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Vigo Customer Portal 

                HOW2GUIDE 
 

Welcome to Translink’s HOW2GUIDE, that has been created in 

order to support the original instruction manual from Vigo.  

This Guide will provide you with picture based instructions on 

how to carry out the following tasks; 

 

 Log on to Your Portal 

 Home Page 

 Address Book 

 Customer Paperwork 

 Label Re-Print 

 Delete Job 

 Print Manifest 

 

 

 

 

 

 

 

 

 

Index Page Number 

Log on to Your Portal 2 

Home Page 3 

Address Book 4,5,6 

Customer Paperwork 7 

Label Re-Print 8 

Delete Job 9 

Print Manifest 10,11 
 



2 

HOW2GUIDE 
 

How2Guide Login to Your Portal 
 

https://www.translinkjobentry.com/ 

 

 

Translink Contacts 

Jackie Allen 

Callie Walker 

Rebekah Lockwood 

Lydia Baxter  

Jodie Cleaver 

Telephone: 0116 275 1555 

 

Vigo Support 

support@vigosoftware.com  

Telephone: 01527 551 500 

 

 

    

 

https://www.translinkjobentry.com/
mailto:support@vigosoftware.com
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How2Guide Home Page 
 

1. This is the Home Page 

 

2. Main Menu Icons, these are located on the left 
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How2Guide Address Book 

1. In order to locate the Address Book, go to the main home screen 
 

 

 

 

 

 

 

   

 

  

 

 

2. You will see the navigation symbols to the left of the screen 

 

 

 

 

 

 

 

 

 

 

 

 

3. Select the Addresses               icon 
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4. Add Address and View Addresses tabs will appear  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To add an address, complete the blank fields and then click  
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5. View Addresses, to view addresses click on the tab and view your 

addresses 
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How2Guide Customer Paperwork 

 

1. Select the Customer Paperwork              icon 

 
2. Your jobs will now appear, and you will see a screen similar to the one 

below 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 To upload Customer Paperwork, click on the 

  

 You will also be able to click on the Consignment Number and view the 

request you have made 
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How2Guide Label Re-Print 

 

1. Select 

 

 

2. Your jobs will be below  

 

 

3.   You will see the icon to the right of your entries, tick the 

boxes you wish to print labels for and click print 
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How2Guide Delete Job 

1. Select  

 

 

2. The screen below will appear 

 

 

3. Left click on  
 

 

4. This will appear 

 

 

 

 

 

5. Left click on delete 
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Print Manifest 

1. Go to the Main Menu  

 

 

2. Select 

 

 

3. The screen below will appear   
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4. Scroll to the bottom of the page  

 

 

 


