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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; 

 

 Third Party 
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How2Guide Log in to Your Portal  

 

1. Use the link below to access your Customer 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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How2GuideThird Party  

Once you have logged on to the portal, you will see the Vigo Customer Portal Menu 

and below is an example of the Home Screen.  
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Main Menu Icons, these are located on the left 
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1. Select EnterIT 

 

2. You will be automatically taken to the                     tab 
 

3. Important:   

Left click on this icon        , if you are not sure of what service you require 

 

 

4. Select the Third Party  
 

5. Collect From, the screen below will appear 
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6. You will now need to complete the following information: 

 

 Account Code or Name 

 Postcode 

 Country 

Once you complete the above, then following will appear 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You are required to complete the following fields: 

 Company Name or Individual 

 Collection Date 

 When you are satisfied with your entries, left click on  
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7. Customer Reference this is your opportunity to include a reference (this 

is optional) 

 When you are satisfied with your entries, left click 
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8. Deliver To, you will now be invited to complete the following sections 

 Account Code or Name 

 Postcode 

 Country  

Information: If the address you are sending is in the address book, then 

you only need to enter the account code or the delivery postcode 
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9. Company Name or Individual, this mandatory field will appear for you 

to complete  

Please also complete the following blank fields; 

 Contact Name 

 Primary Telephone  

 Email Tracking Alert 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 When you are satisfied, please left click on  
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10. Service, now you have the option to select the service you require. You will 

need to complete the blank fields listed below; 

 

 Service, if you select the arrow to the right of the blank field, then a drop 

down selection box will appear 

 

 Due Date 

 Due Time 

 Category 

 Full 

 Half 

 Quarter 

 Oversize 

 Weight (kg) 

 Total Spaces 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 When you are satisfied, left click on  
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11. Collection Notes and Delivery Notes, this is your opportunity to enter 

any notes for delivery or collection 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 When you are satisfied, left click on  
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12. You will now have the following three options                                                           

and the screen similar to the one below will appear 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 You now have 3 options to choose from 

  

 

                WARNING:                     will erase your work 

 

 

 

 Select the option most suited to you 
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If you select                         or                 , then you will be asked if you would like to  

 

 

 
 

 

 

 

 

 

 

 

 

 By selecting       , you will see the picture below  

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

If you select               , then your entire entry will be wiped 

 

Additional: you will be able to view your entry in the viewIT TAB  
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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  

 

 

 

 

 

 

 

 

 

 

Congratulations you have successfully requested a Third Party 

Collection via the Vigo Customer Portal 

 

 

 

 


