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Preface:
There are several different versions of the Sign-l n El ectronicall yE
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 otherwise 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 Signl n El ectronical |l yE
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 ocl
taken with the mouse refer to the left mouse button. Any action requiring the
right mouse button wil/| be preceded with t

Support can also be obtained by emailing support@sigrinelectronically.com
and a speedy reply will be forthcoming.

Support Group
Sign-In Electronically
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SigninEl ectroni «

Insert the Sigd n EI| ect CD inthe drN/eIalydégupwill start automatically
and install the Sighn E| e c t r o progcam.lSome Hser input malge required
duringthis setuplt is recommended that yoead andollow the promptslosely

Setup - Sign-In Electronically™

Welcome to the
Sign-In Electronically™
Setup Wizard

Thank you for purchasing Sign-In Electronically™, a division of
AMNA, Inc. For more information, please visit our web site at

www signdinelectronically. com.

This will install Sign In Electronically™ on your computer.

It iz recommended that you close all other applications before
continuing.

Click Mext to continue, or Cancel to exit Setup.

Setup - Sign-In Electronically™

License Agreement
Please read the following important information before cortinuing.

Please read the following License Agreement. You must accept the terms of this
agreement before continuing with the installation.

LICENSE AGEEEMENT FOR
Sigu-Tu Electesmicaliy™ soFTWARE
INDEMNIFY AND HOLD HARMLESS CLAUSE:
By in=talling this software, the client hereby
agrees to indemnify and hold harmless 5@#'9.::
Sﬁm@m from any and all claims resulting

from the misuse of the software or hardware,

(][22

|i£

fm TS m e Tmeete e mim T Emef e ] dmm emmem e S =TT -

[ <Back || Net> | [ Cancel |

You should read the license agreemeand hold harmless clause. Acceptance is
required for the installation to continue.
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Setup - Sign-In Electronically™

Registration Information =
“REGQUIRED™ Enter the Organization Mame and Signature Pad Seral #. This

information can be modified later. See the Operation Manual for more information.

Organization Mame (Registered To)
|"|.|"E|IIE'."_.r Medical Clinic |

Seral Number from the back of the signature pad. Enter all characters between the
asterks("). Observe case. Al 0 or O are entered as zeros.

|EEH1}1TE |

| <Back || Ned> || cance |

You are required to enter a name in the s|
To)o for the instdation to continuelt 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.

Enter the signature pad serial numfem the back othe 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) a n d shadld be éntered as zeros. Note too
that here are no spaces in this serial number.

Boththeif Regi st ered To0O name and the signatur
later when the Sigin progam is registered. Ehregistration procedure is described in
detail later in this manual.
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Setup - Sign-In Electronically™ V3 -

Create Program Icons :
This allows the installation of Icons on your Deskiop, inthe Start Menu and the

Quick Launch tool bar

Setup will create and install icons for Sign-in Blectronically™ V3 on the desktop, in the
Start Menu, and the Quick Launch tool bar.

Click to change the default settings in the tems below.

[] Create SIE Program icons on your Desktop.

[¥] Create SIE Program Icon in the Quick Launch Toolbar

Create an ‘Uninstall’ icon in your Start Menu.

[¥] Install the Signature Pad Test icon in the Start Menu.

[V] Install the Welcome Screen Demo icon in the Start Menu.

Install the Standard User Installation Setup lcon in the StartMenu

By default, iconswill be installedon the deskip, in the Start Menwandin the Quick
Launch toolbar. ¥u can clickthe box in front of any of the io® you do not want to
install. In Windows 7 that has no Quick Launch Tool bar you can right click on the
Signtin entry in the Start Meu and select Pin to the tool bar.

Setup - Sign-In Electronically™

Installing
Please wait while Setup installs Sign-In Blectronically™ on your computer.

Sign-In Electronically™ Setup

There is the option to create a Restore Pdihts ocurs before any changes are made to
the computerand allows your computer to be restored to tleeSigrl n
installation condition. It is recommended that you do create the restore point. There will be
a short delay in the setygocess while this restore point is cezht

El ectroni
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Setting up for Multiple, Limited Or Standard User:
All Sign-l n  E| e ¢t mamgrogranslaryd@twork Viewerscan be set up for
multiple administratousersand except for V66.5 and 7have the ability to be used by
limited users on Windows XP and standard users on Vista and Windows 7. For the
sake of simplicity, al |l references herei.|
standard users.

The main programs are inst&dl from a CD or download, and Administrator privileges
are required for the installationsll additional users with administrator privileges a
given computemust install the program from the CD or download.

During theprograminstallation, there ign icon placed in the Start Menu by default
caled"i mi t ed or St a @Altheughdit likesmest otherecons paa be-un
selected by the user during installation and bwinstalled it is recommended that it
be installed

Once the programds been installed, and at least one signature has been entered, the
administrator closes the program, lajsand a limited user logs ofhe "Limited or
Standard User Setutémis then accessed in the Start Menu, and when clicked, runs a
new mintinstdler that sets up the limited user.

This limited setup applet can only be run whemsdjon as a limitedser and can be
run only once per user.

To add additional users, the Simprograms are closed, all users log off, and the new

user logs onlf 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 peefgrarcluding
theregistration informationare 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 pdrof thepersonalu s e r 6 s p it raustdbe enteredessparately 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 onlytsince i
is envisioned that archiving the database should be an administrator function.

It is highly recommended that the Sigrln program be open for only one user at a
time per computer. The program may slow down andbecome erratic if it is
opened by more tha one user at a time per computer. Be sure to close all Sigm
programs before switching usersor signing off.

rwk 103110 Page8 of 62



Signin E|l e ¢ t r o Instataioh ang Gperating Instructions

You Are Now Ready To Start Signing In.
NOTE: Be sure that the signaturepad is plugged in before you start the program.
If the Sign-in program is started without the signature pad plugged in, the
program may fAhango while displaying the
reboot to recover.

Click the Sgn-In Electronich | yicBn on the desktop, in the Start Metmuthe Quick
Launch tool bar, or press ALT+SHIFT+S to start the application.

F A

Sign-In Sign-In Sign-In
Electronically — Viewer Archiver

A Uited User Sebup

TF Signabure Pad Test

) Sagrein Archiver

B Saon-In Elsctronicaly™

(4] Sign-tn ratructions

A Sigrein Viewsr

2 Uraratal SineIn Elsctronecaly™ '3

D7 Welcofg Soresn Deng

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

You will be pesented with this registratiatreen.

Sign-In Electronically Registration

% Ségn - S(adnmwdﬁ; e

The Organization Name and Signature Pad Senal Number must be entered in
order for the Sign-In Program to function comectly.

Organization Mame. Enter the name exactely as you want it to appear in the program, in all of the
prinkouts, and on the sighature pad. This will Become the "Registered Ta" name.

|Va||e_l,.l Medical Center

Serial Mumber from the back of the signature pad. Flaase enter it exactly as shown between the
astericks[*). Observe case and enter all 'z and o's as zeros.

| TLBK.755HD3M 0150

Enter the serial number that was given ta pou by the Sign-In Electronically Reprezentative.

If you have not received a serial number, click the "Register Later' button You
will receive the senal number when you register the program.

|4771042

Fegister Now Reaqister Later
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If you have already registered and have the program serial numleertter into the

|l owe

r box, enter it .ndw, and cl i

c k

ARegi s

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

number,

cl i ck tlheet drRe gh wtttean .

If you continue unregisteredoy will thenbe presented with the registration warning

screen.

Sign-In Electronically Registration Notice

*hkhkkkk NOTICE khkkkkk

You MUST register vour information to get & software serial nurber ar the pragram will stop warking an
3/6/2006

“r'ou will need pour ‘Registered To' name and the signature pad senal number bo register.

t'our ‘Registered T o' name iz the name that will be displaved on the top of the program's main screen, in all the printed
documents, and on the signature pad,

Once this has been registered, it cannot be changed without re-registenng.

The 'Serial Mumber' from the back of the signature pad will be the number directly below the bar code located between the
astenisk [*] marks. ALL THE LETTERS AMD MUMBERS ARE REQUIRED. The case of the letters must be observed and
all o'z or 0%z are to be entered as zeros. There are MO SPACES in this serial number.

The preferred method of registering is to sigh on ta our web zite at v sign-inelectronically. com and click on the 'Register’
button. Registration can alzo be done by emailing [registration@sign-inelectronically. canm).

IMPORTANT MOTE! If either the ‘Registered To" name or signature pad senal number is changed for
any reason, the program will guit working and you will have to re-register it.

Fiegister Later

This screen will be displayed every time the program is started until the program has
been registeredt will show the last date the program will operate withoutstging
and obtaining a programerial numberThe program will work for 30 days fromhe
time it was first installed.

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

period h

as expired, this message will display:

YOU NEED TO REGISTER |_§Z§__

A ( " ) You are past the 30 day trial period.
= The program will be terminated if you don’t register.

Do you want to register now?

Yes No

rwk 103110
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Registration:
At any time after the original installation, a program serial nurcharbe obtained by
going to the web sitattp://www.sigrrinelectronically.conmand clcking on Register on
the left of the screen. When the register page displays, click the first choice labeled
AMAIT N PROGRAM REGI STRATI ONand/ énterlihe tregquired HRU \
information in the places designated.

The information needed to generate thegpam serial numbaes:

1.t he ARegistereadafTod snameur organi zationd
displayed on the main screen, on the signature pad, and on abymsnt
The ARegistered To0 napBuee toregist€atse Se
EXACTLY as you want it to appear in the program. This includes using
upper or lower case letters, paces, characters and punctuation.

2. the signature tabletserial number. This is the number/letter combination located
below the bar coden 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 uppercag( capi t al s )shoald ok erstedred asQéras

0).

Once this information is registered and a program serial nuisiiesued and entered,
the Registered Toameor the signature pad serial number cannot be changedutvitho
obtaining another program serial numbbem Signl n El ectroni cal | yE.

To be able to use the program in theragistered mode, you must be within the 30
days period, and there must be @dhetaldeme ent
serial numler space may be blank

Sign-In Electronically Registration "_
X Siga-7n Electranicalty™

The Drganization Mame and Signature Pad Serial Humber must be entered in
order for the Sign-In Program to function comectly.

Organization Mame. Enter the name exactely a: pou want it to appear in the program, in all of the
printouts, and on the signature pad.  This will become the "Registered To'' name.

[t/ alley Medical Center

Serial Mumber from the back of the signature pad. Please enter it exactly az shown between the
asztericks(*). Obszerve caze and enter all 0'z and o'z as zeros.

| TLBK.755HD3M01 50

Enter the zerial number that was given to pou by the Sign-n Electronically Bepresentative.
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Selection List(Versions 4.1, 4.55.1& 7.0 only)
Click the #AMai at ac openShedialagThis @allows lentesing the
names of theervice or provider that will be displayed on signature p&is needs to
be done only when the program is started for the first time, before any entries are made
from the signature pad.

Maintain Selection List

The firzt entry will abwaps be: |Hecepti0nist

Dizplay Selection List By
f« MName

(" Display Sequence # Change Dizplay Sequence |
Frovider

Awailable Dizplay Sequence | dcotion E ritry Mumber
Haward Lester 3 1

Jamnes Trebow 2

b arty Alford 5 T

Kary W arner 1 3

Wivian Dodd 4 E

Add | Bemaove | Change |

ok Cancel

At the top of this dialog is the entry ftire 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 | abeled fADisplay Sele
will list the names in alphabetical order on the signature pad, the same order they are
shown in the fAAvailableo col umn.
Selecting the #fADiIi splay Sequence #0 option
the numeri cal order t8equameed howhumm. t By
the AChange Display Sequencedo button, the

displayed on the signature pad can be changed.

When the AChange Display Sequenceo button
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Change Display Sequence

James Trebow
Howeard Lester
Yivian Dodd
M arty Alford

Apply LCancel

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 |ist. When the Ilist 1Is seq
acept it, or the ACancel d button to exit

The title of the middle section will be the same as the column heading name set in the
preferences. Depending on the version, i
De f i n e d dohangd tlie 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.
Thisp events an absent personés name from be

As stated previously, the ADiIi splay Sequen
names will be listed on the signature pad.

The AActiono column wil |l asleenwmadersipce e ndi n
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 thEntry Number of the name in the database, and it is ditdtde
is displayed forinformation 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,;

Mew Selection Mame [168 characters max) 0K

Cancel

To removea name, tghlight it, and click the Remoueutton. A confirmation box will
be displayedike this:.

Removing Selection X

¥ou are about to remove Mary Varner
x.._‘:r/ from the list.

Do you want to continue?

Yes Mo

To change an entry, h i g Houttongahdtthisidiblogavil d ¢ |
display.

Selection (16 characters max)

Change Selection 0K

Cancel

Mary Vame

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 PaperlessForm Signing Works: (Versions 6.0, 6.5, & 7.0 only)
Each of these standard fornssidentified by anumber and name that will make then
unigue and easiltraceable. 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 computex centralized locatiohke the
ASt andao df dnstdlledsvith the programA sample of a standard form can
be found in Appendix A at the end of this manudie form can be in any format
supported by the software installed on the computer.M8.:.Word, Adobe PDF, a
scanned picture, etc. All the information about the form is entered in thelrSign

Eled ronical |l yE progr am.

Form Group: W
Forrn (D ll—

[Fr———

Statuz @ Active

" Inbctive

Title: |

D ezcriptian: |

Diate: | 3 /27/2006

Location; |

Apply |

Browsze...

|

Cancel

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

Insurance, Doctors, etc.

The Form IDis a unique identification of the form. Most standard forms will already
have this unique ID. Ondhe 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 anyother entry.

The gatus can be set asc#ve or InActive. All active forms will be displayed when

the nSel ect

A

F o rimthetprgra Fognms dnarked as dAetivee c t e d

will not be displayedSince forms cannot be deleted, thegth errors @an be set to

In-Active.

The Titleis the name of the fornThe Description is a brief description of the form.

rwk 103110
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The location is the location on the computer where the form is locaieddefault
location is inthe Data Formsfolder. Forms saed 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 AType of fileso

For more inbr mati on on setting up a form, see
F o r rnmgh& 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, propest identified, is handed to the patient for them to read. Once the
patient has read the form, and returns it, the operafior clicks in the Signed Forms

cell on the main display argklects the form from the list of pemtered forms in a
dialog like ths:

77 Forms
=& Insurance
TEEE Test Form #1
{25 Test Form #2

[ Show Inactive Forms R — Cancel Yiew
Refresh |

When the Select Form button is clicked, a message is sent to the signature pad with the
FormiDand t i t | e, Aowapttahd Agréee t ext il

The patient signs the form indicating they have raad accepted. 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 ifeEht and the signature
acknowledging readingnd acceptanaaf the form can bdisplayed or printed.
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Signed Forms

Yiew Signed Forms For "‘
# Signature File#t
2 T chvss =
Form I Faorm Title Descri iption Date Signed Signature
defd5E Test Form #2 This is test form #2 34272006 10:52:00 &M (}% %:*u':__f

This printout identifies the name of the patient that was signednd their File
Number, across the top. It also describes the Forndbm Title Form Description,
the date the acknowledgment of reading it wigmedand the signature of the person
signing.

Once this information has been accepted by the program, it cannot be modified. The
two signatures are shown oneth same document since 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 formsinformation or to edit forms already entered, click on the Maintain
Forms icon, or click Edit, then Maintain Forniorms are sted in a hierarchy similar
to the way files are stored in the compufene left column shows the group names,
and these can be edited or addedTtee right column shows the various forms, and
information about them

Clicking the add buttomat the bottonopers another dialog thatllows adding new forms
All the informationis required.
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