Criminal Justice Standards and Training Commission

P.O. Box 1489 | Tallahassee, FL 32302-1489 | (850) 410-8600

CRIMINAL JUSTICE STANDARDS AND TRAINING COMMISSION
TECHNICAL MEMORANDUM 2018-07

DATE: June 11, 2018

TO: Criminal Justice Agency Administrators
Criminal Justice Training Center Directors

FROM: Director Dean Registm

Criminal Justice Professionalism Division
SUBJECT: ATMS Update Adding eSignature and eNotary

The Automated Training Management System (ATMS) was recently updated to allow the use of
electronic signatures and electronic notarization for CJSTC forms. This update will allow
individuals with ATMS user accounts to save an electronic signature and be able to attach that
signature to a form prior to printing the form. It will also allow a notary to upload his or her notary
information and stamp to electronically notarize forms.

Agencies are not required to use eSignature or eNotary. These electronic processes do not
replace the requirement that the forms be stored in the individual officer files at the agency. The
instructions to use this process are attached to this technical memorandum and can be found in
the ATMS User Manual, which is located under the question mark icon located in the top menu
on the right side in ATMS. To access this feature, you must contact your assigned criminal
justice customer service specialist to update ATMS permission levels.

If you have any questions regarding this new process, please contact your assigned criminal
justice customer service specialist in the Officer Records Section at (850) 410-8600.

DR/GWH/tb
cc: Criminal Justice Standards and Training Commission Members
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eNotary

1. Creating a Notary Signature

a.

d.

Click on My Signature in the drop down list of the Profile Icon located atthe n
top right of the page
Enter a Display Name and Display Title
Draw the signature with the mouse
e C(Click Reset to clear and try again
Click the Submit button when satisfied with thesignature

2. Stamp Creation

a.
b.
c.
d.

e.

If you have an electronic version of your notary stamp, skip to Step 3.

Choose a plain white sheet and place the notary stamp firmly.

Scan the white sheet to an electronic copy of type image.

Edit the scanned copy using any Editor like Paint, Photo shop etc,

to cut only the stamp portion leaving the empty white space around the sheet.
Save it as JPG/JPEG type file.

3. Selecting a Stamp

a.

® Qo0 T

Click My Notary in the drop down list of the Profile Icon (see picture above) located at
the top right of the page

Select the County in the County Of drop down box

Choose the stamp by clicking the Choose button

Select the file containing the stamp (only JPG/JPEG types are allowed)

Click the Upload button

4. Notarizing a Form

a.
b.

On the Notarize Forms page, click the button in the Notarize column of the grid
Select either the Personally Known or Produced Identification radiobutton
e If the Produced Identification radio button is selected, the Type of
Identification field will appear
Click the Print Form button once finished filling out the preprocessing page
To Notarize the form, click the Notarize button at the bottom right of the page
e This will add the signature and stamp to theform
To print the form, move the cursor to the top of the PDF and click the print icon at the
right side of the title bar thatappears
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eSignature

1. Creating a Signature
a. Click on My Signature in the drop down list of the Profile Icon located at the
top of the page
b. Enter a Display Name and Display Title
Draw the signature with the mouse
e Click Reset to clear and try again
d. Click Submit when satisfied with the signature

2. Signing or Sending a Form to the Forms to Sign Queue

a. The CISTC Employment Forms and CJSTC Instructor Forms are located onthe
Employment page under the Officer Records tab
Enter an SSN
Click on the button in the Print Forms column of the Employment Recordsgrid
Click on a form link to open the Preprocessing Page
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button
f. Based on the user’s role, there are two paths taken when reviewing aform:

Once the required fields, marked with an asterisk (*), are filled in, click the Print Forms

e If the user does not have a Signature role, review the form and click the Submit

to Admin button to add it to the Forms to Sign Queue

e If the user does have a Signature role, the user can either click the Submit to

Admin or Add Signature button
g. The Submit to Admin button is located at the bottom right of the page

e Click the Submit to Admin button to add it to the Forms to Sign Queue and sign

it later
h. The Add Signature button is also located at the bottom right of the page

e The agency of the user must be the same as the agency of the officer forthe

Add Signature button to appear

i. Tosign, click the Add Signature button and the signature will appear on theform

e Once the form is signed, the user may have to download/print the form. If the

Back button is clicked, the user will not be able to view the form with

Signature/Notary. A Confirmation screen will appear if the form is signed and

the Back button is clicked to notify the user of this

j. To print or download the form, move the cursor to the top of the PDF and click the print

or download icon at the right side of the title bar thatappears





3. Sign Forms Page

a.

The Sign Forms page is located under the Officer Records tab
e This is where the Forms to Sign Queue is
All forms that need a signature will appear in the Forms to Signtable
To review the form, click on the button in the Sign column
Once the form has been reviewed, click on the Add Signature button to sign theform
e Once the form is signed, the user may have to download/print the form. If the
Back button is clicked, the user will not be able to view the form with
Signature/Notary. A Confirmation screen will appear if the form is signed and
the Back button is clicked to notify the user of this
To print or download the form, move the cursor to the top of the PDF and click the print
or download icon at the right side of the title bar thatappears
To view information on all forms that have already been signed, click on the Show all
forms check box under the Forms to Sign title bar

4. Adding a Signature Designee

a.

Signature Designees will need to be assigned the Signature Designee Person Type on the
Manage Person page

To add a person as a signature designee, click Signature Designee in the drop down list
of the Profile icon (see above picture) located at the top right of the page

Select the Signature Designee from the Available Designees list by clicking the check box
next to the name, then click the “>” arrow to add the designee to Selected Designee
Click the Submit button when finished selecting Signature Designees

5. Signing as a Signature Designee

a.

Users with a Signature Designee User Role can sign either their own signature or the
signature of the assigned Admin based on their permissions
Follow the same steps listed in 2. Signing a Form to sign aform
If the signature designee cannot sign their own signature, select the name of the Admin
from the pop up box that appears when clicking the Add Signature button

o |f the Designee is assigned to multiple Admins, all names will bedisplayed
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