ A photo or a scanned image of your handwritten signature in (JPEG, GIF, PNG
or PDF) format.

Select your current situation from the choices below:

1. 1 have access to my computer where my digital signature is configured.
2. I no longer have access to my previous computer where my digital
signature was configured.

1.1 have access to my computer where my digital signature is configured.

We will verify that you have your digital signature certificate (.epf file).
Then, we will update your information and configure your signature’s visual aspects.

Follow these steps:

If you will be signing from the computer where your signature is already set up,
go directly to step 2.

If you are changing computers, complete Step 1.
Step 1: We will transfer your signature certificate (.epf file) to your new computer.

From the computer where your digital signature is configured:
a. Go to the search tool on your computer.
b. Search for .epf and select the corresponding .epf file.
i Generally, this file will be named as follows: Name, First Name - Member Number.
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¢. Transfer the .epf file via email, the Cloud, or a USB key to
install it on your computer later.
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d. Onyour new computer or additional computer, access your .epf file.

USB Drive (D:)

Home Share View
™ « > USB Drive (D) v B
&= Pictures " [_ Narne
) [v! 5} Noah Lambert

+ Copvia Duaton AcceésAncienP(

MacOsBigSur
OldPCAccess

@ Creative Cloud File



e. Place the .epffile in the location of your choice.

Step 2: Install the required software and activate your digital signature certificate
(.epf file).

On your computer or your new computer:

a. Ifit has not already been done, download CertifiO Suite and CertifiO Manager.
A *CertifiO Suite includes ConsignO Desktop and Entrust ESP (EESP) software.

b. Install CertifO Suite and CertfiO Manager*.

A * Installation rights are required on the workstation. If you don't have them, ask your IT department to grant
them or install the software.

c. Ensure that you have the .epf file corresponding to your signature on your
computer's hard drive.

d. Open the .epf file. A user session will now open and invite you to enter your digital
signature password.
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e. Enter your password and click OK.
f. An Entrust session will now be open on your computer.
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https://www.notarius.com/en/resources/download

Step 3: Now, let’s update your personal information.

Using your Web browser:
a. Connect to your Notarius account by clicking here.
b. Select the corresponding .epf file to connect.
c. Click on the My contact information tab.

My account

My contact information My subscriptions My invoices

Edit your contact information as needed in the fields below and click Save changes.
Tide @ Mr.
O Ms.

First name and last name ~ Noah Lambert

* Work email | noah.lambert@notarius.com

d. Update your personal information and your professional and secondary email.
e. Click on Save modifications.

f. An email will be sent to you confirming the requested changes.
i *Be sure to add support@notarius.com to avoid the email going into your spam or junk mail.

g. From your email inbox, please confirm your new email.

If you have already paid for your subscription, go to step 5.

Step 4: Update your billing information in Step 4.

a. Always from your Notarius account:
b. Go to My subscriptions.
c. Select your product.

Renewal Notice

gilled to

d. Click Renew my subscription.
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My account

My contactinformation My subscriptions | My invoices

My Accoun

Subscription

Member 10 Status start date End date Billed to

oiq2301200 active 2020-01-23 20200314 Credit card (000C)000CI000-0050)
Save changes

| Renew my subscription h«

Digital signature

Recover my digital signature

Revake my digital sgnature

Update my security questions

" Queston1  -Select

* answer

e. Select your method of payment and click Next.

Update credit card detaits

.

A If your organization has an account with Notarius, you can transfer the invoice to them by choosing Invoice my

organization by selecting it from the drop-down menu.

My account

My contactinformation | My subscrptions

Renew

Method of payment

e

f. Check the invoice and agree to the terms of purchase, then click Submit.

My subscriptions

Renew

Please verfy the information below and read the terms of purchase. Click Next to continue the transacton.

1 - Purchase details

Fee details Subtotal

Subscription - Digital Signature - 01Q £185.00 CAD

50.00 CAD

Subtotal: $185.00 CAD
(GST (B41763444RTO001): $9.25 CAD
QST (1219300456TQO001): $18.45 CAD
Total: $212.70 CAD

2 - Accept the conditions of purchase

¥ L acknowledge having read and understood these terms and conditions and agree to abide by them.

From now on, I authorize Notarius to automatically charge my credit card for renewal and transaction fees, and understand I can opt out at any time through

150 9001 3nd 150 2700 Certied Allights reserved © 2020 Notariu Tnc.
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g. Enter your payment information in the secure platform and click Submit.
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Card Type *
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Enter the CVV (verification) code on the back of your credit card and click Pay Now.
Verify your transaction receipt.

Step 5 : Configure the visual aspects of your signature.

On your new computer or on your current computer, if you have not already done so,
configure your signature’s visual aspects:

a.

— —.
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Ensure that you have a photo or a scanned image of your handwritten signature in
(JPEG, GIF, PNG or PDF) format.

Open the ConsignO Desktop application.

Go to Edit.

Select Signature appearance wizard.

Choose the From a scanned image or a photo of your signature option.

Select your scanned or photographed handwritten signature image file.

Adjust image style and information in 3 steps.
i If you have specific requirements, go on Signature appearance creation wizard.

Click Save.
Ensure to name your signature.
Click OK to close the window.

Your digital signature is now configured with your new organization and/or company.

2.1 no longer have access to the previous computer where my digital
signature was configured.
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Step 1: If it has not already been done, download CertifiO Suite and CertifiO
Manager.

To continue:
a. Download CertifiO Suite and CertifiO Manager.
A *CertifiO Suite includes ConsignO Desktop and Entrust ESP (EESP) software.
b. Install CertifO Suite and CertfiO Manager*.

A Installation rights are required on the workstation. If you don't have them, ask your IT department to grant them or
install the software.

Step 2: We will now update your personal information.

a. Follow these steps:

b. Go to the follow page.

c. Enter your PREVIOUS business address and confirm that you are not a robot; an
email will be sent to your secondary address AND at your previous business email

address.
I. If you do not have access to either of these options, contact our Customer Service team.
d. Go to the email inbox for your secondary email address and click on Access my
account.

Confirm that you are not a robot.

Respond to the 3 security questions.

Click on the tab My information.

Update your personal information and add your new professional email address.
Click on Save modifications.

An email will be sent to you confirming the requested changes.
A *Be sure to add support@notarius.com to avoid the email going into your spam or junk mail.

k. From your email inbox, please confirm your new email.

R

If you have already paid for your subscription, go to step 5.
Step 3: Update your billing information.

Always from your Notarius account:
a. Go to My subscriptions.
b. Select your product.


https://www.notarius.com/en/resources/download
https://certifio.notarius.com/certifio/public/auth/sq-login.xhtml
https://support.notarius.com/en/contact/
mailto:support@notarius.com

My account

My contact infarmat My subscriptions My invaice:

Renewal Notice

Member ID Autharized by Billed to End date Status
0iq230120¢
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C. Click Renew my subscription.

My account

My contact information My subscriptions My invoices

Subscriptio

Member 1D status Start date End date Billed to
0iq230120c Active 20200123 20200314

Credit card (XO00K-XXXK-XXKX-0050)

Updale credit card details

My Account
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Digital signature

Recover my digital signature Revoke my digital signature

Update my security questions

* Question 1 Salect

* Answer

d. Select your method of payment and click Next.
i. If your organization has an account with Notarius, you can transfer the invoice to them by choosing Invoice my
organization and selecting it from the drop-down menu.

My account

Renew

Method of payment

e
e. Verify the invoice and the payment method and click on Submit.
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My contact information My subscriptions

Renew

Please verify the information below and read the terms of purchase. Click Next to continue the transaction.

1 - Purchase details

Fee details Subtotal
Subscription - Digital Signature - 0IQ $185.00 CAD
Sign up - Digital Signature - 01Q $0.00 CAD
Subtotal: $185.00 CAD
GST (841763444RT0001): $6.25 CAD

QST (1219300456TQ000L): $18.45 CAD
Total: $212.70 CAD

2 - Accept the conditions of purchase

¥l I acknowledge having read and understood these terms and canditions and agree to abide by them

From now on, I authorize Notarius to automatically charge my credit card for renewal and transaction fees, and understand I can opt out at any time through

My Account.
Cancel
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Enter your payment information in the secure platform and click OK.

Enter the CVV (verification) code on the back of your credit card and click Pay Now.
Verify your transaction receipt.

Disconnect.

Step 4: We will now recover your digital signature (.epf file).

Follow these steps:

a.
b.

T oo

Go to notarius.com/recover.

Enter your new professional email address associated with your digital
signature.

In your mailbox, you will receive an email * from support@notarius.com. Open it.

i. Check your unwanted emails (SPAM).
il. Make sure to add support@notarius.com to your contacts to avoid our emails going to SPAM.

Click on Recover your digital signature.

Confirm that you are not a robot!

On your browser, answer your 3 security questions and click Next.
You will receive an email indicating your reference number.

Complete the form.
i If you the recovery process before, verify your previous emails. You should have received a reference number.

Click Download and activate.
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j. Open the .epf file you just downloaded; a user session will prompt you to enter your
digital signature password.
k. Enter your password and click OK.

|.  An Entrust session will then be open on your computer.
i. The Entrust icon will now show as connected (logged in).

Step 5: Let’'s configure the visual aspect of your signature.

a. Configure your signature aspects:

Make sure you have an image of your handwritten signature scanned or
photographed in (JPEG, GIF, PNG or PDF format).

Open the ConsignO Desktop application.

Go to Edit.

Select Signature appearance wizard.

Select the option: Using scanned image or a photo of your signature.

Select your saved scanned or photographed handwritten signature image file from
your computer.

h. Adjust image style and information in 3 steps.
i.  If you have specific requirements, go on Signature appearance creation wizard.

j. Click on Save.
A Please ensure that you name your signature image.

k. Click OK to close the window.
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Your digital signature is now set up on your new computer or your additional computer.

» We help

[ ]
you sign!
You have more questions?
Visit our support center to

find an answer quickly.
support.notarius.com
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