qliq SOFT QuickSign +Sign Build Guide

Contents
ST F=l o T T T Lo [N RPN 2

=T 00 T ESST[o] o F- S SO PP PP PPPURP
(070 1 iT={U T g4 a LI AT o F = PRI,
Create TNE WOTKILOW .. ettt et et e te e et e eeeaeeaeeneaneansannsensanssensenssnssensenssansenssnnes O
Review and Edit QUICKSIZN TEMPLAtES ...uvuiiniiiiiiiiiiiee et eteee et et ese et s e eeesneeneenseesnnsnssnseneen 1]
Create @ NEW TeMPLAtE ..o et ee et et et e st e e saeaesnesneanssnssesnssnssnssesnssnseneee 12
(070 o) = TLL=1 001 o] €= 1 (1R | o
(DY NC] (oI T (=1 0 g1 o] =) (TR I -
FXe o [F=T o 7 AY={- o | SO PP PR PR R PP URPPPURPPRPPR -

REMOVE @M AZENT....iiiiiieieeeieeecieeeeeee e ee e e e e e e ee e e e e e e e e e aeeeseseasaeasaaaeaasassaseesasssasaassaseseseesaasaassaaaasaaaaeasaaaaaees 1O

(866) 295-0451 | sales@gligsoft.com | www.gligsoft.com ©2025 QligSOFT, Inc. All Rights Reserved
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+Sign Guide

+Sign is a lightweight, secure digital signature experience built directly into your Quick Sign interface.
+Sign enables agents to send documents for signature, monitor progress, and automate follow-ups
without leaving the QuickSign dashboard.

Permissions

+Sign is an advanced feature for clients who have already licensed QuickSign. If you do not currently have
QuickSign license, please contact your account manager or support for more information.

e Ifyou are an existing QuickSign customer, please contact support to activate this feature (at no
cost).

e Ifyou are a new QuickSign customer, this feature will be activated by QligSOFT as part of your
implementation.

Configure the Widget

The widget controls the behavior and delivery of QuickSign documents using the +Sign dashboard. This
widget is specific to this dashboard and will not be viewable in the general widget display page.

+ Sign Widget

Are you sure you want to create a + ign widget?

CANCEL m

Click on the +Sign Widget link. If this is the first time you are accessing +Sign, you will see a message to
confirm that you want to configure the widget. Select OK.

Add yourself as an agent:

1. Selectthe Agenttab

2. Select Add Agent. To send PDF documents using +Sign, an individual needs to be set up
here as an agent.

3. Search for and add your name and press Save.

Tip: Do not add additional agents until your organization is ready to use +Sign.
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Add Agent X

Narne

[ ottt v |

Navigate to Settings/Security and Privacy
Decide if you want the recipient to authenticate before accessing the form. The defaultis No.

Authentication is recommended if you have EMR integration and want to upload the sighed PDF into the
medical record automatically. If you choose to require the recipient to authenticate, specify the method
they will use for authentication.

+ Sign Widget X

Agents Customization Settings

Security And Privacy SMS Numbers SMS Notification

Patients
How would you like to authenticate Patients?

© No Authentication Required, Each Patient Or Visitor Accesses A Unique Link
Patients will need to enter their Date of Birth (DOB), but if their DOB is unknown, an OTP (3) will be texted/emailed to them, and they must type it into the widget

Patients will be texted or emailed an OTP (3) and use it for authentication

Upon selecting the authentication method, a field will display prompting you to specify how many
attempts are allowed. Select the number of attempts. Press Save.

Navigate to Settings/SMS Numbers

1. Optionally, enter allowed SMS Countries.

2. Selectthe area code you want the widget to display and select one of the available
numbers. NOTE: You must choose an SMS number for the widget to function.

3. Press Save.
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+ Sign Widget

Agents Customization Settings

Security And Privacy SMS Numbers SMS Notification

Allowed SMS Countries:

us United States Of America % ~ |

When you send +Sign documents out, they will come from this number.

Search for a new pnone number in this area code: E +1 ~ I 720 I
(720) 782-8611 (720) 575-1492 (720) 896-4369 (720) 740-6635 (720) 637-5053 (720) 782-8630
(720) 615-7669 (720) 640-7790 (720) 679-1574 (720) 790-3948 (720) 707-0186 (720) 613-6895
(720) 408-6892 (720) 821-7281 (720) 262-2260 (720) 776-1935 (720) 782-1682 (720) 7417902
(720) 764-9936 (720) 743-5167 (720) 702-1594 (720) 782-6826 (720) 790-4008 (720) 637-1976
(720) 330-4753 (720) 983-3446 (720) 741-6663 (720) 248-5970 (720) 770-4665 (720) 821-7265

The following phone numbers are ones that you can already text in order to receive a link to this chat widget.

DISCARD CHANGES m

Navigate to Settings/SMS Notification

1. Ifyou elect to send an Opt-in message, activate the toggle and add the recipient message.

+ Sign Widget

mization Settings

Agents

Security And Privacy SMS Numbers SMS Notification

@ Send Opt-in Request before sending any message to new Patient

This Is a secure message from Memorial Hospital. Please opt in to accept it.

To Optin Reply OK, To Opt-Out Reply STOP

Send invitation messages even if Patient did not respond to Optin request

Send an SMS or Email to the visitor or Patient if they miss a message from a chat widget (@nd their phone number or email is known)

Choose your own text to be sent in the SMS or Emall, displayed just before the link to the chat:

DISCARD CHANGES m

2. Enter the draft opt-in message that you want automatically displayed in the SMS message

or email.
3. Press Save.
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Navigate to Customization/Branding

1. Ifyou have set an authentication method, add your recipient message if they fail
authentication here. Press Save.
2. Ifyour organization has licensed use of the MMS logo, upload it here.

agerts settings
Terms And Conditions Translations
MMS LOGO

The MMS LOGO will be applied to all SMS message

[
(N

[ UPLOAD MMs LOGO | [ DELETE MMs LOGO

Failed Auth Message

The failed auth message will be shown when Patient fails to authenticate (fails OTP or DOB auth) when getting into a conversation.

That was not quite right, please try again.

DISCARD m

43/100

Navigate to Customization/Terms and Conditions
If your organization elects to display Terms and Conditions,

Toggle on the display of Terms and Conditions.

Copy and paste the organization's Terms and Conditions here.

Format the content as desired.

Optionally activate Auto-Translate, which will translate the text automatically.

PoObd=

(866) 295-0451 | sales@gligsoft.com | www.gligsoft.com ©2025 QligSOFT, Inc. All Rights Reserved




QuickSign +Sign Build Guide

qliqSOFT

+ Sign Widget

Agents Customization Settings

Branding Terms And Conditions Translations

Terms And Conditions

The Terms and Conditions will be shown to Patients or visitors new to the chat widget you embed on your site until they click 'agree’ at the bottom of the page.
Auto-Translate (@
H2 = = X, X? = = o7 Normal H Normal ] AR Sans Serif % = ® B = T

B I UGS 99 & Ha

Put Your Terms And Conditions Here. You May Format The Text With The Edifor.

DISCARD m

Navigate to Customization/Translations

If you have entered Terms and Conditions on the prior tab, they will display here.

1. Select the language you want to auto-translate.

2. Editthe text as desired.
3. Press Save.

+ Sign Widget x
Agents Customization settings
Branding Terms And Conditions
Category English (US) | [&s + | Espatol @ @
Terms and Conditions
B I US 9« HH =2 x x* & E »f Noma : B I US 9« H H EZ x x* Z= E »f Nmal 3
: =T S BHBE %K Normal % A K Sans Serif  § = BE L

Normal % A &  SansSeif %

Past Terms Here

]

Create the Workflow
1. Ifthisis the first time you are accessing +Sign, you will see a message to confirm that you
want to configure the Workflow. Select OK.

©2025 QligSOFT, Inc. All Rights Reserved
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Workflow

Are you sure you want to create a workflow?

CANCEL

2. Configure the standard sequence. As you add text and email messages, consider that this
widget will be used by every form that is sent to recipients using the +Sign Dashboard.
i. Click Edit.

Plus Sign Message Sequence  Preview EDIT DOWNLOAD System X

Hello, {{patient.firstName}},
l this is Memorial Hospital...

=/

ii. Click onthe QuickSign node to open the editor.

fliq [Hooms voeytosns | o s w2025 s @ o
% < BACK Plus Sign Message Sequence I:I DOWNLOAD flow Type Syste
9 Quick Sign Message E3 -
® v
‘Standard QuickSign Detvery Sequer

a Start
) - ! Add Delay
3 7/ Hello, {{patient frstName}),
) bl s 's Memorial Hospital .
®
= @ saoasgungumocun
5 @ seesmngtmeotn 2 Hours >
¥ View message preview here

Helo, ((patient frstName}),this s Memorial Hospital

Piease Joi this secure channel and complete this form

Thank you
-
‘m ALIGN + -
i

iii. Ifyou have licensed branding, the MMS messaging will insert logos into texts. Click
the MMS box now. Notice that when you do this, the texting label changes from SMS
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to MMS, and the text limit increases to 1600 characters. If you do not have an MMS
license, this check box will not be available to you.

iv. Ifyou have licensed branding, you also need to load the logo, so itis displayed in
email messages. To do that navigate to the Users icon and select Branding &

Customization.
qhq ‘ Happy Valley Hospital v |
& « -
Happy Valley Hospital &
] Manage Group - Qlig ID: | 588051913
@ Quincy Recipient Type: | Patient
I & Users 8347 Piedmont Ave Atlanta GA 30306 US - 404-532-8876 &
= & Roles

Members Non Members

@ 54 Subgroups

@ 8 External Groups ) | exporTToCsv

2 &7 Quick Messages
i Pending 5 Active 31 Inactive 0 Declined
@ Co Devices

|_§y ) Security Settings AD Users 0

&4 Personal Invitations

. | =]

& Admins

| # Branding & customization |

o User Subgroups Permissions
(_/ «+ OnCall Call Routing

v. This web page will open. On the branding tab, type in the color code for your
organization’s primary branding color and upload a logo. Press Save.

qhq ‘ Happy Valley Hospital - ‘
Quincy Recipient Type: | Patient
L «
=2 8347 Piedmont Ave Atlanta GA 30306 US « 404-532-8876
[ . . . .
Manage Group Branding & Customization
@ & Users . . P
O Branding Email Customization
= 2 Roles
@ £, Subgroups Stylize the Group according to your brand colors
S} of External Groups
3 57 Quick Messages Primary Color
@ L Devices
- @ Security Settings
2
=4 Personal Invitations
D
D & Admins r
- #135784
| # Branding & Customization
@ <+ OncCall Call Routing
Avatar
aE Manage Features ~
S
M QIgSTCOR (.}
Upload Avatar
@ QIqDIRECT
% Cloud API Logo
[ Third Party Integrations [
@ Qliq Assisted Calls u
Upload Logo
(=7 Subscribed Features
[

‘ ) SAVE CHANGES
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vi. Click on the email customization tab and personalize the From Address, Email
Header, and Email Footer, as desired.

)
o «
It
[v] Manage Group ~
® EmailHeader
& Users Upload Banner Image
= £ Roles
@ &5 Subgroups
@ olf External Groups
ﬁ &7 Quick Messages
@ L Devices
- @ Security Settings
74
= Personal Invitations
D
9 & Admins
| # Branding & Customization
@ <+ OnCall Call Routing Upload Banner Image
@E Manage Features ~
@ GligSTOR Email Footer
© QIgDIRECT Line 1
| For questions about this email please contact X000 |
22 Cloud API
[=) Third Party Integrations Line 2
| ACO, Inc. All rights reserved. aco.com +1{XxX) XXX-XXXX |
% Qlig Assisted Calls
& Subscribed Features RESET m
(B3

vii. Add a text message. If desired, incorporate a custom field into the message by
clicking into the select box and choosing the desired personalization element. As
shown in this message, we have configured the message to include the patient's
first name. Press Save.

< BACK Plus Sign Message Sequence DOWNLOAD  Workflow Type  Systen

SN iclo. ((patient firstNamey),
Bl this is Memorial Hospital,

i. Addthe email message subject line and message. If desired, incorporate a custom
field into the message by clicking into the select box and choosing the desired
personalization element. As shown in this message, we have configured the
message to include the patient's first name. Press Save.
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g5

< BACK Plus Sign Message Sequence DOWNLOAD ~ Workflow Type  Systen

R
<
-

=Y Hello, {{patient firstName)),
this Is Memorial Hospital

FoH QRS> WY

ii. Adjustthe time parameters:

1. Stalled signing time out - If the recipient opens the document and
abandons it before completing it, how long should it remain open before the
system locks the document and no longer allows edits? Set the value and the
time measure — seconds, minutes, hours, or days.

2. Before signing time out - If the recipient does not open the document, how
long should it remain open before the system locks the document and no
longer allows edits? Set the value and the time measure — seconds, minutes,
hours, or days.

Vv

iii. Configure the Stalled nudge. This nudge prompts the recipient to complete the
sequence if they have abandoned it before completion. You can configure one or
more nudges, as desired. To set this type of nudge:

1. Click Add Nudge.

a. Add the texting and email content to the hudge message. Incorporate
personalization, as desired. The first nudge uses the time parameters
set above.

b. Add any additional nudges following the same steps as to create the
original message, plus adding the time delay before the system
triggers the nudge.
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c. Press Save. To delete any nudge, click the garbage can and then press
Save. As shown in this example, the system will nudge the patient
twice if they do not complete the form.

< BACK Pius Sign Message Sequence DOWNLOAD  Workflow Type  System
Stafled Siging (D)

- =

[,7‘,\,“ s | EmaL

@ witie

[Tws | eman

iv. Configure the Before Signing nudge. This nudge prompts the recipient to complete
the sequence if they have never clicked into the invitation link. You can configure
one or more nudges, as desired. To set this type of nudge:

1. Click Add Nudge.

a. Add the texting and email content to the nudge message. Incorporate
personalization, as desired. The first nudge uses the time parameters
set above.

b. Add any additional nudges following the same steps as to create the
original message, plus adding the time delay before the system
triggers the nudge.

c. Press Save. To delete any nudge, click the garbage can and then press
Save. As shown in this example, the system will nudge the patient
once if they do not complete the form.

€ BACK Plus Sign Message Sequence DOWNLOAD ~ Workfiow Type  System

You have completed creating the +Sign workflow. Press the Back button to return to
the dashboard.

Review and Edit QuickSign Templates

To view or add new templates, from the +Sign Dashboard, Press View Templates.
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L] o & B Linkedin @ I ] [ @2 2025 - Smarsshe.. 3 HubSpo (=] " " 2 (=R
Mot oo /312025 o001 Waber - ogout
5y Sian Submissions m +SIGNWIDGET ~ WORKFLOW EXPORT TO CSV
i) A M
@
Last 24 hours 7 days 20 days 3 months Al to 5\\
i)
o (@ * Times are in Eastern Daylight Time (EDT)
G
3 | sen 11 Opened 0 Submitted 21 | | Uploading 0| | Uploaded 0 || Upload Failed o
&l Abandoned 13 | | Completed 14 | Partially Filed o
4
All currently available templates are viewable.
gl [Faeer ve e - oo 2r3v2025 S Logout
8y Guick Sion Templates m + SIGN WIDGET WORKFLOW  VIEW SUBMISSIONS
]
@
= Last 24hous  Tdays  30days  3moaths | oS AL to Eod
=
@ (@ * Times are in Easterm Daylight Time (EDT)
2
[ & [ rercmrane crsaty J— = e
2 RTO-EVALAND TREAT-PROVIDER 174 O B ©
@
o | o 0Om @
e 0Dm o
&

s
a
3
[

’ 0B @
Create a New Template
1. Press Create to upload a new PDF.
C|I|q Happy Vialley Hospital v oo 7/31/2025 Bobbl Weber ~ Logout
S Ouick sionTempiares [T +SIGNWIDGET ~ WORKFLOW  VIEW SUBMISSIONS
£ . -
® f 1
1] Last24hows  7days  30days  3months | o/ Al to =
=}
&) -m @© * Times are in Eastern Daylight Time (EDT)
ﬁ ~
‘ @ Template Name Created By Created At Access Rights Preview
R ot weber 2u28 2025, 4307 0Om® @
B
@ | owsesse Joh Agort n 272025, 13573 Oo@®m @
C Bobti Weber un 17 2025, 125720 0Om o
&
moow

2. Navigate to the file location on your PC, select the form and Press Open. The Create QuickSign
Template window opens.

3. Add any content added at this time by the administrator is content that will be standard from
recipient to recipient completing the form. Content added to the standard form by the
organization or the agent uses these buttons:

Icon Description
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Add a signature. When creating the template, the administrator
should only add signatures that will be on every template.

T Add text. When creating the template, the administrator should
only add text that will be on every template. In this example, the
organization name will be on every completed document, so it
has been added to the template to save agent time later.

Add check marks. When creating the template, the
administrator should only add checkmarks that will be on every
template.

&

Note: The administrator may adjust the size of the PDF or move it here:

Create Quick Sign Template
O @ % @ @ O 0

4. Inthis example, the administrator added the Hospice name.

L T H @ B T T < @

VIRGINIA DEPARTMENT OF MEDICAL ASSISTANCE SERVICES
DMMAS 420 Request for Hospice Services

NAME.
DATE OF BIRTH:

ADDRESS:

MEDICAID BENEFIT PROGRAM:  FFS [0
CCC Plus Frozram [ MEDICAD# _____ ___(12digits)

OTHER DNSURANCE
soucywo MEDICARE %

SECTION I: ELECTION OF HOSPICE SERVICES
L . elect to participate in the Medicaid Hospice Services.

_ | Preferred Hospice
ol |

The bospics that T have chosen

are recipient and have elscted the Medicar
for hospice benefits begin
ipient

5. Configure the fields that the recipient will complete when they receive the form by clicking on the
Sign Here button.
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VIRGINIA DEPARTMENT OF MEDICAL ASSISTANCE SERVICES
DMAS 420 Request for Hospice Services

[ranE
DATE OF EIRTH:

ADDRESS:

| MEDICAID EENEFIT PROGR AN FF: O
CCC Plus Program [ MEDICAID=: _ _ _ _ __ _______ (12 digits)

OTHEER. INSURANCE:

| POLICY KO | MEDICARE =
6. This drop-down will open in the white box to the right.
F.Y

poge
NTY

7. Click on the type of data that the recipient needs to provide, and then click again where the data
needs to be captured to position it. This box pops up to enable you to set if the field is required or
not. Press Save.

View Fill and Sign
.& T Q = ‘ No Presets o .
MEDICAID BEREFIT PROGRAM:  FFS [
CCC Plus Program [ MEDICAD= _____________(12diz)
‘OTHER INSURANCE:
BOLICY KO. fe

SECTION I: ELECTION OF HOSPICE SERVICES
I A

‘The hospice that I have chosen is. P

1 am aware of the prognosis of my illness and T understand that trestment is pallistive rather then corative. | comsent to the
management of the symptoms of my disease as prescribed by my Anending Physician andior the Hospice Medical Director. My
family and I will help to develop and wall participate in a plan of care based on our needs.

T may receive benefits that include home mursing visits, counseling, medical social work services, drzs and biologicals, and medical

supplies erapy,
speechk 2, and
contmug ] i 7 iste. 1
mea Field Customization

In accep diczid
services. ‘an or
mmamen  Required et
1o reguk ‘eriods
extendin
1 unders' 1may
choose 1 —_—— ‘hoose
10 do so, winga
e cance. | I

171 CB00SE 10 90 50, penoa, 1 may ‘nospice from

1
which hospice care is provided by filing & statement with the hospice from which care has been provided and with the newly

Tunderstand that, i will contimne.

T understand that ifT am s Medicare recipient, T must elect to use the Medicare Hospice Services

Check ane:
1 i i icare Hospice Services.
By i Bospice’ i (dane).
I - DG
Wimsss" Signamre Date Hospice Mecipient Signarura Dase
e = =
DMAS 420, page 12, revised 02,2008, 82019 Tof2
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8. Once saved the recipient data entry field will look like this:

L& T M @ B < H

MEDICAID BENEFIT PROGRAM: FFs O
CCC Plus Program (] MEDICAID®: _____________ (12 digits)

OTHER INSURANCE:
BOLIEYND MEDICARE #

SECTION I: ELECTION OF HOSPICE SERVICES
L . ellect to participate in the Medicaid Hospice Services

The bospice that [ have chosen s Preferred Hospice

I am sware of the prognosis of my illness snd T understsnd that trestment is pallistive rather than curative. I cousent to the
management of the symptoms of my disesse s prescribed by my Attending Physician andior the Hospice Medical Director. My
family and T will help to develop and will participate in a plan of care based on our needs.

I may receive benefits that include home mursing visits, counseling, medics] social work sarvi
supplies and equipment. If meeded, T may slso receive home health aideshomemskers, phy
speech/language pathology, impatient care for acute svmptoms, medical procedurss ordered

drugs snd biclogicals, snd medics]
I therapy, occupational therapy,
my physicians and hospice, and
comtinuous nursing care in the home during acute medical crises. 1 may request vohmteer services, when availzble and appropriate. T
realize that my family and [ have the oppornmity for limited respite in an approved inpatient facility.

In accepting these services, which are more comprebensive than regular Medicaid Services, T waive my right to regular Medicaid
services that are duplicative of services required to be provided by the Hospice except for payment to my Attending Physician or
treatment for medicel conditions warelated to my terminal illness. [ understand that I can revoke these sarvices at any fime and retam
to regular Medicaid services. I understand thar Hospice consises of rwo minery-day perieds and subsequent sixry-day periods
extending wntil T am no longer in Hospice. I may be responsible for hospice charges if [ become ineligible for Medicaid services.

I understand that at the end of sither the first ninety-day period or the second, because of an improvement in my condition, I may
choose 1o seve the remainder of the benefit period(s). I may revoks the Hospice Benefit at that time_ I also understand thar i choose
to do zo, T am still eligible to Teceive the remaining benefit periodi). [ am awars, thar if T choose to revoks Hospice Services dwring a
benefit period. T am not entitled to coverage for the remaining davs of that benefit period.

I understand that if 1 choose to do 50, ance during each elaction period, | may change the designations of the particular hospice fom
which hospice care iz provided by filing a statement with the bospice from which care has been provided and with the newdy
designated hospice. Tunderstand that a change of hospice providers is not a revocation of the remainder of that elaction period.

I understand that, unless I revoke Hospice services, hospice coverage will contime.

I understand that if I am a Medicare recipient, [ must elact 10 use the Medicare Hospice Services.

Check one
1 am a Madicare recipient and have elected the Madicare Hospice Services.
My Medicare elizibility for hospice benefits begins (darz).
1 em not 2 Madicare recipien. -
Sign Here
Witness” SignaturaDate ‘Hospice Recipient SignatureDate

Hospice Recipient’s Authorized Representstive Signature Date (If applicable)

DMAS 420, paze 1/2, revised 02/2008, 92019 1of2

9. Repeat this process to add any additional fields that the recipient provides.
10. It is possible to group fields and set requirements for the group. You may commonly do that with
check boxes. To group fields and set requirements for the group:
a. Clickon Sign Here and select the Checkbox preset.
b. Place each one where it should be completed.
c. Create a box by dragging your cursor around the items that need to be grouped.

s Drogae saDCAD
SEDICARE »
SECTION I: ELECTION OF HOSPICE SERVICES
h tect 0 pacome m he D Hospce Savces

Preferrad Hospice
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d. Pressonthecircled icon to group the items. The image changes to show that the fields are
now grouped.

I understand that if T am a hedicare recipient, I n

amm ai . Q{em:mlmaﬂd have elect
lizibility for hospice bemw
m m-J. L:a:erecq:ll.enr

£Ll®ﬁf

Hosvice Fecinient’s Authonized Feoresentative :

e. Click on the edit button to customize the requirements.

I understand that if T am a hMedicare recipient, I m

"

A

arn a | -,5 recipient and have elects
v Mg, elizibility for hospice bene
mona "o Ricare recipiont.

@Ll R 1

TTmewnimm T mmim i mun s w A amtle e mm sl TV om0

f. This box pops up. Select the requirement that aligns with your need. Press Save.

Field Customization

Required

Assign I Group

Al lnast one (requined: ons)

Your template is now edited and ready for agents to use.

Copy a Template

1. Navigate to QuickSign and click View Templates.
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qliq [ Heeoy vatey oscua Al 8/a/2025 Bocoiwever Logout
5 Sansuomssions RN +SIGNWIDGET  WORKFLOW EXPORT TO €SV
e < 7 m <] (%
@ Lost2ahours  Tooys  30dmys  3months | o/ to =
=
o @ * Times are in Eastern Dayiight Time (EDT)
[S]
F Sant 10 | | Opened 0 | | Submitted 21 | Uploading 0 | | Uploaded 0 | | Upload Failed o]
Abandoned 14 | Completed 15 | Partially Filed 0
2
3’ -3 Sign Name: Submitied By Sent At Opened At Submitted At Status Time Taken Submission
g n02 o Jack Mzod AGOIZ0K, 1208 AWOIZ0ZM0S2  AGOIZ0K 12220 ( Compited ) 2 9
2. Click on the copy button for the template that you want to duplicate.

Copy the Quick Sign Template

Template ORDER-TO-EVAL-AND-TREAT-
PROVIDER

@ Copy within group

Select destination ()

3. Ifyouare

a. Copyingthe template within the same group, press Paste.

b. Copying the template to a different group or subgrou

p that you also have permissions to

access, deselect the Copy within group button, select Group or Subgroup, and then

select the destination for the copy within the drop lis
4. Rename the template by clicking on the documenticon.

t, and then select Paste.

qhq Happy Vallay Hospital - | n s 8/4/2025 Boobl Webar v Logout
"gﬂ Quick Sign Templates +SIGN + SIGN WIDGET 'WORKFLOW VIEW SUBMISSIONS
=
® N N
1= last2anows  7omys  30aws  3monms | o/ Al o »
@ @ * Times are in Eastern Daylight Time (EDT)
@ Template Name Created By Created At Access Rights Preview
B rcito ORDERTO.CVAL ANG TREATSROVIDER -copy  Bobbs Weber Aug 04 2025, 120949 [m [0}
®
[ | Temete ORDERTO EvALAND TREATSROVIOER Boobi Weber 1282025, 74307 O @
m

5. Click on the Edit button and make the desired changes to the template (See Creating a New

Template for detailed instructions). Next you can either:

a. Change the name of the template at the top of the page and press Save or,

b. Select Save As and rename the document.
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Template ORDER-TO-EVAL-AND-TREAT-PROVIDER - copy x

i} D W% @ @ & i3

GOLDEN
ofCare
‘OROER 1O EVAL ANO TREAT PROVIDER FAX
Bt o e Fatam Frst e
it P i Pt 508

PROVIDER ORDER: OK TO EVAL AND TREAT FOR HOSPICE

Diagrosis:

e sgans,__| o]

Delete a Template

To delete a template, click on the trash icon. Confirm your decision in the pop-up box. Deleting a
template has no impact on documents previously completed by the recipient.

Qllq Vapgy Valey Hospil - n oz B/4/2025 Bobbi Weber - Logout

8y Quick Sign Templates m +SIGN WIDGET ~ WORKFLOW  VIEW SUBMISSIONS
=

® e S7

[ Lastzdhous  7days  30days  3months | o4 Al o R

=)

@ (D * Times are in Eastern Dayight Time (EDT)

i

B | rempiate Name Created By Created At Access Rights: Preview

B HOSpICe ordar 10 avaliato and treat BODDI Weber Aug 04 2025, 120349 OB ©
o)

(2 | Temoits ORDERTO-EVALANDTREAT SROVIDER Bobol Weber i 28 2025, 7:43:07 0B

Add an Agent
1. Click onthe + Sign Widget.
qhq HapDy Valley Hospital v 0 L& 8/4/2025 Boobl Weber - Logout

8  Quick Sign Tempiates m WORKFLOW  VIEW SUBMISSIONS
® K 5
= Last2ahours  7days  30days  3monts | o/ Al © »
=}
@ @ " Times are in Eastem Dayiight Time (EDT)

i
Bl rempiate mame Created By Created At Access Rights Preview
® Template ORDER-TO-EVAL-AND-TREAT-PROVIDER - copy Bobbl Weber Aug 04 2025, 12:09:49 (] N W

2. Click on Add Agent. A box pops up. Type in the name of the user. All agents must first be set up as
users. Press Save.
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Add Agent x

Name

CANCEL |
Remove an Agent
1. Toremove an agent, click on the +Sign Widget.

qllq [ Haoy vatey Hospra - A, 8/4/2025 BoDbl Weber v Logout

8, Quick Sign Templates m WORKFLOW  VIEW SUBMISSIONS

(=)

® N ¥

= Last2ahours  7days  30days  3monins | o Al | to &

=}

@ @ - Times are in Eastern Daylight Time (EDT)

i =

Template Name Crested By Crested At Access Rights Preview

& Template ORDER-TO-EVAL AND-TREAT-PROVIDER - copy Bobbi Weber Aug 04 2025, 12:09:49 DB w

2. Click on the trash icon and confirm the deletion. This removes an individual from being an agent
for the widget. It does not impact their user account.

+ Sign Widget X
Agents Customization Settings

Agents

Name < Email < Languages

Bobbi Weber Bobbi.Weber@Qligsoft.Com en-US

Maggie Doyle Maggie@L adyofmercyhospatL.Emall en-us ]

Total2 | 25

Created 8/5/25
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