Adobe Sign Process 
1. Office Staff Process
a. Documents that are sent to families by SC through Adobe Sign are also shared with the office staff through email once they are signed by the family. Service coordinators will cc the office staff member responsible for managing the Adobe Sign documents. 
b. A copy of the document will be sent to the office staff member once it has been signed by the parent.
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c. Download the Adobe Sign document from the email to your computer
d. The office staff also add an alert to the respective child’s BTOTS chart with what document(s) was/were received through Adobe Sign and the date that they were signed in parenthesis. 
i. Documents received through Adobe Sign: “Annual IFSP (6/30/2021)” or “Doctor release to Dr. Rogers (7/1/2021)”
ii. If a child is already exited in our program, document the Adobe Sign documents in the exit notes
1. Go to the “Child” tab in the BTOTS chart and then to the “Activation” sub-tab
2. Click edit next to the notes and add the Adobe Sign alert to the exit notes underneath the existing exit notes (DO NOT delete or change any existing exit notes)
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e. Move the Adobe Sign PDF into a folder in the “Adobe Sign Documents” folder on Box (additional instructions below). 
i. Each PDF should be organized into a folder with the child’s UP# and first initials in parenthesis i.e UP22345 (Gr Mo)
ii. Check to see if there is already an existing folder for the child before creating a new one
f. Print off the Adobe Sign documents and file them in the child’s respective charts
i. Any Adobe Sign document for a Brigham City child should be placed in the Brigham City service coordinator’s box (currently Heather Mitchell)
g. The adobe sign documents that were received should also be documented in the Excel tracking sheet titled “Adobe Sign Document Tracking”. This Excel sheet is stored in BOX in the “Adobe Sign Folder”
i. Document child initials, UP#, Service Coordinator, type of document, and the date the file was printed and filed
ii. Check the document for any errors and document them in the Notes section of the Excel sheet
1. Errors can include missing signature or wrong dates (such as the document is dated in the future or March 33rd)
2. If the child is already exited from our program document this in the note section 
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h. Delete the Adobe Sign PDF file on your computer
2. BOX Instructions
a. All Adobe Sign files as well as the tracking spreadsheet are stored in BOX. If this folder has not been shared with you, contact office staff 
b. To access the Adobe Sign folder, go to https://usu.app.box.com/.
c. Sign in in with your USU username and password
d. Once you sign in, it will bring you to your BOX home page
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e. You will be able so see all of your folder/files that are stored in BOX or that have been shared with you on this home page. The folder with the Adobe Sign documents is titled “Adobe Sign Documents”. If you can’t find it on your home page you can also use the search bar at the top of your home page to find it. 
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f. Once you have opened the “Adobe Sign Documents” folder you will see that there are several folders that have the child’s UP# and first initials in parenthesis. 
i. The easiest way to check which documents have been received through Adobe Sign is to enter the UP# in the search bar at the top of the Adobe Sign folder. 
ii. Before creating a new folder in which to store the Adobe Sign PDF, check to see if there is an existing folder for the child by typing in their UP# in the search bar. If there is already a folder for this child, store the PDF in the existing folder. 
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g. There is also an Excel sheet for tracking that should be updated with all the Adobe Sign documents that have been received. This Excel sheet, titled” Adobe Sign Document Tracking”, and can be found inside the “Adobe Sign Document” folder. You can also search this name in the search bar on either the BOX home screen or inside the Adobe Sign folder. 
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h. The Excel tracking sheet has a list of all the documents we have received in Adobe Sign. Each entry has the child’s initials, UP#, service coordinator, what document was received, and the date it was filed.
i. This tracking sheet can edited by selecting the down arrow next to the “Open” button at the top right of the screen and then clicking “Microsoft Excel Online” which will open the Excel sheet online where you can edit it.





[image: ]










image5.png
Al Files
Recents
Synced
Notes

Trash

My Collections

Favorites

Dragitems here for
quick access

Office Staff

Q Adobe Sign

AllFiles -

Recent Files

Adobe Sign Doc... -+

Name

B R

®# 08

1

H B

1

January 2021 E-.

Testing

Work

Office

Assessments to be filed

AEPS

Misc

Office Staff Tracking

Office staff
Upto3 Uhint
Office staff

Kathi Bodily

Up to 3 Medicaid monthly &CHIP Quarterly

Up to 3 Office Staff Projects
orf

tarf

Transition Confe... -+

Updated v

Today by Ryan

Today by Ryan Kwai

Apr 2, 2021 by Ryan Kwak

Apr 1, 2021 by Lisa Rock

Mar 31, 2021 by Kirany Gi.

Mar 31, 2021 by Ryan Kw.

©  Mar24,2021 by Molly ke

Mar 18, 2021 by Miriam

@®  Mar15,2021 by Marla Nef

®  Mar1,2021 by Susan Ols

Feb 26, 2021 by Susan Ol

Original- donot ... +++

size

1File

1,093 Files

4Files

87 Files

122 Files

OFiles

2 File:

2,924 Files

7 Files

16 Files

7 Files

Nov.

202

22 Utahstate

University

Upload~ | | New~

Capture Meeting Notes

Use Box Notes to keep your

team in sync during meetings.

Try Box Notes




image6.png
box Q e

e o PerhSemn
All Files. Search Results for Adobe Sign
Recents
Typev | | DateModified v | | FolderLocation v | | Searchwithinv | [ Ownerv | [ Tagsv | [ Szew || Metadataw
Synced
Notes Sort by Relevance
e prse——
T AllFies »Work >Adobe Sign Documents
My Collections Modifed today by Ryan Kwak - 1009 Fils A
Favorites &
Adobe Sign Document Tracking.xls
Drag items here for Al Files >Work >Adobe Sign Documents Select a file or folder to
quick access \ew detaile
& ‘provider signature date. Adobe sign date only for parent. Hu Lu
[ UP19467 Heather Initial IFSP, Fee Form 4

Modified tod

Kwak





image7.png
box

Al Files
Recents
Synced
Notes

Trash

My Collections
B Favorites

Dragitems here for
quick access

W Office Staff

Q GEEs

All Files » Work > Adobe Sign Documents
Name
B UP21079 (Em Ga)

-—
a

-—

-—
a

UP21077 (Be Ca)

UP20313 (C1 Gr)

UP20288 (Ch Co)

UP18481 (Po Ni)

UP21107 (Gr Jo)

UP20327 (Ad Ne)

UP20308 (Mi Be)

UP21086 (Ka Ch)

UP18539 (Ka Mc)

UP20325 (Ch Al)

UP20306 (Ki Ca)

Updated v

Today by Ryan

Today by Ryan

Today by Ryan

Today by Ryan ki

Today by Ryan

Yesterday by Ryan

Yesterday by Ryan

Yesterday by Ryan

Yesterday by Ryan K

Apr 5, 2021 by Ryan Kwak

Apr 2, 2021 by Ryan Kwak

Apr 2,2021 by Ryan Kwak

1Fi

1Fi

1Fi

3 Files

3 Files

2 Files

e o

Upload

UtahState

University

Details

2°

Ryan Kwak
Owner

Molly Kenning
Editor

Susan Olsen
Editor
Editor

Jacqueline Guymon
Viewer Uploader

@ Marla Nef

2 +24 People

Externally Shared
Shared Link
Create Link

File Request
Enabled





image8.png
Al Files
Recents
Synced
Notes

Trash

My Collections

Favorites

Dragitems here for
quick access

Office Staff

Q UP20325

All Files » Work > Adobe Sign Documents

B8 UP18203(LaBe or LaB)

UP20057 (Em Hu)

) UP19193 (AsBr)

UP19558 (Am Ka)

UP18093 (Ge Wo)

B0 UP20083 (De D)

UP19354 (Af Fa)

2 UP19120 (Lo Ba)

UP20103 (EI Va)

UP19321 (Ka Th)

2 uP2003 (EISY

UP20061 (La Wh)

RE UP19082 (Be Be)

Updated v

Apr8,2 Ryan Kwak

Ryan K

Ryan Kwak

Ryan Kwak

Ryan Kwak

Ryan Kwak

Ryan K

Ryan Kwak

Ryan Kwak

Ryan Kwak

Ryan Kwak

Mar 30, 2020 by Ryan Kw.

Mar 27, 2020 by Ryan Kw.

Today by Ryan K

size

1Fi

1Fi

1Fi

1Fi

1Fi

1Fi

1Fi

1Fi

1Fi

1Fi

1Fi

1Fi

33KB

e o

Upload

22 Utahstate

University

Sharing Details
Ryan Kwak
Owner

Molly Kenning
Editor

Susan Olsen
Editor

Marla Nef
Editor

Jacqueline Guymon
Viewer Uploader

+24 People
Externally Shared

Shared Link
Create Link

File Request
Enabled





image9.png
Adobe Sign Document Tracking xlsx

VA7 adobe Sign Documents
A B c o
Initials UP# Service Coordinator Document
s Jupisés7 Asmyn Annual 75
GeWi  UP20283 Hesther Inital 1FsP
ATy UP20393 Heather Inital 1FsP
KsBa  UP20376 Kathryn Amendment
SyPr  UP19554 Heather 5002y
526l UP1S178 Katherine Amendment
CaTu  UP20216 Jscaue Amendment
Jath  UP183SS Hesther Inital 1FsP
ArBs  UP13132 Jscaue Doctor release
Mole  UP20333 Jacave Amendment
MaSw  UP20151L Hesther School district release
GuCl  UP130s4 Jscaue School distrct release
Tslo  UP20352 Kathryn 5002y
ka8 UP20376 Kathryn Doctor release
Jath  UP183SS Hesther School district release
ClRh UP20235 Aubree School district release
Alle  UP19581 Hesther Annusl F5?
MiGu  UP20443 Jamie Consent to eval, CHARM, doctor release
RyCh  UP20156 Jamie & month IFsP
Alo  UP20428 Ashiyn Inital 1FsP
Dolo  UP20429 Ashiyn Inital 1FsP
Mo UP20128 samie 5003y
Greo  UP20108 Jscaue & month IFsp
MaRo  UP1SOLL Jacave ‘Annual consent, doctor releases
Brole  UP20450 Ashiyn Inital IFSP, CHARM, consent to evaluate, Doctor release
Selo  UP20140 Hesther & month IFsP
Levi UP19s42 Ashiyn Release
lers  UP20s43 samie Consent to eval, CHARM, doctor release
MeCo  UP20251 Jamie Amendment
ElNs  UP19030 amie Consent to eval, CHARM, doctor release
GrRo  UP18326 Jscaue 002y
stDa UP20261 amie Amendment
Catia  UP19521 Jamie Consent to eval, CHARM, doctor release
aFs UP20848 samie Inital 1FsP
Repe  UP19249 amie 002y
KiSa UP20441 Jacaue 5002y
SuBu  UP20847 amie Consent to eval, CHARM
Ralo  UP1854S Kathryn Annual, releases of records
Hafo  UP19107 Jamie School district release
MiGu  UP20443 Jamie Inital 1FsP
HuMe  UP20442 Hesther Inital
ViCs  UP21002 London Consent to evaluste

2020 2021

Microsoft Excel
Open this file on your desktop.

Google Sheets

Open this file in your browser 1o

editin real-time with others

/672021,
1/6/2021
y7/201
y7/201
y7/201
y7/201
/8/2021
/8/2021
/8/2021
1/8/2021

11172021

/1172021

/1172021

/1172021

/1172021

/1172021

11172021

1/13/2021

/132021

/132021

1/14/2021

1/14/2021

1/14/2021

/1472021

1/15/2021

1/15/2021

1/15/2021

1/15/2021

1/15/2021

1/15/2021

1/15/2021

/152021

1/19/2021

/2072021 !

Download

Activity

&

(- I

Add Task ~





image1.png
CuReply EaRepy All S Forvard
Fi 771672021 740 AM

V] USHE - Utah State University <adobesign@adobesign.com>
Completed: You're copied on “Ca. Br. transition conference with school district to be
signed”

To samie tner; JENN

Cc Ryan kuak

EE  Ca. Br. transiton conference with school district to be signed - signed.pdf _
& asske

UtahStateUniversity. | e sen

Jamie Bitner cc'd you on
Ca. Br. transition conference with school district to
be signed

Open agreement

Attached is the final agreement between:

« USHE - Utah State University





image2.png
1J212657
1212112018

Benjamin Abdullah
30 months Deactivated: 7/16/2021

Deactivated

Coordinator: Maeredin, Carolyn

[ summary HiH Contacts |[ Referral | Efigibily | Periodic | IFSP |[ isis |[ Contact Log || Transiton |[ Progress |[ Portal || cHARM |

The child's detailed information is provided on this tab.
Legal Name

Service Coordinator

1 Print View ®

Mi

Benjamin Maeredin, Carolyn

Preferred Name

Preferred First Name Preferred Last Name

£ Edit Child Info @

[ cenerap|j Activation || Enroliment | Med.Diag || MedicaidiCHIP |[ Aliases
Activations
Activated Deactivated Deactivation Reason Notes
0313012021 0711612021 Exited IFSP





image3.png
14212657 Benjamin Abdullah

Deactivated
1212112018 30 months Deactivated: 7/16/2021

Coordinator: Maeredin, Carolyn

‘ Summary H Child H Contacts H Referral H Eligibility H Periodic H IFSP. H Visits. H Contact Log H Transition H Progress H Portal H CHARM ‘
The child's detailed information is provided on this tab.

1 Print View ®

Legal Name
x
B Activation Date”
03/3012021 | ER
Preferred Name —
Preferred First Name Deactivation Date
= 07162021 |ER
Deactivation Reason £ Edit Child Info @
Exited IFSP
[[cenera | Actvation | [Enroliment| e
Activations
Activated Deactivate |Documents received through Adobe Sign: Initial IFSP (7/16/2021)]
0313012021 0711612021

£ Edit @

X cancel





image4.png
A B [ E
1 |Initials UP # Service Coordinator Document Date  Notes
443|McMC  UP18545 London Initial IFSP 6/9/2021
4as/GaNe  UP20149 Heather Annual IFsP 6/9/2021
44s|AmSa  UP21168 Heather Release to Dr. Bingham 6/9/2021
44s|MiBa  UP19175 Heather Release to Dr. Dallon, consent to evaluate 6/9/2021
447/AmSa  UP21168 Heather Initial IFSP 6/10/2021





