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Preface :  
There are several different versions of the Sign -In ElectronicallyÊ program 
available. These instructions are written to apply to them all , and as such 
they include all the features available in the different versions . Therefore, 
there may be some features described herein that do not apply to the 
particular version you have purchased and are using. 
 
If the features described herein are not specifically designated otherw ise they 
apply to all versions, and t hose that are specific are so designated. 
 
Every effort has been made to make these operating instr uctions as complete 
and easy to use as possible. However, if the desired information is not found 
herein, more information is available on the Sign-In ElectronicallyÊ website 
located at www.sign-inelectronically.com.  Click on the Support button  on the 
left of the main page  and there are more resources available there.  
 
 

Mouse Clicks: 
Throughout this manual, references to òclicksó òselectó and other actions 
taken with the mouse refer to the left mouse button. Any action requiring the 
right mouse button will be preceded with the word òrightó.  
 
Support can also be obtained by emailing  support@sign-inelectronically.com 
and a speedy reply will be forthcoming.  
 
 
 
 
 
Support Group 
Sign-In Electronically  
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Sign- In ElectronicallyÊ 
 

 Setup: 

Insert the Sign-In ElectronicallyÊ CD in the drive and setup will  start automatically 

and install the Sign-In ElectronicallyÊ program. Some user input may be required 

during this setup. It is recommended that you read and follow the prompts closely.  

 

 
 

 
 

You should read the license agreement and hold harmless clause. Acceptance is 

required for the installation to continue. 
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You are required to enter a name in the space marked ñOrganization Name (Registered 

To)ò for the installation to continue. It should be entered the same way you want it to 

appear in the program. This includes using upper or lower case letters, spaces, 

characters and punctuation. T 

 

Enter the signature pad serial number from the back of the pad. This is the number 

below the bar code, between the two asterisks (*). The letters in the tablet serial 

number are all upper case (capitals), and all 0ôs should be entered as zeros. Note too 

that here are no spaces in this serial number. 

 

Both the ñRegistered Toò name and the signature pad serial number can be changed 

later when the Sign-In program is registered. The registration procedure is described in 

detail later in this manual. 
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By default, icons will be installed on the desktop, in the Start Menu and in the Quick 

Launch toolbar. You can click the box in front of any of the icons you do not want to 

install.  In Windows 7 that has no Quick Launch Tool bar you can right click on the 

Sign-In entry in the Start Menu and select Pin to the tool bar. 

 

 
 

There is the option to create a Restore Point. This occurs before any changes are made to 

the computer, and allows your computer to be restored to the pre Sign-In ElectronicallyÊ 

installation condition. It is recommended that you do create the restore point. There will be 

a short delay in the setup process while this restore point is created.  
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Setting up for Multiple, Limited Or Standard User:  

All Sign-In ElectronicallyÊ main programs and Network Viewers can be set up for 

multiple administrator users and except for V6, 6.5 and 7, have the ability to be used by 

limited users on Windows XP and standard users on Vista and Windows 7. For the 

sake of simplicity, all references herein to ñlimitedò user refer to both limited and 

standard users.   

 

The main programs are installed from a CD or download, and Administrator privileges 

are required for the installations. All additional users with administrator privileges on a 

given computer must install the program from the CD or download.  

 

During the program installation, there is an icon placed in the Start Menu by default 

called "Limited or Standard User Setupò. Although. it, like most other icons can be un-

selected by the user during installation and not be installed, it is recommended that it 

be installed.   

  

Once the program has been installed, and at least one signature has been entered, the 

administrator closes the program, logs off and a limited user logs on. The "Limited or 

Standard User Setup" item is then accessed in the Start Menu, and when clicked, runs a 

new mini-installer that sets up the limited user.  

  

This limited setup applet can only be run when signed on as a limited user and can be 

run only once per user.  

 

To add additional users, the Sign-In programs are closed, all users log off, and the new 

user logs on. If  this new user is an administrator, the program is installed from the 

original CD or download. If not an administrator, the above procedure is followed to 

setup the Limited user.    

 

All users will use the same database, archives, and backups. All preferences, including 

the registration information, are unique to each user. The settings for one user have no 

effect on the settings for another user. 

 

NOTE: 

The registration information will be the same for each user of any given computer, but 

since this is part of the personal userôs preferences, it must be entered separately for 

each user.  

 

Each user can use the Viewer with all features available, and can run the Archiver. 

However, the Archiver Icon is placed on the desktop for the administrators only since it 

is envisioned that archiving the database should be an administrator function.  

  

It is highly recommended that the Sign-In program be open for only one user at a 

time per computer. The program may slow down and become erratic if it is 

opened by more than one user at a time per computer. Be sure to close all Sign-In 

programs before switching users or signing off. 
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You Are Now Ready To Start Signing In.   

           NOTE: Be sure that the signature pad is plugged in before you start the program. 

If the Sign-in program is started without the signature pad plugged in, the 

program may ñhangò while displaying the splash screen and require a computer 

reboot to recover. 

 

Click the Sign-In ElectronicallyÊ icon on the desktop, in the Start Menu, in the Quick 

Launch tool bar, or press ALT+SHIFT+S to start the application.  

 

 

 
 

Versions 4.5 and 5.1 do not have a separate viewer program. 

 

You will be presented with this registration screen.  
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If you have already registered and have the program serial number to enter into the 

lower box, enter it now, and click ñRegister Now.ò 

 

 NOTE!! If you have not yet registered and do not have the program serial 

number, click the ñRegister Laterò button.   
 

If you continue unregistered, you will then be presented with the registration warning 

screen.  

 
 

This screen will be displayed every time the program is started until the program has 

been registered. It will show the last date the program will operate without registering 

and obtaining a program serial number. The program will work for 30 days from the 

time it was first installed. 

 

 If you have still not registered and received a program serial number and the 30 days 

period has expired, this message will display: 
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Registration: 

At any time after the original installation, a program serial number can be obtained by 

going to the web site http://www.sign-inelectronically.com and clicking on Register on 

the left of the screen. When the register page displays, click the first choice labeled 

ñMAIN PROGRAM REGISTRATION V3 Lite THRU V7ò and enter the required 

information in the places designated.  

 

The information needed to generate the program serial number is: 

1. the ñRegistered Toò name; that is your organizationôs name that you want to be 

displayed on the main screen, on the signature pad, and on all print-outs. 

The ñRegistered Toò name is Case Sensitive. Be sure to register it 

EXACTLY as you want it to appear in the program. This includes using 

upper or lower case letters, spaces, characters and punctuation. 
 

2. the signature tablet serial number. This is the number/letter combination located 

below the bar code on the back of the signature tablet. All characters between the 

asterisks (*) are needed. Note that there are no spaces in this signature tablet serial 

number.  

Be sure to enter it exactly as it appears on the back of the tablet. All 

letters are upper case (capitals) and all Oôs should be entered as zeros 

(0). 
 

Once this information is registered and a program serial number is issued and entered, 

the Registered To name or the signature pad serial number cannot be changed without 

obtaining another program serial number from Sign-In ElectronicallyÊ.  

 

To be able to use the program in the un-registered mode, you must be within the 30 

days period, and there must be a name entered in the ñRegistered Toò space. The tablet 

serial number space may be blank  

 

 

http://www.sign-inelectronically.com/
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Selection List (Versions 4.1, 4.5, 5.1 & 7.0 only) 

Click the ñMaintain Selection Listò icon to open the dialog. This allows entering the 

names of the service or provider that will be displayed on signature pad. This needs to 

be done only when the program is started for the first time, before any entries are made 

from the signature pad. 

 

 
 

At the top of this dialog is the entry for the default name. This name will always be the 

first in the list, and although it can be edited or changed this space must contain a name 

and cannot be left blank.  

 

The next section is labeled ñDisplay Selection List Byò. Selecting the ñNameò option 

will  list the names in alphabetical order on the signature pad, the same order they are 

shown in the ñAvailableò column.  

 

Selecting the ñDisplay Sequence #ò option will list the names on the signature pad in 

the numerical order they are shown in the óDisplay Sequenceò column. By clicking on 

the ñChange Display Sequenceò button, the numerical order in which the names will be 

displayed on the signature pad can be changed.  

 

When the ñChange Display Sequenceò button is clicked, this dialog will display.  
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To change order in which the names are displayed, highlight the name to move, and 

then click on ether the up or down arrow on the right of the dialog to move the name up 

or down in the list. When the list is sequenced as desired, click the ñApplyò button to 

accept it, or the ñCancelò button to exit without making any changes.  

 

The title of the middle section will be the same as the column heading name set in the 

preferences. Depending on the version, it could be ñProviderò, Visitingò or ñUser 

Definedò. If you change the column heading in the preferences, this name will change 

also.  

 

If the box in front of the name is checked in the Available column, the name will be 

displayed on the signature pad. If the box is unchecked, the name will not be displayed. 

This prevents an absent personôs name from being listed on the signature pad.  

 

As stated previously, the ñDisplay Sequenceò column shows the numerical order the 

names will be listed on the signature pad.  

 

The ñActionò column will show any pending action that has been made since the 

dialog was opened, but before it is closed. It can be Add, Delete or Change. This is to 

allow the changes to be verified before they are actually made. 

 

The last column is the Entry Number of the name in the database, and it is not editable 

is displayed for information only. It may be used by the support group for 

troubleshooting. 
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If the Add button is clicked, this dialog is displayed; 

 
 

To remove a name, highlight it, and click the Remove button. A confirmation box will 

be displayed like this:.  

 
 

 

To change an entry, highlight it and click the ñChangeò button and this dialog will 

display. 

 
 

When all changes are complete, click the OK button at the bottom. Clicking the Cancel 

button will exit without making any change. 

Note: 

After a new name has been entered, the Maintain Selection List dialog must be closed 

and reopened before changing or deleting a name is allowed. Changes are not saved to 

the database until the dialog is closed. This is to help prevent unintentional changes 

from being made. Therefore, modifying a name cannot be done until the dialog is 

closed and it is actually entered. 

 

The maximum number of characters allowed is 20, but only the first 16 or 17 will be 

visible on the signature pad. 
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How The Paperless Form Signing Works: (Versions 6.0, 6.5, & 7.0 only) 

Each of these standard forms is identified by a number and name that will make then 

unique and easily traceable. Government and Insurance forms should have this type of 

unique numbering system already in place. Specialized local forms will have to have 

this ID assigned to them. 

 

The form or copy thereof is stored on the computer in a centralized location like the 

ñStandard Formsò folder installed with the program. A sample of a standard form can 

be found in Appendix A at the end of this manual. The form can be in any format 

supported by the software installed on the computer. i.e.: MS Word, Adobe PDF, a 

scanned picture, etc. All the information about the form is entered in the Sign-In 

ElectronicallyÊ program. 

 
 

The Form Group is any Group of forms that may be used. These could be Medicare, 

Insurance, Doctors, etc. 

 

The Form ID is a unique identification of the form. Most standard forms will already 

have this unique ID. Once the complete form information has been entered in the list 

of forms, this Form ID cannot be changed. The rest of the information may be 

modified as needed. This is by design for security and traceability concerns.  

 

NOTE! The Form ID must be unique to any other entry. 

 

The status can be set as Active or In-Active. All active forms will be displayed when 

the ñSelect A Form to Signò is selected in the program. Forms marked as In-Active 

will not be displayed. Since forms cannot be deleted, those with errors can be set to 

In-Active. 

 

The Title is the name of the form. The Description is a brief description of the form. 
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The location is the location on the computer where the form is located. The default 

location is in the Data Forms folder. Forms saved in this folder will not be deleted 

when the program is uninstalled. 

 

When clicking Browse, by default the dialog will look for a .doc type file. If the form 

is any other type, click ñType of filesò scroll down arrow, and chose ñAll Filesò 

 

For more information on setting up a form, see the section titled ñMaintaining the 

Formsò in the next section. 

 

A View button is provided to allow viewing the form. 

 

When it has been determined that a patient needs to sign a form, a laminated copy of 

the form, properly identified, is handed to the patient for them to read. Once the 

patient has read the form, and returns it, the operator right clicks in the Signed Forms 

cell on the main display and selects the form from the list of pre-entered forms in a 

dialog like this: 

 
 

When the Select Form button is clicked, a message is sent to the signature pad with the 

Form ID and title, with the text ñI Accept and Agreeò. 

 

The patient signs the form indicating they have read and accepted it. This information 

is then retained by the program and cannot be edited. This is again, by design, to assure 

security and accountability. 

 

Should it then become desired to ascertain if or prove a patient has read a given form, 

the database is searched, the particular form identified, and the signature 

acknowledging reading and acceptance of the form can be displayed or printed. 
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This printout identifies the name of the patient that was signed in and their File 

Number, across the top. It also describes the Form ID, Form Title, Form Description, 

the date the acknowledgment of reading it was signed and the signature of the person 

signing. 

 

Once this information has been accepted by the program, it cannot be modified. The 

two signatures are shown on the same document since the patientôs name and the 

person acknowledging reading the form may be different. This could be a case where 

the patient was a minor, and the person signing proof of reading the form was a parent 

or guardian. 

 

Maintaining The Forms: (Versions 6.0, 6.5 & 7.0 only) 

To enter forms information or to edit forms already entered, click on the Maintain 

Forms icon, or click Edit, then Maintain Forms. Forms are stored in a hierarchy similar 

to the way files are stored in the computer. The left column shows the group names, 

and these can be edited or added to. The right column shows the various forms, and 

information about them. 

 
Clicking the add button at the bottom opens another dialog that allows adding new forms. 

All the information is required.  


