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OBTAINING DIGITAL SIGNATURE 

1. Register company & access your account 

2. Login and order digital signature with token 

3. Make payment 

4. Gather necessary documents 

5. Come to registration center & receive Digital 

Signature  



REGISTER COMPANY & ACCESS YOUR 
ACCOUNT 

• Go to www.monpass.mn click on register

Step 1 

Register

http://www.monpass.mn/


INPUT COMPANY INFORMATION 1 Step 1



INPUT COMPANY INFORMATION 2 Step 1



ACCESS YOUR ACCOUNT 
• After registering you will receive your username and password on your email  

click on the link for email verification otherwise password cannot be deployed 

Step 1 



LOGIN AND ORDER DIGITAL SIGNATURE WITH 
TOKEN 

Step 2

1. On website upper right 
corner click access 

2.Input you username and password  
click enter to access your account 



LOGIN AND ORDER DIGITAL SIGNATURE
 WITH TOKEN 

Step 2

• Click on my orders 



LOGIN AND ORDER DIGITAL SIGNATURE WITH 
TOKEN 

Step 2

• To order digital signature click on create new order



ORDER DIGITAL SIGNATURE WITH TOKEN 1 Step 2



ORDER DIGITAL SIGNATURE WITH TOKEN 2 Step 2



ORDER DIGITAL SIGNATURE WITH TOKEN 3
Step 2

• Check your email used in making an order and click on the link after double checking the order 
information. After verification you may proceed to make payment 



3.MAKE PAYMENT 1  

1. Click on INVOICES /НЭХЭМЖЛЭХҮҮД/ 
to access the invoice section 

2. Click on Нэхэмжлэх үүсгэх to create your 
invoice 

Step 3 



MAKE PAYMENT 2  
• Click on Хадгалах to save 

your invoice 

Step 3 



MAKE PAYMENT 3  
• You may click on Татах /Download/ to see the full invoice with all the details 

• Click on Картаар төлөх/Pay by card/ to make your payment 

• If you are making payment in the bank or using your bank application include your invoice number in the 
details, download or obtain transaction information, it may be requested for digital signature issue 

Step 3 



GATHER ALL THE NECESSARY DOCUMENTS 
List of necessary documents 

1. Official letter 1 copy / should be downloaded from my orders section on your account, auto generated 
based on your order/ signed by Director or CEO stamped by company seal 

2. Contract  2 copies / should be downloaded from my orders section on your account, auto generated 
based on your order/ signed by Director or CEO stamped by company seal 

3. Company registration certificate notarized within 3 months + Mongolian translation done by 
translation bureau with official seal.

 On registration certificate or any other certificate - company name, registration number, taxpayer number 
and Director/CEO name will be checked. Based on country, several documents may be requested.

4. If the official, under who’s name is the /contract future possessor of Digital signature/ , will come the 
registration center by himself - he needs to bring documents from 1-3 with his passport and F register 
obtained from immigration. If the possessor cannot come to the office to obtain DS he may send 
company employee/representative with power of attorney.  Employee/representative should bring all 
the listed documents + his passport.

Step 4 



EXAMPLE 1: CEO DIGITAL SIGNATURE 

• Scenario: Company CEO will order digital signature, but he can’t come to pick it up so he is sending 
his employee to the registration center

Necessary documents 

1. Official Letter /1 copy/

2. Contract /2 copies/

3. Company registration certificate notarized within 3 months + Mongolian translation done by 
translation bureau with official seal. /Based on country, several documents may be requested/

4. Power of attorney from  CEO to employee

5. CEO passport copy +  CEO F register + Employee passport original + employee passport copy



EXAMPLE 2 EMPLOYEE DIGITAL SIGNATURE  

• Scenario: Company employee will order digital signature, he/she can come to registration office to 
pick up digital signature.

Necessary documents 

1. Official Letter /1 copy/

2. Letter from company CEO validating the employee information and position within the company.

3. Contract /2 copies/

4. Company registration certificate notarized within 3 months + Mongolian translation done by 
translation bureau with official seal. /Based on country, several documents may be requested/

5. Employee passport original + employee passport copy



IMPORTANT REMINDER 

Before coming to registration office companies should send their 

documents as soon as possible for review to info@monpass.mn  

review takes anywhere  from 1 to 3 business days/ 

1. To avoid mistakes in registration process

2. Depending on the country several documents may be 

requested. 

After successful review companies can come to  registration center 

and receive their digital signature.

mailto:info@monpass.mn


GATHER ALL THE NECESSARY DOCUMENTS 
Step 4 

• Click on my orders section and check the box before your order. 
• Download contract and official letter   



COME TO REGISTRATION CENTER AND OBTAIN YOUR DIGITAL 
SIGNATURE 

Step 5 

Google maps:
https://maps.app.goo.gl/2aF
9h5nMJysJ7gJb9

Monpass CA mail: 
info@monpass.mn 

Tel: +976 1800 2535

https://maps.app.goo.gl/2aF9h5nMJysJ7gJb9
https://maps.app.goo.gl/2aF9h5nMJysJ7gJb9
mailto:info@monpass.mn


THANK 

YOU!

Monpass CA mail: info@monpass.mn 

Tel: +976 1800 2535

Website:www.monpass.mn 

mailto:info@monpass.mn
http://www.monpass.mn/
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