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Self-Service Order Form Instructions
How do I request WellSky Summarize?
Agency Owners and Super administrators can request WellSky Summarize for their agencies.

1. Log in to WellSky Personal Care on a desktop computer.

2. Select the Help Menu icon ( ) in the bottom-right corner of the Dashboard.

3. Select Self-Service Forms.

NOTE:
Users who do not have access to agency settings when they hover over their name will not have
access to Self-Service Forms and will need to work with their agencies Authorized Signer. If the
Authorized Signer does not have access to the Help Menu, please contact support.
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4. ReviewWellSky Summarize and select Continue to Order Form. The WellSky Summarize for
Personal Care Agreement Order form opens in a new tab.

5. Select Start. 

6. Enter the required information about the person authorized to sign contracts on behalf of your agency,
and select Next.

7. Review the Summary and select Next. Upon submitting the Order Form, you will receive an email from
DocuSign with the subject "WellSky Summarize for Personal Care Order Form". If you do not see it in
your inbox, please check your Spam or Other folder.
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8. From the email, select Review Documents. The Order Form and Advance Technologies Addendum
will opens in a new tab.

9. Select Continue.

10. Review and Sign documents. Select Finish. WellSky Summarize for Personal Care will be turned on
within one week.

Post WellSky Summarize Activation
You will receive a welcome pop-up once WellSky Summarize is activated. Then, enable WellSky
Summarize for your clients in Agency Settings.
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Learn more by reading the article Getting Started with WellSky Summarize for Personal Care in the
WellSky Client Resource Center.

NOTE:
You must open the WellSky Client Resource Center (CRC) to view this article. Detailed
instructions on how to access the CRC please go here.
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https://knowledge.wellsky.com/knowledge/personalcare/Personal Care AI/Getting Started with WellSky Summarize for Personal Care.htm
https://info.wellsky.com/rs/596-FKF-634/images/How to access CRC %26 AI articles for PC.pdf?version=1
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