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.

m Waork Orders

llincoln2

9:00 AM - (SPR-1)[L] - Estates at Ridenour {(17.98 hrs)
Estates at Ridenour - 2015 Annual Sprinkler, Hydrant, Backflc

8356 | 3116115
Paid By. Job Incomplete

Motes: Stop

Then click on “Work Order Signature Page”:

m Waork Orders

Work Orders - E
Inspections (Req

Work Order Signature Page

TOTAL OWED ON INVOIC



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

e 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.

e The Customer must click on the | AGREE Button.

1 CLIFF'S FIRE EXTINGUISHER A
b CO., INC. % A\
E WirED
311 Bell Park Drive, Toodsock, GA 30183 LN

Phone: 770-591-5271  Fax- 770-391-4033 T

Customer: Estates at Ridenonr
Eillinz
Address:
Site
Address:
TWinrk
Order =
Job
Name-

1575 Ridenour Parloway NW Kennesaw, GA 30152

Estates at Ridenour, 1575 Ridenour Parloway NW, Kennesaw, GA 30152 ()

£135

Estates at Ridenour - 2015 Anmunal Sprinkler, Hydrant, Backdflow, Alarm Inspections (Fequests 3716 - 3/20)

- TEFMIS: Net 30 - Payment due within thirty (307) days of date of invoice.

Print your nome

Penny Haynes

Diraw your signature

Py,

I acknowledgye that C1iff's Fi-a
Extinguishes Co., Ins. Ras peowided
tha fallawing ge-—ricad andfo- pas=to
fa- Eatatas at Ridanows on Wook O-das
# 5135 and that THa +ilwes hawa baan
laft opan:

Clear

This 18 ju8t an axampla of

How a tach can antas infocomatisom.

| agree to the abowve statement.



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.

'
%7} CLIFF'S FIRE EXTINGUISHER *ﬁl
w e H Lt
CO., INC. L N
1 L] #
311 Bell Park Drive, Woodstock, G4 30138 L
" Phome: 770-501-3271 Fax 770-301-2033 D

= 1575 Ridenour Parloway NW Kenmesaw, GA 30152

Address:

Sit

MI[:IE‘" Estates at Ridenonr, 1575 Ridenour Parloway W, Kennesaw, (A 30152 ()

Tk . 513

;T;:m_ Estates at Ridenour - 2015 Annual Sprinkler, Hydrant, Backflow, Alarm Inspections (Fequests 3/16 - 3720)
. TEFRMIS: Net 30 - Payment due within thirty (30) days of date of invoice.

Prry

I aclmowledze that CHff's Fire Extingunisher
Co_, Inc. has provided the following services
and/or parts for Estates at Ridenour on
Work Order £ 5135 and that the vahves
have been left open:

This is just an example of
How a tech can enter information.

Penny Haynes
March 14, 2015

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.”



PDF was saved to the client folderPrint  Save to PDF

Customer: Estates
Billing

I
Address: 1575 Ri

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.

Estates_Ridenour_Backflow_Inspection_2074.
Attachments: FLOW_TEST_REPORT_A1-A7_Estates at_Rid

Work_Order_5135_Signature_2015-03-16 pdf
Credit Application

| Allew Internal Rephy: D |

Attach files to email: D | Read Receipt: |:|
| Send || Back |




For Inspections

From the Inspection Page, click View Report

Sprinkler Inspectic
(Requests 3/16 - 3/.

Back to Work Order

< 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.

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

e 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.

e The Customer must click on the | AGREE Button.

14, Inspaction and Suzgested Improvements ware discuzsed with the undersizned
Orwmner or Oamer's Representativa,

Sisnature of Oremer or Ovmer's Raprazentative
Company:
Strast:
Duplicate To: City & State:
Zip:
ATTN:
MN/A Mot Applicable

Print yjour name

Draw your signature

I acknowledge thats Cliff's Fire

Extinguisher Co., Inc. conducsed a
Sprinkler Inspection (ID 523 / Work
Order ID 5135) on our premi=es and
that the in=pecticn and improvement
suggestions were diszcussed with ne.

| agree to the above statement.



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

14. Inzpaction and Suzgested Improvement: were discuzsed with the undersiznad
Owmer or Owner's Fepresentatrve.

Sigmaturs of Owmer or Ovmer's Reprezentative
Company
Streat:
Duplicate To: City & 3t
Zip:
ATTN:
H/A Not Applicable

Pk

I acknowledge that CLff's Fire Extinguisher
Ca., Ine. conducted a Sprinkler Inspection
(ID 993 / Work Order ID 5$135) on our
premises and that the inspection and
improvement suggestions were discussed
with me.

Penny Haynas

March 16, 2013

***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.)

Invoice

InvoNe Suffix:

Invaice 1D
2530

Job Mame: |DOT - Cut Bldgs

Waork Order ID: 5780

Customer
PO

Terms: TERMS: Upon Receipt - Payment due upon receipt of invoice.

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

™ Cobl County Sowrmment e L Sarvics Cate. 3 TEES
TN . S, S410 NI INVOIOE M, R
Azzramn - o P ST
o e, et P S Siw 0 Endcengg Acire (s Shcrage Efcigal DK, 1) Coumty
e Ao Serecws Moy, Narwte, UR 5081 (Cokk]
S - EHMS: Upom Huowsst - Tuymnt S S5 mosst of e
=T T
Do sariphan =rioe
100 |7=c - TARMESCATATION SRaTE CAL o $a2.00)
20| AAET - AMPLAL AAINTRMANDS & FRTAG OF THE POATATE Fids RATING ISR f-] o
2m|HTe - G FEEEEUSE HYDASETATIC TRST | fot
Tl Lo e |
2m|TEAAGAT - 3313 FARD TANERS SaAlL = $mam|
20| E-eTEaa - ETERA-ANEAER VALYE STEM a2 Famn |
szm|ocam- f-1- .00]
4200|2250 - VERIEIZATION OF SaTE STAd o FrEm|
200 | 50372400 - 5T ABC FRF L s 57 =)
30| R 10ASC - 10LS ATC FIFE EXTINGUISHER REFILL fo=t e 0|
] R = FR Fm |
Tk Mt 5t ET |
Tt TR 52200 53
Tl Lasor & Wesbersiz = ¢ T S Tic: [ 000 £ 398y

POTRE: [Runk s Sor lCwng o B e e B Prsiecton mad e eSS recte e D

Th rtanar: ot W e SCte T I S can. [ DITent [ nok recee In 1l By the S0 cay, the Lnpec mmount i be usect 1T ecton 2% colecton
o

Print your nams

Direwe your signature

I ecknowledge the zacvices poovided by
£11£0'3 ¥ioe Extinguizhes Ca., Iss.
&nd pzsept Imvoisa #5TSD in the emsant
af  42,333.03.

1 agres to the abowvs statement.



The Tech can edit the text box, if necessary.
e The Customer needs to type in their name in the PRINT YOUR NAME box.

o 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.

e The Customer must click on the | AGREE Button.

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

| J— J—
| an P

T Vel SLeT

Toiml TEAM = amag

Toiwl Labor & Mabenae & ¢ 0 S T (90003 LI

rEm Uect s Teeda W SEETec e pour DU el

e in i by Hhe 27 cay, Hhe unpec emount il e musect BT mn odtionl 2T% ool

: Derwry

I ackmowledge the services provided by
CLiff"s Fire Extimeuizher Co., Inc. and
accept Invodce #5780 in the amonmt of
2,555.03.

Panmy Hareas
Mlarch 16, 2015

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



