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Step-by-Step Guide on Completing and Submitting an Electronic   Referral Form 
for Portland DBT Institute via Adobe Sign  

 

Step 1:  Fill in all fields, including 
any required fields marked with 
a red asterisk (*). You can click 
the yellow “Next” arrow to skip 
to the next field on the form. 
Some fields may have “tips” to 
help you figure out what 
information to provide – click on 
a field to see if it has a “tip” pop-
up text box.   

You can ZOOM in or out of the 
form to your liking. Just hover 

near the bottom of the form, and click the – or + buttons that will appear in a toolbar. (See 
Step 2 screenshot for example). 

If you’re having difficulty with answering any questions, just do your best! A PDBTI intake 
coordinator will reach out to after processing your submitted referral form, and you will have 
a chance to get questions answered or give us additional info we might need to know about 
the referral or your interest in services.  

Step 2:  Once you are done filling 
in as much of the referral form as 
applies to you, please take a 
moment to go back and verify it is 
all accurate and complete.  When 
you’re ready to submit, go to the 
very bottom of the form and click 
the yellow field that says “Click 
here to sign.”   

 

(continued on next page) 
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Step 3:  Type in or sign your name, 
and then click “Apply.”   

Note: The form "signer" does not 
necessarily need to be the person 
being referred for services or a legal 
guardian, and their signature is not 
considered legally binding – it’s just 
required in order to submit the 
form for processing.  We accept 
self-referrals as well as referrals 
from family, friends, clinical 
providers, or other folks involved in 
a person’s coordination of care! 

 

Step 4:  You should see your signature filled in now, which means you’re ready to submit the 
form! Click the blue “Click to Sign” button that appears at the bottom right-hand corner.   
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Step 5:  Enter an email address where you would like a confirmation email to be sent, which 
will include a link to access and download the completed referral form (available for up to 30 
days). *Make sure to only enter an email address if you are okay with the email account users 
potentially accessing your completed PDBTI referral form.*   

An email address will need to be entered to submit the form.  If you do not have an email 
address, OR if you prefer not to include one for privacy reasons, please enter the following 
placeholder email address:  none@pdbti.org     
By using this placeholder email, a copy of the completed form will only be sent to PDBTI Intake 
staff for processing.  You will still have the chance to download a copy if you would like 
immediately following submission (see next step, Step 6). 
 

 
 

(continued on next page) 
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Step 6:  If you reach the message saying “Thank you for signing PDBTI Referral Form” then 
your referral form was successfully submitted!  A member of our Intake Team will reach out to 
you within 5-10 business days (or sooner) to review your referral form with you and work on 
getting you connected with services. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Now you have the option to download your completed/signed referral form for your records.  
If you would like to do this, click the blue “Download a copy” button.  It is not advised to 
download a copy if you are on a public computer or other public electronic device, especially if 
you do not want other people to potentially access the completed referral form.   

Note that once you navigate away from this webpage, you will not be able to download a copy 
of your referral form again unless you requested a confirmation email in the last step (Step 5)! 
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Step 7:  If you entered an email address before submitting your referral form, please check 
your inbox for an email sent from echosign@echosign.com within 30-60 minutes (check your 
Spam or Junk folders if you’re not seeing anything in your inbox).  See below for an example of 
the confirmation email.  To access your completed referral form for printing or downloading, 
click the blue “document” link included in the body of the email message (circled in red 
below).  Note: You do not need to create an account with Adobe to access your document.  
This link will expire after 30 days.  
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Step 8:  After you click the “doument” link, you will be redirected to the Adobe Sign page that 
gives you access to your completed PDBTI referral form.  You may print or download the form 
by click the corresponding icons in the upper right-hand corner of the page.  You have 30 days 
to access the document, after which it will be virtually destroyed to maintain data security. 

Note: You should not need to create a new account or “sign in” to access this file, the link from 
your confirmation email will take to straight there! 

 

Thank you for your interest in services at Portland DBT Institute!   

Here’s how you can reach us… 

Main Directory: 503-231-7854      Intake Team: 503-290-3291      Fax: 503-231-8153 

Portland Office & Mailing Address: 5200 SW Macadam Ave, Suite 580, Portland, OR 97239 


