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InTejiliipo HOW-TO GUIDE

NAME OF PROCESS

Requesting a Signature [MobileLink]

Use Case / Objectives

There are several ways to request a customer’s signature in MobileLink. The following document will
walk you through the process of requesting a signature on a contract using either the Customer
(Name or Number), Equipment Number, or Contract Number.
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Requesting a Signature in MobileLink

1. Log into the MobileLink application using your credentials.
2. On the home page, click on Sign Documents.
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a. The Sign Contract screen displays. On this screen you will be able to search via
Equipment Number, Customer Name or Number or Contract Number.

SIGN CONTRACT

Serch By
Customer (Name or Number| v

Search for Euipment Namber Q
3. Click on the drop-down arrow in the Search By field.

SIGH CONTRACT

Search By

Customer {Name or Number| v

Searchfor Eqipment Number Q
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a. Adrop-down list opens, displaying the search options available.

SIGN CONTRACT

Search By
Customer (Name or Number)

|Cantractior Reservation) Mumber

To Search by Customer (Name or Number)

4. Click on the Customer (Name or Number) in the list; otherwise, continue to the steps
below for searching by Contract Number or Equipment Number.
a. The Sign Contract screen refreshes to display new search by criteria.

SIGN CONTRACT

Searth By
Customer (Name or Number v

Seach e Expipment Number Q

5. In the Search for Customer (Name or Number) field, type in all or part of the desired

customer’s information. Press enter or click on the search icon. Q|
a. The Sign Contract screen refreshes to display all options containing the value
entered.

loomi >
CA 12983091263

Jeff
DL#

Jeff loomis >
DL# BY 019283

Jeff loomis >
DL# IN JEFFLOOMIS

eff smith >
DL# HI 1231120938

6. Click on the desired customer.

a. The Sign Contract/Customer screen refreshes to display contracts for the
selected customer.
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SIGN CONTRACT \ CUSTOMER

Jefferson Contracting
CUSTOMER# 2373

CONTRACTS
1 s

CONTRACT #67474 >
START DATE: Sun, May 15, 202240500 PM

) CONTRACT #67326 3
/ START DATE Th, dpr 14, 2072 30000 9

(CONTRACT 867320 >
# START DATE Thu, Apr 14, 2022 10:57:00AM

7. Click on the desired contract.
a. The Customer Details/Contract Details screen opens to display the details for
the selected contract.

~CUSTOMER DETAILS | CONTRACT DETALS

Contrict Mirilbés $67320 )

N, INDIANAPOLIS

= START DATE : Thursday, April 14, 2022 10:57:00 AM EDT
+ RETURN DATE : Thursday. April 28, 2022 10:57:00 AM EDT

S0LB AIR HAMMER

CAVCLASS B0 100
EQUIPMENT NUMEER: 1440
QUANTITY: 100

MOIL POINTS (1 1/4%)
CAT/CLASS: B1 - 1000
EQUIPMENT NUMBSER: 0811000
QUANTITY. 100

[ seiect an SIGN DOCUMENTS

[] Contract Number (67320)  UPDATE o

Plesmss 1y7om yoosr sisrws st g Eeoes 13 aggeem it o v Tor 7 & Gonchtion

8. Continue to the Send For Signature section.
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Search by Contract Number
1. Click on Contract Number in the list.

SIGHM COMTRACT

Search By
Contract(or Reservation) Number

Customer (Name or Mumber

ontractior Ressrvation) Mumber

|E:. prme=nt Mumber

a. The Sign Contract screen refreshes to display new search by criteria. NOTE: To

search by the contract number, you will need to know the whole number, not a
partial number.

G CONTRACT

Cearnly
ContactorReservaion] Number

St forCotacorResgnatio b Q

2. If you know the full contract number, type it in the Contract Number field. Click on
the Search icon.

a. The Sign Contract In screen refreshes to display any results for the value
entered.

SIGM COMTRACT

Search By
Contract{or Reservation) Mumber

Search for Contract or Reservation Mumber

67320

COMTRACT/RESERVATION RESULTS

CONTRACT #67320
Jefferson Contracting

3. Click on the corresponding contract. NOTE: If you are unable to find the correct
contract, you may need to find it using one of the other methods in this document.
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a. The Customer Details/Contract Details screen opens to display the details for
the selected contract.

~CUSTOMER DCTAILS\ CONTRACT DETALS

Contract Number #67320

Jefferson Contracting

« TEST COMPARISON, INDIANAPOLIS

. PO

= START DATE : Thursday. April 14, 2022 10:57:00 AM EDT

+ RETURN DATE : Thursday, April 28, 2022 10:57-00 AM EDT

SALES TEM
S0LB AIR HAMMER

SIGN DOCUMENTS
[] Contract Number (67320]  UPDATE

4. Continue to the Send For Signature section.
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To search by Equipment Number

1. Click on Equipment Number in the list.

S5IGN COMTRACT

Search By
Equipment Number

Customer (Name or Numbesr

|Contractior Resarvation) Mumber

e

a. The Sign Contract screen refreshes to display new search by criteria. NOTE: To
search by the equipment number, you will need to know the whole number, not
a partial number.

SIGN CONTRACT

Search By
Equipment Numloer

Search for Equipment Number

2. Enter the equipment number in the Equipment Number field; click the Search icon.
b. The Customer Details/Contract Details screen opens to display the details for
the entered equipment number.

CUSTOMER DETAILS\ CONTRACT DETALS

Contract Number #67320

o Jefferson Contracting

= TEST COMPARISON, INDIANAPOLIS

« PO

= START DATE : Thursday, April 14, 2022 10:57:00 AM EDT
+ RETURN DATE : Thursday, April 28, 2022 10:57:00 AM EDT

S0LB AIR HAMMER
CATCLASS 80 100
COQUIPMENT NUMBER: 1480
QUANTITY: 100

MOIL POINTS (1 1/47)
CAT/CLASS: 81 - 1000
EQUIPMENT NUMBER: 0811000
QUANTITY. 100

[ seiectat

SALES ITEM

SIGN DOCUMENTS

[7] Contract Number (67320) UPDATE

Pleuses 7o yeousr s et g bl 1 acgrems with th sbeves Tarms & Conctions

o

3. Continue to the Send For Signhature section.
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Send for Signature
1. Click on the Send for Signature button.

CUSTOMER DETARLS | CONTRACT DETAILS

F———

+ Jefferson Contracting

+ TEST COMPARISON, INDIANAPOLIS

» PO

+ START DATE : Thursday, April 14, 2022 10:57:00 AM EDT

+ RETURN DATE : Thursday, April 28, 2022 10:57:00 AM EDT

a. The Signer’s Email Address pop-up window opens.

Signer's Email Address

CANCEL SEND

2. Enter the email address of the person whose signature is requested in the Email
Address field and click on the Send button.

Signer's Email Address

dana.alexander@intempos:

CANCEL

a. An email is sent to the customer’s email address. This email will contain a link
directing them to the Contract Signing Page.
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