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Signature Field in Form Maker

A user can electronically sign a form, in the same manner that you they can a report. Once a
user runs a form that has an electronic signature field, they can click onto the Signature button
which will pop open a field allowing for the user to sign with a mouse, stylus pen on a touch
screen, or with a signature pad (i.e., Topaz). An example of this is if a deputy is completing a
booking summary, which requires the detainee’s signature. Rather than printing the form, the
deputy can click onto Print, and then in the preview add the necessary electronic signatures
and attach it into the detainee’s record.

Setup Instructions

Within the setup of the form, there will be steps for adding the signature field(s) as well as the
attach feature.

Attach Feature

This setup will determine where in the ECS record the form attaches too. This is so that it may
be retrieved later.
1. Open a form via American Data - ECS > Setup > Report > Form Maker. Double click

to elect the Form Type and double click to select the Form Name.

2. To determine where the form attaches to Setup Form
W|th|n ECS’ C“Ck onto the Setup button in the Selection Screen | Validation | Display Sections | Pages | Write

lower-right hand corner. This will open the

Setup Form screen. Attach: | |
3. Click into the Options tab. Utilize the picklist
box to open all the sections/topics in ECS

and select a specific word that this form
should attach to. Note: attach cannot be

linked to an entire topic, but rather must be
oK LCancel

linked to a specific word within a topic.

4. Click OK to save changes, or the trash can to clear out selection and re-select a
different word.

Signature Field

1. Find the group box location where the signature needs to be added onto the form.
Right click into the group box and select Add. The Field Type screen will load. Select
the Signature option located underneath Other and click OK.

2. Drag the field to the appropriate location on the form and size it accordingly. Note:
the size of the field will determine the initial space the user receives for entering in their
signature.

3. Open the setup of the new signature field so that you may add a name. The name is
what will display when the form is previewed and will guide the end user in knowing
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whose signature belongs in which field. The field name should be entered into the
Answer/Question part of the setup screen. Click OK to save changes to the field.
Note: if there are several signature fields on the form, whether on the same or different
pages, that should be signed by the same person, then those fields should have the
exact same name assigned to them. This way the user would only need to
electronically sign one time for it to populate into all fields named in the same manner.

4. Click the Save button in the lower right-hand corner to save all changes made to the
form setup.

[ BOOKING SUMMARY ]

42. Booking Summary
Is request needed for mental health services? [ | Mo [] Yes - Place Request ‘ |

Jail supervigor notified? [JNo []Yes Who was notified? | |

Special F i {check all i ] O ne Special Precautions Needed ‘ Setup 7 %
[] Constant Supervision [ Clothing Removed
[] Active Supervision (every 15 minutes) [] Bedding Removed Answer/CQuestion InmateSig
[] 30 Minute Watch (not to be used for [ other:
Suicide Risk Watch) I Control | Input | Output ‘ Edits | Links ‘
Field Text i i
Does the detainee have any other non-emergency heslth related concerns to report? [] Mo [] Yes e Tex Display Section

ls request needed for sickcal? [ Mo [] Yes - Place Request

Person Completing Questionnaire: Location Sizing Fort

\ | I \ Left[0052 |5, Widtn [1395 |, :
Specify Name Badge Mumber Date Time The Quick Brown Fox Jumped Over The Lazy Dog

i 0,448 .
43, Inmate Acknowledgment Top |0.394 | He'ght'”-

| acknowledge the information provided by me to the Jail was to the best of my knowledge ¢

Arial

and truth without pursuasion. - Shading Printing Options
E L Color 1 Print Only []Do Not Print Border
Print Underline Print Box Around Each Character
Detainee Signature Date
Filler Setup Audit For Blanks
[] Check this box if inmate refuses to sign at the booking process. Rectangle [ Invisible MNene
Comments: Verfical Line Sideways Eatal
Horizontal Line Picture Warning

If detainee refuses to complete the booking process or sign at booking, further attempts to complete the fc
attempted and documented below.

Second Attempt Completed By:

Specify Name Badge Number Date Time|

Third Attempt Completed By:

‘ | | ” ” QK LCancel
Specify Name Badge Number Date Timel

Instructions for Use

1. Complete the form as you usually would (via Start or Continue).
2. Once the form has been completed, click onto the Print button, which will generate a
preview of the form.
3. Click onto the Signature box in the upper left-hand corner. This will present the user
with all the signature options available on this specific form.
a. Double click onto one of them to open the Signature field box.
b. Utilize the magnifying glass to make the box larger or the broom to clear out
the signature and start over.
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4. If there are multiple fields that are named the same, the user be asked if they would like
to apply their signature to all pages. They should click "Yes” if they are wanting to
apply it everywhere or "No” if they'd like to complete each signature individually.

5. Once completed with all necessary signatures, the user can click onto Attach. This will
attach the document into the location specified via the setups above.

Ext  Signature | Attach | Marual | Emal  []Manual

; L
® B H Q @ LG R R
COUNTY JAIL
H DETAINEE BOOKING QUESTIONNAIRE
Detainee Name: JCA# D.0O.B.: Sex:
@ GENERAL INFORMATION
BOOKING DATE: BOOKING TIME:
Q BOOKED FROM: []New Chargeold [ Dane County Jail [ us Marsharrs west O other.
[ Hospital [ 1owa County Jail [[] Federal Bureau of Prisons
[ Domestic CaliArest [] Jefferson County Jail [ ProbationParole Hold
[ Traffic StopiArrest  [[] Sauk County Jail [ Psychiatric HospitalMR/DD
Address: City: State: Zip:
County: Phone:

Emaill  []Manual

Exit | Signakure Attach | [ ]Manual

------ Signature of InmateSig |

Signature of Inmatesig

View Electronically Signed Forms

Electronically signed forms will be viewed via the view screen, rather than clicking onto the
orange View icon. How you will navigate to that view screen will depend on your facility's
specific setups. It may be that there are easy access buttons setup to automatically load
signed form, or that the user needs to load them manually via the green View icon. Either way,
they will appear as shown below, as a “scroll” icon. A user will need to hover over the
document they are interested in viewing and click onto the blue file folder. Once clicked onto,
the attached document will open in PDF for easy viewing and/or printing needs.

3 Edward, Jack 11/12/1966 55 M D.0.C. Mone
£12/17/2021 11:36:02 SIGMNED BOOKING FORM:
DATE OF FORM: 12/17/2021
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