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Service Plan and 
Notice (SPAN- 2780N)
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SPAN Note 

1. The SPAN (2780N) should be completed in the webform prior to uploading to Docusign for 
signatures.  

2. Instructions for filling out the SPAN from CM Tools: 
https://www.oregon.gov/odhs/providers-partners/seniors-disabilities/Documents/span-instructions.pdf 
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Printing the SPAN from the Webform

1. From the webform, select print 
(either print icon or print button at 
top of form)after the SPAN has been 
completed.

2. In the Print window, choose Microsoft 
Print to PDF in the printer dropdown. 

3. Select the print button at the bottom. 
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Saving SPAN to Upload to Docusign

1. In the Save Print Output as 
window, using naming 
conventions, name the SPAN 
file.

2. Choose where to save the 
document on your computer.

3. Select the Save button.

Note: Print the other forms 
required to be sent in addition to 
the SPAN and save in same 
location. 
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Finding a Template in Docusign

1. Select the orange start button from the 
home page.

2. Select Envelopes. 

3. Select Use a Template in the sub-menu 
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Selecting the Template in Docusign

1. Select All Templates Folder

2. Type the form template name in the 
search bar  

3. Select the Template

4. Select the Add Selected button on the 
lower right of the screen
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Replacing the Placeholder SPAN in Docusign
1. Select the 3-dots for the placeholder 

SPAN 

2. Select replace

3. Choose the SPAN file you saved from the 
webform

4. Select the open button. 
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Adding Additional Documents with SPAN
1. Select the orange upload button

2. Select Browse from menu.

3. Choose the additional files you saved from Oregon 
ACCESS.

4. Select open. 
Note: These documents being 
added are the required 
documents that need to be sent 
with the SPAN, such as the 002 
and 003. If you have an additional 
document that needs a 
signature,  you will need to 
create a different envelope. 
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Add Recipient Information(SPAN) 

1. Enter the recipient names and emails in each section. 

2. If a recipient needs to be removed, select the 
trashcan icon next to that recipient. 

3. Enter the consumer first and last name and initials. 

4. Select the orange Next Button to configure the 
signatures. 
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Moving the Signatures & Date tags on the SPAN

1. On the first page of the SPAN, select 
all the signature tags, date signed 
tags and checkbox: 
a. Hold the SHIFT key and select all 

the fields with your mouse.
OR

b. Drag your cursor on the page 
around all the fields.

2. Right-click and select “Cut”.
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Configuring the Signatures on the SPAN
1. Scroll to the signature page 

then right click and Select 
“Paste to Location” .

2. Align the fields to the correct 
places.

3. Select the orange SEND 
button to send.
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Service Plan Agreement 
(SPA)
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Printing Only the SPA from the SPAN Webform

1. On the SPA page on the webform, select 
Service  plan agreement only

2. Select print 

3. On the Print window, select Microsoft 
Print to PDF

4. Select the print button at the bottom. 
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Saving Print Output to Upload to Docusign
1. In the Save Print Output as window, 

using naming conventions, name 
the SPAN file

2. Choose a secure location to save 
the document

3. Select the Save button

Note: Print the other forms required to 
be sent in addition to the SPAN and 
save in same location. 
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Finding the SPA Template in Docusign
1. Select the orange start button from the 

home page 

2. Select Envelopes 

3. Select Use a Template 
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Selecting the SPA Template in Docusign
1. Select All Templates Folder

2. Type the form template name in 
the search bar  

3. Select the Template

4. Select the Add Selected button 
on the lower right of the screen
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Replacing the Placeholder SPA in Docusign
1. Select the 3-dots for the placeholder 

SPA 

2. Select replace

3. Choose the SPA file you saved from 
Oregon ACCESS

4. Select open. 
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Adding Additional Documents with SPA
1. Select the orange upload button

2. Select Browse from menu

3. Choose the additional files you saved from Oregon 
ACCESS

4. Select open. 
Note: These documents being 
added are the required 
documents that need to be sent 
with the SPAN, such as the 002 
and 003. If you have an additional 
document that needs a 
signature,  you will need to 
create a different envelope. 
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Add Recipient Information (SPA) 
1. Enter the recipient names and emails in each 

section. 

2. If a recipient needs to be removed, select the 
trashcan icon next to that recipient. 

3. Enter the consumer first and last name and 
initials 

4. Select the orange Next Button to configure the 
signatures 
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Check Signatures and Date tags on the SPA

1. Check to ensure the Check 
box tag, the signature tag 
and the date signed tags are 
aligned to the correct places. 

2. Select the orange Send 
button. 

Note: The tags can be adjusted, if needed, by selecting with your mouse and adjusting 
the location to line up with the signature line.  Be sure not to change the order of the 
tags – each color is assigned to that specific recipient. 
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598N – 
Task List and 
Service Authorization
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Print the 598N from OA – Select Service Plan
1. Select preview for the 598N from 
the Print Forms menu in OA

2. Select the service plan you are 
printing the 598N for. 

3. Note: If the service plan you are 
looking for doesn’t appear on the 
screen, use the scroll bar  to see 
more plans. 
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Print the 598N from OA- Selecting Provider
1. Unselect all but one provider using your 

mouse if there is more than one HCW or 
In-home Care agency. If there is just one 
In-home Care Agency, you are sending it 
to, then select both service types for that 
agency (ADL and IADL). 

2. Select the ok button at the bottom. 
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Print the 598N from OA – Printer Setup

1. From the Print Forms with the 598 still 
selected,  screen select Printer Setup.
 

2. Select Microsoft Print to PDF in the 
menu and select OK. 
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Print the 598N from OA- Saving the File
1. From the main Print forms menu, 

with the 598N still checked, select 
print. 

2. Choose location and file name for 
this 598N. Be sure the file name is 
identifiable, saved in a secure 
location, and easy to find for later.  

3. Select the Save button. 

Note: If there is more than one HCW 
or IHCA for the individual, you will 
need to repeat this process for each 
HCW or IHCA.  
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Finding the 598N Template in Docusign

1. Select the orange start button from the 
home page 

2. Select Envelopes 

3. Select Use a Template 
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Selecting the 598N Template in Docusign
1. Select All Templates Folder

2. Type the form template name in 
the search bar  

3. Select the Template

4. Select the Add Selected button 
on the lower right of the screen
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Replacing the Placeholder 598N in Docusign
1. Select the 3-dots for the placeholder 

598N

2. Select Replace from sub-meu

3. Choose the 598N file you saved from OA

4. Select the open button. 
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Add Recipient Information(598N)
1. Enter the recipient names and emails in each section. 

2. If a recipient needs to be removed, select the 
trashcan icon next to that recipient. 

3. Enter the consumer first and last name and initials. 

4. Select the orange Next Button to configure the 
signatures. 
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Moving the Signatures & Date tags on the 598N

1. On the first page of the 598N, select 
all the signature tags, and date signed 
tags: 
a. Hold the SHIFT key and select all 

the fields with your mouse.
OR

b. Drag your cursor on the page 
around all the fields.

c. You will know when all are 
selected, as there will be a purple 
square that surrounds all the tags. 

2. Right-click and select “Cut”.
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Configuring the Signatures on 598N
1. Scroll to the signature page 

then right click and Select 
“Paste to Location” .

2. Align the tags to the correct 
places by dragging the tags.

3. Select the orange SEND 
button to send.
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354 – 
Worker’s Compensation 
Agreement
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Printing the 354 from the Webform

1. From the webform, select print 
(either print icon or print button at 
top of form)after the SPAN has been 
completed.

2. In the Print window, choose Microsoft 
Print to PDF in the printer dropdown. 

3. Select the print button at the bottom. 
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Saving 354 to Upload to Docusign

1. In the Save Print Output as 
window, using naming 
conventions, name the SPAN 
file.

2. Choose where to save the 
document on your computer.

3. Select the Save button.

Note: Print the other forms 
required to be sent in addition to 
the SPAN and save in same 
location. 
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Finding the 354 Template in Docusign

1. Select the orange start button from the 
home page.

2. Select Envelopes. 

3. Select Use a Template in the sub-menu 
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Selecting the 354 Template in Docusign

1. Select All Templates Folder

2. Type the form template name in 
the search bar  

3. Select the Template

4. Select the Add Selected button on 
the lower right of the screen
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Replacing the Placeholder 354 in Docusign
1. Select the 3-dots for the placeholder 354

2. Select Replace from sub-meu

3. Choose the 354 file you saved from OA

4. Select the open button. 
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Add Recipient Information (354)

1. Enter the recipient's name and 
email in the consumer section. 

2. Enter the consumer first and last 
name and initials. 

3. Select the orange Next Button to 
configure the signatures. 
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Check Signature and Date tag on the 354

1. Check to ensure the signature 
tag and the date signed tags 
are aligned to the correct 
places. 

2. Select the orange Send 
button to send to the 
recipient. 

Note: The tags can be adjusted, if needed, by selecting with your mouse and adjusting 
the location to line up with the signature line. 
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Appendix
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Additional Guides From Docusign Support
Managing Envelopes

Correcting Envelopes

Voiding Envelopes

Resending Envelopes

Forwarding Completed Envelopes

View Data Changes

Envelope Status Glossary

1. Managing Envelopes

2. Correcting Envelopes

3. Voiding Envelopes

4. Resending Envelopes

5. Forwarding Completed Envelopes

6. View Data Changes

7. Envelope Status Glossary
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https://support.docusign.com/s/document-item?language=en_US&bundleId=oeq1643226594604&topicId=ghu1578456429097.html&_LANG=enus
https://support.docusign.com/s/document-item?language=en_US&bundleId=oeq1643226594604&topicId=dxr1578456334187.html&_LANG=enus
https://support.docusign.com/s/document-item?language=en_US&bundleId=oeq1643226594604&topicId=vks1578456426150.html&_LANG=enus
https://support.docusign.com/s/document-item?language=en_US&bundleId=oeq1643226594604&topicId=hqt1578456337100.html&_LANG=enus
https://support.docusign.com/s/document-item?language=en_US&bundleId=oeq1643226594604&topicId=yuu1578456596234.html&_LANG=enus
https://support.docusign.com/s/document-item?language=en_US&bundleId=oeq1643226594604&topicId=koy1578456597908.html&_LANG=enus
https://support.docusign.com/s/document-item?language=en_US&bundleId=oeq1643226594604&topicId=wdm1578456348227.html&_LANG=enus


Training and Support Sites

Docusign University
Learn more. Build expertise.
https://support.docusign.com/docusignuniversity 

Docusign Support
Find answers. Get help.
https://support.docusign.com 

Docusign Community
Learn from the community. Discover 
solutions
https://community.docusign.com/ 

Docusign on YouTube
Watch how-to tutorials. Do more 
with Docusign. 
https://www.youtube.com/c/docusign/playlists 44

https://support.docusign.com/docusignuniversity
https://support.docusign.com/
https://community.docusign.com/
https://www.youtube.com/c/docusign/playlists


Support Resources
apd.docusignsupport@odhsoha.oregon.gov

support.docusign.com

Docusign Support Center

Docusign Community

Docusign University

trust.docusign.com

https://www.docusign.com/how-it-works/legality/global

developers.docusign.com

stackoverflow.com

devsupport@docusign.com

APD Support

Docusign Support 
Center

- apd.docusignsupport@odhsoha.oregon.gov 

Support Center: support.docusign.com
One-stop shop for all support and adoption resources.
– Docusign Support Center – Open and manage support cases or view product 

help
– Docusign Community - Questions and answers from Customers
– Docusign University - Training and certification

Trust / Security Trust Center: trust.docusign.com
– Monitored System Status on any performance issues
– Docusign Public Certificates and Security information
– Legality Guide: https://www.docusign.com/how-it-works/legality/global 

Developer Support Developer Center: developers.docusign.com
– stackoverflow.com using #DocusignAPI 
– Email: devsupport@docusign.com 

mailto:apd.docusignsupport@odhsoha.oregon.gov
https://support.docusign.com/
https://support.docusign.com/
https://community.docusign.com/
https://support.docusign.com/en/docusignuniversity
https://trust.docusign.com/
https://www.docusign.com/how-it-works/legality/global
https://developers.docusign.com/
https://stackoverflow.com/questions/tagged/docusignapi
mailto:devsupport@Docusign.com


Alternate Format Request

You can get this document in other languages, large print, braille, or a format you 
prefer for free. Contact ODHS at apd.medicaidpolicy@odhsoha.oregon.gov or at 
503-945-5811 (voice/text). We accept all relay calls.

Office of Aging and People with Disabilities
Medicaid Services and Supports Unit  

mailto:apd.medicaidpolicy@odhsoha.oregon.gov
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