



STATE OF WASHINGTON
DEPARTMENT OF SOCIAL AND HEALTH SERVICES
AGING AND DISABILITY SERVICES ADMINISTRATION
PO Box 45600  Olympia, WA 98504-5600





H15-012 – Policy and Procedure
[bookmark: _GoBack]February 6, 2015

	TO: 
	Home and Community Services (HCS) Division Regional Administrators


Area Agency on Aging (AAA) Directors 


	FROM:
	Bea Rector, Director, Home and Community Services Division


	SUBJECT: 
	Electronic Signature Pads

	PURPOSE:
	To inform staff about the availability of electronic signature pads and their potential use in the field.

	BACKGROUND:
	Over the last few years ALTSA has been moving toward paperless systems. In an effort to use technology to improve efficiency, electronic signature pads are being provided for use in the field.  

	WHAT’S NEW, CHANGED, OR
CLARIFIED
 
	Clients will be able to sign forms that have been converted to pdf format using electronic signature pads
· Forms available to use:
· DSHS Form 14-012 Consent
· DSHS 16-172 Rights and Responsibilities
· DSHS 14-225 LTC Acknowledgement of Services
· DSHS 11-055 Acknowledgement of My Responsibilities As The Employer of My Individual Providers
· DSHS 13-713 Fast Track Service Agreement
· DSHS 10-469 Notice to Clients Who Employ An Individual Provider
· CARE Service Summary

	ACTION:
	Case Managers and Social Service Specialists are encouraged to use the new electronic signature pads in the field. In order to be successful with the new devices please follow these general guidelines:

· Documents must be converted to pdf format
· Documents must be pre-filled with client information prior to client signing the document 
· Once the client has signed the form, changes must not be made to the form. 
· Case Managers and Social Service Specialists will print forms and submit to DMS for imaging when they return to their office. 

The CARE Service Summary may be signed using an electronic signature pad if the assessment is completed and placed in current status during the home visit. This will not occur often, as most follow up and planning is done after returning to the office; however, there may be circumstances that this function will be valuable.  

Training will be available, date to be announced. See the attachments below for quick guide instructions and FAQs and Tips.

	RELATED 
REFERENCES:
	Form Picker link:
http://forms.dshs.wa.lcl/ 

	ATTACHMENT(S):   
	Quick Guide



FAQs & Tips



PowerPoint Training 



	CONTACT(S):
	Rachelle Ames, HCS Program Manager
360-725-2353
rachelle.ames@dshs.wa.gov 

Jennifer Karlson, ETR Program Coordinator
360-725-2512
coultjd@dshs.wa.gov 
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Signature Configuration


Before you use the Electronic signature Pad for the first time:

1. Plug Electronic Signature Pad into laptop


2. Go to the Preferences pop-up:


a. Tools

b. Preferences 

c. Signature Capture tab


3. Choose your option from the “Signature position with respect to the details” dropdown:


a. Select “Beside”
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4. Click Apply

a. This will show the signature image with the date/time stamp beside it.

To Start


1. Create folder on desktop that saves to external drive. 

[image: image2.emf]How to create a  folder on desktop to back up to H drive.docx




2. Open the desired document.

3. Make any needed edits to the form.  For example, add information to the Consent form. Documents must be pre-filled with client information prior to client signing the document


4. Save the document to your desktop folder. 

5. Name your document to be transferred to the electronic signature pad.

a. Form number, Form name, CID

i. Example 14-225 Acknowledgement of Services  025421548

b. Naming the file is highly important to be able to identify the document from previous files.

c. Upon transfer to electronic signature pad the pdf file will be converted to a “pDoc” file.


Signature Pad Quick Steps


1. Attach pDoc Signing device to your computer.


2. Open pDoc Signer application.

3. Open the saved PDF document: 


a. File 

b. Open 

c. locate 

d. select document


4. Locate signature area in document.

5. Choose Insert and Sign icon from toolbar.
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6. Create text box for signature.

a. When creating the text box create it over the signature line and date box areas.  This will ensure that the signature and date will fill in the same areas that a client would normally sign it by hand.

7. Sign.

8. Once the client has signed the pDoc form, changes must not be made to the form. 


9. Save document.

10. Close pDoc Signer.

Back at the office

1. Open and print e-signed pDoc files


2. Submit to  DMS per Case File Standards Policy located in chapter 3 of the LTC Manual.

3. Delete files from folder (or wait until documents show in DMS)


4. Upon request from client, POA, DPOA, representative, and/or guardian, print and mail, or e-mail e-signed forms to requestor 



How to create a folder on desktop to back up to H drive (external drive)


Open “Computer” from start menu


[image: C:\Users\coultjd\Desktop\computer.PNG]


Select H Drive (external drive) to store new folder


[image: C:\Users\coultjd\Desktop\external drive.PNG]


	Click “New folder”[image: C:\Users\coultjd\Desktop\new folder.PNG]


	Name folder


	Highlight and drag to desktop


A copy of the folder will now show your desk top and back up to H drive (external drive)
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FAQ and Tips updated 2015.docx
FAQ and Tips

How easy is it to use?

The signature pad is easy to after gaining some familiarity with the device. Spend some time with the device, application, and forms and practice using the pdf format. This will increase your confidence with the device and the process needed to create and save documents.  

Gather more information prior to visit for assessment

[bookmark: _GoBack]During your call to the client to schedule the assessment, gather pertinent information for the consent form. Getting a head start on the consent form will make the process quicker during your visit.

Service Summary

In rare cases when a CM completes an assessment out in the field, the service summary can be signed by the client using the electronic signature pad.  A Service Summary can also be signed at 30-day visit with signature pad when needed. 

Do clients like it?

In a small pilot, there was mixed feedback from clients. The fact is, some clients will like it and some will not.  Once the CM becomes more confident using the device, the client also may become more comfortable. 

Does field staff have to use the signature pads?

No, it is an individual choice or office policy decision.   The goal is to become comfortable using the devices now, and as the technology advances we will be able to use them more efficiently and effectively in the near future.

What are the benefits to using the signature pads?

Documents are created and saved securely.  Paper forms can get lost or damaged while in the field. Using  the signature pad minimizes damage or loss of paper forms.

Is there a way that barcode/DMS can get the signed forms directly without printing?

ALTSA is currently working on a solution for this.  
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Electronic Signature Pads

Training









































Background

An effort to grow with advancing technology and improve efficiency

Over the past couple of years ALTSA has been moving toward paperless systems.

Electronic signature pads are being provided for use in the field























This training is to assist the field with knowing how to use the signature pads and what benefits that case managers may have from using them in the field.
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Before Use

Plug Electronic Signature Pad into your laptop

Change preferences (as outlined in Quick Steps)

























During the presentation we can go through the quick steps guide and give details or answer questions regarding items issues that come up during the webinar.
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While viewing PowerPoint you can double click on this slide and view the whole document and open the Word document in the document.
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Managing Documents

Create a folder on your desktop to save the documents that you will use on the electronic signature pad

When you save the documents you want to use on the electronic signature pad use this folder

Delete items in the folder after they show up in DMS























The idea is that this will stay clean, you will have the folder that you will use while in the field and then a sub-folder of items that are waiting to show up in DMS, if you choose to set it up this way.



It’s helpful to keep organized so that you only have a few documents related to the clients you are seeing for the day in the active folder while you are with clients, reduces time and frustration.



Suggestion is to have Main folder on desktop “To Sign in the field”, a subfolder “Signature Obtained/Needing to Print”, another subfolder “Submitted to DMS”



After having client sign each form presented move item into Signature Obtained/Needing to print folder, upon arrival at office print off documents and move items printed to Submitted to DMS folder.



Upon notice on To Do list in barcode that items show up, delete appropriate items from Submitted to DMS folder
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While viewing PowerPoint you can double click on this slide and view the whole document and open the Word document in the document.
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Documents for Use

DSHS Form 14-012 Consent

DSHS 16-172 Rights and Responsibilities

DSHS 14-225 LTC Acknowledgement of Services

DSHS 11-055 Acknowledgement of My Responsibilities As The 	Employer of My Individual Providers

DSHS 13-713 Fast Track Service Agreement

DSHS 10-469 Notice to Clients Who Employ An Individual Provider

CARE Service Summary























Any document that needs to be signed can be used as form to be signed on the signature pad.
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Filling in Documents

Prior to visit with client, pre-fill your documents you are going to have client sign

By doing this you are reducing the amount of time needed to fill in documents in the field

























You will want to have as much information as you know on the consent form prior to visit with client.



This may mean you spend a little more time with client on the phone to gather the information prior to your visit.
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Need to Make Changes

What if you need to make changes in the field?

You can create text boxes and fill in the info needed prior to signature of client























The quick step guide can give you detailed instructions on how to do this.
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When do Clients Sign

Case worker to sign form prior to client while in the field

Clients only sign the documents after all the correct information is filled in on the forms

This is due to once client signs, the form will give an error message stating that something on the form was changed after client has signed

























It is very important that all the information on the forms are present prior to client signing.
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How to Change After Signing

If a change needs to happen after the client has signed the form

Easiest to start over, add the new information to the form, then have client sign

You want to have a form that the last change made is the client signature























Simple Use

Once you have set up the electronic signature pad you are ready to use in the field

Recommend that you try it out prior to initial use to help troubleshoot in the office























Discussion regarding trying it prior to taking it in the field to use with client.  



You will become more proficient with the electronic signature pad the more you use it.  Practice, practice, practice. 
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Benefits

Intent is that this will secure your paper documents on your computer

Ease of client use, less paperwork 

Some clients are familiar with electronic signature pads, from doctor office, store, etc…

Confidentiality secured on locked laptop

Signing Service Summary in the field























Service Summary

The CARE Service Summary may be signed using the electronic signature pad if the assessment is completed and placed in current status during your home visit. This will likely be a seldom occurrence given that much follow up and planning is done outside of the home visit once you are back in your office; however, there may be circumstances that this function will be valuable. 























Client Requests Copies

If client or client representative (POA, DPOA, Guardian) requests copies of signed documents

When back at the office print out copies and send them to client























For the future there may be the option that barcode/DMS can sweep the folder and pick up items that need to be submitted on a daily basis.
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DMS

Once you have the forms signed in the field print them out and submit to DMS per Case File Standards Policy located in Chapter 3 of LTC Manual

Once you receive notification on your To Do list that forms are in DMS delete electronic forms from your folder on your desktop























Keep Folder Clean

To help stay organized 

Ease of finding the form you need

No duplicates 

Less confusion of same form for same client























It is very important that you keep the folder that you are working with the documents on the signature pad cleaned out 

Paperwork, even electronic paperwork can pile up.

Get back to the office print the forms signed and submit to DMS right away, you can create a subfolder to help keep organized until forms show in DMS, then delete.
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Questions?























Resources

Rachelle Ames

Jennifer Karlson

























References

MB H14-xxx

Signature Pad Quick Steps

FAQs

















































While viewing PowerPoint you can double click on this slide and view the whole document and open the Word document in the document.
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Signature Configuration



Before you use the Electronic signature Pad for the first time:


1. Plug Electronic Signature Pad into laptop



2. Go to the Preferences pop-up:



a. Tools


b. Preferences 


c. Signature Capture tab



3. Choose your option from the “Signature position with respect to the details” dropdown:



a. Select “Beside”
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4. Click Apply


a. This will show the signature image with the date/time stamp beside it.


To Start



1. Create folder on desktop that saves to external drive. 
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2. Open the desired document.


3. Make any needed edits to the form.  For example, add information to the Consent form. Documents must be pre-filled with client information prior to client signing the document



4. Save the document to your desktop folder. 


5. Name your document to be transferred to the electronic signature pad.


a. Form number, Form name, CID


i. Example 14-225 Acknowledgement of Services  025421548


b. Naming the file is highly important to be able to identify the document from previous files.


c. Upon transfer to electronic signature pad the pdf file will be converted to a “pDoc” file.



Signature Pad Quick Steps



1. Attach pDoc Signing device to your computer.



2. Open pDoc Signer application.


3. Open the saved PDF document: 



a. File 


b. Open 


c. locate 


d. select document



4. Locate signature area in document.


5. Choose Insert and Sign icon from toolbar.
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6. Create text box for signature.


a. When creating the text box create it over the signature line and date box areas.  This will ensure that the signature and date will fill in the same areas that a client would normally sign it by hand.


7. Sign.


8. Once the client has signed the pDoc form, changes must not be made to the form. 



9. Save document.


10. Close pDoc Signer.


Back at the office


1. Open and print e-signed pDoc files



2. Submit to “Hotmail” DMS



3. Delete files from folder (or wait until documents show in DMS)



4. Upon request from client, POA, DPOA, representative, and/or guardian, print and mail, or e-mail e-signed forms to requestor 





How to create a folder on desktop to back up to H drive (external drive)



Open “Computer” from start menu



[image: C:\Users\coultjd\Desktop\computer.PNG]



Select H Drive (external drive) to store new folder



[image: C:\Users\coultjd\Desktop\external drive.PNG]



	Click “New folder”[image: C:\Users\coultjd\Desktop\new folder.PNG]



	Name folder



	Highlight and drag to desktop



A copy of the folder will now show your desk top and back up to H drive (external drive)
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How to create a folder on desktop to back up to H drive (external drive)


Open “Computer” from start menu


[image: C:\Users\coultjd\Desktop\computer.PNG]


Select H Drive (external drive) to store new folder


[image: C:\Users\coultjd\Desktop\external drive.PNG]


	Click “New folder”[image: C:\Users\coultjd\Desktop\new folder.PNG]


	Name folder


	Highlight and drag to desktop


A copy of the folder will now show your desk top and back up to H drive (external drive)
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        STATE OF WASHINGTON   DEPARTMENT OF SOCIAL AND HEALTH SERVICES   AGING AND DISABILITY SERVICES ADMINISTRATION   PO Box 45600     Olympia, WA 98504 - 5600           H 15 - xxx   –   Policy and  Procedure   February xx, 2015  


TO:    Area Agency on Aging (AAA) Directors       Home and Community Services (HCS) Division Regional Administrators           


FROM:         


SUBJECT:   Electronic  Signature Pads    


PURPOSE:  To inform staff  about the availability of electronic   signature pads   and their  potential use   in the field.    


BACKGROUND:  Over the  last few   years ALTSA has been moving toward paperless systems. In  an effort to grow with advancing technology and improve efficiency, electronic  signature pads are being provided   for use in the field.    


WHAT’S NEW,  CHANGED, OR   CLARIFIED      Clients will be able to sign forms   that have been converted to  pdf   format   using  electronic signature  pads      Forms available to use:   o   DSHS Form 14 - 012 Consent   o   DSHS 16 - 172 Rights and Responsibilities   o   DSHS 14 - 225 LTC Acknowledgement of Services   o   DSHS 11 - 055 Acknowledgement of My Responsibilities As The  Employer of My Individual Providers   o   DSHS 13 - 713 Fast Track Service Agreement   o   DSHS 10 - 469 Notice to Clients Who Employ An Individual  Provider   o   CARE  Service  Summary    
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H15-xxx – Policy and Procedure


February xx, 2015


			TO: 


			Area Agency on Aging (AAA) Directors








Home and Community Services (HCS) Division Regional Administrators    











			FROM:


			


   





			SUBJECT: 


			Electronic Signature Pads








			PURPOSE:


			To inform staff about the availability of electronic signature pads and their potential use in the field.








			BACKGROUND:


			Over the last few years ALTSA has been moving toward paperless systems. In an effort to grow with advancing technology and improve efficiency, electronic signature pads are being provided for use in the field.  





			WHAT’S NEW, CHANGED, OR


CLARIFIED


 


			Clients will be able to sign forms that have been converted to pdf format using electronic signature pads


· Forms available to use:


· DSHS Form 14-012 Consent


· DSHS 16-172 Rights and Responsibilities


· DSHS 14-225 LTC Acknowledgement of Services


· DSHS 11-055 Acknowledgement of My Responsibilities As The Employer of My Individual Providers


· DSHS 13-713 Fast Track Service Agreement


· DSHS 10-469 Notice to Clients Who Employ An Individual Provider


· CARE Service Summary








			ACTION:


			Case Managers and Social Service Specialists are encouraged to use the new electronic signature pads in the field. In order to be successful with the new devices please follow these general guidelines:





· Documents must be converted to pdf format


· Documents must be pre-filled with client information prior to client signing the document 


· Once the client has signed the form, changes must not be made to the form. 


· Case Managers and Social Service Specialists will print forms and submit to DMS for imaging when they return to their office. 











The CARE Service Summary may be signed using the electronic signature pad if the assessment is completed and placed in current status during the home visit. This will not likely occur often, given that  most of the time follow up and planning is done after returning to the office; however, there may be circumstances that this function will be valuable.  





See the attachments below for quick guide instructions and FAQs and Tips.





			RELATED 


REFERENCES:


			Form Picker link:


http://asd.dshs.wa.gov/FormsMan/FormPicker.aspx 





Training will be available via webinar date to be announced… 








			ATTACHMENT(S):   


			





[bookmark: _MON_1482300218]











			CONTACT(S):


			Rachelle Ames, HCS Program Manager


360-725-2353


rachelle.ames@dshs.wa.gov 





Jennifer Karlson, ETR Program Coordinator


360-725-2512


coultjd@dshs.wa.gov 
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Signature Pad Quick Steps 2 updated for field 12-12-14.doc


				



				Electronic Signature Pad















Signature Configuration




Before you use the Electronic signature Pad for the first time:



1. Plug Electronic Signature Pad into laptop




2. Go to the Preferences pop-up:




a. Tools



b. Preferences 



c. Signature Capture tab




3. Choose your option from the “Signature position with respect to the details” dropdown:




a. Select “Beside”
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4. Click Apply



a. This will show the signature image with the date/time stamp beside it.



To Start




1. Create folder on desktop that saves to external drive. 



[image: image2.emf]How to create a  folder on desktop to back up to H drive.docx








2. Open the desired document.



3. Make any needed edits to the form.  For example, add information to the Consent form. Documents must be pre-filled with client information prior to client signing the document




4. Save the document to your desktop folder. 



5. Name your document to be transferred to the electronic signature pad.



a. Form number, Form name, CID



i. Example 14-225 Acknowledgement of Services  025421548



b. Naming the file is highly important to be able to identify the document from previous files.



c. Upon transfer to electronic signature pad the pdf file will be converted to a “pDoc” file.




Signature Pad Quick Steps




1. Attach pDoc Signing device to your computer.




2. Open pDoc Signer application.



3. Open the saved PDF document: 




a. File 



b. Open 



c. locate 



d. select document




4. Locate signature area in document.



5. Choose Insert and Sign icon from toolbar.
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6. Create text box for signature.



a. When creating the text box create it over the signature line and date box areas.  This will ensure that the signature and date will fill in the same areas that a client would normally sign it by hand.



7. Sign.



8. Once the client has signed the pDoc form, changes must not be made to the form. 




9. Save document.



10. Close pDoc Signer.



Back at the office



1. Open and print e-signed pDoc files




2. Submit to “Hotmail” DMS




3. Delete files from folder (or wait until documents show in DMS)




4. Upon request from client, POA, DPOA, representative, and/or guardian, print and mail, or e-mail e-signed forms to requestor 







How to create a folder on desktop to back up to H drive (external drive)




Open “Computer” from start menu




[image: C:\Users\coultjd\Desktop\computer.PNG]




Select H Drive (external drive) to store new folder




[image: C:\Users\coultjd\Desktop\external drive.PNG]




	Click “New folder”[image: C:\Users\coultjd\Desktop\new folder.PNG]




	Name folder




	Highlight and drag to desktop




A copy of the folder will now show your desk top and back up to H drive (external drive)
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FAQ and Tips



How easy is it to use?



The signature pad is easy to after gaining some familiarity with the device. Spend some time with the device, application, and forms and practice using the pdf format. This will increase your confidence with the device and the process needed to create and save documents.  



Gather more information prior to visit for assessment



[bookmark: _GoBack]During your call to the client to schedule the assessment, gather pertinent information for the consent form. Getting a head start on the consent form will make the process quicker during your visit.



Service Summary



In rare cases when a CM completes an assessment out in the field, the service summary can be signed by the client using the electronic signature pad.  A Service Summary can also be signed at 30-day visit with signature pad when needed. 



Do clients like it?



In a small pilot, there was mixed feedback from clients. The fact is, some clients will like it and some will not.  Once the CM becomes more confident using the device, the client also may become more comfortable. 



Does field staff have to use the signature pads?



No, it is an individual choice or office policy decision.   The goal is to become comfortable using the devices now, and as the technology advances we will be able to use them more efficiently and effectively in the near future.



What are the benefits to using the signature pads?



Documents are created and saved securely.  Paper forms can get lost or damaged while in the field. Using  the signature pad minimizes damage or loss of paper forms.



Is there a way that barcode/DMS can get the signed forms directly without printing?



ALTSA is currently working on a solution for this.  
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FAQ and Tips


How easy is it to use?


The signature pad is easy to after gaining some familiarity with the device. Spend some time with the device, application, and forms and practice using the pdf format. This will increase your confidence with the device and the process needed to create and save documents.  


Gather more information prior to visit for assessment


[bookmark: _GoBack]During your call to the client to schedule the assessment, gather pertinent information for the consent form. Getting a head start on the consent form will make the process quicker during your visit.


Service Summary


In rare cases when a CM completes an assessment out in the field, the service summary can be signed by the client using the electronic signature pad.  A Service Summary can also be signed at 30-day visit with signature pad when needed. 


Do clients like it?


In a small pilot, there was mixed feedback from clients. The fact is, some clients will like it and some will not.  Once the CM becomes more confident using the device, the client also may become more comfortable. 


Does field staff have to use the signature pads?


No, it is an individual choice or office policy decision.   The goal is to become comfortable using the devices now, and as the technology advances we will be able to use them more efficiently and effectively in the near future.


What are the benefits to using the signature pads?


Documents are created and saved securely.  Paper forms can get lost or damaged while in the field. Using  the signature pad minimizes damage or loss of paper forms.


Is there a way that barcode/DMS can get the signed forms directly without printing?


ALTSA is currently working on a solution for this.  






ELECTRONIC SIGNATURE PADS
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