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An E-Signature package can be created to send a pre-meeting form for 
signature, such as a Meeting Notice or Assessment Plan on the Future IEP or 
Unaffirmed Amendments. 

The forms that can be included in the pre-meeting e-signature package are 
identified by a checkmark next to the form title. 

Only one pre-meeting form can be selected.
• The consent on the signer’s webpage is specific to the form that is 

being sent in the e-signature. The consent was only programmed 
for the State SELPA IEP forms. If your SELPA uses a custom Meeting 
Notice or Assessment Plan form, the single forms option will not be 
available for that form. 

Click the Generate E-Signature button.

Click the Pre-Meeting Form button.

Future IEP Pre-Meeting Forms
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If the student has multiple Meeting Notices or Assessment Plans 
on the Future IEP, a drop down will display on the signer’s module. 

• The most recent Meeting Notice or Assessment Plan will 
be pre-selected.

Click in the drop down if a different Meeting Notice or Assessment 
Plan should be sent in the e-signature package.

The IEP and Student Record will remain editable while the e-
signature is in process. 

Once all signatures are obtained, the signed PDF can be attached 
to the IEP.

Future IEP Pre-Meeting Forms
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Future IEP Completed Meeting
To create an e-signature for a completed meeting, select the forms that were included in the meeting and click the Generate E-
Signature button. 

Since the meeting has not been affirmed, data should not be edited after the E-Signature has been sent.

A validation will run, to ensure the following: 
• No other users are actively editing forms 
• No unaffirmed Amendments exist 
• IEP does not contain CALPADS Errors 

Users will be unable to: 
• Edit the Future IEP forms 
• Add an Amendment 
• Update Progress Reports 
• Save/Update the Student Record
• Exit or Transfer the Student Record
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Current IEP

An E-Signature package can also be created after the IEP is affirmed.

Go to the student’s Current IEP and select the forms that were 
included in the meeting. 

Click the Generate E-Signature button. 

Since the meeting has already been affirmed, data on the Student 
Record and IEP can be updated. 
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To send an E-Signature package for a pre-meeting form on an 
unaffirmed Amendment, go to the student’s Current IEP and click on 
the Amendments tab.

Click the View/Print icon for the unaffirmed Amendment.

Select the Meeting Notice or Assessment Plan form.

Click the Generate E-Signature button.

Click the Pre-Meeting Form button.

If the student has multiple Meeting Notices or Assessment Plan, verify 
the entry in the drop down.

The IEP and Student Record will remain editable while the e-signature 
is in process. 

Amendment Pre-Meeting Forms
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Amendment
An E-Signature package can be created for any affirmed Amendment.

Go to the student’s Current IEP and click on the Amendment tab.

Click on the View/Print icon to view the Amendment.

Select the forms that were included in the meeting and click the Generate E-Signature button. 
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Adding Signers
Enter the signer’s information and click the Add Signer icon (up to 20 signers can be 
added).

Cell phone is not required, however the password to the e-signature package 
will be sent as a text message to the signer’s cell phone. If the cell phone 
number is not entered, the provider will need to share the password with the 
signer.

In the Name field, keyword search for the student’s providers! The provider’s name, 
provider type, email and cell phone number will pull directly from their SEIS profile!

Enter a password that will be sent to the signer(s) in order to view/sign the forms.

We send a text message and email as part of a two-step security measure to 
authenticate that only the intended signers have access to the documentation. 

If the signer’s need to provide for Medi-Cal consent, check the Include Medi-Cal 
Consent statement checkbox.

If a Spanish translation needs to be included, check the Include Spanish Copy of 
Forms check box. 
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Cancelling an E-Signature Package
If any edits/changes are needed, the E-Signature can be cancelled. 

Cancelling the E-Signature Package will not allow signers to access the E-signature package and will void the 
signature of any recipient who has signed.

The Reason will be emailed to all signers and will display on the homepage Follow Up notice. 
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The Signer’s Webpage
The signer will receive an email from noreply@seissign.org.

Click the Review Documents button.

The signer will enter the password and select to display the 
forms/consent in English or Spanish, if the ‘Include Spanish 
copy of forms’ was selected on the Signer’s module.

Click the View Document button
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The Signer’s Webpage
The Consent and Signature encompasses all forms within the electronic signature package. 

If Spanish was selected the Consent section will display in Spanish, as well as the IEP forms (if a Spanish 
translation is available).
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The Signer(s)
Once signed, the recipient will be able to download a PDF of the electronic signature package. 

After all recipients have signed, all recipients will receive an email with a link to download the 
completed/signed copy of the document, which includes the electronic signature cover page.
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Follow Up
Users can manage the E-Signature process from the Follow Up section of the homepage.

The status will automatically update as signatures are obtained and once the package is ready for the next steps.

Click the Go to E-Signature icon to be directed to where the E-Signature was created.
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Follow Up
To view the details of the E-Signature package, 

click the View E-Signature Details icon.

From here you can:
• Add new signers
• Edit the Email and Phone number of existing recipients
• Resend the E-Signature package to individual signer’s
• Remove signers from the E-Signature package
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Student Info Box

If an E-Signature is in process, the Go to E-Signature icon will display in 
the student information box.

This is an easy way to identify that an E-Signature is pending signature. 

Click the icon to be directed to where the E-Signature was created. 
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Reminder Email

An email reminder will be sent to any user that has not signed at 48 hours 
and 24 hours of the E-Signature package expiring.

ALL recipients must sign the within 7 days. 
• The E-Signature package will expire 7 days after it is created.

• If the package expires but not all of the signer’s have signed, a 
PDF will be generated to capture the signatures that were 
obtained. This can be attached to the IEP. 
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Completed Signatures
Once all signatures have been obtained, the stats will be updated to Ready. 

This means the Case Manager can now either affirm the Future IEP or attach the signed document to the student's Current IEP or Amendment. 

Click the Go to E-Signature icon or from the View E-Signature Details page, click the Go to View E-Signed Document button to be directed to 
where the E-Signature was created.

Once the E-Signature process is completed, by either affirming the Future IEP or attaching the signed document to the student’s Current IEP, 
the notice will automatically be removed. 
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Completed Signatures
The Case Manager/sender will also receive a message in the Message Center once all signers have completed signing.

Click on the Student’s IEP page link to be directed to the Future IEP/IFSP, to complete the affirm process. 
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Completed Signatures
If the E-Signature package was created on the Future IEP, click the View Signed Document button.

• If no edits need to be made, click the Affirm button to affirm the IEP/ISP/IFSP. 

• If edits need to be made, enter a Void Reason and click the Void button. 
• An email will be sent to the signers, indicating the E-Signature has been voided along with the Void reason entered. 
• Once edits have been made, a new E-Signature package will need to be created. 
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Affirming
Once affirmed, the signed PDF will automatically attach to the Current IEP/ISP/IFSP. 

The Electronic Signatures cover page will be appended to the forms in the PDF.
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Current IEP & Amendments
If the E-Signature was created on the student’s Current IEP or Amendment, click the 
View E-Signed Document, then click the Add Attachment button. 

This will attach the signed PDF document to the student’s Current IEP or Amendment. 
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Expired Packages

If the package expires but not all signer’s have signed, a PDF will be generated 
to capture the signatures that were obtained. This can be attached to the IEP 
or Amendment.

Click the View Expired Document button.

Click the Attach button to attach the signatures that were obtained before the 
package expired. 

A new package can be created, if needed, to capture the remaining signatures. 
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Pending Students
If the student is in a Pending status:

• Teacher level users will click the Student Change form button.
• This will direct the user to the Student Change form to request that the student’s Eligibility be updated.

• Admin level users will click the Change Eligibility button.
• This will direct the user to the Eligibility section of the Student Record.

For Initial Evals where student will not be receiving services (DNQ'd/Not Providing Services), the signed PDF will automatically 
attach to the ‘Ineligible Copy’ on the IEP History page of the Student Record.
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Exiting / Transferring

If a student has an E-Signature in process, the student will not be able to be Exited or Transferred. 

A pop-up message will display to alert the user that an E-Signature is in process.

Once the E-Signature has been completed, the student can be Exited or Transferred. 
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Thank You!
If you have any questions on the E-Signature process, 
please do not hesitate to contact the SEIS Help Desk.

seissupport@sjcoe.net
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