Contracts - Item Contacts

We are currently updating our site; thank you for your patience.
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The Contract Listing screen will be displayed.
Select the Site

Your employee user record should be linked to a default site. In this case, the
site will auto populate with this default, otherwise the site must be manually

selected.

Another site can be selected, if required, and if you have the security rights to

access the site.

If All Sites displays here, then you do not have a default site configured on

your user record, and need to select the required site.

Upon opening, this screen will default to the Active status, listing all the Act-

ive contracts for the selected site.
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® - Contract Listing - BPO: Version 2.5.0.14 - Example Company (=EG
E | Home | Equpment/Locaons  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufactring  Procwrement  Seles  Service  Reportng  Utilties - & x
@ fﬂ? X 1] save Layout o Durban i Fid SeraiNo. Q .EHE -“j
e
s %, SaveFiter S i ¥ FrdContact | Pt Bport | Reports
Processing | Fomat | Current J et fRepo. . S
Links D
Pl Contractio CustomerC... CustomerName CustomerD...  ContractType ContractTy... |Location OrderNo StartDate  EndDate Department... Period PeriodType... BilingCyde... BilingPeriod  Bilin
Functions v e 0 0 o 0 0 o 0 = - 0 = 0 0 = =
» CO0000009 DER001 Derton / Technologies: cPC. CostPer Co... Durban Area 07/05/2014  07/05/2019  Sales Depar. 60 Months Months 3
000000016 TIA00L Titan Group. CPC. CostPer Co.. Main 13/06/2014  13/06/2019  Sales Depar. 60 Months Months 4
00000018 SAMOO1 ‘Samanthas Diner cPC CostPer Co... Man 09/07/2014  09/07/2019  Sales Depar. 60 Months Months 5
COO000019  OFFO01  Office Supplies Unimited e CostPer Co... Man 207/2014  28/07/2019  Sales Depar. 6 Months  Biennual 5
PC0000001 DANO02 Dancing Shoes PRE Prepaid Con... Kloof test 23/03/2016  23/03/2021  Sales Depar.. 60 Months Months 1
00000031 YES001 ‘Young Blectric cpe CostPer Co... Hilcrest 24/03/2016  24/03/2021  Sales Depar. 60 Months. Months 1
COO000041  PANDOI  Penda Copiers e CostPer Co... Man 05/07/2016  05/07/2021  Sales Deper. 6 Months  Months 5
C00000042 HOPOO1 Hope Works (Pty) Ltd cPC CostPer Co... Man 07/09/2016  07/09/2022  Sales Depar.. 60 Months Months 7
00000043 HOPOO1 Hope Works (Pty) Ltd cpc CostPer Co... Man 01/08/2016  07/09/2021  Sales Depar. 60 Months. Quarterly B
C00000052 HOPOO1 Hope Works (Pty) Ltd PRE Prepaid Con... Durban Area 29/05/2017  29/05/2022  Sales Depar.. 60 Months Months 3
C00000054 APPO001 Apple Juice Inc. cPC CostPer Co... Durban Area 03/08/2017  03/08/2022 60 Months Months ]
000000072 HOPOO1 Hope Works (Pty) Ltd CcPC. CostPer Co... Durban Area 1234 07/03/2018  07/03/2023  Sales Depar. 60 Months Months 2
00000073 HOPOO1 Hope Works (Pty) Ltd cPC CostPer Co... Durban Area 29/05/2018  29/05/2023  Sales Depar.. 60 Months Months o
00000074 DEROOL Derton / Technologees. cpe CostPer Co... DurbanArea 1234 15/06/2018  15/06/2023  Sales Depar. 60 Months. Months 6
000000077 PIN00O1 Pink Shoes. cPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
00000078 PIN00O1 Pink Shoes. CPC. CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar.. 60 Months Months 4
COO000080  OFF001  Office Supples Unimited e CostPer Co... Durben Cen... 1234 06052017 06/05/2020 6 Months  Months 2
S CO0000082 HOPOO1 Hope Works (Pty) Ltd cPC. CostPer Co... Durban Area 10/03/2019  10/09/2024  Sales Depar.. 60 Months Months 7
COD000079  HOPOOL  Hope Works (Pty)Ltd cpc CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar 6 Months  Months 4
000000083 \WES001 Westwood Dynamic cPC. CostPer Co... Durban Area 1234 15/10/2019  15/10/2024  Sales Depar. 60 Months Months 8
| Open Windons ~ | User:Bancab | 21/10/2022 | Verson : 2.5.0.14 | Example Company

* Select the row of the contract that you wish to process.
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¢ Click on the Edit button.
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& - st i — = )0x
‘ E Home | Equipment / Locations. Contract Finance /HR. Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utities - & X
é [ savelayout | iff< Hold & Relesse For Approval gy e Durban 7] @ st Q ey qj
2= Workspaces » | 3 Suspend gl Remove From App c? Active - LH
Vie ecine e i Print  Export | Re ts
| % saveFiter 1§ Release P App Contr © DedneClosure L0+ | @ Refresh L s 4l ~et
= 2l conractio CustomerC... | CustomerName CustomerD... | ContractType |ContractTy... |Locaion  OrderNo StartDate  |EndDate | Department... Period PeriodType.. | BilngCyde.. BingPeriod _ Biin
€00000012 TIADO1 Titan Group. (e CostPer Co... Durban Area 16/05/2014  16/05/2019  Sales Depar. 60 Months Months 3
CO0000016 TIADOL Titan Group CcPC CostPer Co... Main 13/06/2014  13/06/2019  Sales Depar. 60 Months Months 4
€CO0000018 SAMO01 ‘Samanthas Diner cPC Cost Per Co... Durban Area 09/07/2014  09/07/2019  Sales Depar. 60 Months Months 5
€O0000019 OFF001 Office Supplies Unlimited cPC CostPer Co... Main 28/07/2014  28/07/2019  Sales Depar. 60 Months Bi-annual 6
CO0000031 'YES001 Young Electric CcPC CostPer Co... Hilrest 24/03/2016  24/03/2021  Sales Depar. 60 Months Months 1
CO0000041 PANOOT Panda Copiers cPC CostPer Co... Main 05/07/2016  05/07/2021  Sales Depar. 60 Months Months 5
00000043 HOPOO1 Hope Works (Pty) Ltd CPC CostPer Co... Main 01/08/2016  07/09/2021  Sales Depar. 60 Months Quarterly 5
CO0000072 HOPOO1 Hope Works (Pty) Ltd CPC CostPer Co... Durban Area 1234 07/03/2018  07/03/2023  Sales Depar. 60 Months Months 2
CO0000074 DER001 Derton / Technologies: cPC CostPer Co... Durban Area 1234 15/06/2018  15/06/2023  Sales Depar. 60 Months Months 6
CO0000077 PIND0O1 Pink Shoes: CPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
000000078 PINO0O1 Pink Shoes. cPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
CO0000080 OFF001 Office Supplies Unlimited cPC CostPer Co... Durban Cen... 1234 06/05/2017  06/05/2020 60 Months Months 2
00000079 HOPOO1 Hope Works (Pty) Ltd CPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
(Open Windows v | User:Bianca = 09/02/2023 | Version: 2.5.1.4 Example Company
lhe Contract Maintenance screen will be displayed
& - i : i — @ )ix
‘ ‘ Home | Equipment / Locations. Contract. Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities - & X
Save  Back Savelayout Workspaces
z‘ Links 2 || Contract Info » 5
g e z PartCode  Desapton SeralNo | AsseRego | LocatonDesc | Locaton Shopngadress COSAccoun 2
8]l Functions Contract No |CO0000016 v o o o - o 0 s - |z
5 Contract Type [Cost Per Copy. - i~ » @ SP19-12.. SP19-12Colowr Copler  SP19-12185. Reception 658 Dime Road, South Ridng, .. 2101
H Contract Cless N ~ [ N N N
— .
E StartDate 13062014~
End Date  13/06/2015 -
Period 60 3*
. Period Type |Months -*
Department  Sales Department vi*
Contract Manager Carolina Suzzetta Lourens vande.. ~ *
d History Salesman Belinda Sharman v|*
Aggregate Billing ||
Hide Fee Detail | |
‘ R
Contract Info Customer Info Biling Info Rental Info . N
Open Windows v | User:Bianca = 09/02/2023 | Version: 2.5.1.4 Example Company

ITEM CONTACTS

* Ensure you have the contract item selected and then click on the
Item Contacts tab.
* The Item Contacts frame will be expanded.
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$ - A i — e lix
s Home: Equipment / Locations. Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utiities. - & x
(e
8o
Save  Back Save Layout Workspaces
Process . Format a
2| [nks # |[Contract 1afo » §
B erter text o se » L
2 PartCode  Desaption Seiao | AssefRegtio | LocatorDesc | Locatin Shopngaddress COSAccoun... SLAHours | TraveRadk| §
5| runctions Contract No [C00000016 o 0 o o e e 0 o = 5 i
5 Contract Type  Cost Per Copy * | v B 1912, sP19-12Colur Copler  SP19-12185. Reception 658 Dime Road, South Riding, ,.. 2101 8.00
g Contract Class - Item Fees | Item Meters | Item m;w.;' Item Contacts.
= Contract Category - < Contacthame | ContactType Contactieth | ContactEmai ContactPhoneu.| Contactoble | TsteterCon
a StartDate 13062014~ olf e T a
End Date  13/06/2019 hd
Period 60 3*
Hold History

Period Type Months
Department |Sales Department
Contract Manager Carolina Suzzetta Lourens vande ..~ *
Salesman Belinda Sharman
Aggregate Billing ||
Hide Fee Detail

CreditNotes.

" P—
ContractInfo | CustomerInfo  BllngInfo  Rentalinfo |

Open Windows User :Bianca | 03/02/2023 | Verson: 2.5.1.4 | Example Company

You can add up to 3 types of contacts, depending on your requirements:

* Manager Contact: the client contact who manages the contract
or relevant contract item

* Meter Clicks Contact: the client contact who will provide meter
readings.

* User Contact: the client contact who can be called with regards

to user queries.

ADD A CONTACT

* Right click anywhere in the first row of the Item Contacts frame.
* A Process menu will pop up.
* Click on Contact - Add a contact.
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3

4
f
2
3|

e
HO R

Save Back | Savelayout Workspaces

: — =)0
Conact  Finance MR Iventory  Maintenance [Projects  Manufoctring  Proawement  Sdes  Sevie  Reportng  Utites - & x
a
# |[ contract 1nfo » s
» £
PartCode | Desaption Seridto  AssetRego _ LocationDesc.  Location ShippingAddress COSAccoun... SuAours  TraveRad |
Contract No [CON0N1E 0 0 o o o 0 o o - - H

Contract Type |Cost Per Copy

* |» B P19-12. P19-12Colowr Copier  P19-12185 Recepton 658 Dime Road, South Ridng, , .. 2101 8.00
Contract Class

i P | temetes | i ks | T Cotacs

Contract Category 2 Contactiiame ContactType Contactheth...| ContactEmal ContactPhoneNu.. | Contactioble _ IsMeterCon
StartDate ‘13/06/2014  ~ Cll Sl L)
endDate (1306018~ g |

period EEN

Period Type Months

Department Saes Department
Contract Manager Caroina Suzzetta Lourens vande . v *
Salesman Belnda Sharman
Aggregate Billing ]
Hide Fee Detail [ ]

F
| contactinfo ["Customer oo Blinginfo  Rentalinfo ||

HO ®

3

Buiig psea 3y | | 262,60 |

»

Save Back | Savelayout Workspaces

Format

Contract Info a

PartCode  Descripton SerialNo | AssetRegNo | LocationDesc | Location
v e o o 0 o
* |» B P92, P13-12Cokour Copler  SP13-12185.

ShippingAddress
e o e = =
Reception

Contract No |C00000016
Contract Type | Cost Per Copy

658 Dime Road, South Riding, ,
Contract Class

i Fees | temetes | i incsors | Tt Cartacs
S Cotoctome [ConoctType | Contacthets. | ConacEnat
» Select contract typ... Select metho.

Contract Category ContactPhoneNu... Contacthoble | IsMeterCon

StartDate 13062014+ e

EndDate 13062015~
Period

- I N

EEN

Period Type |Months Input Validation
Department Sales Department

Contract Manager |Carolna Suzzetta Lourens vande... + *

Are you sure you want to add a contact to this item -
SP19-121852747
Salesman Beinda Sharman
Aggregate Billing | |

Hide Fee Detail [ ]

e W

| —_——
Contractinfo | Customerinfo BlingInfo  Rental Info “

Open Windows v

| User:Bianca | 03/02/2023 | Version: 2.5.1.4 | Example Company

M
[ pouparen] | ¥

* A Process Validation message box will pop up asking:
* Are you sure you want to add a contact to this item
- [Serial Number or Location Description]?
* Click onYes.
Sy S S ok g i g e

* A Select a contact pop up screen will appear.

* Click on the row selector in front of the contact you wish to add.

e Click on Ok.
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Buijjig paseg 3jr || 21062100y

® = <A - BPO: Version 2.5.1.4 - Example Company =)&)
é Home: ‘Equipment / Locations Contract Finance /HR. Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities. - & X
HO & E8

Save Back | Savelayout Workspaces

Process Format &

Links # | Contract 1nfo » ¢

== PartCode  Descripton Seridlo | AssetRegho | LocationDesc | Location ShppngAddress COSAccoun... SlHours | TraveRady|§

Comtract s [COD0DOD0 v e ) o 0 ) e 0 o = = Ed

Contract Type |Cost per Copy » B SP19-12. SP15-12 Cobour Coper  SP19-12185. Reception

Functions
Contract lass - Tomrees | i Wetms | o ks | T Conocs
Contract Category - 2 ContactName ContactType ContactMeth... ContactEmail ContactPhoneNu... ContactMobie IsMeterCon.

658 Dime Road, South Ridig, ,... 2101 8.00

StartDate |108/2014  + » Select contract typ... Select metho.

Endvate [13p0ms - ‘e
Period 60 J|*

o
X

Period Type | Months ~|* @ @ @
Department |Sales Department -]

Contract Manager |Carolina Suzzetta Lowrens vande... + *

Salesman |gelnda sharman

Agaregate Billng ]
Hide Fee Detail (] ParentContactiiame ContactType c <

g3 o o 0 o o

AACCOUNTS Accounts Contact Jacke Sutherland Jackie Sutherland

| e ——
Contractinfo | Customerinfo  BillingInfo  Rental Info

| User:Bianca | 03/02/2023 | Version: 2.5.1.4 | Example Company

* Contact Name: This will now be populated with the
selected contact's name.

e Contact Email: This will auto populate with the email
address already set up on the selected contact.

* Contact Phone Number:This will auto populate with

the phone number already set up on the selected con-
tact.

* Contact Mobile: This will auto populate with the

mobile number already set up on the selected contact.
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$ - :
\ﬁ Home | Equpment/Locaions  Contract  Finance /MR Inventory  Mantenance /Projects  Manufacturing  Prorement  Sales  Service  Reportng  Utiies

HOo ®}

Save Back | Savelayout Workspaces

— (& Jx

Process 4 Format

a

Links # || Contract Info *
g ; ]
L — PartCode  Desapton SersNo | AssetRegho | LocationDesc | Location Shppngaddress COSAccoun...| SLAHours | TraveRadk| &
)| functions Comtract s [COD0DOD0 v e ) o o o e 0 o = = Ed
g Contract Type | Costper Copy » B SP1S-12. S19-12Coour Coper  SPIS-12185, Recepton 658 Dime Road, South Ridg, .. 2101 500
§ Contract Class Ttem Fees | item Meters | ftem Indusons | Item Contacts
b Contract Category 2 Contactiame ContactType ContactMeth...| ContactEmal ContactPhoneNu...| Contactioble ___ IsMeterCon
H StartDate |108/2014  + » [racke sutheriand contactemai@exampled.. 0318529632 083 456 789 [w]

- ‘Select contract Select metho. a
E s - .

period % - I N N N
Period Type Months ~*
Department [Saes Deparment
Contract Manager Carolina Suzzetta Lourens vande ..+ *
Salesman Belinda Sharman
Aggregate Billing ||
Hide Fee Detail | |

| e ——
Contractinfo | Customerinfo  BillingInfo  Rental Info

| User:Bianca | 03/02/2023 | Version: 2.5.1.4 | Example Company

* Click in the Contact Type text box to reveal a drop-down arrow.
* Click on this arrow to display a Contact Type drop-down menu.
* Click on the contact type you wish to assign to this Item.

$ - . =
@ | tome | Equpment/Locstons  Conact  Finance/HR  Inventory  Mantenance [Projects  Manufactrng  Proement  Saes  Servie  Reportng  Utites =

(&) x
2 x
40
=
Sove  Back | Savelayout Workspoces
Process Format o
2| [ume # | [ Contract 1nfo » ¢
3 PartCode  Desaption SeraNo | AssetRegho | LocationDesc | Location ShippingAcdress COSAccoun... SLAHous | TraveRade g
| Coutract Mo (0000 v 0 3 e e o o 0 o = = 2
g Contract Type | Cost Per Copy * |» B P92, P15-12Cokour Copler  5P1-12185. Recepton 658 Dime Road, South Riding, ,... 2101 8.00
§ Contract Class Ttem Fees | Ttem Meters | Ttem Incusions | Item Contacts
2 Contract Category  Contacteme | ContactType Contactiveth...| ContactEmai ContactPhonelu.._ Contactoble _ IsveterCon
H StartDate 13062014 -

0318529632 083456 789
Type  # Desaription
MNGR  Manager Contact

EndDate 1306201
Period CEN L

Period Type Months
Department |Sales Department
Contract Manager Caroina Suzzetta Lourens vande .. v *
Salesman Belinda Sharman
Aggregate Billing ]
Hide Fee Detail ||

| contactinfo [Customerinfo  BimgInfo  Rentaltnfo |

| User:Bianca | 03/02/2023 | Version: 2.5.1.4 | Example Company

* Click in the Contact Method text box to reveal a drop-down
arrow.

* Click on this arrow to display a Contact Method drop-down
menu.
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e Click on the preferred contact method you wish to use.

* In this image Email has been selected.

Ho ®

Proces

® - : — & x
‘E Home | Equpment/Locaons  Contract  Finance /MR Inventory  Mantenance /Projects  Manufactring  Prorement  Sales  Service  Reporting  Utities

Save Back | Savelayout Workspaces

Format

- & x
=
=]

®

buljjig paseg 31 || w000Y

2

| convactinfo ["Customer oo BlingInfo  Rentallnfo | |

Contract Info 2

3
PartCode | Description SeiaNo  AsseRego  LocationDesc  Location ShippingAddress COSAccown...| SLAvours  TraveRadk) §
Contract No | CO0000015 v o0 0 o 0 0 0 0 = = H
Contract Type | Cost Per Copy * |» B 1912 SP19-12Colour Copler  SP19-12185 Reception 658 Dime Road, South Ridng, ,... 2101 8.00
Contract lass P | i Wetrs | i it | i oot
Contract Category - 2 ContactName ContactType ContactMeth... ContactEmail ContactPhoneNu...  ContactMobile IsMeterCon.
StartDate [TBT Gexanpled._ 0318529632 083456 7096 o

EndDate 13062019~
Period )"

|

Period Type |Months
Department | Saies Department

Contract Manager Carolna Suzzetta Lourens vande... + *

Salesman Beinda Sharman
Aggregate Billing ||
Hide Fee Detail ]

e

| User:Bianca | 03/02/2023 | Version: 2.5.1.4 | Example Compeny

* |s Meter Contact: Select this check box for the main
meter contact - this is important where meter charges
have been linked to the contract item, as this contact

will display in the Meter Capture screens (Unpro-
cessed Meters and Meter Usage) and will be used

when sending Meter Reading Email Requests.
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23.0.4- TEST A UDTTH PC

e - Add a new Contract - 770

| @ | tore | Equpmentandlocsons  Conract  Freceand R Tweniory  Manmtsmancesndrojects  Menufactring  Froarement  Sees  Senice  Reporiig  Utites

HO ®

Save Back | Savelayout Workspaces
Process 4 Format P *
][ umks » || milling Info 3
@[5
@[ Enter text tosearch..,. P
& PartCode Description Serialtio CategoryDesc ModelNo  AsseiRegNo | LocationDesc | Location  ShippingAddress
=| Functions Billing Cycle | Months “F el WBc iBc B 3 1 13 e e
3 Billing Period » |El SP2020MFC | SP2020 Sprint MFC | 2020-559900 | Hardware SP2020  AREG4500 Reception | 26 Lavendar , 944 Crompton
3 Billing Day | 0 = [ ttem Fees | trem meters | frem fnclusions | Ttem Contacts |
Z
3 oo v R <l a ContactType ~ | ContactMethod | Contactmai ContactPhoneNumber | ContactMoble | IsMeterContact
= < I Jane Arich Meter Clicks Contact [7] wdith.mudzengi... 031123 4567 083 456 7891
= Escalation Period | 6 3
+ I seect contract type...  Select method...

e [ [ ]

Currency |South African Rand [

Exchange 100  *

TaxRate 1500 |*

ContractInfo  Customerinfo | ilingInfo | Rentaltnfo

| User : JudithM | 04/12/2019 | Version: 2.3.0.4 | TEST ALPHA - JUDITHPC LOCAL 4

* You can add further contacts to this frame by right clicking any-
where in a row of the Item Contacts frame and following the

same process as above.
* In this image a second contact has been added.

$ - . : . — (&0
‘ i Home | Equipment /Locations Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utiities. - & x

HO =
g2
Save Back Save Layout Workspaces

Format

3 |[ customer Info 0
PartCode  Description SeralNo | AssetRegho | LocationDesc | Location ShippingAddress COSAccoun.. SLAHours  TraveRac
Castomer |RNCIoD N O o e e e e 0 o = -

paupa en | |

Address |68 DimeRosd £ 0 | B Ps12 | P19-12Cokur Coper  SP19-12185 Reception 658 Dime Road, South Ridng, ... 2101 8.00
Item Fees | Item Meters | Item Incusions | Item Contacts
1478 2 Contactiame. ContactType Contactieth...| ContactEmai ContactPhoneNu.. Contactioble | IsveterCon
Order o Jacke Sutherland  Meter Clicks Contact Emai contactemail@exampled... 0318529632 083 456 7896 4
E » Maryaoes  WanagerComact Teephone  contactemaiesanpied.._ 0319529532 3

Required
CEEIED T e 0 W
et 5 o B = v oo [ =

N T ]

18Pasea 2y | | 03100y |

Contractinfo | Customerinfo | GilngInfo  Rental Info N
| User:Bianca | 03/02/2023 | Version: 2.5.1.4 | Example Company
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DELETE A CONTACT

* You can also delete a contact if required.

 Right click in the row of the contact you wish to delete.

* The Process menu will pop up.
¢ Click on Delete - Delete the contact.

Delete
O Defete the contact

Contractinfo | Customerinfo | BiingInfo  RentalInfo |

@ - : e x

@ | tome | Eupment/locatons  Contact Frence /MR Inventory  Mantenance [Projects  Manufoctrng  Proaxement  Sdes  Service  Reportng  Ubites - & x

=

Ho

Save  Back Save Layout Workspaces

o o
> [Links 0 Info 15
Bl ez 5 g
§ PartCode  Desaription SerialNo AssetRegNo  LocationDesc ~ Location ShippingAddress COSAccoun... SLAHours  TraveRad 2|
# ranc Customer | Titan Group 2 B o oy o & 2 o & H
gl ress 658 Dime Road
5 g e | » » B P19-12. P1-12Coour Copier  SPIS-12185.  Recepton 658 Dime Road, SouthRidng, .. 2101 .00
il - Tom e | o Wetms | T indiors | 11em Coriocs
i 1478 2 Contactiiame ContactType ContactMeth...| Contactemai ContactPhoneNu.. Contactioble _ IsMeterCon
H onderto Jacke Suherand__ Meter Gicks Conact _Enai contactemaiGexampled.. 0318529632 083 456 7096 2

Required [1 » Mary Jones Manager Contact | Telephone | contactemail@exampled... 031852 9632
* Select contract typ... Select metho. rocess a
Location [Man -
- I ;e
N o

User : Bianca | 03/02/2023 | Version : 2.5.1.4 | Example Company

* A Delete Row message box will pop up asking:

* Are you sure you want to delete this item contact
[Serial Number or Location Description]?

* Click on Yes.
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TECHMNOLOGSTES

Con

tracts - Item Contacts

Contractnfo | Customerinfo | BilingInfo  Rental Info

® = :A - BPO: Version 2.5.1.4 - Example Company —JE)x
@ | tome | Eaupment/locations  Contract  Fance /MR Inventory  Mantenance [Projects  Manufactring  Proarement  Soes  Servie  Reportg  Utities - & x
HO R E&
save Back | Savelayout Workspaces
Process ., Format a
2| [inks # |[Customer Info 0 =
Enter text to searc » g
3 PartCode  Descrpton SerialNo | AssetRegho | LocationDesc | Location ShppngAddress COSAccoun... SlaHours | TraveRade| §
5| Functions Castomer [ GO L I 0 s 0 0 s 0 o - - z
E Ao o £ " | BP1912. SPI9-12Coour Coper  SPIS-12185. Reception 658 Dime Road, South Ridg, ... 2101 8.00
§ [ ttem Fees | ttem Meters [ 1tem Indusions | Item Contacts
- 1478 2 Contactiame. ContactType ContactMeth... | ContactEmai ContactPhonelNu... Contactioble | IsveterCon
z Orderfio Jackie Sutherland  Meter Cicks Contact Email contactemai@exanpled . 0318529632 083456 7896 4
Required [ » Mary Jones Manager Contact  Telephone  contactemail @exampled... 0318529632 u]
RN N P I -
Location |Man -
Delete Row

S

| User : Banca | 03/02/2023 | Version : 2.5.1.4 | Examgie Company

* The contact has now been deleted from the Items Contacts

frame.

$® - (=)=
@ | tome | Equpment/Locstons  Contract  Finance/HR  Inventory  Mantenance [Projects  Manufactrng  Proement  Saes  Service  Reportng  Utites - & x
= S
R Customer Info * §
g PartCode  Description serialNo AssetRegNo | LocationDesc | Location ShippingAddress COSAccoun... SLAHours | TraveRady| 8
Customer Titan Group 2y o o o o o & o - - F
E e T £ " | B P12, P15-12Cokur Coper  SP19-12185 Reception 658 Dime Road, South Ridg, ... 2101 .00
§ [ tem Fees | ttem Meters | tem Indusions | Item Contacts
k= 1478 2 Contactiame tact ContactMeth... ContactEmai ContactPhoneNu. . ContactMobie IsMeterCon
H Order No » Jackie Sutherland r Ciks Conts contactemal@exampled... 0318529632 083456 789 4
Required [ | d Select contract typ... Select metho. a
Location Fan <+ |« I I

Contractinfo | Customer Info | BlingInfo  Rental Info

Open Windows + | User : Banca | 03/02/2023 | Version: 2.5.1.4 | Exampie Company

SAVE THE CONTRACT

* When you are done, click on Save.
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Contracts - Item Contacts

s - . : i —J&
‘ E Home | Equipment /Locations Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utiities. - & x
Ho =
=
Save  Back Save Layout Workspaces
Process Fomat &
2| [nks # |[Customer 1af »
8l Enter text o semcn.. P g
2 PariCode  Desaption SeralNo | AsseRegho  LocatonDesc Locaton ShopnoAddress COSAccon g
5| runces Customer Titan Group 2l [T o o o 2 o o o -z
E Ao o £ " |y B P19-12. 19-12Cour Coper  SP19-12185 ] Recepton 658 Dime Road, South Ridg, ,... 2101
H g/ [ |
3 17
H Order o
Required
Location Man
ContractInfo | Customerinfo = BillingInfo  Rental Info .
Open Windows v | User:Bianca = 03/02/2023 | Version:2.5.1.4 = Example Company

* The contract will be saved and you will return to the Contract
Listing screen where the status defaults to Active, or will be set
to the Status you last selected.

* Click on the drop-down arrow in the Status field and select the

relevant status.

s - = <]
‘ E Home | Equipment / Locations. Contract. Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utiies - & X
[ =] & Save Layout « Hold ol Release For A al " Durban - - i =
O 2 X [§ |Foom % © somecore Q) armsre | (G B |00
8 i | 35t 5 ‘
Add Edt Delete  View | = N © Decine Cosure_Chse Print Export | Reports
% Save Fiter § Relesse P Ao oy [Fame A Smnevec o) &
Processing For Stotus Processing N New pri Repo P
9 - - Released = =
= : o
» H Hold
ContractNo CustomerC... CustomerName CustomerD... Cof P ‘Suspend frdero StartDate EndDate Department... Period PeriodType... BilingCyde... BilingPeriod Bl
v 0 o e o€ Closed - = = 0 = e 0 = =
X Deleted
» CO0000016 TIA0O1 Titan Group A x Y 13/06/2014  13/06/2019  Sales Depar. 60 Months Months 4
€CO0000018 SAMO01 Samanthas Diner = CoStPEr Lo DUroan Area. 09/07/2014  09/07/2019  Sales Depar. 60 Months Months 5
CO0000019 OFF001 Office Supplies Unlimited cPC CostPer Co... Main 28/07/2014  28/07/2019  Sales Depar. 60 Months Bi-annual 6
CO0000031 YES001 Young Electric cPC CostPer Co... Hilrest 24/03/2016  24/03/2021  Sales Depar. 60 Months Months 1
CO0000041 PANDOL Panda Copiers (= CostPer Co... Main 05/07/2016  05/07/2021  Sales Depar. 60 Months Months 5
CO0000043 HOPOO1 Hope Works (Pty) Ltd cpC CostPer Co... Main 01/08/2016  07/09/2021  Sales Depar. 60 Months Quarterly 5
00000072 HOPOO1 Hope Works (Pty) Ltd (= CostPer Co... Durban Area 1234 07/03/2018  07/03/2023  Sales Depar. 60 Months Months 2
CO0000074 DER0O1 Derton / Technologies e CostPer Co... Durban Area 1234 15/06/2018  15/06/2023  Sales Depar. 60 Months Months 6
CO0000077 PIN00O1 Pink Shoes cPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
CO0000078 PINO0O1 Pink Shoes cPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
CO0000080 OFF001 Office Supplies Unlimited cpC CostPer Co... DurbanCen.. 1234 06/05/2017  06/05/2020 60 Months Months 2
€O0000079 HOPOO1 Hope Works (Pty) Ltd (= CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
Open Windows v | User:Banca | 03/02/2023 | Version:2.5.1.4 = Example Company

¢ New contracts can be found within the New contract status list-

ing screen.
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TECHMNOLOGSTES

Contracts - Item Contacts

* From here, the contract will need to be Released and then
Approved before it becomes active.

* Edited contracts may either remain in Active status or move to
Released status in order for changes to be reviewed before

Approval depending on the change made.

Contract Listing - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL — e
| @ | tome | Emupmentandlocains  Conbact  FnenceandHR  Inventory  MantsnanceandProwcts  Manufactring  Prorement  Seks  Sevie  Reportng  Utittes - & x
) ol = s
% I Sovelayout | e Hold  al Release For Approval Pretora — Lﬁf w: |
° @ X B ZU R s g
add  Edt Delete Vew . i Print  Export | Reports
% SaveFiter B | G Refresh i d senract g |8 5
Processing Al Format Current Print alRepa. . a
T
@B
Contractio CustomerCode CustomerName CustomerDeptiame ContractType ContractTypeDesc  Location Orderho StartDate EndDate DepartmentName Period
Functions | o0c 3 e 3 o e o o = = e
Fcnnmnzsq HOPOD1 Hope Works Sales Department cpC Cost Per Copy Pretoria 1 09/12/2019  09/12/2024  Sales Department
Notes
Hold History

(0

| User: JudithM | 09/12/2019 | Version: 2.3.0.4 | TESTALPHA - UDITHPCLOCAL .

MNU.112.003
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