
  eSign Feature 

How do I use eSign? 

First generate a proposal in JobPro exactly 

like you normally do. Please note that some 

screenshots may vary depending on 

customizations unique  to your organization. 

 

 

 

 

 

 

 

After confirming the PDF and any selected 

attachments, View the Reports History tab. 

 

 

 

Click the Email/eSign link 

 

Note: If you have not approved your account 

for eSign, you must agree to the terms and 

conditions before sending your first proposal 

for eSign. 

 

Confirm the name and email address of your 

customer and select “Yes” from the “Send 

for eSign” drop down. 

 

You may also enter a note that will be 

included in the email generated to the 

customer. 

 

Click ‘Ok’. 

 

You will receive a confirmation message. 

 

 

 

 
 

 
 

 
 

 

 

 

 

 
 

 

 

 

 

 

 

 



  eSign Feature 

Your customer will receive an email from 

the email address on file for the 

authenticated user with a unique link to view 

and sign your proposal.  

 

Notice that the email can be configured to 

your specifications. See below for 

information on changing the body of the 

email message. 

 

 

 

 

 

 

 
 

When your customer clicks the link in their email, they will be displayed a secure eSign page.  

The right part of the screen will be the exact proposal you generated in JobPro in PDF format, 

including any attachments.  Note that the Adobe Acrobate plug-in is required for viewing 

proposals in Internet Explorer.   

 

 

  



  eSign Feature 

The customer may “check” any options they 

wish to approve of your proposal.  The 

Approved Total will automatically update as 

options are selected. 

 

 

 

 

 

 

The customer must enter their full legal 

name and click “Approve” to approve the 

proposal. 

 

 

 

Both the sales person for the bid in JobPro 

and the customer will receive an email 

stating the proposal was approved. The 

email will include the contract generation 

date, signature date and time, approved 

amount, and the default receipt email text 

you insert. 

 

 

See below for information on changing the 

body of the email message. 

 

If you wish to cancel a proposal that you 

previously sent for eSign, return to the 

Reports History tab and click the “Remove” 

link. The customer will no longer be able to 

eSign this document. 

 

Note that the eSign Status is also displayed 

on this tab which indicates if a proposal has 

been sent for eSign, and if the customer has 

approved the proposal. 

 

You may configure the middle body of the 

email that the customer will receive, and the 

middle body of the receipt email the 

customer receives after acceptance. You’re 

also able to default one additional email to 

copy on the acceptance receipt.

 
 

 

 

 
 

 

 
 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 



  eSign Feature 

This is controlled using the Settings- 

Configure System Settings menu option. 

View and edit the System Defaults tab. 

 

 

 

 

 

 

*If you need assistance with using this new 

eSign feature, contact us at: 

support@jobprotech.com 

 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 


