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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.  

• If you are an existing QuickSign customer, please contact support to activate this feature (at no 
cost).  

• If you are a new QuickSign customer, this feature will be activated by QliqSOFT 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. 

 

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. Select the Agent tab 
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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Navigate to Settings/Security and Privacy 

Decide if you want the recipient to authenticate before accessing the form. The default is No.  

Authentication is recommended if you have EMR integration and want to upload the signed PDF into the 
medical record automatically. If you choose to require the recipient to authenticate, specify the method 
they will use 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. Select the 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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Navigate to Settings/SMS Notification 

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

 

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. If you have set an authentication method, add your recipient message if they fail 
authentication here. Press Save. 

2. If your organization has licensed use of the MMS logo, upload it here. 

 

 

Navigate to Customization/Terms and Conditions 

If your organization elects to display Terms and Conditions,  

1. Toggle on the display of Terms and Conditions. 
2. Copy and paste the organization's Terms and Conditions here. 
3. Format the content as desired. 
4. Optionally activate Auto-Translate, which will translate the text automatically. 
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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. Edit the text as desired. 
3. Press Save. 

 

Create the Workflow 
1. If this is the first time you are accessing +Sign, you will see a message to confirm that you 

want to configure the Workflow. Select OK. 
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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. 

 

ii. Click on the QuickSign node to open the editor. 

 

 

iii. If you 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. If you have licensed branding, you also need to load the logo, so it is displayed in 
email messages. To do that navigate to the Users icon and select Branding & 
Customization. 

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

 

 

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. 
 

 
 

i. Add the 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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ii. Adjust the 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. 
 

 
 

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 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. 
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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. 
 

 

 

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. 
 

 
 
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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All currently available templates are viewable. 

 

Create a New Template 

1. Press Create to upload a new PDF. 

 

 

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.  

 
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: 

 
 

4. In this example, the administrator added the Hospice name. 
 

 
 

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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6. This drop-down will open in the white box to the right. 
 

 
 

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. 
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8. Once saved the recipient data entry field will look like this: 
 

 
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. Click on 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. 
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d. Press on the circled icon to group the items. The image changes to show that the fields are 
now grouped. 
 

 
 

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

 
 

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

 

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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2. Click on the copy button for the template that you want to duplicate. 

 

3. If you are  
a. Copying the template within the same group, press Paste. 
b. Copying the template to a different group or subgroup 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 list, and then select Paste. 

4. Rename the template by clicking on the document icon. 
 

 

 

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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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. 

 

Add an Agent 
1. Click on the  + Sign Widget. 

 

 

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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Remove an Agent 
1. To remove an agent, click on the +Sign Widget. 

 

 

 

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. 
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