
Digital Signatures  

for Work Orders (Repairs), Inspections and Invoices 

For Work Orders for Repair Work: 

From your dashboard, click on the name of the client to access the Work Order page. 

 

Then click on “Work Order Signature Page”: 

 



This will open a NEW PAGE with a generic form with a text box where the Tech must enter the scope of 

work.  The form can have different default messages as well, determined by the Department of the Tech 

that is logged in.   

For example, below, the Sprinkler Tech statement includes that he has left the valves open.  If he has 

not, the Tech can remove that phrase from the acknowledgement box.  He can also edit the text to say 

anything he needs to have the customer acknowledge, including requiring extra labor or materials that 

were not previously included in the scope of the job.  

 The Customer needs to type in their name in the PRINT YOUR NAME box. 

 The Customer must digitally sign where it says DRAW IT. (They can clear the box by clicking the 

CLEAR link if they need to start over. 

 The Customer must click on the I AGREE Button. 

 



 

After the Customer clicks the button, you will see the saved signature and agreement, plus the 

Customer’s name and the date they signed it.  We also save the IP address and other information for the 

digital signature. 

 

In the upper left hand corner, there are two options – to see a Print view and to save it to PDF.  Click on 

Save to PDF and after a few seconds, you will see message “PDF was saved to the client folder.”   



 

The document is now in the Attachments folder as “Work_Order_5135_Signature_2015-03-16” (using 

the current Work Order ID and the Date the signature was saved), and can be emailed to the customer, 

if they want a copy. 



For Inspections 

From the Inspection Page, click View Report 

 

 

At the BOTTOM, on the LAST PAGE of every department’s Inspection Report for this Work Order, will be 

the Signature Form.  The Tech can edit the text box, if necessary. 

 The Customer needs to type in their name in the PRINT YOUR NAME box. 

 The Customer must digitally sign where it says DRAW IT. (They can clear the box by clicking the 

CLEAR link if they need to start over. 

 The Customer must click on the I AGREE Button. 

 



After the Customer clicks the I AGREE button, you will see the signature, name and date. 

 

***DO NOT SAVE TO PDF – THIS WILL BE DONE IN THE OFFICE and emailed to customer.*** 



For Invoices 

While on the Invoice form, you click on VIEW FINAL INVOICE. (If you don’t see this blue link on the 

invoice, it means you have not entered an Invoice Date in the form.) 

 

It will open  NEW PAGE and show you what the Invoice looks like in report view, with a signature form at 

the bottom. 

 



The Tech can edit the text box, if necessary. 

 The Customer needs to type in their name in the PRINT YOUR NAME box. 

 The Customer must digitally sign where it says DRAW IT. (They can clear the box by clicking the 

CLEAR link if they need to start over. 

 The Customer must click on the I AGREE Button. 

When they click the I AGREE Button, you will see the signature: 

 

***DO NOT SAVE TO PDF – THIS WILL BE DONE IN THE OFFICE and emailed to customer.*** 

 


