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ECSAT: Step-by-step user guideline

To use the ECSAT document, you must first install the free version of a programme called 

Adobe Reader. This programme is available for Windows (free download here) and Mac 

(free download here). For best results please use Adobe Reader version 11 (or higher).

(Note: You can also use Adobe Acrobat 10 (or higher) – this is not free software)

1.	 Start Adobe Reader, and select the File > Open option from the menu options at 

the top of the screen.

2.	 Select ECSAT PDF document location on your computer.

The first time you use the ECSAT document:

A dialogue box may be displayed suggesting Trusted Certificate Updates, click the ‘OK’ 

option. Once OK is clicked, you will be shown a confirmation message: Security settings 

have been updated. Click ‘OK’ on that message.

The PDF file will now be visible, and you will be able to progress through the document 

to complete the fillable sections that begin on page 4.

3.	 Work through the document to complete relevant fields as you do so.

4.	 To save the document with your partial/full information entered, click on the Save 

icon at the top of the screen, or choose the File > Save option from the drop-

down menu.

5.	 If you wish to change the filename of the PDF file (e.g. to take into account your 

entries), choose the File > Save as option from the drop-down menu, and enter a 

relevant file name when prompted.

6.	 Next time you open the PDF file (i.e. by repeating steps 1/2 above), your previous 

entries will be visible. You can either edit/modify those previous entries, or continue 

to add further information/details before re-saving/re-naming the file (i.e. by repeating 

step 4 or 5 above).

http://www.adobe.com/support/downloads/product.jsp?platform=windows&product=10
https://www.adobe.com/support/downloads/product.jsp?platform=macintosh&product=10
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7.	 At any point in the ECSAT completion process you can send your partly/fully 

completed document to colleagues as a regular email attachment.

8.	 Optional step: You can ‘lock’ the content of your ECSAT document once you have 

finished entering details/information.

Warning: Make sure to save a back-up copy of the completed document using 

steps 4/5 above before you follow this procedure. 

To lock the completed document, click the Signature field on page 2 and follow 

these steps:

a.	 To ‘sign’ the document, and lock the content, choose either to use an existing 

digital ID (if you have one) or to create a new digital ID.
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b.	 When prompted, choose the New PKCS#12 digital ID file option.

c.	 Complete the form fields as follows:
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d.	 Decide on and enter a password:

e.	 Click Finish.


