Los Angeles County Workforce Development, Aging and Community Services 2021

e

A ( WORKFORCE DEVELOPMENT

BWD s @ AGING & COMMUNITY SERVICES
| .‘(.

CalJOBS Help Sheet 22
Electronic Signatures

Prepared by: Data Management & Analytics Division



Los Angeles County Workforce Development, Aging and Community Services 2021

Electronic Signatures in CalJOBS

The Electronic Signature Module provides the ability to add electronic signatures to the
Workforce Innovation and Opportunity Act (WIOA) application, Objective Assessment
Summary and the Individual Employment Plan, within CalJOBS directly. For other
documents requiring signatures, the pDoc Signer software is required.

Installing the Required Software

There are three pieces of software you will install first, in order to fully utilize the
electronic signature pad:

1. SigWeb Browser SDK
2. SigPlus
3. pDoc Signer

1. Install the SigWeb Browser SDK

In this step, an API will need to be installed from Topaz Systems, the maker of the
signature pad. The API ensures that you are able to enter signatures within the
CalJOBS system. Make sure the user logged in has admin rights to the computer.

1. Remove the blue protective tape from the signature pad and plug in the signature
pad to a USB port on your computer.

2. Allow your computer to install drivers. If this is the first time you've plugged in the
signature pad, you should see a prompt indicating that your computer is installing
the latest drivers.

3. Once the drivers have been installed, go to:
http://www.topazsystems.com/sigweb.html

4. Click on the Download for Topaz Signature Pads button on the right:

Q, Type and Press Enter

SYSTEMS INC Products Software Where to Buy Information Contact

2 Click the download link below to access the SigWeb.exe
S 1 gweb B rowser S D K and installation guide. Follow the steps in this guide

explicitly for proper installation:
SigWeb™ offers electronic signature integration into Firefox, Chrome, D load for T
Edge (10168 build or newer), Internet Explorer 11+, and Opera for the ownload for lopaz
) .

full line of Topaz™ signature pads. Slgnature Pads
FOR END USERS:

INSTALLER INFORMATION

If you are an end user and wish to install SigWeb, view the SigWeb —
Installation Help Guide for step-by-step installation instructions. For k. SigWeb Installation Help Guide
assistance with Internet Explorer 11 and signature rendering, view the

End User Software FAQ page
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5. A set of instructions will appear. Ensure that the instructions are followed
appropriately and that you click on the first option; your Topaz signature pad
model ends in “-HSB-R”.

6. Follow the installer through, making the appropriate choices for your signature pad as
you go. You will choose:

a. T-S
b. 460
c. -HSB-R

' SigWeb Setup

1/ Topaz SigWeb 1.5 _
\V  Tablet Configuration \

Configure Tablet Connection
Please select your model number below (found on the back of your Topaz signature pad):

Prefix - Model Series suffix -

15 v.i > ;460 v‘ > i-HSB-R v

Disable Pop-Up Messages: ‘\I 1: ) A
e \SYSTEMS INC

Prefix ~ Model Series Suffix

(SAMPLE T-LBK462I-'HSB-RI)

<Back |[_Next> || Cancel |

7. Click “Agree” on the License Agreement dialogue box that appears and wait for
installation.

8. Complete the installation process. After installation, it is advised to restart your
computer.

9. After installation, there are a few steps to confirm your signature pad is working
correctly.

a. First, Go to the following Topaz testing site:
http://www.sigplusweb.com/sigwebtablet demo.htm



http://www.sigplusweb.com/sigwebtablet_demo.htm
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b. Click the “Sign” button and sign on the signature pad using the attached
stylus. You should see the corresponding electronic signature in the top
box of the demo page.

2. Install SigPlus and pDoc Signer

For documents where electronic signatures cannot be added within CalJOBS
directly, such as the Objective Assessment Summaries and Basic Skills
Assessments, you will need to download two additional software. Please note that
you may need admin rights to the computer in order to install the following:

1. Topaz SigPlus Software — This is proprietary software from the maker of the
signature pad, which will provide a connection to pDoc Signer.

2. pDoc Signer - This is a PDF software, which will allow you to add signatures
to any PDF document.

Proceed with the steps below to download the additional software:

1. Goto: http://www.sigpluspro.com/sigplus-index.html

2. Follow Steps 1 and 2 to Download SigPlus and download the pDoc Signer as
well.

Required Steps

Download Step 1
S' PI ® Download the Topaz SigPlus software for use with Topaz signature pad to your computer's desktop. Right-click the icon
Ig US on the left, select "Save Link As", and choose the desktop as the save location to begin the download

Step 2

. Double-click on the SigPlus icon on your des
security settings, you may need to login to Wi

SigPlus icon and select "Run as administrator”.

(similar to the cne on the left) to begin installation. Depending on your
ws as an "Administrator” to begin the installation, or right-click on the

sigplus
When prompted, select "Yes" to place the Topaz test utility DemoOCX on your desktop. If needed after installation
SigPlus will be found in your C:\Windows\SigPlus folder
After installation, test your pad's functionality and proper set-up using DemoOCX. Once functionality is confirmed, proceed
with popular downloads below or view Topaz's complete software offerings
Popular Downloads (Optional)
Download Download Download

@5 @

After you have successfully downloaded the SigWeb Browser SDK, SigPlus and
pDoc Signer, you are ready to use your electronic signature Pad both within and
outside of CalJOBS.
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Adding Signatures

After successfully installing all three related software, you will be able to:

Add a staff signature.

Add a participant signature to a WIOA application.

Add an application reviewer signature using pDoc Signer.

Add a participant signature to an Individual Employment Plan.
Use pDoc Signer to add signatures to any other PDF documents.

ahwnE

1. Add a Staff Signature

1. Log into CalJOBS and go to My Staff Workspace > My Staff Account.
2. Scroll down to the bottom of the page and a new section Staff Sighature

should be displayed.
3. Click on “Create With Signature Pad”. You can also click on “Create Digital
Signature” to sign with your mouse, and skip the following steps.

Staff Signature

Create Digital Signature

Create With Signature Pad

Remove My Signature

4. Click on the “Topaz” button when prompted.

Please select your signature pad

5. Use the attached stylus and sign the staff signature on the signature pad, and
click “Save”. If you'd like to restart, simply click “Clear Signature”.

égml’vﬂﬂ

Clear Signature
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6. Scroll down on the My Staff Account page to ensure the staff signature has
been saved. You can always click “Remove My Signature”, if you'd like to
delete the signature or create a new one.

Once you have created the staff signature, it will be available to be included in a WIOA
application or Individual Employment Plan Summary.

2. Add a Participant Signature

In this final step, you will add the participant’s electronic signature, along with the
previously created staff signature, to a completed WIOA application and IEP.

1. Access the participant’s case file and go to Staff Profiles > Case
Management Profile > Programs.

2. Click on the link in the participant’s WIOA application.

3. Scroll down to the bottom of the Eligibility Summary page and you will see
the Remote Signhature section.

4. Click the “Capture Signature” link next to Applicant Signature.

Remote Signature

Applicant Certification Statement: (Not to be signed and dated until all documentation has been provided.)

| certify that the information on this application is accurate to the best of my knowledge. | understand that my willful misstatement of the
facts may cause my forfeiture of rights in the WIOA Program and may result in criminal action. | give permission for outside sources to be
contacted and for them to disclose any information necessary to verify my eligibility for WIOA. | further understand and agree that my social
security number and other information on this application will be provided to other government agencies if required by law.

\

Applicant Signature: %Cap:qresigna:ure

Staff Signature: P o signature
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If the participant is a Youth, you will also find a Guardian Signature option under
the Applicant Signature:

Applicant Signature: P oz Signature

\

Guardian Signature: JA cormurs Signanrs

5. Choose your Signature Input Method.

Select Signature Input Method

o ® S

Mouse Message Topaz /
ePad

Cancel

6. Similar to adding the staff signature, if you choose Topaz/ePad ask the
participant to sign their name, using the signature pad and the attached
electronic stylus, then click “Save”.

Lo
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7. To ensure both signatures have been properly @ «omoessome. = 0«
added, click the “Print” button at the bottom, ® fepes0e0etsessineconicncs.
In the pop-up window, select between the  select the type of form to print:
following print options:

8. When the application opens, scroll all the way down to view the signature
page:

glqlpm% 01/24/2020
Applicant Signature Date
Stof Test
Staff Signature Date

9. Click the “Finish” button in the WIOA application. The signed WIOA
application can be found under the participant’s Documents (Staff) folder. If
a WIOA Application is updated, you can have the participant re-sign, and a
new PDF document will be saved:

[=] [T Staff Profiles

0 s = e e

[£) Summary
[ Case Notes Documents Available
[ Activities B ; . . . o
Listed below are the documents available on the selected Individual. Click the View link below to view that particular item, Listed below are the documents available on the selected
£ Documents (Staff) Individual for linking. If you see a document that matches your specified criteria, choose it from the Select column below and click the Link Document button.
E D Case Management Profile [ Show Filter Qptions (Showing all records)

Results View: Summary | Detailed
Click 0 column ite to sort

[£) Case Summary
[£) Programs [ Top | Eilter Criteria | Bottom ]

B Blan

[ Assessments

E D Report Profile ‘WIOA_APPLICATION.PDF App 1D:2244250;App Date: 01/07/  General 03/06/2020 12:20 View Review
- 2020 5 ”
[ Tracking —_—

[ Statistics Vet lala Dz
[£) Combined Assessment

[ Labor Exchange

Clicking “Edit” or “Meta Data” will

allow you to add further details
regarding this PDF document.
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3. Add a reviewer signature to a WIOA application

Once a WIOA application has been saved with the Staff and Participant signature, the
application reviewer can add their signature using pDoc Signer. The staff member will
provide the Participant's Name and Application ID to the reviewer and the reviewer will
access the Participant’s case file within CalJOBS.

The following instructions detail how a reviewer will add their signature to the WIOA
application.

1. Navigate to the document WIOA_Application under the participant’s
Documents (Staff) folder and click the “Download” hyperlink to download
the application.

WIOA_APPLICATION.PDF App |D:2244250;App Date: 01/07/ = General 03/06/2020 12:20 Review
2020 Download
Meta Delete

2. Open the pDoc Signer program and open the downloaded WIOA
Application using pDoc Signer.

3. Navigate to Page 3 of the WIOA Application using the navigation tool at
the top of the page and click the “Insert and Sign icon” to create a
signature box.

!f‘fTIQ:N‘mz - o] 2 0 R
Eligibility

Applicant meets the definition for Low | 2 th applicant meets low upon living in a high
poverty area or free/reduced school lunch:No

Adult Basic Career Services Eligibility:Yes Adult Eligibility:Yes
Dislocated Worker Eligibility: Youth Eligibility:
Serve under 5% exception:
WIOA Grant Eligibility
National Dislocated Work Grant NDWG (formerly NEG):Not Statewide Adult Eligibility: Not Applicable
H “« . ” e Applicable
Click the “Insert and Sign” icon Sttewide Disocated WorkerEigityNot Appicabe  Satewid Youth Eigiiy ot ppicbi
Statewide Incumbent Worker Eligibility: Not Applicable Statewide Rapid Response Additional Assistance:Not Applicable
and create the box at the e

Non-WIOA Special Grants: Not Applicable
Local Funded Grants: Not Applicable
Grants Attached To This Application

appropriate Reviewer signature

field at the bottom of the page. S e
Comments:
Adult Review: Met Requirements :Not Adult Review Date: Adult Review Staff:
Applicable
Dislocated Worker Review: Met Dislocated Worker Review Date: Dislocated Worker Review Staff:
Requirements :Not Applicable
Youth Review: Met Requirements :Not Youth Review Date: Youth Review Staff.
Applicable
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4. To create a signature box, click and hold the mouse button and drag the
crosshair cursor from the top left to the bottom right of where you'd like
the signature to appear.

! Reviewed With Customer ' /Agree | Disagree
Comments:

|
Customer Signature -——_________% : Date
:' >4

Case Manager Signature Date

5. Once you release the mouse button, a Signature Capture page will
automatically appear.

6. Sign using the electronic signature pad and attached stylus, then click the
OK button on the Signature Capture page.

7. The Signature Capture page will close, and the signature will now appear
on the PDF, along with a date and timestamp. The date and time are

automatically entered from your computer’s date and time.

8. Save the document with the filename WIOA_Application_Signed and
upload to the participant’s Documents (Staff) folder in CalJOBS.

10
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4. Add a participant signature to an Individual Employment Plan.

Adding electronic signatures to a completed Individual Employment Plan (or
Objective Assessment Summary) is similar to adding signatures to the WIOA
application.

1. Access the participant’s case file and go to Staff Profiles > Case Management
Profile > Plan.

2. Scroll to the Individual Employment Plan section, and under the Action
column, click the “Display/Print” link. (For the OAS, click Edit instead.)

Individual Employment Plan/Service Strategy

4450 Los Angeles County WDACS LAO Community and Senior OPEN Staff25, Lao 01/08/2020
Services De\ ete

/ e
Objective Assessment Summary

2785 Los Angeles County WDACS LAO Community and Senior Title | - Workforce Development Staff25, Lao 01/07/2020
Services (WIOA) Delete
Print

3. Scroll down to the bottom of the page and you will see the Individual Signature
section.

4. Click the “Applicant Signature” link.

5. Ask the participant to sign their name, using the signature pad and the attached
electronic stylus, then click “Save”.

Lipahic

oD

11
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6. To ensure both signatures have been properly added, click the “Print” button at
the bottom. When the application opens, scroll all the way down to view the
signature page:

Slﬂmm@ 01/24/2020

Applicant Signature Date

Stof Tesr

Staff Signature Date

7. Click the “Return” button. The PDF of the signed IEP can be found under the
participant’s Documents (Staff) folder.

The IEP is a living document and should be updated. Though it is not mandated, you
can choose to have the participant sign an updated version following the same steps
above. The updated IEP will be saved as a new PDF document. The original signed
IEP will continue to be available and will not be replaced by the updated IEP.

5. Using pDoc Signer

For any other documents that need signatures, you will use the pDoc Signer.

1. When presented with the option to Print a form in CalJOBS, click Print, but
change the Destination from an actual printer to Save as PDF.

2. Open pDoc Signer and open the newly saved PDF. (NOTE: You can open any
PDF document requiring a signature using pDoc Signer.

12




3. Navigate to the appropriate signature page in the
document and click the “Insert and Sign icon” at
the top.

Disy emaker: e
Pregnant or Parenting Youth: No

Runaway Youth: o

LWIA Designated Barrier: No

Other: o

No Barriers ta Employment or Work Readiness: Ho

Iesting Results

Basic Skills Assossments:

Test Date Test Name Results:

12182018 Reading - CASAS Survay Achisvemant 4444
Tosts

Click to add a signature box.

121512018 Math - GASAS Survey Achievement Tests 4444
121512016 Languags - CASAS Survey Achievemant 4444
Tests

Agency Refarrals

Raviowe With Customor | Agree | Disagres

Draw a box where you would

like the signature to appear.

4. To create a signature box, click and hold the mouse button and drag the
crosshair cursor from the top left to the bottom right of where you'd like the
signature to appear.

I/ Reviewed With Customer | ' Agree | | Disagree

Comments:

}
Customer Signature —§ — Date
Case Manager Signature Date

5. Once you release the mouse button, a Signature Capture page will
automatically appear.

6. Sign using the electronic signature pad and attached stylus, then click the “OK”
button on the Signature Capture page.

13
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7. The Signature Capture page will close, and the signature will now appear on the
PDF, along with a date and timestamp. The date and time are automatically
entered from your computer’s date and time.

Q pDoc Signer Settings %

Zoom ©OSK  Signature Field Date Format

Date Presentation Options in Signature Details

Prefix:

To change the format of the

date and time, go to Tools > Date/Time:

Settings > Date Format |YYYY-MM-DDThh:mm:55H1h:mm (International) V|
Preview:

|2020-03-06 T12:38:38-08:00 |

| oK | | Cancd | e

8. Repeat steps 3-7 to add any additional signatures to the PDF.

9. Save the document with an appropriate filename and upload to the participant’s
Documents (Staff) folder in CalJOBS.

Note: Most forms have a specific area or field for signatures. However, for a
document like the Basic Skills Assessment Summary, you may insert
signatures in up to three different locations:

Basic Skills Assessment
CAVOS

General Information
‘‘‘‘‘‘

Name: Robin Hood ﬂ" Pﬂz Tzoss Assessment Date: 12/15/2016 o
3070744 7= P

User ID: LWIA: 13 - Los Angeles County

Department of Community, and Se

Office:

Administrator
Reading A Result
.« . Test Given: 27 - CASAS Survey Achievement Tests Version:
Pa rt|C|pa nt Assessment Result: 4444 - Raw Score Of Assessment

Other Info Not Reparted
Math Assessment Result
Test Given: 27 - CASAS Survey Achievement Tests Version:
Assessment Result: 4444 - Raw Score
Other Info Not Reparted

Language Assessment Result

Test Given: 27 - CASAS Survey Achievement Tests Version:

Assessment Result: 4444 - Raw Score

Other Info Not Reported

Meets definition of Basic Skills Deficient: No Staff \

Staff Information

Date Created: 12/15/2016 Created by Staff: 30707315 - Alexis Camins e ey
Date Last Edited: Last Edited by Staff: 30707315 - Alexis Camins M"
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