
Work Order Signature Process (IPAD) 

 

Step 1 Click Work Order Row Then hit row attachments 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2 Click File Named the Work Order Number. 

 

 

 

 

 

  

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 3Scroll to the bottom of the Work Order Click Pen Button to get signature 

 

 

 



Step 4 Hand it off for signature 

 

  



Step 5 Click Keyboard button to type in Printed Name of Authorizer 

 

 

 



Step 6 Once Signed and Name typed, hit Done button, then Save to Files 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 7 Name your file Signed(WorkOrderNumber).pdf , this will make it easier to find when uploading. Hit Save 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 8 Click Paper Clip & Attach A File  

 

 

 

 

 

 

 

 

Step 9 Click Previously Saved File 

 

 

 

 

 

 

 

 

 

 

 



Step 10 Click Upload 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

Step 11 Attachment Should appear. Back out. Click “Signed Copy” Checkbox to notify proposals & pm ops that your work order has been 

signed.  

 

 

 

 

 

 

 

 

 

 



Step 12 Don’t forget to Save 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


