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Wish Clearance Process (DocuSign)
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Overview
Purpose: Process Wish Clearance forms for the Wish via DocuSign

We are required to keep all medical forms current within 6 months for any wish that involves certain national types
and 1 month for a cruises and international Wishes. Our policy is to have the Wish Clearance and a Child Medical
Summary signed and returned within 30 days of the initial request in the Meds b process.

Wishes that do not need a sign Wish Clearance forms are:
e Shopping spree, Electronic, Playhouse, Education, Musical equipment, Parties, Room Make over,
Camper
Wishes that require a Wish Clearance form and a Child Medical Summary form signed are:
e All Cruises, International travel, Domestic Travel, Animals, Pools and Spas, Involvement in
Physical Activities, Motor Vehicles, Water crafts
Vocabulary in this document:
e Wish Clearance form- this form must be signed and dated by a Doctor, Nurse Practitioner, Physician
Assistance for certain national type of wishes to be considered as a wish for a child. It also includes the
Medical Summary.
e RE: Raisers Edge

Initial Wish Clearance and a Child Medical Summary process

Step 1. The forms are created in DocuSign out of an existing template. The forms will be sent in bulk to
either the email of the medical professional who referred, social worker, physician’s office or the person
who is listed as the best medical contact. These relationships are listed within the child’s record. The
field that populate the template must be exported from RE.
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Step 2. Next, go to the Mission Delivery Folder. Open “Wish Clearance Export.”

(Note that there is a copy of this export just for Cook Children’s Neurology Department. This is because
they require all Wish Clearances to be sent to a specific email that is not the email of any specific medical
professional relationship. You will repeat this same process for Cook Children’s Neurology.)

Export

1 New Export... <] Open }{ Delete... & Export ﬂ Find... QOrganize Categaries...
[ General
Type: | <All Types: - Format: | <&l Formats> -
[ Reports * | i J | J
dizzion Delivery Mame Description
[ 5eoecard Wish Clearance Export for DocuSign
Qﬁlﬂf IS;“’ID I-f:-:parts Wish Clearance Export - Cook Meuro for DocuSign

Step 3. Once open, make sure the query named “Wish Clearance Export” is selected and the options
match the ones selected below. Click the second tab, Output.

5,3 Wish Clearance Export
File | Edit View Favorites Tools Help

A saveandClose | [l 2 (& G| & (&' 7 -

20utput ]

Include... | Selected Records from "Wish Clearance Export'

‘Head of Houzehold' Processing Include these Constituents

" Ewxport only constituents marked 'Head of Househald' || [ Inactive constibuents

(™ Ewport first constituent found [~ Deceased constituents

{« Euxport both constituents separately lv Constituents with no valid address

Step 4. All fields have already been set up. Click “Export Now"” on the bottom right-hand corner. You will
be asked to save a CSV file. Name it as “docusign wish clearance_month.day.year”. Use the drop-down
menu to save it in the folder designated for Wish Clearance exports, which can be found at:

S:\Mission Delivery\Medical Intake\DocuSign Wish Clearance Exports
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Complete the same process for the export created specifically for Cook Children’s Neurology
Department. Open the files to make sure all fields are populated. If required information is missing, you
must identify the issue within the individual records before proceeding.

Step 5. Log into DocuSign at https://account.docusign.com/#/username using medical@ntx.wish.org as
the username and 16803Addison as the password. Go to “Templates”. Find the Wish Clearance Form and
click Use in the blue box on the right.

Docusign esignature Home Manage Templates Reports Admin 4 @ MM
”
CREATE v My Templates o | = Fuwrens
TEMPLATES
Name Owner PowerForms Created Date Last Change Folders

& My Templates
|—‘ Wish Glearance Form Michael Scott 5/5/2020 6/24/2020 m
&% Shared with Me — Smith 09:20:51 am 08:27:59 am

Step 6. Here you see a preview of the Wish Clearance template and DocuSign will ask you to add
individual recipients manually, but this is a bulk import. Click “Edit” on the bottom left hand corner.
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Add Recipients

Recipients

Make &Wish

Woh Cosranca oS Cuiek Acknca Bukdo oot tort

MedProf ;
# NEEDS TO SIGN MORE ¥

Name * WISH CLEARANCE AND MEDICAL SUMMARY

Instrustions: This f be s
licensed allopathic or osteapathic Doctor of Medicine.  certif practitioner, or
direct knawledge of the wish child's medical condition

pravider, wha must be a
i istant who has

‘ Wish Child Name: <. ]

Date of Birthy [ ] meefes | Genden[a: ]

Treating Provider Name: |T|—. =

Haspital/ Treatment FA(\HM{'-M. ]

Treating Prosider's Telephone Hurmber: <.
*4 ADD RECIPIENT = b

Treating Provider's Emait:[r<:=

Treating Provider's Emargency Hanber: (e

Message to recipients v 1 am recognized to practice 3 3 physician, CvesCino
ician assstant?

Rurse practitioner or physician assista

I have direct knowledge of this patient's condition, OvesCivo
and | am part of the treating healthcare team.

SEND EDIT

Step 7. The documents that must be sent in the envelope are the Wish Clearance form and the Quick
Reference Guide, and are already uploaded. Click “Next” on the bottom left hand corner.

jame]] Please DocuSign: Wish Cl_..

Add Documents =i

™ Wish Clearance DocuSign Quick Reference Guide.pdf
1 page :
1 Template Applied

™ Wish Clearance form.pdf .
4 pages :

Drop your files here or | uUPLOAD | ¥

[] rmthe only signer | NEXT

Step 8. Click “Import bulk list.”
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& Add — (® Select

Add Recipients

SENDER
Medical Intake Team Make-A-Wish North Texas

o RECIPIENTS

-
Set signing order | View Import bulk list @
MedProf
i MNEEDS TO SIGN ¥ MORE «
Name *
S Al
Step 9. Find the CSV file you exported from Raiser’s Edge and click Open.
I:!j docusign test 5/13/2020 11:46 AM  Microsoft Excel C... 1KB
@ Sample-Bulk-Recipient 5/7/2020 8:32 AM Microsoft Excel C... 4 KB
mport bulk list (&)
RE v
me: |docusign test_06.20.2020 v| *osv V|
| Open | | Cancel |

Step 10. You will see a long list of exceptions. These are the fields that were not populated by the
Raiser’s Edge import, because they will be filled out by the signer. Click “Accept”.

Bulk Send Matching Exceptions

The following items could not be matched between entries on your
envelope and the imported bulk list. You can accept these matching
exceptions and continue with the envelopa. Or you can discard the
imported GSV, edit it to update column headers as required, and then re-
import the edited file.

You can download a sample bulk list preformatied for your envelope.
Download sample

/. Envelope entries:

* MedProf::PhysicianEmPhone
¢ MedProf::HealthSummary

* MedProf::GurrenthMeds

« MedProf::Allergies

+ MedProf:Travel NoComments

+ MedProf:-WishNotApproExplain

» MedProf::NeedsSpecify1

ACCEPT DISCARD CsVv
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Step 11. Double-check to make sure all fields are populated. If important information is missing (such as
the best medical contact’s email or the doctor’s name), you must cancel the import in DocuSign and

identify the issue within the individual records. Once resolved, complete steps 1-4 again and replace the
original CSV file you created.

If all fields are populated, click “Finish Import”.

Bulk List Preview

ALL RECIPIENTS (22) ERRORS (0)

~
MedProf::PhysicianMame MedProf::PhysicianWt

Jennifer Maness jennifermaness ... 8 Martha Pacheco (214) 456-2382

Patricia Quinn patricia.quinn2@ ... |:|

Paige Mauch paige.mauch2@ ... s Susan Hsieh (682) 885-7960

Terri Castellanos mcastellanos@el ...

Kathryn Pylant kathryn.pylant@ ... Chibuzo Q'Suagji (806) 725-4840

Janette Cassano janette.cassano ...

FINISH IMPORT CANCEL
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Step 12. You will be taken to the Wish Clearance form. You do not need to make any changes, so click
“Next” on the bottom right-hand corner.

[MedProf_UserName]] Please DocuSign: Wish Cl... & Add — (& Select — @ Prepare
fedProf v 135% ¥ = sHorTcuTs | |
e ~
) * Documents

Standard Fields

Wish Glearance DocuS... &
Pages: 1
# signature

DS Initial
- QUICK REFERENCE GUIDE

Make-A-Wish® Online
Neme Wish Clearance and Child Medical
e Summary Form ! L |

®
-
=
B company
]

[) Date Signea

Wish Clearance form pdf w
Title Thanks to feedback from health care professionals across the country, Make-A-Wish has
developed a new online wish clearance process. These changes will create a more efficient
process and will ultimately help us reach our vision of granting the wish of every eligible child.
T Text

Gheckbox v

BACK NEXT

Step 13. The message to recipients has already been written and saved within the template. Remove the
unnecessary word “Morning” or “Afternoon” in the greeting. Click “Send”.

[MedProf_UserName]] Please DocusSign: Wish C... & Add — (@ Select — (& Prepare — (® Review a @

SUMMARY OPTIONS

Review and Send

Documents Edit

Message to Reuplents REDFIEELAETTS Wish Clearance DocuSign Quick Reference Guide pdf

. . ‘Wish Clearance form.pdf
Email Subject”

‘ [MedProf_UserMame]] Please DocuSign: Wish Glearance Form

Recipients Edit
Characters remaining: 43 P

Email Message MR Multi Bulk Recipient::MedProf L Needs to Sign
Good Morring/Aftermoon A multiBulkRecipients-MedProf@docusign.com
We are excited to let you know that your patient has determined their wish. In order to move forward with our v Onee the envelope is complsted, all recipients will receive a copy of

nrocess we need fn ensire the wish is safe and medically Aannronriate

the completed envelope.
Characters remaining: 8493

E| Send automatic reminders | every 7days ¥ |

PREVIEW BACK SEND

Step 14. It takes a couple of minutes for the sent envelopes to appear under the Sent folder under
“Manage”, so don’t immediately assume something went wrong and attempt the process again.
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ENVELOPES

&4 Inbox

% Sent

[;- Drafts e

B Deleted U

=] PowerForms e

QUICK VIEWS -
0o

@ Action Required
(&) waiting for Others
A\ Expiring Soon

~ GCompleted

NORTH TEXAS

Woaiting for Others

A\ Authentication Failed

Subject

Ricardo Guircla Please DocuSign: Wish Clearance Form
To: Ricardo Guirola

ish Sig Needed -

Templates Reports Admin a ® MM

Status

Waiting for Others

To: Michele Erwin, Douglas Erwin +1 maore

Make-A-Wish Signature Needed - Wish Receipt
To: Jennifer Maturino, Lilly Arriaga-Walker

Waiting for Others

Waiting for Others

\q;—:;:—;,:, ews ‘ “* FILTERS

Last Change ¥ Folder

6/24/2020

Sent RESEND
02:12:19 pm o M
7/2020 Sent RESEND v
01:39:12 pm =
5/19/2020 e E—
03:59:12 pm =

Step 15. Go to Administration in RE and click “Globally Add Records”. Select “Notepad” in the drop-down

menu.

Click “Include” and select the query you just used to create the export: Wish Clearance Export.

Then click “Notepad Information”.
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“You may add a note to all or selected records. The note will be added to each record in the
group. 'waming: Once thiz operation has been run it can not be undone. Make sure you
have a cunent backup of your data before continuing.

Include... | All constituents

Motepad |nformation... has not been entered

[ Create control jepait £« Prewiew & Print

[ Create exception guery

Add Mow

Cancel

Step 16. Fill out the Notepad information as demonstrated below, then click “Save and Close”.
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[= L= |

the

& Notepad for Global Add - Notepad
E File Edit MNotepad Format Tools Help
of [ | [{J Save and Close ~ [ﬂ ?- & -
5 [MS Sans Seri > ABru ===
Date: Im
ti Type: |Med$ B Notes j Author: [Mamnka Marquez

Degcription: |1 request

‘Wish clearance sentvia DocuSign|

Fress F5 to insert time stamp

Step 17. Click “Add Now”".

NOTE: If you deleted a row from the DocuSign import, you MUST delete the Notepad that states a
DocuSign envelope was sent because it was not. If a Wish Child record has a note saying the Wish

Clearance was sent when it was not, it will create confusion later.
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