
 

How to sign  “Service Documents 
(UNSIGNED)” for a staff who did not sign a 

document they created. 
 “A supervisor will need to perform this action(s) if a staff member is no longer with the Agency.” 

 

Step 1: 
From the main screen SELECT the “MY ALERTS” tab located at the top of the toolbar. 

 

Step 2: 
SELECT the staff member in which you would like to view and sign their “unsigned documents”. 

 

Step 3: 
SELECT “Service Documents (Unsigned) shown below 
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How to sign  “Service Documents 
(UNSIGNED)” for a staff who did not sign a 

document they created. (cont.) 
 
Step 4: 
SELECT the document Type you would like to sign off on ex. Daily Log, Monthly Report etc    

 

 

Step 5: 
A list of unsigned documents will appear. SELECT a document to review 
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How to sign  
“Service Documents (UNSIGNED)” for a 
staff who did not sign a document they 

created. (cont.) 
Step 5: After you have reviewed the document and would like to sign CLICK signatures as shown below

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 
 



 

How to sign  “Service Documents 
(UNSIGNED)” for a staff who did not sign a 

document they created. (cont.) 
Step 6: 
TYPE in your “Electronic Signature” shown below and SELECT “Your Supervisor” as next staff to sign.  

 

Step 7: 
Click Submit 
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