Electronic Signing with your Training Fund

This guide will describe the basic steps for creating and using an electronic signature using
Conga Sign for official documents needed by your Training Fund.

Step 1: If you have something that we need signed you will receive an email that looks like the graphic
below. Click on the blue View Document button (NOTE: the email will have slightly different wording
depending on the document needing your signature):

Please Sign Documents
William Coyle has sent Manager Approval For Member Test.docx for your signature.
You and your manager must approve your Professional Development by signing this e-

document. Questions? Email to members@healthcareerfund.org or Call our office at (425)
255-0315

Please click on the button below to start the signing process. To reassign the signer, click

here

To view the audit trail, click here

Step 2: Read and accept the Electronic Records and Signature Disclosure. This disclosure provides
information regarding your rights and commitments regarding your electronic signature. Once you are
ready to start signing click the ‘I Agree’ button:

Renton, WA 98057-3215

Employment Details

Employer: Cascade Behavioral Health DOH: 5/20/2020

Bargaining Unit: Service/Maintenance/LPN/Non-Professional FTE: .75-1.0

By clicking “I Agree”, you agree that you have reviewed the Electronic Record and Signature Disclosure, an'i you
- - - - - - ree
consent to the use of electronic records and signatures in the \< i~ and execution of this dorrmzii g

(continued below)



Step 3: Find the place where you need to sign by scrolling through the document till you find a blue box
titled “Signature.” Click this to choose/create your electronic signature:

Type of PD Activity: Professional Membership Title of PD Activity: test auto and trigger
Requested - Date of Payment: 5/06/2020

er's Signature:

X Signature
7/9/2020

Date

Name: Member Test

Under penally 1al the information provided in my request is correct. By signing this form, I approve
funding on my behalf Iuml( rstand that I may only be reimbursed if my manager/supervisor approves this activity and |
received all supporting documents

| Signature Style Selection

| CHOOSE STYLE DRAW

| Confirm your name and choose signature style. * Are required fields.

| Full Name * Initials
Member Test MT

-I View Additional Styles

By clicking "Adopt Signature and Sign”, I understand that I am signing this document. Adopt Signature and Sign

Step 4: Complete your signing portion by clicking the “Complete Signing” button in the upper right
corner of your screen/phone:

ONGa-sIgn.coty app/v 17191y 1JKCNI4UnXnoekZnpauiwonyold 33 1od ldKWa41e1sngsygsn 1 %W v Ay
T
MULTHEMPLOYER
ATION FUND Cancel Transaction ‘ Complete Signing
Page 1 of 1 @ English v &,
Sponsoring Organization: test trigger
Type of PD Activity: Professional Membership Title of PD Activity: test auto and trigger
Requested Amount: $253.75 Date of Payment: 5/06/2020

Member’s Signature:

? ﬂ/leméem 7—&5[ 7/9/2020

Name: Member Test Date

(continued below)



Your portion of signing is complete when you see this message:

Signing Complete
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o Thank you for signing. A confirmation email is sent when all parties finish signing the

document.
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Step 5: If there is another person who needs to sign (For example a manager signature document for
Professional Development reimbursement requests) they will receive an email to complete the form.

You will start to receive emails when the next signor has viewed and signed their portion. (You can also
click on the blue link next to the phrase “To view the audit trail...” to see where your document is at in its

signature life cycle).

Document Viewed
Manager Approval For Member Test.docx has been opened and viewed by Billy Bob.

To view the audit trail, click here

SEIU Healthcare 1199NW Multi Employer Training and Education (425) 255-0315

Fund https://healthcareerfund.org/
15 S Grady Way, Suite 321

Renton, WA 98057

Final confirmation that ALL parties have signed will appear like the example below and includes a PDF of
all signatures for your records. You do not need to forward us this PDF unless requested by staff. (We
should have it on file after everything has been completed.)

K@ Manager Approval For Member Testpdf _
/~ 229KB

“

Signing Complete!

Manager Approval For Member Test.docx is fully executed. Please find the executed PDF
attached.

To view the audit trail, click here



If you have any questions about how to create or use your new e-signature with Conga Sign reach out to
us at members@healthcareerfund.org or by using the “Live Chat” option at our website,

www.healthcareerfund.org.




