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Sign-In Electronically™ Installation and Operating Instructions

Preface:

Every effort has been made to make these operating instructions 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 Electronically™ 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 “clicks” “select” 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 “right”.

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 Electronically™ Installation and Operating Instructions

Segu- T Electronically™

A DIVISION OF ANA, Inc.

Setup:

Insert the Sign-In Electronically™ CD in the drive and setup will start automatically
and install the Sign-In Electronically™ program. Some user input may be required
during this setup. It is recommended that you read and follow the prompts closely.

Welcome to the
Sign-In Electronically™ V-CUL
Setup Wizard

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

www.sign-inelectronically.com.

This will install Sign In Electronically™ V-CUL on your computer

Itis recommended that you close all other applications before
continuing.

Click Nextto continue, or Cancel to exit Setup

If the installation does not start automatically, follow these steps:
1. Click Start
2. Click Run
3. Type D:\Setup (Where “D” = the letter of your CD-ROM drive) and click OK.

When the License Agreement appears you must accept the agreement or the installation
will abort

License Agreement
Please read the following important information before continuing.

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

LICENSE AGREEMENT FOR
Segn-Tu Electramieallty™ SOFTWARE
INDEMNIFY AND HOLD HARMLESS CLAUSE:

By installing this software, the client hereby agrees
to indemnify and hold harmless Sc?ct - 5

from any and all claims resulting from the misuse of

the software or hardware, including but not limited

to unpredictable results that may occur from these -

@ | acceptthe agreement

)l do not acceptthe agreement
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Sign-In Electronically™ Installation and Operating Instructions

You will be required to enter your organization’s name (Registered To) and 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 0’s and o0’s should be entered as zeros. Note too that here are no
spaces in this serial number.

Registration Information =
*REQUIRED* Enter the Organization Name and Signature Pad Serial # This information [

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

QOrganization Name (Registered To)
Valley Chiropractic Center

Serial Number from the back of the signature pad. Enter all characters betweaen the asteriks(*).
Observe case. AllD or O are entered as zeros.

TL462HH3H0268

NOTE: There may be a Organization name and tablet serial number displayed. If these
are not correct, just delete them and enter the correct information.

By default, icons will be installed in the Start menu and on the Desktop for the Sign-In
Program, the Sign-In Viewer, and the Database Archiver, and for the program
uninstaller and Signature Pad test in the Start Menu. Also by default, an icon for the
Sign-In Program only will be installed in the Quick Launch Toolbar. You may choose
to not install any of these icons during the setup.

Create Program Icons

This allows the installation of lcons on your Desktop, inthe Start Menu and the Quick
Launchtool bar

Setup will create and install icons for Sign-In Electronically™ V-CUL on your, in the Start Menu,
and the Quick Launch tool bar.

Click to change the default settings in the items below.

[7] Create SIE Program icons on your Deskiop.

[#] Create SIE Program tems and Icons in your Start Menu
[7] Create SIE Program Icon in the Quick Launch Toolbar
[ Create an 'Uninstall' icon in your Start Menu

[] Install the Signature Pad Testicon in the Start Menu.

[7] Install the Welcome Screen Dema icon in the Start Menu.

Cancel
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On computers running Windows XP and later versions of the Windows operating
system, there is the option to create a Restore Point. This occurs before any files are
copied, and allows your computer to be restored to the pre Sign-In Electronically™
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.

 Sign-In E

Installing
Please waitwhile Setup installs Sign-In Electronically™ V-CUL on your computer.

Creating a Restore Point andfor Extracting Files.

-

Sign-In Electronically™ Setup

Ie Do you want Setup to create a Restore Point? (Recommended) If you
select yes, there will be a short delay while it is created.

Completing the
Sign-In Electronically™ V-CUL
Setup Wizard

Setup has finished installing Sign-In Electronically™ V-CUL on your
computer. The application may be launched by selecting the
installed icons.

Click Finish to exit Setup.

<Back || Finish |

You Are Now Ready To Start Signing In.
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Sign-In Electronically™ Installation and Operating Instructions

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 “hang” while displaying the splash screen and require a computer
reboot to recover.

Click the Sign-In Electronically™ icon on the desktop, in the Start Menu, in the Quick
Launch tool bar, or press ALT+SHIFT+S to start the application.

Signature Pad Test

Sign-In Archiver

Sign-In Electronically ™ V-CUL
Sign-In Instructions

Sign-In Viewer

Uninstall Sign-Electronically ™ v-CUL

Welcome Screen Demo

OEEDFIED

You will be presented with this registration screen.
Sign-In Electronically Registration

% St'?n-‘?x m«ﬂy P

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

Organization Marme. Enter the name exactely ag pou want it ko appear in the program, in all of the
printouts, and on the signature pad.  This will become the "Registered To" name.

[ alley Medical Center

Serial Number from the back of the signature pad. Please enter it exactly az shown between the
astericks(*]. Obzerve casze and enter all 0's and o's as zemos.

|TLEK755HD3MOTED

Enter the serial number that waz given to you by the Sign-n Electronically Representative.

If you have not received a zernal number, click the "Register Later’ button_You
will receive the senal number when you register the program.

|4771043

Fiegister Mow Fiegister Later
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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 “Register Now.”

NOTE!! If you have not yet registered and do not have the program serial
number, click the “Register Later’” button.

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

Sign-In Electronically Registration Motice

Ak Ak kkk NOTICE Ak hkkk

You MUST register pour information to get & zoftware serial number or the progran will stop working on
3/6/2006

'ou will need pour 'Registered Tao' hame and the signature pad zerial number to reqister.

Y'our 'Reqistered To' name iz the name that will be displayed on the top of the program's main screen, in all the printed
documents, and on the zignature pad.

Once this haz been registered, it cannot be changed without re-registering.

The "Serial Mumber' from the back of the signature pad will be the number directly below the bar code located bebween the
aztenisk [*) marks. ALL THE LETTERS AMD HUMBERS ARE REQUIRED. The caze of the letters must be observed and
all o'z ar 0z are to be entered as zeroz. There are MO SPACES in this zenial number.

The preferred method of registering is to gign on to our web site at v, sigh-inelectronically. com and click on the 'Register’
button. Regiztration can alzo be done by emailing [regiztration@sign-inelectronically. com).

IMPORTAMT HOTE! If either the "Registered To' name or signature pad zenal number iz changed for
any reason, the program will quit working and you will have to re-register it.

Register Later

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 not yet registered, click “Register Later” to start using the Sign-In program.
You can refer back to the Register section of this manual when you are ready to
register your program.

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. If the resolution of your monitor is set so that Register is not
visible, scroll down by clicking on the little down arrow * on the bottom of the scroll
bar on the far right side of the screen. When the register page displays, click the first
choice labeled “MAIN PROGRAM REGISTRATION V3 Lite THRU V7” and enter
the required information in the places designated.
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Sign-In Electronically™ Installation and Operating Instructions

The information needed to generate the program serial number is:

1. the “Registered To” name; that is your organization’s name that you want to be
displayed on the main screen, on the signature pad, and on all print-outs.
The “Registered To” 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 O’s should be entered as zeros

(0).

Main Screen:
Entries in columns 1, 2, 3 and 7 are made from the signature pad, or entered
automatically by the program. Once entered, columns 1, 2, 3 and 7 by design, cannot
be changed.

NOTE: All changes are initiated by RIGHT clicking it the desired cell.

rwk 072907 Page 9 of 38



Sign-In Electronically™ Installation and Operating Instructions

Column 4 will either be blank or have the word YES in it. This “YES” is toggled on
and off by right clicking on the cell. The columns change color when different modes
or selections are made.

User entries can be made in columns 5 by RIGHT clicking on the cell where the data
will be entered, and using the keypad or scanner.

To make entries in column 6, RIGHT click in the cell and then enter the notes from the
dialog that is displayed.

odify Mates For
# Signature Filett

1 iss cgmq]—t";&_ 13510

Mote Line # Date/Time

First time patient 1 2/4/2006 £:45:19 PM
Fequested a complete physical 2 204/ 2006 B:45:34 P

Add Note | LChange Note | Delete Mote | Done |

In this dialog, notes can be added, changed or deleted. After making the addition or
change, click Enter, then Done and the noted will be entered in column 6.

At the bottom of the main screen is a representation of the signature pad. Here the
signing in process can be observed in real time. The signature here is a facsimile and
not necessarily to scale. Should the person signing in fail to press the Enter button on
the pad, the signature can be entered by clicking on the Enter button on the desktop.

Signature Fad

Clear Diaily Tatal: 3

Note: Closing or minimizing the program will not lose any data. When it is reopened
or maximized, all the entries for the current day will be displayed. Signatures can still
be entered when the program is minimized.
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Preferences:
Click File, then Preferences or the Preferences icon. In this dialog, several items in the
program can be set or modified. Changes made here do not affect the Viewer program.
It has its own preference settings.

The Apply button must be clicked where applicable for the changes to take effect.

The Database Location tab allows changing the location of the Master Database file.

Sign In Electronically Preferences #

DalaElaSE Grid Colors | Column Headings | Tablet\Wording | Registration | Screen Refreshl Alem;}

Database Location: |CiUsers\PublichDocumentsi SigninElecy3\Datal SigninElec.mdb Browse...

[ Display Shutdown Warning Message

[+ Enable Automatic Backup Of Database on Program Closing

QK ‘ Cancel |

NOTE: It is recommended that no changes be made to the database location or
shutdown loop feature under normal conditions. Inappropriate changes can aversely
effect the operation of the program. To view another database, use the “Select
Different Database” function in the Sign-In Viewer. (Except for V4.5 and 5 which
have no separate viewer).

“Display Shutdown Warning Message”: This message warns that the database is open
on another computer and prevents closing the main program until it is closed. Un-
checking this box prevents this message from being displayed

“Enable Automatic Backup of Database on Program Closing: When the program
closes, the choice is given to perform a manual backup of the database and archives. If
no manual backup is chosen, the program automatically makes a backup of the
database only. This automatic backup can be enabled or disabled here.
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Sign In Electronically Preferences L

Data Base Gr\dCD|DT’B Column Headings | Tablet'Wording | Registration | Screen Refresh] Alertsl

Fick A Caolar

(e omal
T N Cranged Cal

Change Grid ltern

’_-[_J_-’_-- gﬁg%ﬂ;?ground
HEEETENEN

-----.-- ® Text " Background
HEEEEEEEN

Example

|Th|s is an example

Apply Colors

o4 | Cancel |

The Grid Colors tab allows changing colors for the various modes. Both the
background and the text in the cells can be changed to suit individual tastes.

Sign In Electronically Preferences *

Data Base | Grid Colors C l Tablet'Woarding | Registration | Screen Refresh] Alerts ]

Calurn 1: ‘#

Calurmn 2: ‘Arrlval Date/Time

Column 3: ‘S\gnature

Column 4 ‘Cﬁ”Ed

Calurnn &: 1’:”9#

Calurnn B ‘NDiES

Colurmn 7: ‘LUG#

Apply Headings

QK | Cancel |

The Column Heading tab allows renaming the column headings. The changes are
displayed immediately and are remembered on successive openings of the program.
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Sign In Electronically Preferences

LCD Prompt; | Please PrintName

‘Welcome Screen

[¥ Display Welcome Screen
Picture List

Segn-Tu Elgetronioaliy™
Picture Location Add

EIC\U5ers\PubI\c\Do:uments\S\gnlnElec‘ a Touch screen with pen to sign-in

=

< i b

Display Interval (seconds): |0

Apply All

oK | Cancel ‘

The Tablet Wording tab allows changing the wording displayed on the signature pad’s
first screen. Visible text is limited to about 25 characters, and will not be displayed on
the signature pad until it is refreshed with a new signature, or by clicking on the
ENTER button

You can choose to display a welcome screen as the first one displayed. This welcome
screen will be displayed after every sign-in process has been completed, and before the
next one begins. There is also a welcome screen marquee available. It can display up to
ten different welcome screens marquee style, alternating at intervals of from 10 to 60
seconds.

This screen can display text and simple graphics. Due to the graphic limitations of the
signature pad, the pixels in it are either on or off, limiting it to display only pure black
and white graphics. (These two samples are included with the program):

F L I "

.o . e This iz a sample of how a text
S‘?M %f' EMMQ@ message can be written and

displayed on the first signature
pad screen, The font used is

Trebuchet M5 and the size is 14 pt
This feature can be turned on

Touch screen with pen to sign-in Touch screen with pen to sign-in
= 4 & a

The graphic must be in a BMP formatted line art, 240 X 64 pixels in size. A 72 DPI
resolution with a 4 bit or less depth works well. Although it may be stored anywhere,
the default location is in the Images folder.

To display text, use any program that allows creating a text box in a graphic. Once the
text is entered as desired, save it as a BMP file with the parameters per the above. A
font like Trebuchet MS, 14 pts works well.
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Sign In Electronically Preferences

Data Base | Grid Colors| Column Headings | Tablet Wording R

Screen Reiresh} Alens I

Registered To |Va||ey Chiropractic Center

Tahlet Serial Number, |TL452HH3H0258

Program Serial Mumber;  [12345678

Apply

oK | Cancel |

The Registration tab allows changing the registration information. The name entered
here is the “Registered To” name and is displayed on the top line of the program.
Entries on this screen must not be changed after the program serial number has been

obtained and entered.

IMPORTANT!! 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.

Sign In Electronically Preferences #

“When viewing the Sign In Log File, you can setthe program to
automatically display the new entries after a set
period oftime.
Avalue of 1is recommended. Avalue of 0
will not refresh the display automatically. The time
can be setin 30 second intervals.

ex: h=30 seconds, 1=60 seconds, 1.5=90 seconds

Retresh Rate (minutes): |0

(ex: 5=30 seconds; 1=60 secouds; 15=80 seconds
0=no automatic refresh)

Apply Refresh

ok ‘ Cancel ‘

The screen refresh is used to automatically update the display. User input is permitted
from the viewer, and to allow these changes to be viewed from the main program, the
display has to be refreshed. A value of 1 = 60 seconds is recommended. A setting of 0

turns the automatic refresh off.

rwk 072907
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Sign In Electronically Preferences

Data Base | Grid Colors | Column Headlngsl TabletWording | Registration | Screen Refresh

[ Sound aletwhen database changes.

@ Flay b short beeps

7 Play Wy file |C\Users\Pub\\c\DDcuments\SignInEIecV}\aIens\Alert24.wav Browse

I Display Pop-Up Notification Window
-

TestAlert

Apply Alerts

QK ‘ Cancel |

The “Alert” feature is available when the Sign-In Electronically™ program is used on
a network where the Sign-In Network Viewer is also used. It is not applicable to this
special Chiropractic version.

There is one other preference that can be set directly in the program. The column
widths can be changed by placing the mouse pointer on the vertical line in the header
between the columns and dragging it to the desired width. This new setting will not be
saved until the program is closed. Refreshing the display, either manually or
automatically before the program has been closed will cause the column widths to
revert to their previous settings.

4 yd e
7

¥ Callad File# Notes
YES AB33459 Firsttime patient
YES TR44510 Routine adjustment

The program is installed with default column widths proportioned so that it will
entirely fit on a screen with a resolution of 1024 X 768 or greater. If the screen
resolution is less, (i.e.: 800 X 600) or if the column widths are greater, the entire
display may not fit on the screen. In this case, there will be a scroll bar at the bottom to
allow scrolling back and forth. Likewise, when the page fills up, there will be a vertical
scroll bar to allow scrolling up and down.
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Backing Up The Database:
Any time the main program is closed, you are given the choice to back up the Master
Database and the Archived files. The Master database file is called SigninElec.mdb or
SignIinOut.mdb and is located in the Data folder. The archive files are located in the

Archive folder.

Backup Database? X

‘.:) Would you like to make a backup copy of

-l your database and archive files at this time?

fes Mo |

The Master Database file and the entire Archive folder will be backed up to any media
available on your computer; Hard drive, floppy, CD-RW, Zip disk, Flash memory, etc.
When the Save dialog opens, you can choose the place to backup the files at the top in
the “Save In” box. The database name will be shown at the bottom in the “Filename”

box.

[ savess —_— ﬁ
':". » Public » Public Documents » SignlnElecV3 » Backup """rHSecrch Q|
‘ . New Folder ?
£ Name . Date modified Type Size
ﬂj;t\\.itDB.ackupfSignlnElec.m... 6/28/2007 4:42 PM Microsoft Office Acc... 308 KB

Jy Recently Changed

More »»

Folders .
ﬁ My Pictures
J My Videos
| . SignInElecv
| Alerts |;
| archive |;
| . Backup
| data

}. Images «~ | «] I b

File name: | Elfe[g0=(ZeNyls[s] -

Save as type: I ']

* Hide Folders I Save I[ Cancel ]

If you choose to NOT do a backup of the Master Database or Archived files, there is an
automatic backup performed of the Master Database only. This is backed up to the
Backup folder and will be named “AutoBackup-SigninElec.mdb”.
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This automatic backup feature can be disabled by a setting in the Preferences, Database
tab. However, this is not normally recommended but may be desirable when a very
large database is maintained, causing the automatic backup to require several minutes
to complete.

NOTICEIll NOTICEIl NOTICEN

The Sign-In Electronically database is in use by another
prograrm or computer. This program cannot be shutdown,
and this process will not continue, until all the programs using
the Sigr-In Electronically database are closed.

IGNORING THIS MESSAGE AND SHUTTING DOWN
THIS COMPUTER WILL PREVENT ANY BACKUP
FROM BEING MADE. AND CORRUPT THE
DATABASE. CAUSING IT TO BECOME USELESS.

NOTE: Close the Sign-In Viewer and Network Viewer before closing the main
program or backing up the database from the main program. The main program will
not close and the database cannot be backed up if it is open in another program. If
tried, a message is displayed like this, and the process will not continue.

database is stored on the server.

Testing The Signature Pad:
Close all Sign-In Electronically™ programs, then select Signature Pad test from the
Start Menu. This will open a little program called SigPlus Demo that will facilitate
testing the signature pad.

] Topaz SigPlus Demonstration

SyTsltjgriz Start | Save Sig ‘

Stop | Load Sig ‘

Clear | Save lmg ‘

Froperties | Abaut ‘

Sun Feb 2006 02/05/06 07:44:10 Autokey | 0k |
F.en Receipt IW Sig Receipt ’W
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Welcome Screen Demo:
Also in the Start menu there is a program called “Welcome Screen Demo”. This little
utility can also be used to test the tablet if it is suspected that it may be defective. This
test may be requested by Sign-In Electronically support group if there is a tablet
problem suspected.

To test a welcome screen picture, there is a little utility called the “Welcome Screen
Demo” that can be accessed from the Start Menu. This allows viewing an existing
welcome screen or one that you have created without actually running the Sign-In
program.

After creating your welcome screen picture, it should be copy it to the Image folder,
which is accessed by default when the demo program is opened.

To view a welcome screen picture, simply plug in the tablet, and then click the

“Welcome Screen Demo” item in the start menu. The program will open and the Tablet
Model and Serial Number will be displayed.

w [est Tablet Picture E] @I@
[ St Electronicatiy™ |

Touch screen with pen to sign-in
-2 B

Tablet bModel Humber: 8
Tablet Senal Mumber: 14424

et Ficture Qut |

Plug in the tablet and then open this program by clicking on its name in the start menu.
The program should open and the Tablet Model and Serial Number should be
displayed. Click the “Get Picture” button, and select a picture to view.

If all is OK with the tablet, the picture should be displayed on the computer screen and
the tablet. If the program doesn’t open, or no Model or Serial number, or no picture is
displayed, then some kind of tablet related hardware problem is indicated.
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Printing:
The daily log can be printed for a permanent hard copy. The print function is called by
clicking on the printer icon in the menu. In the print dialog that opens, there are two
preset print formats. #1 prints just the daily log entry number, the date and time, and
the signature in two columns. #2 print setting adds the File number, and the notes to a
one column printout.

NOTE: In the Notes cell, the maximum number of characters per line that will print is
about 35. More than that will wrap into line 2. The max number of lines that will
printis 3.

Report Options

Select Repont Type
@ Peport ]
#

Artival DatefTime
Signature

" Report 2

#

Arrival Date/Time
Signature

File#

MNotes

Continue Cancel

NOTE:
Many of the icons in the menu of the print screen are not implemented. This is by
design as there is no requirement for the function they represent in this application.

Sign-In Viewer:
There is an icon on the desktop and in Start menu called Sign-In Viewer. When
clicked, this opens the Sign-In Viewer with a display similar to the Sign-In
program.

The ALT+SHIFT+V key press also will start the viewer. Entries can be made in
columns 4, 5 and 6 the same way as in the main program.

To view the current Sign-In log, click the button in the lower left part of the screen
labeled” Refresh Active Sign-In Log”.
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Database Search:

To view part or the entire Master Database file, click the Database Search icon or click
File, then Database Search.

When this dialog opens, the power of the search abilities becomes evident. There are
four tabs labeled, “Select By Date”, “Select By File #”, and “Select by Notes”,

Database Search

| Belect By Arival Date/Time | Select By File | Select By Notes |

SelectDates To View

From: | B /28/2007 3
To: | b/j28/2007 -

Sort By Actions
® aArival DatefTime “igw Selected Dates
" File#
e Wiew Entire Database

Selact Different Database ‘ Cancel ‘

When “Select By Date” is clicked, you can enter the date range you wish to view, and
then sort by the date, or the file number. Setting the dates is accomplished by clicking
on the little scroll arrow to the right of the date box to display a calendar, or by entering
it directly in the date box.

Database Search

Select By Arrival Date/Time S

Select By Notes ]

Select Dates To View File#

From: | & f26/2007 -
To B f2af2no? -

Seatch For:

Sort By Actions
® Arrival Date/Time Search Selected Dates
" File#
b Search Entire Database

Select Different Database Cancel ‘

If the “Select by File #” tab is clicked, you can enter the search date range, and enter
the file# to be searched for. Again, you can sort by Date, or File#. This is an exact
search, meaning only items corresponding exactly to your search criteria will be found.
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The Search by File# supports wildcard characters. A wildcard character is a special
character that represents one or more other characters. The wildcards supported are the
common ones, those being the asterisk (*), which represents zero or more characters in
a string of characters, and the question mark (?), which represents any one character.

These wild cards work with any alphanumeric character or string of alphanumeric
characters: that is any number or letter or combination thereof.

Database Search o+ oy

Salect By Anival Date/Tims | Select By Fils# | 5

Select Dates Tao Yiew MNotes

From: | 6 f28/2007 =
To: | B f28/2007 -

Search For:

Sort By Actions

® Aprival Date/Time Search Selected Dates |

" File#
e Search Entire Datsbase

Select Different Database | Cancel ‘

If the “Select by Notes” tab is clicked, you can enter the search date range, then the
word or any portion of a word to search. The results can be sorted by date, File#, or the
“User Defined Column”.

The Search by Notes automatically inserts wildcards to facilitate a partial entry search.
Any existence of the search criteria will be located. A search for “not” will find not,
note, nothing or any other text containing the letters not in that sequence

In all cases, there are two buttons that either display the entries associated with the
search criteria selected for the date range selected, or for the entire database.

NOTE: Limitations of the “View Entire Database” feature;

The maximum number of entries that can be displayed is approximately 8,000.
Exceeding this number will cause the Viewer to close with an error message.
However, the maximum number of items in the database that can be searched is
limited only by the operating system and computer resources.

Therefore, if displaying the entire database is highly desired, the database should
be periodically archived to maintain its size below 8,000 entries.
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If searches of the entire database are NOT desired, then archiving is not required,
but using the “View Entire Database” feature should be avoided.

The time required to display the results of any search is determined by the
number of items found. Viewing the entire database can take up to 5 minutes if
the database is large..

Therefore, when the “View Entire Database” button is clicked, this warning message is
displayed, giving the opportunity to cancel the request.

Continue With Entire Database? M

,:6:, WARNING

Depending on the number of names to be displayed and
the speed of the computer, this process could take
several minutes to complete. Interrupting the process
once it has started could corrupt the database.

Do you wish to continue?

Yes Mo

The results of any search can be printed. This print function allows printing in two
preset formats. #1 prints just the time, date and signature in two columns, and #2 adds
the file number, and notes and prints in one column.

As with the print function described previously, many of the icons in the menu of the
print screen are not implemented in this version. This is by design as there is no
requirement for the function they represent in this application.

Select Different Database:
To view a different Sign-In Electronically database or one of the archive files you have
created, which are individual database files, use the “Select Different Database” button
in the search dialog.
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Database Search e r—

Select By Arrival Date/Time i Select By File# | Select By Notes

Select Dates To View

From: | B /28/2007 -
To: |6 /28/2007 -

Sor By Actions
® Amival Date/Time Yiew Selected Dates
" File#
e “iew Entire Database

Select Different Database ‘ Cancel |

Clicking the “Select Different Database” button opens a dialog where you can locate
and select the database to view. Once this different database is displayed, all functions
of the viewer are available.

Viewer Preferences:
Click File, then Preferences. In this dialog, several items in the program can be set or
modified. Changes made here do not affect the main program. It has its own preference
settings.

. ———
Sign In Electronically Viewer Preferences

! Qatabase Lucalmn Grid Colorg | Column Headings | Screen Refresh
Lag File Location: |C:UsershPublici Documentsh SigninElecy'34 Datal SigninElec.mdb Browse
Apply Location
Daone

The Database Location tab allows changing the location of the Master Database file.

NOTE: It is recommended that this location is NOT changed for normal use.
Inappropriate changes in the Master Database’s location can aversely effect the
operation of the program. To view another database, use the “Select Different
Database” function. (See previous page)
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Sign In Electronically Viewer Preferences
-

Database Location CGrid Calars | Calumn Headings | Scraen Refresh

Fick & Colar

e Nomel
B I 1 Net Celld

FHN NN Grd Baskground
EEETENEN
-------- ® Text " Background
EEEEEEEN

Change Grid Iterm

Example

|This is an example

Apply Colors
Done

The Grid Colors tab allows changing colors for the various modes. Both the
background and the text can be changed to suit individual tastes.

Sign In Electronically Viewer Preferences
S

Database Location | Grid Calors CDIumnﬂeadmgs} Screen Refresh

Column 1: ‘#

Colurnn 2: ‘Arriva\ Date/Time

Column 3 ‘S\gnﬁture

Column 4: ‘Cﬁ”Ed

Column 5: ‘F”E!#

Column 6: ‘NDtES

Calumn 7: ‘LUGI#

Calumn & ‘LUG #

Apply Headings
Daone

The Column Heading tab allows renaming the column headings. The changes are
displayed immediately and are remembered on successive openings of the program.
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——

Sign In Electronically Viewer Preferences

‘When viewing the Sign In Log File, you can set the program to
automatically display the new entries after a set
period of time:

Avalue of 1 is recommended. Avalue of 0
will nat refresh the display automatically. The time
can be setin 30 second intervals

ex: =30 seconds, 1=60 seconds, 1.5=30 seconds

Refresh Rate (minutes): |0

Apply Refresh
Daone

The screen refresh is used to automatically update the display. If the main program and
viewer are opened simultaneously, to allow changes made from the main program to be
viewed from the viewer, the display has to be refreshed. A value of .5 = 30 seconds is
recommended. A setting of 0 turns the automatic refresh off.

There is one other preference that can be set directly in the program. The column
widths can be changed by placing the mouse pointer on the vertical line in the header
between the columns and dragging it to the desired width. This new setting will be
remembered when the program is closed.

r
¥ Called File# MNotes
YES AB33489 First tirme patient
YES TR44510 Routine adjustment

The program is installed with default column widths proportioned so that it will
entirely fit on a screen with a resolution of 1024 X 768 or greater. If the screen
resolution is less, (i.e.: 800 X 600) or if the column widths are greater, the entire
display may not fit on the screen. In this case, there will be a scroll bar at the bottom to
allow scrolling back and forth. Likewise, when the page fills up, there will be a vertical
scroll bar to allow scrolling up and down.
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Export Database:

The export feature is included to allow capturing the current day’s database or any
other database currently being viewed in a form that can be emailed or otherwise sent
to another party for them to view. This exported database will have the same
encryption as the regular database so can only be viewer in a Sign-In program.

Please note also that many email programs will filter out attached database files so it
may be necessary to zip the database before emailing it. Zipping it will greatly reduce
its size and will better facilitate emailing it.

In the main program the entire current day’s database will be exported. In the viewer
the database being viewed will be exported. This allows the results of a search or any
specific date, or the entire database to be exported.

In the File Menu there is an item called Export. Clicking this will open this dialog.

Save As E]gl
Savein: | ) data ﬂ ﬁ Ed-
’,JI IEI_]S|gnLnIE|ecmdh
Recent
F—
Desktop
My Documents
S R
My Computer
g | '
My Network  File name: SignInQut-2007-02-19 mdb ﬂ \il
Places
Save as type: |F‘atient Log File j ﬂ

In the top “Save In” blank you enter the destination where you want the exported
database to be saved. Clicking the little down arrow will display all possible storage
devices and locations on the computer.

In the File name space there is a default name entered. This includes the date the
database was exported. It can be changed to anything that suits your needs. Leave the
“Save as type” set to Patient Log File.

Click Save and the exported database will be saved to the storage device you selected.
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Sign-In Archiver
There is an icon on the desktop and in the start menu called Sign-In Archiver. Clicking
this icon or pressing ALT+SHIFT+A will open this application. After several weeks or
months of use, the Master Database can become quite large. This application allows
archiving any part of the database from the earliest entry up to a user selected date,
leaving the active Master Database more manageable.

%> Sign In Archiver

Current Information

MNumber of Records InFile: B

Oldest Record InFile:  3/26/2006 8:13:04 P

Remove recards from: |C:\F'roglam FilezSigninElecy7DataSignlnE lec. mdb

If Arrival date is older than -
or equal to: | ali2fiA008 J

Flace new file in folder:

S0
=3 Program Files
{23 SigninElec?

Mame the new file: |S ighlnLog-F2006-03-26~T2006-03-27

Cantinue | Cancel |

The archiver screen opens displaying the number of records, the oldest record and the
current location of Master Database.

Provisions are made to allow setting the ending date of the records to be archived, and
specifying the filename and location where the archive will be stored. The program
generates a default file name based on the dates specified, but the user is free to
override this by entering a different name in this box. The default location for the
Archive files is in the Archive folder.

NOTE: The ending date selected cannot be earlier than the date shown in “Oldest
Record” box. The program will close if a date is selected that doesn’t exist in the
database.

When satisfied with the options, click Continue with the archive or Cancel to exit
without archiving anything from the Master Database.
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The archives can be viewed in the Sign-In Viewer by clicking File, then Preferences,
and clicking the “Select Different Database” button. The archived database files, like
all other database files, are protected and cannot be viewed outside of the Sign-In
Viewer.

Once a section of the database has been archived, it is no longer a part of the Master
Database file. The archived section is archived as a separate database file, and is saved
in the Archive folder. Therefore, any search conducted on the Master Database will not
include any archived section. However, any archived section can be opened in the
viewer and searched as a separate database if desired.

Accurate Clock Settings:
The program will record the time and date based on your computers clock settings.
Most computer clocks are not very accurate, so this should be checked frequently.
Normally, the computer time is displayed in the lower right tray. Double clicking on
this time will allow setting the correct date and time.

IMPORTANT - It is a good idea to test your pad and software before using it in the

practice. Have your staff become familiar with the operation, and the appearance of the
screens and commands. Operation is straight forward, and very easy to learn.

Uninstalling Sign-In Electronically™
Sign-In Electronically™ can be uninstalled using the uninstall icon in the Start Menu,
or the Add/Remove Programs icon in the Control Panel.

1"@ Signature Pad Test E

3 L:_L]i Sign-In Archiver
-Tig

Sign-In Electronically ™

@l Sign-In Instructions
:%] Sign-In Viewer
IE Uninstall Sign-Electronically ™

Normally, uninstalling the program will NOT delete the Master Database file, the
archived files or the Backed-up files. This is done so the same version of the Sign-In
Electronically program can be reinstalled without destroying or overwriting an existing
Master Database file or the archived files, and they will be available to the reinstalled
program.
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Deleting the Database:
During the uninstall process the option is given to either keep the current database, or
delete it. This option is provided in case the database becomes corrupt or otherwise
unusable, preventing the program from operating properly. Deleting the existing
database will allow a fresh, empty database to be installed by re-installing the Sign-In
program from the original CD.

NOTE: This feature of deleting the database is not applicable if the active database is
maintained on a remote computer.

When the uninstall program is initiated, this message is displayed:

Sign-In Electronically™ V3 Uninstall | &8 ‘

'9. Are you sure you want to completely remove Sign-In Electronically™
¥' V3 and all its components?

MOTE: This will NOT remowve the Master DataBase file unless you
choose to do so in the next step.

If No is clicked, nothing else happens and the program will not be uninstalled. If Yes
is clicked, this message is displayed:

=

( | %

Sign-In Electronically™ Uninstall L J

'9- Do you want to remowe the Sign-In Electronically™ database too?
-/1'

This may be desired If the database has become corrupt,
and the Sign-In Electronically™ program will be reinstalled
to install an new, empty database.

e o

If No is clicked, the program will be uninstalled, but the database will remain in tact. If
Yes is clicked, this message will be displayed:
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| Sign-In Electronically™ Uninstall | 28 |

9. EEERR CAU'I_ION EERRR
° 4 Fxxex ARE YOU SURE??7 %
If Yes is clicked, the current database

will be renamed unsiedb-7-30-2007
and moved to the Archive folder

If No is clicked, the program will be uninstalled, but the database will remain in tact. If
Yes is clicked, the current database will be renamed “unsiedb-mm-dd-yyyy.mdb” where
unsiedb stands for UNinstalled Sign-In Electronically DataBase, and mm-dd-yyyy is
the present month, day, and year. It is then moved to the Archive folder, and the Sign-In
program will be uninstalled.

The Sign-In program can then be re-installed from the original CD, and a new, empty
database will be installed allowing the program to function. If the old database was
corrupt and unreadable, and the information in it is deemed to be critical, contact Sign-
In Electronically™ support and arrangements can be made to have the database
repaired.

Miscellaneous Program Notes
Sign-In Electronically™ is compatible with Windows XP and Vista. (It has not been
tested on 64 bit versions of XP and Vista). It will probably work on earlier versions of
Windows operating system but is not currently supported on any but Windows XP and
Vista 32 bit versions.

To install or use the programs Administrator or Power User access rights are required.
To insure privacy and prevent editing, all the database files created or used by the
Sign-In Electronically™ programs are encrypted, and cannot be opened or viewed
outside of the Sign-In Electronically™ programs.

Multiple Users:
If the program is to be used by more than one user, signing on the same computer
under different user names, then the program software must be installed for each
user. All users will share the same database and use the same registration
information. However, everything else including their preferences will be unique to
that user.
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Uninstalling SIE will not delete the Master Database (MDB) file or any of the archived
or backed up files. All other files originally installed with the program, or created by the
program will be removed. All SIE related entries in the registry will also be removed
when the program is uninstalled.

Reinstalling SIE without first uninstalling it will retain all set preferences except for the
column widths, and registration information, and will not destroy the MDB or Archived
files. There will be a message displayed about the program already being installed, but
this can be ignored if the same version is being installed as was by the original
installation.

NOTE: The database can be deleted during the uninstall if the user chooses to do so.

It is possible to change the column widths to an extreme that one overlaps another,
causing the overlapped column to become hidden, and not viewable. This can be
corrected ONLY by reinstalling the program without first uninstalling it.

Reinstalling SIE after uninstalling the same version will cause all preferences to be set
to their default settings, but will not destroy the existing MDB or Archived files.

If the program is left open past midnight, any new entries for the next day will be
entered on the previous day’s screen, and all entries will have entry numbers in the
current sequence.

When the program is closed and re-opened, the day’s entries will start with those entries
made for the new day, retaining the same entry number. This may not be desirable, but
there will be no other adverse effects, and the MDB will be intact. However, it is
recommended that the program be opened afresh each day before any entries for that
day are made.

If the screen is not filled with entries top to bottom, the empty space below the last entry
in each column will respond, when clicked, the same as if were the last entry that was
clicked. i.e.: Right clicking below the Notes column will open the last entry’s Notes cell
for editing. This is not a feature or bug, just the way it is.

If the list is full, (Top to bottom) any new entry will go to the bottom of the list, and
may be momentarily entered twice. This will only last a few seconds, then the bottom
entry will move up to be easily seen, and the duplicate will disappear. This is by design
to assure that the last entry is fully displayed and can be easily seen.

The program and Viewer can be opened simultaneous to allow viewing other days or to
search data. While the viewer is in the forefront, the sign in program will continue to
function properly, and can receive new signatures. Clicking the “refresh” button will
always display the current day’s entries updated to the current state.. The archiver
program cannot be opened if either the program or viewer is already opened.

Anti-Spyware/Adware:
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Some anti spyware/adware programs may generate a flag when Sign-In Electronically™
is installed. This will state something to the effect that a program is trying to write or
add a file to the registry. This should be allowed to proceed. To properly install the
Sign-In Electronically™ program, some of the OCX and DLL files have to be registered
to allow the program to work. This can only be done during a reboot, so the setup writes
a file to the “Run Once” key in the registry. This is a normal part of the installation.

Sigu-Tn Electronically™
Technical Support: support@sign-inelectronically.com

The Install program was created with INNO Setup (www.jrsoftware.org)
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Troubleshooting Guide

Some of the problems that have been reported by users are covered in this guide. It is not
all inclusive, but when used with the online FAQ and the Operating Instruction Manual
installed with the Sign-In Electronically™ programs, it should be of value in rendering

help should a problem arise.

Definitions:

SIE = Sign-In Electronically™

Tablet =Topaz Signature Capture Device
Signature Pad = Another term for the Tablet
Stylus = Special Pen attached to the tablet

USB = Universal Serial Bus

HSB = Topaz’s own identification for a USB signature pad that uses the Window’s Human
Interface Device (HID) feature.

Symptom

Problem

Solution

Writing on the tablet gives
erroneous results in the
program.

Weak or Dead Batteries in the
stylus.

Change the stylus batteries
per the instruction provided
with the tablet.

After initially working OK, the
tablet stops responding or
appears to be “hung”,
“locked up”, or is blank.

Probable cause is a conflict
with another running program
or an action of the
computer’s operating system.

Save any open file, close all
programs, and turn off the
computer. Wait 60 seconds,
and then start the computer.
When the startup has
completed, start Sign-In
Electronically™.

The program takes
considerably longer than
normal to open.

The program was opened with
the signature pad not
connected properly

Close the program, plug in
the signature pad, and re-
start the program.

Tablet is blank, does not
initialize or communicate
properly with the main SIE
program when it is started

Defective USB port or
extension cable (if used).
Corrupt Software Program.
Tablet or other hardware
Failure

Try another USB port. Try the
tablet without the extension
cable. Restart the SIE
program. Uninstall, then
reinstall the SIE program from
the CD

Call 618-654-7779

A blank entry appears in the
signature cell.

This rarely occurs, but is
usually caused by a conflict
with another program. It is
especially true for an older
DOS program that does not
multitask properly.

Re-enter the signature. On
extreme cases, the SIE
program may need to be
closed and re-opened. Refrain
from using the DOS program
concurrent with the SIE
programs.

One of the columns has
disappeared.

Changing the column widths
too far can cause the columns
to overlap and hide a column

Re-installing from the original
SIE CD without first
uninstalling it will restore the
default widths.

The entry time/date is for
today, but the number
sequence has continued from
yesterday

The SIE program was probably
left open overnight.(Past
midnight)

To properly set the
date/time, open the SIE main
program afresh each day
(After midnight).
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Symptom

Problem

Solution

The last entry is sometimes
momentarily entered twice.

This occurs when the page is
full to assure the entire entry
is visible

The program is designed to
work this way to force a scroll

up.

The “Access Denied” error is
displayed when backing up
the database.

The database is opened in the
Viewer or Network Viewer if
it is used.

Close all incidents of the
Viewer before trying to
backup the database.

When opening the Archive,
the “Database In Use” error is
displayed

The database is opened in the
main program or Viewer

Close the main SIE program
and Viewer before opening
the Archiver.

The Anti-Spyware program
gives an alert when installing
the SIE software

The installation program
makes a necessary entry in
the registry causing this alert.

This is not harmful, but a
normal function of the setup
program. Allow it to proceed.

The database cannot be
Viewed using MS Access or
other database program

The database is password
encrypted to ensure security.

View the database using the
main SIE program, Viewer, or
the Network Viewer

Tablet Warranty period has
expired.

Each Signature Gem carries a
3 year manufacturer’s
warranty.

Additional warranties can be
purchased by calling
618-654-7779

The Sign-In Instructions are in
a format | cannot open.

The instructions are in PDF
format requiring the free
Adobe Reader or equivalent
program to open and read

Download Adobe Reader from
www.adobe.com It can also
be installed directly from the
SIE CD.

After creating another user
profile, the program has
stopped working correctly.

The new user was created
after the SIE program was
already installed.

Without uninstalling the SIE
program, just re-install the
SIE program from the CD
while signed on as the new
user.

Runtime Error 91, “Object
variable or write block
variable not set”, appears
when the SIE program or
Viewer is opened.

The database is corrupt. This
most likely occurred when the
host computer was shut down
while the database was open
on a remote, networked
computer.(see next item)

Restore the database from a
good backup copy. If you do
not have a backup, contact
Sign-In Electronically™
support.

Runtime Error 91, “Object
variable or write block
variable not set”, appears
when the Network Viewer
opened.

The SigninElecVx folder
containing the Data folder
and Database on the host
computer does not have
sharing set correctly

Set the sharing on the
SigninElecVx and Data folders
for both “Share this folder”
and “Allow network users to
change my files”.

Runtime Error 70, “Permission
denied” appears when the SIE
program is closed. (Prior to
V3.1.16 & V4.1.16 only)

The SIE program was closed
on the host computer while
the database is open on a
remote networked computer.

Open SIE on the host
computer, close the network
viewer on the remote
computer, then close SIE on
the host computer.
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LICENSE AGREEMENT FOR
Sigu-Tn Electronicatly™ SOFTWARE

INDEMNIFY AND HOLD HARMLESS CLAUSE:

By installing this software, the client hereby agrees to indemnify and hold harmless
5«'9%-7:4 W@TM from any and all claims resulting from the misuse of the software
or hardware, including but not limited to unpredictable results that may occur from
these actions. Neither Siw-Tn Electnizally™ , its employees, directors nor agents shall
be liable for any indirect, incidental, consequential, special or exemplary damages,
including but not limited to lost profits, in any way arising out of improper use of
the software or hardware, whether or not the client was cognizant of the possible
consequences of the action beforehand.

NOTICE TO USER: All copyrights in and to the Software Product are owned by Sign-%z

Electonically™ or its licensors. The Software Product is protected by copyright laws and
intermational copyright treaties, as well as other intellectual property laws and
treaties. You may not distribute or reproduce a whole or part of the Software without
express permission of Siw-Tu Electonically™ . You may not copy the Software for any
purpose other than backup. You may use the Software subject to this License Agreement
Tor Sipge-Tn Electonizally™ Software Product. You may not analyze, reverse engineer,
decompile or disasserble the Software, DLLs or any part of the Software, combine the
Software with or incorporate it into any other application software, or print out the

Software. Sipe-Tn Electontieally™ shall not be liable for any result arising from or in

connection with the use or performance of the software. Sign-%z Electonically™  retains

ownership of the software and manual, but grants to you a non-exclusive license to use
the Software and manual, provided that you agree to the following terms and conditions.

Section 1 Definitions:

(1) “Software” means all the programs contained in Siw-Tu Electnically™  Software
Product.

(2 "Manual” means all Installation and Operating Instructions for Sipw-%u Electonieally™
Software Product as provided with the CD, on the CD, and installed with the program.

Section 2 Conditions of Use:

(D You may install the Software and/or a copy of the software into only one computer
at a time.

(2 You may make onlly one copy of the Software for a backup purpose.

Section 3 Restrictions:

(D) You may not distribute the software in whole or in part without the express written
permission of Siwe-Tu Electhonteally™ .

(@ Unless otherwise provided in this Agreement or the Manual, you may not make any
copy of the Software without Siwe- T Electnizally™ approval .

(3 You may not distribute the manual in whole or in part without the express written
permission of Sipe-Tu Electoieally™ .

(4 You may not use the Software and/or any copy of the Software in different computers
concurrently.

(B) You may not transfer, sell, rent or lease the Software, any of its copy or the

Manual .
(6) Unless otherwise provided iIn this Agreement or the Manual, you may not create,
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transfer, sell, distribute, rent or lease any derivative work of the Software or the
Manual .

(7)) You may not analyze, reverse engineer, decompile or disassemble the Software, DLL
or any part of the Software, combine the Software with or incorporate it into any other
application software, or print out the Software.

Section 4 Limited Warranties:

Sige-Tn Electnically™ warrants that any original disk on which the Software is recorded
is free from substantial physical errors or defects that will materially interfere with
the operation or functions of the Software for a period of thirty days from the date of
purchase of the Software or a product containing the Software. Sim-Tw Eloctonically™
exclusive remedy shall be replacement of such a disk which does not meet the said

limited warranty and which is retumed to Siw-k Eletonizaly™ with a copy of your
receipt.

Section 5 Waiver:

(D) Except for the limited warranties provided herein, the software is provided to you
“as is'" without warranty of any kind, either expressed or implied, including, but not
limited to, warranties of non-infringement, merchantability, and/or fitness for a
particular purpose.

) Sipe~Tn Eletomioally™ shall not be held liable for any damages suffered or incurred
by you or any other third party (including, but not limited to, general, special,
consequential or incidental damages including damages for loss of business profits,
business interruption, loss of business information and the like), arising out of or In
connection with the delivery, use or performance of the software.

Section 6 Effective Period:

(1) This Agreement shall become effective as of the date when you receive the Software
or a product containing the Software.

(@ In the event that you breach any of the terms and conditions of this Agreement,

this Agreement shall be terminated and the Software shall be retumed to 5(’9»#%:
Electonteally™ imrediately. In such a case, the price paid shall not be refunded to you.
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Different Date..........ccceeeeenea... 28 Signature Pad .............. 7,9, 10, 13
EXpOrt. ..o 26 Sign-In Electronically™4, 6, 7, 28, 30,
Export Database ...........cc......... 26 32, 35
lcon ..o 19, 22 Sign-In Program .........ccooiiiiiiaan, 5
ICONS .. 5 Sign-In Viewer................. 5,19, 28
INNO Setup....eieiiiee e 32 SIQPIUS .« 17
Marquee .......oooeiiiiiiiiaa 13 Start MenuU .......ovvevvnnnnn... 5,7,28
Master Database ..11, 16, 20, 23, 27, TeSting «eeeeeeiiiiii e 17

28 User Defined .......coevvnnn..... 20, 21
Mouse CHCKS: ...evvviiiiiiiiiiiiiiaas 2 View Entire Database ................ 22
Multiple Users ......ccoeviiiiinnnn... 30 Welcome Screen.......ccovvveeenn.... 13
NOtesS. ... 10, 19, 22 Welcome Screen Demo .............. 18
Preferences............. 11, 15, 23, 25 Wildcard ......cooviiiiiiiiiii 21
Print... ... 19, 22 Wording ... 13
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Sign-In Electronically™ Installation and Operating Instructions

Record Of Operating Instruction Changes

June 29, 2007:
Record started

July 29, 2007:
The Uninstall procedures were modified to include the option of deleting
the active database along with the program files.
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