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Step 1 – Select the document –  

Click the name of the document you would like to sign on the Compass Health website 

 

 
Step 2 – Download the form – click the download icon on the right side of the menu at the 

center towards the bottom of the screen.  

 
 

Fill in the Form – Open the downloaded form and then complete the form by checking boxes 

and clicking the desired text boxes.  
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Step 3 – Apply your signature – 

Select the ‘Tools’ menu, ‘Annotate’, ‘Signature’, and then ‘Manage Signatures’.  

 

 
 

Signatures can then be applied by clicking the ‘Create Signature’ option.  
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Draw your signature using the touchpad by 

tapping ‘click here to begin’.  

 

Tap ‘Clear’ on the bottom left-hand corner to 

erase any mistakes. When satisfied with the 

result select ‘Done’. 

 

Your signature will now appear at the top of the signature menu. Click on your signature and it 

will appear in the center of your screen.  
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To reposition the signature, click and drag the edge of the blue bounding box. 

 

 

To change the size of the signature, 

click and drag one of the blue dots at 

the corner of the bounding box. 

 

 

 

 

Note: When you save a form with a signature 

or initials, you will no longer be able to edit the 

form. 

 

 

To add the date to your signature, click on the 

Text icon. 

 

Type in the date and place the date in the same way that you placed the signature by clicking 

and dragging the edge of the blue bounding box. 

 

Just like the signature, to change the size of the 

date, click and drag a blue dot.  

 

 

 

 

When finished, select ‘File’ from the top menu 

and click the ‘Save’ option. 

 

 -    Please save the file as a PDF 
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Step 4 – Submitting the Forms 

Go back to the Compass Health Client Forms website. To submit a form either click the 

‘Select Files’ button to select the file you’d like to upload or drag and drop the file into the 

screen and then click the ‘Submit’ button to finish. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


