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1 LOGGING IN 

 

This is the landing page where users will login. Users can input their email and password to login. 

Checking remember me will remember the user’s email address. If the user would like to use another 

service to login, they would have to grab the code from the duo app. Once the user has input their 

credentials, they will need to click the blue “log in” button. 

 

Upon logging in the user will be redirected to this page: 
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2 SHELLER ENTITY CONTACT 

The user can add a new Sheller Entity Contact by pressing the button under Create a New Document: 

 

The Sheller Entity Contact for Lawful Business Purposes form will appear: 
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To fill out the form, the user will begin inputting information for the communication type, duration, 

contact, and entity. The contact date and time will default to the current date and time: 
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If the user must adjust the date and time, they are allowed adjust up to two weeks prior by clicking the 

field: 

 

The user will need to add reasons for contact purpose. (There can be multiple): 

 

Afterwards, the user will place text content into the discussion form: 
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The user then would add any business transaction(s) by clicking the button: 

 

A modal will appear to add contract record details: 

 

Once the user inputs Contract Record information and clicks Save, the transaction will appear: 

 

If the user would like to remove the transaction, they’ll click the red ‘x’ to the right. 

After the transactions have been added the user can sign and submit the form. The Printed Name will 

automatically load into the field. The user will need to check the checkbox to sign the form: 
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The user can also save as a draft to add in more information later before submission. If saved as a draft, 

the contact will appear in the inbox with the label draft: 

 

If it was submitted, the Contact will have the status of Pending as a Compliance Officer will review. 

3 FARMER TRANSACTIONS 

If the user would like to record a Farmer Transaction, they’ll click the button: 

 

Which will lead to this page: 



Compliance User Guide 

 
 

9 4876-118 Princess Anne Rd. PMB 310 (757) 427-6999 

Virginia Beach, VA 23462 www.marathonus.com 
 

 

 

 

The date will autopopulate unless the user changes it. To add an information source, the user will need 

to click the button: 

 

This modal will appear where the user will input information: 
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Once the user inputs information and selects “save”, the information source will be added. To remove, 

the user will click the red x to the right: 

 

To add a price offering, the user will click the button to the right: 

 

Which will prompt this modal to appear: 
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The user will add input to the form and select save to where the offering will display: 

 

The user then will have the option to add comments to the transaction. This is a simple text box: 
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Once the comment has been added, the user can sign the transaction. The Printed Name will 

autopopulate with the user’s name. The user will need to check the checkbox to sign. The user can save 

the draft and return to edit details, or save and submit: 

 

Once saved or drafted, the transaction will go to the inbox: 

 

4 HOME SCREEN 

As seen before, the user can create a contact or create a transaction under the create a new document 

section: 

 

4.1 SEARCH 

The user will be able to search approved forms by adding a term to the search: 

 

If the user needs help with searching, additional information can be found in the modal: 
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The user will be able to look at the forms that were approved but will not be able to make any edits. 

4.2 INBOX 

The user will be able to view their forms under inbox. If they are labelled as draft, they can still be 

edited and submitted:
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If there are labelled as pending, the form is submitted for review. Approved means it has been reviewed 

by a compliance officer. Rejected means the form was sent back for updates. The user can select the 

pencil icon to edit the form, or the red x to delete the form. 

5 MANAGE ACCOUNT 

When the user clicks on their username, they are redirected to account settings where they can add a 

phone number: 

 

6 ABOUT 

When the user clicks on About, they’ll see details about the company: 

 


