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Getting Prepared
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Print these instruction 
for easy reference.

(Note: this is a good 
test to see that you are 
able to print from your 
machine. You will need 
to be able to print the  
request forms after the 
on-line registration is 
submitted.)

What do I need to have on hand
in order to complete the certifi cate process?

[lir }sy ettp} jsv }syv givxmĂ gexiw0 }sy qywx qeoi xli viuyiwx jvsq xli weqi gsq1
tyxiv xlex }sy {mpp fi ywmrk xs vixvmizi xli givxmĂ gexi srgi mx mw mwwyih2

You will need to have a FIPS 140-1/2 Level 1 cryptographic compliant web browser 
(exp: Netscape Navigator and internet Explorer).

Tvszmhi x{s jsvqw sj tlsxs MhirxmĂ gexmsr2 Sri sj {lmgl qywx fi e zepmh0 gyvvirx0 
sjĂ gmep kszivrqirx MH wygl ew e tewwtsvx0 hvmzivùw pmgirwi0 sv kszivrqirx mwwyih 
tlsxs mhirxmx} gevh sv fehki2 Xli wigsrh tlsxs MH ger fi er sjĂ gmep gsqter}0 sv mr1
wxmxyxmsrep0 mwwyih tlsxs mhirxmx} gevh sv fehki ,SVG hsiw rsx eggitx tlsxs MHw jvsq 
Vixemp Fywmriwwiw0 wygl ew Gswxgs0 Weqùw Gpyf0 ixg2-2

Tpiewi tvszmhi Tvssj sj Svkerm~exmsrep EjĂ pmexmsr jsv Fywmriww erh Kszivrqirx 
Givxw2

If you are using a company/organization issued ID, as one of your two forms of 
Identifi cation, then this will also work as your Proof of Organizational Affi liation. 

If you are not submitting a copy of a company issued photo ID, then you will need 
to submit a letter on company letterhead, signed by a Duly Authorized Company company letterhead, signed by a Duly Authorized Company company letterhead
Representative, stating that you are an employee of that organization.  (A sample let-
ter is provided at http://aces.orc.com/instructions.html).

Hixivqmri xli Jsvq sj Te}qirx ,Tyvglewi Svhiv ,TS-0 Gligo0 Gvihmx Gevh ,QG0 ZMWE0 
EQI\--2

Check the web site http://aces.orc.com/choose.html for certifi cate price informa-
tion. For Government or bulk pricing please contact acespricing@orc.com or call 
1-800-816-5548 or 703-246-8536. If your company has a pricing agreement with 
ORC, make sure to include the appropriate price and funding document on the 
printed request forms.

If paying by credit card, provide the information on the printed request forms. If credit card, provide the information on the printed request forms. If credit card
paying by PO, you will need to have the PO number before sending in your request.  
Once the PO is placed with ORC, continue with the registration process.  Please 
submit Purchase Orders to:

  Stivexmsrep Viwievgl Gsrwypxerxw0 Mrg2
  55694 [etpiw Qmpp Vseh
  Wsyxl Xs{iv0 Wymxi 654
  Jemvje|0 ZE 66474
  Exxr> Hirmwi Jmrrergi
  ;47168:1<974

Xli mrjsvqexmsr xverwqmxxih mr xlmw hsgyqirx mw jsv xli i|gpywmzi ywi sj xli tivwsr sv irxmx} xs {lmgl mx mw ehhviwwih erh qe} gsrxemr pikepp} tvmzmpikih sv gsrĂ hirxmep mrjsvqexmsr2 Mj }sy evi rsx xli mrxirhih vigmtmirx 
sj xlmw hsgyqirx0 }sy evi tvslmfmxih jvsq viehmrk0 tvmrxmrk0 hytpmgexmrk0 hmwwiqmrexmrk sv sxliv{mwi ywmrk sv egxmrk mr vipmergi ytsr xlmw mrjsvqexmsr2 Mj }sy lezi vigimzih xlmw mrjsvqexmsr mr ivvsv0 tpiewi rsxmj} xli 
wirhiv ex Stivexmsrep Viwievgl Gsrwypxerxw0 Mrg2 mqqihmexip}0 hipixi xlmw mrjsvqexmsr jvsq }syv gsqtyxiv erh hiwxvs} epp gstmiw sj xli mrjsvqexmsr2
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Getting Started

Psk mrxs xli gsqtyxiv xlex }sy {mpp ywi xs ipigxvsrmgepp} viuyiwx erh vixvmizi }syv 
hmkmxep givxmĂ gexiw2 Viqiqfiv0 }sy qywx ywi e JMTW 5841536 Pizip 5 gv}txskvetlmg 
gsqtpmerx {if fvs{wiv2

Ks xs xli SVG EGIW {if wmxi ex lxxt>33EGIW2svg2gsq

Xs fikmr xli givxmĂ gexi tvsgiww0 tpiewi wipigx imxliv xli öKix GivxmĂ gexi÷ Kviir Ev1
vs{ sr xli lsqi teki0 sv öSvhiv }syv GivxmĂ gexi÷ fyxxsr sr xli pijx qiry fev2

A browser check will be performed without any intervention. If you do not have the 
correct browser, you will be diverted to a download browser page in which you   
can download the latest browsers in order to complete the request and use your 
certifi cate. If you have the correct browser you will be taken to either the “online   
Application” process page or to the “Trust the Root” page.

Vieh xli mrjsvqexmsr hiwgvmfmrk xli öSrpmri Ettpmgexmsr÷ tvsgiww erh gpmgo Kviir 
Ri|x Evvs{2

Vieh xli mrjsvqexmsr hiwgvmfmrk öMhirxmx} ZivmĂ gexmsr÷ erh gpmgo Kviir Ri|x Evvs{2

Vieh xli mrjsvqexmsr hiwgvmfmrk xli öWigyvi Srpmri GivxmĂ gexi Hipmziv}÷ tvsgiww erh 
gpmgo Kviir Ri|x Evvs{2

Please Note:

ORC also recom-
mends, that if you 
know of a network, 
operating system, or 
computer change that 
will take place from the 
time you electronically 
SUBMIT your request 
(creating your private 
key on the computer 
you are using), to 
when you receive the 
e-mail please see Cre-
ating an Operational 
Copy of your Private 
Key Instructions at 
Insert link for to use 
during the request 
process. For further 
assistance please 
contact the help desk 
at 1-800-816-5548 
or 703-246-8536 or 
pkihelp@orc.com

Xli mrjsvqexmsr xverwqmxxih mr xlmw hsgyqirx mw jsv xli i|gpywmzi ywi sj xli tivwsr sv irxmx} xs {lmgl mx mw ehhviwwih erh qe} gsrxemr pikepp} tvmzmpikih sv gsrĂ hirxmep mrjsvqexmsr2 Mj }sy evi rsx xli mrxirhih vigmtmirx 
sj xlmw hsgyqirx0 }sy evi tvslmfmxih jvsq viehmrk0 tvmrxmrk0 hytpmgexmrk0 hmwwiqmrexmrk sv sxliv{mwi ywmrk sv egxmrk mr vipmergi ytsr xlmw mrjsvqexmsr2 Mj }sy lezi vigimzih xlmw mrjsvqexmsr mr ivvsv0 tpiewi rsxmj} xli 
wirhiv ex Stivexmsrep Viwievgl Gsrwypxerxw0 Mrg2 mqqihmexip}0 hipixi xlmw mrjsvqexmsr jvsq }syv gsqtyxiv erh hiwxvs} epp gstmiw sj xli mrjsvqexmsr2
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Trust the CA

Xli mrjsvqexmsr xverwqmxxih mr xlmw hsgyqirx mw jsv xli i|gpywmzi ywi sj xli tivwsr sv irxmx} xs {lmgl mx mw ehhviwwih erh qe} gsrxemr pikepp} tvmzmpikih sv gsrĂ hirxmep mrjsvqexmsr2 Mj }sy evi rsx xli mrxirhih vigmtmirx 
sj xlmw hsgyqirx0 }sy evi tvslmfmxih jvsq viehmrk0 tvmrxmrk0 hytpmgexmrk0 hmwwiqmrexmrk sv sxliv{mwi ywmrk sv egxmrk mr vipmergi ytsr xlmw mrjsvqexmsr2 Mj }sy lezi vigimzih xlmw mrjsvqexmsr mr ivvsv0 tpiewi rsxmj} xli 
wirhiv ex Stivexmsrep Viwievgl Gsrwypxerxw0 Mrg2 mqqihmexip}0 hipixi xlmw mrjsvqexmsr jvsq }syv gsqtyxiv erh hiwxvs} epp gstmiw sj xli mrjsvqexmsr2

Please Note:

Be sure to print the 
instructions on the 
“Begin the Registra-
tion Process” page for 
easy reference.

Trust the Certifi cate Authority

[lir }sy gsqi xs xli öXvywx GivxmĂ gexi Eyxlsvmx}÷ teki0 tpiewi fi wyvi xs wipigx xli 
öXvywx xli GE÷ ]ipps{ Fyxxsr2

Sr xli öXvywx xli SVG EGIW Vssx GivxmĂ gexi Eyxlsvmx}÷ {mrhs{0 vieh erh tvmrx xli
mrwxvygxmsrw2

Wipigx xli öGpmgo Livi÷ Kviir Fyxxsr ri|x xs Wxit 52 Xvywx xli SVG EGIW Vssx 
GivxmĂ gexi Eyxlsvmx}2

¬ Mj e öWigyvmx} Epivx÷ tstw yt erh ewow }sy mj }sy {erx xs gsrxmryi0 gpmgo ]iw2

   · In the “File Download” window, click Open

   · Under the “General” tab, in the “Certifi cate Information” window, click   
    Install Certifi cate

   · In the “Certifi cate Import Wizard” window, click Next

   · In the “Certifi cate Store” window, click Next

   · Click Finish

­ Mj e öWigyvmx} [evrmrk÷ {mrhs{ tstw yt0 gpmgo ]iw2

   · In the “The Import was successful” pop up, click OK

   · In the “Certifi cate Information” window, click OK

® Mj e öJmpi Hs{rpseh÷ {mrhs{ tstw yt0 gpmgo Wezi2

   · Save the “ACES_root” fi le to your desktop

   · Open the fi le from your desktop

   · Under the “General” tab, in the “Certifi cate Information” window, click   
    Install Certifi cate

   · In the “Certifi cate Import Wizard” window, click Next

   · In the “Certifi cate Store” window, click Next

   · Click Finish

Srgi }sy lezi xvywxih xli GE0 wipigx xli öGpmgo Livi÷ Kviir Fyxxsr ri|x xs Wxit 62 
Sfxemr }syv GivxmĂ gexi2



Read the Notes 
posted at the top of 
the “Select a Certifi -
cate” page.

Note : The request 
generation must be 
performed using 
your server’s built-in 
functionality. Instruc-
tions are provided 
for IIS webservers at 
http://aces.orc.com/
instructions.html. If you 
have a different type of 
server please refer to 
your vendor supplied 
documentation. iPlanet 
webserver instructions 
coming soon.
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Component/Server Certificate 
Request

Xli mrjsvqexmsr xverwqmxxih mr xlmw hsgyqirx mw jsv xli i|gpywmzi ywi sj xli tivwsr sv irxmx} xs {lmgl mx mw ehhviwwih erh qe} gsrxemr pikepp} tvmzmpikih sv gsrĂ hirxmep mrjsvqexmsr2 Mj }sy evi rsx xli mrxirhih vigmtmirx 
sj xlmw hsgyqirx0 }sy evi tvslmfmxih jvsq viehmrk0 tvmrxmrk0 hytpmgexmrk0 hmwwiqmrexmrk sv sxliv{mwi ywmrk sv egxmrk mr vipmergi ytsr xlmw mrjsvqexmsr2 Mj }sy lezi vigimzih xlmw mrjsvqexmsr mr ivvsv0 tpiewi rsxmj} xli 
wirhiv ex Stivexmsrep Viwievgl Gsrwypxerxw0 Mrg2 mqqihmexip}0 hipixi xlmw mrjsvqexmsr jvsq }syv gsqtyxiv erh hiwxvs} epp gstmiw sj xli mrjsvqexmsr2

Apply for your Component/Server Certifi cate

Mr xli öWipigx e GivxmĂ gexi÷ {mrhs{0 gpmgo xli x}ti sj givxmĂ gexi viuymvih ,Fywmriww 
Vitviwirxexmzi0 Kszivrqirx ,Wxexi * Psgep- sv ,Jihivep--2

[lir xli öGivxmĂ gexi÷ {mrhs{ tstw yt0 gpmgo xli öGsqtsrirx3Wivziv GivxmĂ gexi÷2 

Sr xli öGsqtsrirx3Wivziv GivxmĂ gexi Wyfwgvmfiv Ekviiqirx ,Sfpmkexmsrw-÷ {mrhs{0 
}sy {mpp fi viuymvih xs vieh xli Gsqtsrirx3Wivziv GivxmĂ gexi Wyfwgvmfiv Ekviiqirx 
,Sfpmkexmsrw- erh ekvii xs gsqtp} {mxl xliwi sfpmkexmsrw fijsvi gsrxmrymrk sr {mxl 
xli givxmĂ gexi viuyiwx tvsgiww2 Srgi }sy lezi vieh erh ekviih {mxl xli Gsqtsrirx3
Wivziv GivxmĂ gexi Wyfwgvmfiv Ekviiqirx ,Sfpmkexmsrw-0 gpmgo xli öM Ekvii÷ Vih Fyxxsr2

Rsxi> ]sy qywx hiwkmrexi xli jspps{mrk mrjsvqexmsr fewih sr xli x}ti sj givxmgexi 
}sy {mpp fi viuyiwxmrk2 Mrjsvqexmsr xlex mw hitirhirx sr }syv wivziv mw irgpswih mr 
@B wmkrw2 Wxexmg mrjsvqexmsr mw irgpswih mr uysxiw2

Fywmriww Gsqtsrirx3Wivziv GivxmĂ gexi

  Gsqqsr Reqi> @Lswx YVP ¡ MT Ehhviww ¡ Lswx ReqiB
  Svkerm~exmsrep Yrmx> @Lswx Gsqter} ReqiB  
  Svkerm~exmsr> @Svkerm~exmsrB
  Gsyrxv}> öYW÷

Wxexi * Psgep Gsqtsrirx3Wivziv GivxmĂ gexi
  Gsqqsr Reqi> @Lswx YVP ¡ MT Ehhviww ¡ Lswx ReqiB
  Svkerm~exmsrep Yrmx> @Ekirg} ReqiB  
  Svkerm~exmsr> @WxexiB
  Gsyrxv}> öYW÷

Jihivep Gsqtsrirx3Wivziv GivxmĂ gexi

  Gsqqsr Reqi> @Lswx YVP ¡ MT Ehhviww ¡ Lswx ReqiB
  Svkerm~exmsrep Yrmx> @Ekirg} ReqiB
  Svkerm~exmsr> öY2W2 Kszivrqirx÷
  Gsyrxv}> öYW÷

Jmpp mr epp sxliv Ă iphw sr xlmw teki2

Gpmgo mr xli xi|x evie pefipih öTOGW '54 Viuyiwx÷ erh irxiv }syv TOGW '54 
viuyiwx mrxs xlmw evie2

Irxiv xli Wivziv3Gsqtsrirx Lswx Reqi erh xli Wivziv3Gsqtsrirx MT Eh1
hviww sj }syv wivziv2



Read the Notes 
posted at the top of 
the “Select a Certifi -
cate” page.

Note : The request 
generation must be 
performed using your 
server’s built-in func-
tionality. Instructions 
are provided for IIS and 
iPlanet webservers. If 
you have a different 
type of server please 
refer to your vendor 
supplied documenta-
tion.
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Component/Server Certificate 
Request

Xli mrjsvqexmsr xverwqmxxih mr xlmw hsgyqirx mw jsv xli i|gpywmzi ywi sj xli tivwsr sv irxmx} xs {lmgl mx mw ehhviwwih erh qe} gsrxemr pikepp} tvmzmpikih sv gsrĂ hirxmep mrjsvqexmsr2 Mj }sy evi rsx xli mrxirhih vigmtmirx 
sj xlmw hsgyqirx0 }sy evi tvslmfmxih jvsq viehmrk0 tvmrxmrk0 hytpmgexmrk0 hmwwiqmrexmrk sv sxliv{mwi ywmrk sv egxmrk mr vipmergi ytsr xlmw mrjsvqexmsr2 Mj }sy lezi vigimzih xlmw mrjsvqexmsr mr ivvsv0 tpiewi rsxmj} xli 
wirhiv ex Stivexmsrep Viwievgl Gsrwypxerxw0 Mrg2 mqqihmexip}0 hipixi xlmw mrjsvqexmsr jvsq }syv gsqtyxiv erh hiwxvs} epp gstmiw sj xli mrjsvqexmsr2

Apply for your Component/Server Certifi cate cont’d

Irxiv }syv jypp0 pikep reqi2 ]syv reqi QYWX qexgl }syv kszivrqirx mwwyih 
tlsxs mhirxmĂ gexmsr ,Mj }syv hvmzivùw pmgirwi viehw öNeqiw P2 Wqmxl÷ erh }syv gsq1
ter} MH fehki viehw öNmq Wqmxl÷0 irxiv öNeqiw P2 Wqmxl÷-2

Irxiv }syv Ekirg} Reqi2 ,Irxiv xli reqi sj xli Wxexi3Psgep sv Jihivep Ekirg} 
xlex te}w }sy-2 Note: This fi eld is for Government Certifi cates only.

Irxiv }syv Wxexi2 ,Irxiv xli reqi sj xli wxexi {livi }syv ekirg} mw psgexih-2
Note: This fi eld is for State & Local Certifi cates only.

Irxiv }syv Lswx Gsqter} Reqi2 ,Irxiv xli reqi sj xli gsqter} xlex te}w }sy 
rsx xli jegmpmx}3gywxsqiv xlex }sy {svo ex3jsv-2 Note: This fi eld is for Non Government Certifi -
cates only.

Irxiv }syv Wtsrwsvmrk Svkerm~exmsr2 ,Irxiv xli reqi sj xli gsqter}3ekirg} 
wtsrwsvmrk }syv gsqter}-2 Note: This fi eld is for Non Government Certifi cates only.

Ywi xli hvst1hs{r fs| ri|x xs xli evie pefipih Gsyrxv} xs wipigx xli gsyrxv} Gsyrxv} xs wipigx xli gsyrxv} Gsyrxv}
{livi }syv fywmriww mw psgexih2

Irxiv }syv Gsrxegx Mrjsvqexmsr2 ,Irxiv }syv fywmriww i1qemp ehhviww   
,@}syD}syvfywmriww2gsqB- erh fywmriww tlsri ryqfiv2

[lir }sy gpmgo WYFQMX0 }syv TVMZEXI OI] ,e Ă pi- mw wirx xs }syv gsqtyxivw levh 
hvmzi2 SVG vigsqqirhw0 xlex mj }sy ors{ sj e rix{svo0 stivexmrk w}wxiq0 sv gsq1
tyxiv glerki xlex {mpp xeoi tpegi jvsq xli xmqi }sy ipigxvsrmgepp} WYFQMX }syv vi1
uyiwx0 xs {lir }sy vigimzi xli i1qemp rsxmj}mrk }sy xs vixvmizi }syv tyfpmg oi}0 tpiewi 
wii Gviexmrk er Stivexmsrep Gst} sj ]syv Tvmzexi Oi} mrwxvygxmsrw ex
lxxt>33egiw2svg2gsq3mrwxvygxmsrw xs ywi hyvmrk xli viuyiwx tvsgiww2
Note: If you see an error message, your certifi cate request was not submitted correctly and cannot be pro-

cess. Write down the error message and contact the PKI Help Desk at pkhelp@orc.com or 1-800-816-5548.

Mj }sy evi ywmrk Mrxivrix I|tpsviv0 tpiewi vieh xli mrwxvygxmsrw sr xli jspps{mrk teki0 
fijsvi }sy gpmgo öWyfqmx÷2



Note :  If you see an 
error message, your 
certifi cate request 
was not submitted 
correctly and can-
not be processed. 
Write down the error 
message and contact 
the PKI Help Desk at 
pkihelp@orc.com or 
1-800-816-5548.
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Component/Server Certificate 
Request

Xli mrjsvqexmsr xverwqmxxih mr xlmw hsgyqirx mw jsv xli i|gpywmzi ywi sj xli tivwsr sv irxmx} xs {lmgl mx mw ehhviwwih erh qe} gsrxemr pikepp} tvmzmpikih sv gsrĂ hirxmep mrjsvqexmsr2 Mj }sy evi rsx xli mrxirhih vigmtmirx 
sj xlmw hsgyqirx0 }sy evi tvslmfmxih jvsq viehmrk0 tvmrxmrk0 hytpmgexmrk0 hmwwiqmrexmrk sv sxliv{mwi ywmrk sv egxmrk mr vipmergi ytsr xlmw mrjsvqexmsr2 Mj }sy lezi vigimzih xlmw mrjsvqexmsr mr ivvsv0 tpiewi rsxmj} xli 
wirhiv ex Stivexmsrep Viwievgl Gsrwypxerxw0 Mrg2 mqqihmexip}0 hipixi xlmw mrjsvqexmsr jvsq }syv gsqtyxiv erh hiwxvs} epp gstmiw sj xli mrjsvqexmsr2

Apply for your Component/Server Certifi cate cont’d

Mj }sy evi ywmrk Mrxivrix I|tpsviv> Ejxiv }sy gpmgo öWyfqmx÷ jspps{ xli mrwxvygxmsrw 
fips{2

¬ ]sy {mpp wii e tst yt {mrhs{ xmxpih öTsxirxmep Wgvmtxmrk Zmspexmsr÷ xlex ewow öHs 
  }sy {erx xs viuyiwx e givxmĂ gexi rs{C÷ Gpmgo ]iw

­ Mr xli öGviexmrk e ri{ VWE I|glerki Oi}÷0 gpmgo Wix Wigyvmx} Pizip

® Wix xs öLmkl÷2 Gpmgo Ri|x

¯ Sr xli ri|x wgviir>

  · Enter your Name in the “Password for” fi eld
   Note: If you are using Windows XP, the “Password for” fi eld will read CRYPTO automatically.

  · Then enter your password in both the “Password” and “Confi rm” fi elds
   Note: Selecting one password to use each time you are asked for a password will ensure   
   the smoothest process possible. ORC suggests your passwords be compliant with FIPS 112.  
   All passwords are case sensitive and it is suggested that they be a least 8 characters long, and  
   include letters, numbers and characters. If you forget you password, there is no way to recover  
   it and you will need to purchase a new certifi cate.

° Xlir gpmgo Jmrmwl

± Xlir gpmgo SO

]sy wlsyph rs{ wii }syv öViuyiwx jsv SVG EGIW Gsqtsrirx3Wivziv GivxmĂ gexi÷ 
jsvq2 ]sy qywx TVMRX syx xli irxmvi jsvq ,wlsyph fi 8 tekiw-2 ]sy {mpp wii e öJmrmwl 
Pmri÷ ex xli irh sj xli jsvq2
Note: Hs rsx i|mx xlmw {mrhs{ yrxmp }sy lezi zivmĂ ih xlex xli jsvq lew tvmrxih tvstivp}. If you cannot Hs rsx i|mx xlmw {mrhs{ yrxmp }sy lezi zivmĂ ih xlex xli jsvq lew tvmrxih tvstivp}. If you cannot Hs rsx i|mx xlmw {mrhs{ yrxmp }sy lezi zivmĂ ih xlex xli jsvq lew tvmrxih tvstivp}
print the form, you cannot continue and you will have to start the process over. (Please call the help desk at 
1-800-816-5548 or 703-246-8536, if this occur before closing down the screens. 

Ejxiv }sy lezi sfxemrih e wyggiwwjyp tvmrx1syx0 }sy qe} gpmgo Gsrxmryi ex xli fsx1
xsq sj xli jsvq0 {lmgl {mpp xeoi }sy fego xs öWipigx e GivxmĂ gexi÷ {mrhs{ xs ettp} jsv 
qsvi SVG EGIW GivxmĂ gexiw2

Mj }sy evi rsx viuyiwxmrk ersxliv givxmĂ gexi0 }sy qe} rs{ i|mx xli SVG {if wmxi0 sv 
fvs{wi jsv jyvxliv mrjsvqexmsr2



Once you have 
completed your on-
line registration and 
printed your Certifi -
cate Request Forms, 
you will need to make 
sure that you properly 
complete the forms 
before taking them to 
a Norary Public, and 
ORC Registration Au-
thority (RA), or a Local 
Registration Authority 
(LRA).

Note: Hs rsx wmkr the 
printed request forms 
until in the presence of 
a Notary, RA or LRA.
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Printed Certificate Request Form

Xli mrjsvqexmsr xverwqmxxih mr xlmw hsgyqirx mw jsv xli i|gpywmzi ywi sj xli tivwsr sv irxmx} xs {lmgl mx mw ehhviwwih erh qe} gsrxemr pikepp} tvmzmpikih sv gsrĂ hirxmep mrjsvqexmsr2 Mj }sy evi rsx xli mrxirhih vigmtmirx 
sj xlmw hsgyqirx0 }sy evi tvslmfmxih jvsq viehmrk0 tvmrxmrk0 hytpmgexmrk0 hmwwiqmrexmrk sv sxliv{mwi ywmrk sv egxmrk mr vipmergi ytsr xlmw mrjsvqexmsr2 Mj }sy lezi vigimzih xlmw mrjsvqexmsr mr ivvsv0 tpiewi rsxmj} xli 
wirhiv ex Stivexmsrep Viwievgl Gsrwypxerxw0 Mrg2 mqqihmexip}0 hipixi xlmw mrjsvqexmsr jvsq }syv gsqtyxiv erh hiwxvs} epp gstmiw sj xli mrjsvqexmsr2

What you will need
to fi ll out the Printed Request Form

Tvszmhi x{s jsvqw sj tlsxs MhirxmĂ gexmsr2

Sri sj {lmgl qywx fi e zepmh0 gyvvirx0 sjĂ gmep kszivrqirx MH wygl ew e tewwtsvx0 
hvmzivùw pmgirwi0 sv kszivrqirx mwwyih tlsxs mhirxmx} gevh sv fehki2

Xli wigsrh tlsxs MH ger fi er sjĂ gmep gsqter}0 sv mrwxmxyxmsrep0 mwwyih tlsxs 
mhirxmx} gevh sv fehki2 ,SVG hsiw rsx eggitx tlsxs MHw jvsq Vixemp Fywmriwwiw0 
wygl ew Gswxgs0 Weqùw Gpyf0 ixg2-2

Qeoi gstmiw sj fsxl xli jvsrx erh fego sj xli 6 tlsxs MHùw erh mrgpyhi xliq 
{lir }sy wyfqmx }syv tvmrxih jsvqw2

Gsvtsvexi Mhirxmx} ZivmĂ gexmsr 1 Mr svhiv xs vigimzi e Gsqtsrirx3Wivziv GivxmĂ gexi 
xli ettpmgerx qywx epws fi zivmĂ ih ew e hyp} Eyxlsvm~ih Gsqtsrirx3Wivziv GivxmĂ gexi 
Gsrxegx jsv xlimv gsqter}2 Xs hs xlmw tpiewi tvszmhi tvssj sj svkerm~exmsrep ,gsq1
ter}- ejĂ pmexmsr jsv Fywmriww erh Kszivrqirx Givxw2

]sy {mpp riih xs wyfqmx xlmw pixxiv sr gsqter} pixxivlieh mrhmgexmrk }syv wxexyw ew er 
Eyxlsvm~ih Gsqtsrirx3Wivziv GivxmĂ gexi Gsrxegx erh wmkrih f} e Hyp} Eyxlsvm~ih 
Vitviwirxexmzi ,Ettvszmrk gsqter} sjĂ giv-2 E weqtpi pixxiv qe} fi hs{rpsehih ex 
lxxt>33egiw2svg2gsq3mrwxvygxmsrw2lxqp yrhiv öKirivep Mrwxvygxmsrw÷2

HS RSX WMKR XLI VIUYIWX JSVQ ]IX2 Xli jsvq qywx fi wmkrih mr xli tviwirgi 
sj e Rsxev} Tyfpmg0 VE sv PVE2 Gsqtpixi epp xli Ă iphw0 i|gitx öViuyiwxsv Wmkrexyvi÷ 
Ă iph0 sr tekiw 5 erh 8 sj xli öViuyiwx jsv SVG EGIW Gsqtsrirx3Wivziv GivxmĂ gexi÷ 
jsvq ew jspps{w sr xli ri|x teki2



Once you have 
completed your on-
line registration and 
printed your Certifi -
cate Request Forms, 
you will need to make 
sure that you properly 
complete the forms 
before taking them to 
a Notary Public, and 
ORC Registration Au-
thority (RA), or a Local 
Registration Authority 
(LRA).

Note: Hs rsx wmkr the 
printed request forms 
until in the presence of 
a Notary, RA or LRA.
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Printed Certificate Request Form

Xli mrjsvqexmsr xverwqmxxih mr xlmw hsgyqirx mw jsv xli i|gpywmzi ywi sj xli tivwsr sv irxmx} xs {lmgl mx mw ehhviwwih erh qe} gsrxemr pikepp} tvmzmpikih sv gsrĂ hirxmep mrjsvqexmsr2 Mj }sy evi rsx xli mrxirhih vigmtmirx 
sj xlmw hsgyqirx0 }sy evi tvslmfmxih jvsq viehmrk0 tvmrxmrk0 hytpmgexmrk0 hmwwiqmrexmrk sv sxliv{mwi ywmrk sv egxmrk mr vipmergi ytsr xlmw mrjsvqexmsr2 Mj }sy lezi vigimzih xlmw mrjsvqexmsr mr ivvsv0 tpiewi rsxmj} xli 
wirhiv ex Stivexmsrep Viwievgl Gsrwypxerxw0 Mrg2 mqqihmexip}0 hipixi xlmw mrjsvqexmsr jvsq }syv gsqtyxiv erh hiwxvs} epp gstmiw sj xli mrjsvqexmsr2

Filling out the Printed Request Form

¬  Jmvwx Teki>

  · Vieh xli mrwxvygxmsrw erh rsxi xli ehhviww {livi }sy {mpp riih xs   
   wirh }syv svmkmrep hsgyqirxw eh gstmiw sj 6 tlsxs MHw2

­  Wigsrh Teki>

  · Vieh xli Wyfwgvmfiv GivxmĂ gexi Ekviiqirx ,Sfpmkexmsrw-2 Xliwi evi xli 
   weqi sfpmkexmsrw }sy we{ mr xli ipigxvsrmg vikmwxvexmsr tvsgiww2 F} wmkrmrk 
   xliwi jsvqw }sy evi ekemr ekviimrk xs gsqtp} {mxl xliwi sfpmkexmsrw2

  · Viuyiwxsv Reqi> Jmpp mr }sy jypp pikep reqi ,Pewx0 Jmvwx0 QM-2

    Complete last name, full fi rst name and your middle initial.

  · Viuyiwxsv Wmkrexyvi erh Hexi> Piezi xliwi fpero yrxmp }sy evi mr jvsrx sj e 
   Rsxev} Tyfpmg0 VE sv PVE2

  · Svkerm~exmsr> Irxiv ö]syv Gsqter}ùw Reqi÷2

  · ö5- Tlsxs MH X}ti÷> Irxiv xli Ă vwx x}ti sj tlsxs MH }sy evi wyfqmxxmrk ,i|t> 
   @WxexiB Hvmzivùw Pmgirwi÷0 öYW Tewwtsvx÷0 ixg2-2

  · 5- Tlsxs MH '÷> Irxiv xli MH ryqfiv jsv xli MH x}ti }sy evi wyfqmxxmrk2 ,i|t> 
   Jsv e hvmzivùw pmgirwi0 irxiv }syv hvmzivwùw pmgirwi ryqfiv-2

  · 6- Tlsxs MH X}ti÷> Irxiv xli x}ti sj tlsxs MH }sy evi wyfqmxxmrk2 ,i|t> Irxiv 
   ö@Gsqter} reqiB iqtps}ii fehki÷-2 ,SVG hsiw rsx eggitx tlsxs MHw jvsq 
   Vixemp Fywmriwwiw0 wygl ew Gswxgs0 Weqùw Gpyf0 ixg2-2

  · 6- Tlsxs MH '÷> Irxiv xli MH ryqfiv jsv xli MH x}ti }sy evi wyfqmxxmrk2 ,i|t> 
   Irxiv }syv iqtps}ii fehki ryqfiv-2

®  Xlmvh Teki>

  · Hixivqmri xli Jsvq sj Te}qirx2 SVG eggitxw ZMWE0 QewxivGevh0 Eqivmger 
   I|tviww0 Tyvglewi Svhivw sv Gligow ,te}efpi xs SVG0 Mrg2-

  · Gvihmx Gevh Tyvglewiw>

    Circle the card type you are using

    Complete the Card Holder Name, Card Number, Expiration Date and
    Billing Address



Once you have 
completed your on-
line registration and 
printed your Certifi -
cate Request Forms, 
you will need to make 
sure that you properly 
complete the forms 
before taking them to 
a Notary Public, and 
ORC Registration Au-
thority (RA), or a Local 
Registration Authority 
(LRA).

Note: Hs rsx wmkr the 
printed request forms 
until in the presence of 
a Notary, RA or LRA.
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Printed Certificate Request Form

Xli mrjsvqexmsr xverwqmxxih mr xlmw hsgyqirx mw jsv xli i|gpywmzi ywi sj xli tivwsr sv irxmx} xs {lmgl mx mw ehhviwwih erh qe} gsrxemr pikepp} tvmzmpikih sv gsrĂ hirxmep mrjsvqexmsr2 Mj }sy evi rsx xli mrxirhih vigmtmirx 
sj xlmw hsgyqirx0 }sy evi tvslmfmxih jvsq viehmrk0 tvmrxmrk0 hytpmgexmrk0 hmwwiqmrexmrk sv sxliv{mwi ywmrk sv egxmrk mr vipmergi ytsr xlmw mrjsvqexmsr2 Mj }sy lezi vigimzih xlmw mrjsvqexmsr mr ivvsv0 tpiewi rsxmj} xli 
wirhiv ex Stivexmsrep Viwievgl Gsrwypxerxw0 Mrg2 mqqihmexip}0 hipixi xlmw mrjsvqexmsr jvsq }syv gsqtyxiv erh hiwxvs} epp gstmiw sj xli mrjsvqexmsr2

Filling out the Printed Request Form cont’d

® Xlmvh Teki>

  · Tyvglewi Svhivw ,TS->

    Purchase Order Number: Enter Company PO number, or ORC Invoice num-
    ber. Include your company name before the PO number.

    Purchase Orders need to be in place with ORC before you complete the   
    certifi cate process. Some POs have invoices against them that you will   
    need to reference. See your company representative for this information.

  · Gligow>

    In the “Purchase Order Number” block fi ll in reference that you are paying 
    by check and submit the check along with your completed forms.

¯ Jsyxl Teki>

  · Viuyiwxsv Reqi> Jmpp mr }sy jypp pikep reqi 1 jypp Ă vwx reqi0 qmhhpi mrmxmep erh 
   gsqtpixi pewx reqi2

  · Viuyiwxsv Wmkrexyvi erh Hexi> Piezi xliwi fpero yrxmp }sy evi mr jvsrx sj e 
   Rsxev} Tyfpmg0 VE sv PVE2

  · Rsxev}3VE3PVE Reqi0 Rsxev}3VE3PVE Wmkrexyvi0 erh Hexi qywx fi gsq1
   tpixih f} e Rsxev} Tyfpmg0 er SVG VE sv er eyxlsvm~ih PVE2 Xli Hexi sj 
   Gsqqmwmsr qywx fi gsqtpixih f} xli Rsxev}0 erh xli fs| xs xli pijx mw jsv 
   xli Rsxev} wiep2

    The Notary, RA and LRA are witnessing your signature. In addition, the RA 
    and LRA are required to make sure that everything you have fi lled out is ac-
    curate and check to make sure that you are an employee of your company.



Note: We recom-
mend you call and 
make an appoint-
ment before visiting, 
to ensure an RA is 
available when you 
arrive.
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Identity Verification

Xli mrjsvqexmsr xverwqmxxih mr xlmw hsgyqirx mw jsv xli i|gpywmzi ywi sj xli tivwsr sv irxmx} xs {lmgl mx mw ehhviwwih erh qe} gsrxemr pikepp} tvmzmpikih sv gsrĂ hirxmep mrjsvqexmsr2 Mj }sy evi rsx xli mrxirhih vigmtmirx 
sj xlmw hsgyqirx0 }sy evi tvslmfmxih jvsq viehmrk0 tvmrxmrk0 hytpmgexmrk0 hmwwiqmrexmrk sv sxliv{mwi ywmrk sv egxmrk mr vipmergi ytsr xlmw mrjsvqexmsr2 Mj }sy lezi vigimzih xlmw mrjsvqexmsr mr ivvsv0 tpiewi rsxmj} xli 
wirhiv ex Stivexmsrep Viwievgl Gsrwypxerxw0 Mrg2 mqqihmexip}0 hipixi xlmw mrjsvqexmsr jvsq }syv gsqtyxiv erh hiwxvs} epp gstmiw sj xli mrjsvqexmsr2

Tpiewi tviwirx xli jspps{mrk xs e Rsxev} Tyfpmg jsv rsxevm~exmsr0 er SVG Vikmw1
xvexmsr Eyxlsvmx} ,VE- sv xs e Psgep Vikmwxvexmsr Eyxlsvmx} ,PVE- jsv ettvszep2

 Yrwmkrih GivxmĂ gexi Viuyiwx Jsvqw ,8 tekiw iegl-2

 ]syv 6 svmkmrep tlsxs MHw2 ,SVG hsiw rsx eggitx tlsxs MHw jvsq Vixemp Fywmriww1 
 iw0 wygl ew Gswxgs0 Weqùw Gpyf0 ixg2-2

 Gsqtpixih erh Wmkrih Tvssj sj Svkerm~exmsrep EjĂ pmexmsr pixxiv2 E weqtpi pix1 
 xiv qe} fi hs{rpsehih ex lxxt>33egiw2svg2gsq3mrwxvygxmsrw2lxqp yrhiv Kirivep  
 Mrwxvygxmsrw2

Rsxev} Tyfpmg 1 Ejxiv xli Rsxev} {mxriwwiw }syv wmkrexyvi0 }sy {mpp riih xs qemp xli 
jspps{mrk xs er SVG VE sv PVE ,zme GivxmĂ ih Qemp- jsv ettvszep>

 Wmkrih erh rsxevm~ih GivxmĂ gexi Viuyiwx Jsvqw jsv iegl givxmĂ gexi viuyiwxih 
 ,8 tekiw iegl-2

 Gstmiw ,jvsrx erh fego- sj }syv 6 tlsxs MHùw2 ,SVG hsiw rsx eggitx tlsxs MHw  
 jvsq Vixemp Fywmriwwiw0 wygl ew Gswxgs0 Weqùw Gpyf0 ixg2-2

 Gsqtpixih erh Wmkrih Tvssj sj Svkerm~exmsrep EjĂ pmexmsr pixxiv yrhiv Kirivep  
 Mrwxvygxmsrw sr xli lxxt>33egiw2svg2gsq {ifwmxi2

  Stivexmsrep Viwievgl Gsrwypxerxw0 Mrg2 1 EGIW
  55694 [etpiw Qmpp Vh2
  Wsyxl Xs{iv0 Wymxi 654
  Jemvje|0 ZE 66474
  Exxirxmsr> EGIW VE

SVG Vikmwxvexmsr Eyxlsvmx} ,VE- 1 ]sy qe} epws tviwirx }syv givxmĂ gexi Viuyiwx 
Jsvqw mr tivwsr xs er SVG VE2 Xli VE [mpp zivmj} }syv mhirxmx} erh {mxriww }syv wmkr1
mrk sj xli jsvqw2 Xli VE {mpp oiit xli svmkmrep tetiv{svo erh tlsxsgstmiw ,jvsrx 
erh fego- sj }syv 6 tlsxs MHw jsv tvsgiwwmrk erh wigyvi evglmzmrk2 ]sy qe} tviwirx 
xs er SVG VE ex xli jspps{mrk SVG psgexmsrw>

  55694 [etpiw Qmpp Vseh 5:69 Tvmrgi Wxviix
  Wsyxl Xs{iv0 Wymxi 654 Wymxi 794
  Jemvje|0 ZE 66474 Epi|erhvme0 ZE 66758
  ,;47-68:1<9:< ,;47-97919756

We recommend you call and make an appointment before visiting, to ensure an RA is 
available when you arrive.



Note: We recom-
mend you call and 
make an appoint-
ment before visiting, 
to ensure an RA is 
available when you 
arrive.
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Identity Verification cont’d

Xli mrjsvqexmsr xverwqmxxih mr xlmw hsgyqirx mw jsv xli i|gpywmzi ywi sj xli tivwsr sv irxmx} xs {lmgl mx mw ehhviwwih erh qe} gsrxemr pikepp} tvmzmpikih sv gsrĂ hirxmep mrjsvqexmsr2 Mj }sy evi rsx xli mrxirhih vigmtmirx 
sj xlmw hsgyqirx0 }sy evi tvslmfmxih jvsq viehmrk0 tvmrxmrk0 hytpmgexmrk0 hmwwiqmrexmrk sv sxliv{mwi ywmrk sv egxmrk mr vipmergi ytsr xlmw mrjsvqexmsr2 Mj }sy lezi vigimzih xlmw mrjsvqexmsr mr ivvsv0 tpiewi rsxmj} xli 
wirhiv ex Stivexmsrep Viwievgl Gsrwypxerxw0 Mrg2 mqqihmexip}0 hipixi xlmw mrjsvqexmsr jvsq }syv gsqtyxiv erh hiwxvs} epp gstmiw sj xli mrjsvqexmsr2

Psgep Vikmwxvexmsr Eyxlsvmxmiw ,PVE- 1 Wsqi gsqtermiw ywi PVEw xlvsykl ev1
verkiqirxw {mxl SVG2 ]sy {mpp tvsfefp} lezi fiir xsph mj }syv gsqter} lew sri 
sv qsvi SVG eyxlsvm~ih PVEw0 mj }sy {erx xs zivmj} xlex }syv gsqter} lew xvemrih 
PVEw0 tpiewi gsrxegx xli SVG Lipthiwo ex 51<441<5:1998< sv ;47168:1<97:2 Mj }syv 
gsqter} lew er EGIW PVE xlex ettvsziw }syv jsvqw0 xlir xli} {mpp oiit xli svmkmrep 
tetiv{svo erh tlsxsgstmiw ,jvsrx erh fego- sj }syv 6 tlsxs MHw jsv tvsgiwwmrk erh 
wigyvi evglmzmrk0 erh wirh e wmkrih i1qemp xs xli EGIW VE {mxl }syv tivxmrirx hexe 
jsv ettvszep erh mwwyergi f} xli SVG Mwwymrk Eyxlsvmx} ,ME-2



The request gen-
eration must be 
performed using 
your server’s built-in 
functionality. Instruc-
tions are provided 
for IIS webservers at 
http://aces.orc.com/
instructions.html. If 
you have a different 
type of server please 
refer to your vendor 
supplied documen-
tation. iPlanet web-
server instructions 
coming soon.

Note: When you apply 
for your certifi cates, 
you must make the 
request from the same 
computer that you will 
be using to retrieve 
the certifi cate once it 
is Issued.
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Certificate Issuance, Acceptance 

and Acknowledgement

Xli mrjsvqexmsr xverwqmxxih mr xlmw hsgyqirx mw jsv xli i|gpywmzi ywi sj xli tivwsr sv irxmx} xs {lmgl mx mw ehhviwwih erh qe} gsrxemr pikepp} tvmzmpikih sv gsrĂ hirxmep mrjsvqexmsr2 Mj }sy evi rsx xli mrxirhih vigmtmirx 
sj xlmw hsgyqirx0 }sy evi tvslmfmxih jvsq viehmrk0 tvmrxmrk0 hytpmgexmrk0 hmwwiqmrexmrk sv sxliv{mwi ywmrk sv egxmrk mr vipmergi ytsr xlmw mrjsvqexmsr2 Mj }sy lezi vigimzih xlmw mrjsvqexmsr mr ivvsv0 tpiewi rsxmj} xli 
wirhiv ex Stivexmsrep Viwievgl Gsrwypxerxw0 Mrg2 mqqihmexip}0 hipixi xlmw mrjsvqexmsr jvsq }syv gsqtyxiv erh hiwxvs} epp gstmiw sj xli mrjsvqexmsr2

Mwwyergi 1 Ytsr wyggiwwjyp gsqtpixmsr sj xli mhirxmĂ gexmsr erh eyxlirxmgexmsr tvs1
giww0 }sy {mpp vigimzi er i1qemp jvsq xli SVG EGIW ME rsxmj}mrk }sy xlex }syv givxmĂ 1
gexi lew fiir mwwyih erh tvszmhmrk }sy {mxl e YVP {livi }sy {mpp fi efpi xs tmgo1yt 
}syv givxmĂ gexi2

Eggitxergi 1 Vijiv xs imxliv xli wyttpmih MMW3mTperix hsgyqirxexmsr sv }syv zirhsv1
wyttpmih hsgyqirxexmsr jsv mrwxvygxmsrw sr ls{ xs mqtsvx }syv wivziv givxmĂ gexi2

Egors{pihkiqirx 1 ]sy qywx jsvqepp} eggitx xli givxmĂ gexi ex xli hiwmkrexih SVG 
{if teki hyvmrk givxmĂ gexi vixvmizep2 Xlmw zivmĂ gexmsr rsxmgi qywx fi eggitxih {mxlmr 
74 gepirhev he}w sj vigimzmrk rsxmĂ gexmsr xlex }syv ettvszih givxmĂ gexi mw ezempefpi jsv 
hs{rpsehmrk2

Important Note: If you do not provide this verifi cation notice, or if you are found to have acted in a manner 
counter to these obligations, the Certifi cate shall be revoked, and you will forfeit all claims against the ORC 

ACES CA infrastructure in the event of a dispute arising from failure to fulfi ll the obligations above.

SVG wykkiwxw xlex }sy i|tsvx er stivexmsrep gst} sj }syv givxmĂ gexi xs e hmwg  
sv GH ew e tvigeyxmsr ekemrwx levh hvmzi jempyviw0 sv rix{svo glerkiw2 Tpiewi  
fi wyvi xlex }sy evi mr gsqtpmergi {mxl xli wyfwgvmfiv sfpmkexmsrw {lir wxsvmrk  
}syv givxmĂ gexi2



Our Help Desk is 
online 24 x 7 or 
you can speak to 
an ORC Service 
Representative from 
7:30 am to 7:30 pm 
(Eastern Time).
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ORC User Help

Xli mrjsvqexmsr xverwqmxxih mr xlmw hsgyqirx mw jsv xli i|gpywmzi ywi sj xli tivwsr sv irxmx} xs {lmgl mx mw ehhviwwih erh qe} gsrxemr pikepp} tvmzmpikih sv gsrĂ hirxmep mrjsvqexmsr2 Mj }sy evi rsx xli mrxirhih vigmtmirx 
sj xlmw hsgyqirx0 }sy evi tvslmfmxih jvsq viehmrk0 tvmrxmrk0 hytpmgexmrk0 hmwwiqmrexmrk sv sxliv{mwi ywmrk sv egxmrk mr vipmergi ytsr xlmw mrjsvqexmsr2 Mj }sy lezi vigimzih xlmw mrjsvqexmsr mr ivvsv0 tpiewi rsxmj} xli 
wirhiv ex Stivexmsrep Viwievgl Gsrwypxerxw0 Mrg2 mqqihmexip}0 hipixi xlmw mrjsvqexmsr jvsq }syv gsqtyxiv erh hiwxvs} epp gstmiw sj xli mrjsvqexmsr2

Gsrxegx xli Lipt Hiwo ex 51<441<5:1998< sv ;47168:1<96:0 ;>74 EQ xs ;>74 TQ 
Iewxivr Wxerhevh Xmqi sv i1qemp tomliptDsvg2gsq2

Ehhmxmsrep Mrwxvygxmsrw ,wygl ew i|tsvxmrk }sy givxmĂ gexi-0 ew {ipp ew0 xli pexiwx SW 
Ă |iw0 evi ezempefpi ex lxxt>33egiw2svg2gsq0 yrhiv Mrwxvygxmsrw2


