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CONNECTING TO WI-FI

Click here to view a short video on how to connect to Wi-Fi

Please take the following steps on arrival at the approved centre

Step 1: To connect to Wi-Fi using the dongle, plug in to a power socket using
the cord/plug provided. Press and hold the ‘On’ button (two green lights
indicate device is on). It may take a minute gr two for Wi-Fi to be available.

Step 2: On your device, navigate to the Wi-Fi connections button
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Step 3: Select the SSID associated with the dongle. The SSID is the Wi-Fi name
and will be available in each approved centre on the “Connecting to Wi-Fi”
laminate.

Step 4: Input the corresponding Wi-Fi Key from the Wi-Fi Guide in the
approved centre.

You should now be online.


https://vimeo.com/906352957?share=copy
https://vimeo.com/906352957?share=copy
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Click here to view a short video showing how to use the signature pad

The Chairperson must have Adobe Acrobat downloaded on their device before
the tribunal. Any version of this product will work including Adobe Acrobat PDF
Reader which is free to download at www.adobe.com/ie/acrobat/pdf-reader

Step 1: Connect one end of the cable to the signature pad and the other end of
the cable. (USB) to your device.

Step 2: Ensure the signature pad is laying on a flat surface with the cable side
to the left.
Tip: this dot is slightly

illuminated when connected
correctly, as shown

Step 1: Download the Form 8/9/RoP from www.mbhcirl.ie and type the
decision. Once the decision had been completed and agreed by the three panel
members, signatures can then be applied using the signature pad.

Step 2: Open the completed Form, click on the relevant signature field to sign
the document. On the top toolbar click on “Sign”. This might be in a different
location depending on your version obe. Two versions a own below. If
your version of Adobe app ifferent to those be search for “sign” or the
fountain pen ico
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https://vimeo.com/906650108?share=copy
http://www.adobe.com/ie/acrobat/pdf-reader
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Step 2: Click ‘Add Signature’.

Step 3: In the signature pop up, click ‘Draw’, if you have the option to ‘Save
Signature’ we recommend keeping that ticked.
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Step 4: Move cursor to the tip of the red arrow. Align stylus to the centre left-
hand side of the pad.

Step 5: Press stylus on the pad to draw signature as if using a pen. It may take
several attempts to add signature you are happy with. Once you are happy with
your signature, click ‘Apply’.
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Step 6: If the signature is not in correct place you can drag and drop. You can
also adjust the signature size if necessary.

Step 7: To add a second or third signature, click ‘Add Signature’ again and
repeat steps 3-6. Note - If there is already a signature there, you can clear by
clicking the ‘X’ next to the saved signature.

Step 8: When all parties have signed, save the pdf as you normally would.

Step 9: Upload the signed forms directly to CIS. The CIS functionality is not
changing and you should be able to upload as previously.
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General Information

1.

3.

4.

For GDPR reasons, you MUST ensure that the signatures of other panel
members are cleared from your Adobe at the end of each tribunal. Do
NOT save signatures of other panel members.

. MHAAs are not provided with information on digitisation and have not

been trained on how to use equipment. If an MHAA advises that the
equipment is not working or that previous Chairpersons were unable to
digitally sign and upload decisions, you can contact us and you may still
need to proceed and attempt to use the equipment.

All three panel members are still required to fully sign both the Form 8
decision and the Record of Proceedings.

The reasons for Decision should be typed within the pdf form, not
uploaded on a separate document (unless the length of the decision
exceeds the number of pages provided)

New Form 8 Changes (revised April 2025)

1.

BN

1

The box to tick the decision has moved to the bottom of page one, it is
still necessary to tick the decision (affirm/revoke).

Tick boxes can now be unticked.

Address fields have automatic font sizes, text adjusts to fit in the box
(unless an iPad is being used).

Reasons for decision font is fixed size,

Spell check and formatting has been turned on (bold, italics, underline).
Dates can be typed or chosen from calendar dropdown (except on iPad).
Patient name, address, DOB, and tribunal date automatically duplicates
on ROP once input in the Form 8.

An additional page has been added to the Reasons for Decision.

Adobe

1.

Pressing the ‘control’/’ctrl’ key AND the ‘z’ key at the same time will
undo the last update made to the form

. To delete a signature click on the signature and then click the trash bin

icon.

. Please ensure you have fully completed the Form 8 and ROP and are

satisfied with the contents before applying signatures. Please also save
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the form before you begin to sign. If you have clicked to apply signatures
and then click save, you will not be able to edit the form further.

4. The pdf MUST be saved prior to uploading.

5. You should upload the digitally signed form directly from your device
once it is signed — you do not need to print first. If you upload prior to
printing, you are less likely to experience issues with printing.

6. Where signatures are saved from previous tribunals, that is within
Adobe. As stated above you MUST ensure that other panel member
signatures are cleared from Adobe at the end of each tribunal.

7. In Adobe, click “Add Signature” and then click “Draw” to successfully
draw a signature.

8. If you are having issues removing the last signature:

a. Try double clicking the ‘x’ or ‘remove signature’ icon (this may
differ depending on the version of Adobe used). You may have to
first double click on the signature you are attempting to remove.

b. Another possible solution is to open the side panel on the left and
click “fill and sign’. The saved signature should open and you
should be able to click the ‘X’ to clear.

c. If the above does not work, you may have typed the signature. To
remove a typed signature, open the signature box and delete the
typing.

d. If you consistently experience issues with saved signatures, when
you draw a new signature, untick ‘save signature’. This will require
each person to draw their signature at least twice, but it will
eliminate the need to clear a saved signature.

e. Adobe has also provided the following if this is a consistent issue:
Try relaunching Acrobat and then try to clear. If that does not help,
try repairing the application installation. In Acrobat, go to Menu >
Help > Repair Installation.

9. If you saved the .pdf after applying signatures, you should still be able to
add further signatures.

a. If this is not the case, try closing the pdf and reopening it (save
first). This will allow you to add further signatures.

Using the Signature Pad/Signing the Form
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The signature pad does NOT require internet connection to work, you
can sign digitally without being connected to the internet.

If you are unable to connect to internet using the Dongle, you should still
sign digitally and print and scan the signed form.

The signature pad does not retain information and does not affect how
Adobe functions.

Connecting to the Internet using the Dongle

1.

We recommend you plug in the dongle on arrival and leave it plugged in
for the duration of the hearing.

Connecting to the internet may take a few minutes.

Both lights should appear when you first turn the dongle on, but one
may turn off or flicker shortly after.

a. If one light is on, you should still try to connect to the internet.

b. If no lights are on, then it may not have been turned on
successfully. Press and hold the button on top until the lights turn
on.

c. If you cannot connect, try turning the dongle off and on again (you
will have to wait a further few minutes again).

d. If this does not work, try using a different socket.

The dongle should be plugged into a socket on the wall, it should not be
plugged into your device.

If you have a mobile phone signal, the dongle should have sufficient
signal to allow internet connection.

If the dongle is within 20-30m range of the device then it should still be
able to connect. Please note that this can also work between rooms. If
you are experiencing connectivity issues, we recommend attempting to
place the dongle in an adjacent room to see if this improves connectivity.



