
 

Setup View – Competency Documents Perspective 
Add Electronic Signature to Documents 
 
This reference guide provides an overview of the process for Adding Electronic Signature to Documents within StaffReady. The following 
process steps and instructional information are provided within this document: 

o Add Supervisor Signature to Documents 
 

o Add Employee Electronic Signature 
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1 | Add Supervisor Electronic Signature 

Add Supervisor Electronic Signature  

1. Select Competency Documents 
perspective. 

 
 
 
 
 

2. Select Competency Document. 
 
 
 
 

 
 
 
 
 

3. Click Edit Document Contents. 
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4. Click Add a Section. 
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5. Select Sign Off… for Section 

Type. 
 
6. Enter Section Id. 
 
7. Enter Who Should Sign the 

Document. 
 
8. Select Anyone can sign the 

document for Signee Validation. 
 
9. Click Save Changes. 

 

 

Note: It is strongly recommend that 
the option Anyone can sign the 
document is used for Supervisor 
Sign Off.The option The Supervisor 
signs the document should only be 
used if the Department Supervisor 
will be completing the assessment 
and electronic signature. This is not 
likely within environments were 
multiple supervisors can complete 
an assesment. The Department 
Supervisor is set within the 
Department settings, and there can 
only be one Department 
Supervisor.  
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2 | Add Employee Electronic Signature  

Add Employee Electronic Signature 

1. Select Competency Documents 
perspective. 

 

 
 
 
 
 

2. Select Competency Document. 
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3. Click Edit Document Contents. 
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4. Click Add a Section. 
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5. Select Sign Off… for Section 

Type. 
 
6. Enter Section Id. 
 
7. Enter Who Should Sign the 

Document. 
 
8. Select The subject of the 

document signs the document 
for Signee Validation. 

 
9. Click Save Changes. 
 

 
 


