Add ltem Inclusions

We are currently updating our site; thank you for your patience.

CONTRACT

ADD ITEM INCLUSIONS

Item Inclusions are items which are included on a contract and should not be
billed separately. These items are selected first by category and then by the

item within that category.

Examples of Item Inclusion Category Types are:

Part Inclusione.g., toner

BOM Inclusione.g., machine service BOM

Craft Inclusione.g., technician

Service Inclusione.g., call out fee
More than one item inclusion can be added from each category type.

Ribbon Select Contract > Contracts
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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.
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TECHMNOLOGTES Add Item InCIUSionS

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.

Contract Listing - BPO: Version 2.5.0.14 - Example Company (—E0c]
Wome | Eaupment/Locations _ Conract  Fmnance /MR Inventory _ Matenance [Projects _ Marufachring  Proarement  Sses  Senice  Reportng  Utites - & x
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Links *
21 convacto | ustomerc.. | Customertame Customerd.. ContactType ContracTy.. locaton Orderto  StriDate  Endoate  Department.. Perid  PerodType... BingCyce.. BlgPerod g
Functions O o o o o 0 -n< o = = a = I a = =
» COOO000S  DERODI  Derton /Tedhnologes @c Costper Co... Durban Aves 070572014 07/0S/2015  Sales Deper. 6 Months  Months 3
00000016 TA00L Titan Group e Costper Co.. Man 13/06/2014  13/06/2019  Sales Depar. 60 Months Months 4
CO0000018 SAMO01 ‘Samanthas Diner cPC CostPer Co... Main 09/07/2014  09/07/2019  Sales Depar. 60 Months Months 5
CO0000019 OFF001 Office Supples Uniimited cPC CostPer Co... Main 28/07/2014  28/07/2019  Sales Depar.. 60 Months Bi-annual 6
PC0000001 DANO02 Dancing Shoes PRE Prepaid Con... Kloof test 23/03/2016  23/03/2021  Sales Depar. 60 Months Months 1
CO0000031 'YES001 ‘Young Electric CPC CostPer Co... Hilrest 24/03/2016  24/03/2021  Sales Depar. 60 Months Months 1
COOO0$1  PANDDI  panda Copiers e CostperCo... Man 0507/2015  05/07/2021  SelesDepr. Moot Months s
CO0000042 HOPOO1 Hope Works (Pty) Ltd cPC. CostPer Co... Main 07/09/2016  07/09/2022  Sales Depar. 60 Months Months 7
CO0000043 HOPOO1 Hope Works (Pty) Ltd cpC CostPer Co... Main 01/08/2016  07/09/2021  Sales Depar.. 60 Months Quarterly 5
00000052 HOPOO1  Hope Works (Pty) Ltd RE Prepad Con... Durban Area 20/05/2017  29/05/2022  Sales Depar. 60 Months Months 3
Comoo0s+ APPOGO1  Apple duce nc o Costper Co... Durban Ave o308/017  o3poe/z2 6 Months  Months o
CO0000072 HOPOO1 Hope Works (Pty) Ltd cPC CostPer Co... Durban Area 1234 07/03/2018  07/03/2023  Sales Depar.. 60 Months Months 2
CO0000073 HOPOO1 Hope Works (Pty) Ltd cPC. CostPer Co... Durban Area 29/05/2018  29/05/2023  Sales Depar. 60 Months Months 0
CO0000074 DER001 Derton / Technologies: cpC CostPer Co... Durban Area 1234 15/06/2018  15/06/2023  Sales Depar.. 60 Months Months 6
CO00077 PO Prkshoes e Costper Co... Durban Aves 18062018 18/06/2023  Sales Depar. & Months  Months 4
CO0000078 PIND0O1 Pink Shoes: cPC. CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
COO000080  OFFO01  Offce Supples nimited e Costper Co... DurbanCen... 1234 050572017 06f05/2020 6 Months  Months 2
00000082 HOPOO1  Hope Works (Pty) Ltd e CostPer Co... Durban Area 10/03/2019  10/09/2024  Sales Depar. 60 Months Months 7
CO0000079 HOPOO1 Hope Works (Pty) Ltd cPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
CO0000083 'WES001 Westwood Dynamic cPC CostPer Co... Durban Area 1234 15/10/2019  15/10/2024  Sales Depar.. 60 Months Months 8
Open Windows ~ | User:BiancaD | 21/10/2022 | Version: 2.5.0.14 | Example Company
.
* Select the row of the contract that you wish to process.
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TEcHNoLosTES Add Item Inclusions

¢ Click on the Edit button.

$ - — &) x
" Home | Equpment/Locaons  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufactring  Proasement  Sales  Service  Reportng  Utiies - & x
S| Mseelon | o L R s g e e I *] @ dsaine. g 'Ea ﬂ}]
S5 Workspaces + | 5B Suspend gl Remove From Approval Actve -
Y | saverter | 1§ Reese P Approve Contrac © dedneconre S | G Retresh L | s B e
Format 4 Status Processing 4 Current rint Repo. @
Links »
== 2l contractvo CustomerC... CustomerName CustomeD... ContractType |Contractly... |Locaton  OrderNo | StartDate  EndDate | Department... Period PeriodType... | BilingCyde... | BilingPeriod _ Bilin
v e 0 £ 0 0 0 o 0 = - 0 = L3 0 = =
€00000012 TIA001 Titan Group cPC CostPer Co... Durban Area 16/05/2014  16/05/2019  Sales Depar. 60 Months Months 3
» CO0000016 TIA00L Titan Group. PC CostPer Co... Main 13/06/2014  13/06/2019  Sales Depar.. 60 Months Months 4
C00000018 SAMOO1 ‘Samanthas Diner cpC CostPer Co... Durban Area 09/07/2014  09/07/2019  Sales Depar. 60 Months Months 5
C00000019 OFF001 Office Supphes Uniimited cPC CostPer Co... Man 28/07/2014  28/07/2019  Sales Depar. 60 Months Bi-annual 6
00000031 YES001 ‘Young Electric cPC CostPer Co... Hilrest 24/03/2016  24/03/2021  Sales Depar. 60 Months Months 1
CO0000041 PANOOL Panda Copiers cPC CostPer Co... Man 05/07/2016  05/07/2021  Sales Depar. 60 Months Months 5
000000043 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 cpC CostPer Co... Durban Area 1234 07/03/2018  07/03/2023  Sales Depar. 60 Months Months 2
00000074 DER001 Derton / Technologies: CPC CostPer Co... Durban Area 1234 15/06/2018  15/06/2023  Sales Depar. 60 Months Months 6
C00000077 PIN00O1 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
00000080 OFF001 Office Supphes Uniimited cPC CostPer Co... DurbanCen... 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
. y|
Open Windows v | User:Bianca = 09/02/2023 | Version: 2.5.1.4 = Example Company

The Contract Maintenance screen will be displayed.
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| [PartCode  Descrton SerNo | AssetRegho | LocationDesc | Location Shopngaddress COSAccoun
Comtract e v o o o o o 0
ContractType CostPerCopy [ ~* [+ B P12 P15-12Cdor Coper  P10-12185 Reception 658 Dime Road, South Ridg, ... 2101
Contract lass N g | [ |
Contract Category e

StartDate |1306/2014  ~
End Date | 13/06/2015

period N
Period Type Months -
Department |Sales Department v

Contract Manager | Carolna Suzzetta Lourens vande.. ~ *

Salesman belnda sharman v
Aggregate Billing ||
Hide Fee Detail ||

N
| contractinfo [ Customerinfo  BingInfo  RentalInfo

Open Windows | User:Bianca | 09/02/2023 | Version : 2.5.1.4 | Example Company

SELECT THE ITEM

e Click on the row of the contract item you wish to work with.
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Add Item Inclusions

s - i A
@ | tome | Eaupment/locations  Contract  Fance /R Inventory  Mantenance /Projects  Manufachring  Proarement  Soes  Servie  Reportg  Utities
HO ®|

Save Back | Savelayout Workspaces

— (& Jx

- & x

®

i
PartCode  Description SeralNo  AssetRegho | LocationDesc | Location ShippingAddress. COSAccoun... S
Contract No |CO0000016

v 0 0 0 [ o 0 o
Contract Type |Cost Per Copy

- »[@]sP1s-12.. 5P19-12 Colour Coper 5P 19-12185. Recepton 658 Dime Road, South Ridng, ,.. 2101
Contract o - I S N

Cantract Categary - ./
StartDate 05014~

EndDate (13062019~
period EIE

pauipeq s

Buijjig paseg 3jr || 21062100y
o= |d

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

| —_———
Contractinfo | Customerinfo  BiingInfo  Rental Info

| User:Bianca | 20/02/2023 | Version: 2.5.1.4 | Example Company

Item Inclusions Frame

* Click on the Item Inclusions tab.
The Item Inclusions frame will be expanded.

* In the Item Inclusions frame, you can add all .png Inclusions
(items which are included in the .png and not billed separately).

* These are tasks, items, actions, services, etc. that are specifically
“included” in the .png and are covered by a set .png fee agreed
between the customer and service provider.

* Although they are included, you can have a breakdown of each
individual inclusion. This breakdown is achieved by utilising the
Link Fee panel within the Item Inclusion panel. For more inform-

ation, refer to the Link Fee topic.
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Add Item Inclusions

Maintenance for Contract No. : CO0000041 - Status : A - BPO: Version 2.5.1.4 - Example Company

- & x
‘ E Home | Equipment /Locations Contract Finance /HR. Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utiities. - & x
HOo ®}
=
Save  Back Save Layout Workspaces
Process Format &
# |[Contract 1afo »

PartCode  Description SeralNo | AssetRegho | LocationDesc | Location
v 0 e 0 Y e

» E1SP2020  SP2020 Sprint Colour .. | 2020-103050 AREGO00046 Recepton

Contract No |CO0000041
Contract Type |Cost Per Copy
Contract Class

Quantity | FeeType

Builig paseq 1 | | 2163100y

Start Date 0507/2016  ~ olf

Functions
e Item Fees | Item Meters | Item Indusions | Item Contacts
Contract Category - Q. Code Desarption SAType

EndDate (05/07/2021  ~

Period 60 2|*
Period Type Months
Department |Saes Department
Contract Manager [Banca Du Tott
Salesman Bianca Du Toit
Aggregate Billing ]
Hide Fee Detail | |

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

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

Add Item Inclusions

* Right click anywhere in a row of the Item Inclusions frame.
* A Process menu will pop up with the following options:

¢ Part:Add Part Inclusion

BOM:Add Bill Of Materials Inclusion

Craft:Add Craft Inclusion
Service:Add Service Inclusion

Link Fee:Link A Fee To An Inclusion

Delete:Delete Inclusion
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‘ i Maintenance for Contract No. : CO0000041 - Status : A - BPO: Version 2.5.1.4 - Example Company - | & x
‘ @ | tome | Eaupment/locatons  Conbact  Fnace /MR Inventory  Mantenance [Projects  Manufactring  Proarement  Sses  Servke  Reportng  Uitles - & x|
HO =}
-
Save  Back Save Layout Workspaces
Proces 4 Format @
2| Links 2 || Contract Info » e
== » £
§ PartCode  Desaription SerialNo AssetRegNo  LocationDesc ~ Location ShippingAddress COSAccoun... SLAHours  TraveRadu 8|
B . Contract o g
*|| Functions 00000041 v e e L3 0 L3 L3 e 0 3
g Contract Type | Cost Per Copy ~* |y B p2n  sP2020SprintColour .. 2020-103050 AREGO000%6 Reception 25 Lonestar Road, Ranchvile, .. 2100 24.00
g Contract class - TmFees [ T etms | fiom incuios | em Caniach
8 Contract Category - . Code Desaiption SLAType  Quantity  FeeType
H Start Date 0507/2016  ~ > L -
EndDate (05072021~ . pat
5, P
. CEN % AddpartInduson
Period Type Months -+ B oM Incusion
Department Sales Department - craft
Contract Manager Bianca Du Toit -  Add raf Incson
el Salesman Bianca Du Toit <)+ P Serviee
Aggregate Billing || Delete
Hide Fee Detail ] © peete
——
| contoctinfo ["Customer o g Info  Rentalinfo ||| )
Open Windows ~ | User:Bianca | 03/02/2023 | Version: 2.5.1.4 = Example Company
Add Part Inclusion
* Click on Part - Add Part Incl
ICK ONn art Inclusion.
‘ i Maintenance for Contract No. : CO0000041 - Status : A - BPO: Version 2.5.1.4 - Example Company - | & x
‘ @ | tome | Eaupment/Locatons  Conbact  Fnance /MR Inventory  Mantenance [Projects  Manufactring  Proarement  Sses  Servke  Reportng  Uitles - & x|
o
Contract Info » ?g—
PartCode Description SerialNo AssetRegNo  LocationDesc  Location ShippingAddress (COSAccoun... SLAHours. TraveRadi, g
Contract o |C00000041 T o oy o & oy 0 o H
Contract Type | Cost Per Copy ~* |y B p2n  sP2020SprintColour .. 2020-103050 AREGO000%6 Reception 25 Lonestar Road, Ranchvile, .. 2100 24.00
Contract class - TmFees [ T etms | fiom incuios | em Caniach
Contract Category - Q. Code Desaription SLAType Quantity  FeeType
Start Date 0507/2016  ~ > L :
End Date 05/07/2021 A
Period 6T
Period Type Months -+ B oM Incusion
Department Sales Department - craft
Contract Manager Bianca Du Toit -  Add raf Incson
Salesman Bianca Du Toit - » zzvbe .
Aggregate Billing || Delete
Hide Fee Detail ] “
g LinkFee
E
| contoctinfo ["Customer o g Info Rentalinfo ||| )
Open Windows v | User:Bianca | 03/02/2023 | Version: 2.5.1.4 = Example Company

* An Input Validation message box will pop up asking:
* Are you sure you want to add a part inclusion to this
item - [Serial Number or Location Description]?
* Click on Yes.
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$ - Maintenance for Contract No. : C00000041 - Status: A - 5P0: Version 2.5.1.4 - Example Company - & x
@ | tome | Eaupment/locatons  Contract  Frence /MR Inventory  Mantenance [Projects  Manufoctsring  Proarement  Saks  Servie  Reportng  Utites - & x

Back | Savelayout Workspaces

®

Links # | [ Contract 1nfo 2
i £
g | partcode  Descrpton SeridNo | AssetRegho | LocationDesc | Location ShippngAddress COSAccoun... SlaHours | TraveRade| §
3l Functions Comtract o [Go00000A1 v o o o 0 o o 0 o = = Ed
5 Contract Type  Cost Per Copy | B a0 SP2020 Sprint Colour 2020-103050  AREGD00046 Reception 25 Lonestar Road, Ranchville, 2100 24.00
§ Contract Class - [ Ttem Fees | Ttem Meters | ttem Indusions | Item Contacts
o Contract Category - 2/ Code Desaription SLAType | Quantity | FeeType
a StartDate 05/07/2016  ~ L
Endvate (o572 - ~ [ I N
Period 60 3
Period Type Months v Input Validation
Department  Sales Department -*
Contract Mamager = Aré you sure you want to add a part indusion to ths item -
e ot @ i
Salesman Bianca Du Toit -l
Aggregate Billing ||
C=l w
Hide Fee Detail ||

* A Select a part screen will pop up.
* Click on the row selector in front of the part you wish to add to
this .png as an inclusion
e Click on Ok.
P i e e ey e o R

&
2| [Links 2 |[contract 1afo .
M| S £
2 | PartCode | Desaripton SeriaNo | AssetRegho | LocationDesc | Location ShppngAddress COSAccoun... SAHows  TraveRady §
7| Functions Contract No |CO0000041 v o o e e o e 0 Y =) = H
< Contract Type | Cost Per Copy ~" |y B wan  wwx0spntcoow .. 2020-103050 AREGI000% Recepton 25 Lonestar Road, Ranchvile, .. 2100 24.00
i Contract lass - Tomrees |t Metms | Tiom incaiors | tom Contocs
g Contract Category - ] Code Descrption SAType | Quantity | FeeType
| StartDate [0507/2016  ~ 4
E ""w"'* — ’ -J(o J(x)
s o3 Select a part (=J(a]lx
Period Type Months - ‘
Department |Saes Department Bk =
Contrac Manager ancau ot o 1<)
Ok Back Save Layout
Salesman Bianca Du Toit -
Aggregate Billing || &I Fomat 2 -
Ve recoetat -4
PartCode Description Rate Status PartType CatDescription TaxType W
e o = a O o o -
(CHAOO1 Chair 15.00 A c Accessories. VAT J
0 —[zmo mmwe 500 4 c Torers wr
20-753 SP2020 Fuser Unit 15.00 A c Spare Parts. VAT
X821932-002 Microsoft Mouse 15.00 A A Accessories. VAT
SPS00 ‘Sprint Colour Copier 15.00 A A Hardware VAT
500-147K. SP500 Black Toner 15.00 A c Toners VAT
@ Stabonery Box 1500 A c Stabonery var S

——
| contractinfo [ Customerinfo  BlingInfo _ Rental Info

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

Open Windows ¥

* The selected part will be added to the Item Inclusion frame.
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* Code: This field will auto populate with the code of the

selected item.

» Description: This field will auto populate with the

description of the selected item.

* SLA Type: This field will auto populate with the SLA

type of the selected item.

* Quantity: Type in the quantity included for the selec-

ted part.

* Fee Type: This field will only be populated if you link a

fee to the inclusion.

| @ | vome | Eaupment/Locations

Ho =

Buiig paseg 3j1 || 3106200y |

.

Save Back | Savelayout Workspaces

Contract Type |Cost Per Copy
Contract Class
Contract Category

Start Date 05072016~
EndDate (05072021~
period N

Period Type Months
Department | Sales Department
Contract Manager [Banca Du Tot
Salesman Bianca Du Toit
Agaregate Billng 1
Hide Fee Detail | |

| —_————
Contractinfo | Customerinfo  BllngInfo  RentalInfo “

Maintenance for Contract No. : C00000041 - Status : A - BPO: Version 2.5.1.4 - Example Company L— (2 )L x |
Contract  Fnance /MR Inventory  Mantenance [Projects  Manufactring  Proarement  Sdles  Service  Reportng  Utites - & x

=]
a
3 |[ contract 1n fo » =
PartCode  Desarpton SerialNo | AssetRegho | LocationDesc | Location ShippingAdcress COSAccoun... SiAHours | TraveRadu§
Coatract e [CoOON » ol 3 o e o o 0 ol = 2

» |5 92020 | 52020 Sprnt Colour . 2020103050 AREGO0004%6.
Ttem Fees | Item Meters | Item Incusions | Ttem Contacts
2 Code Desaption SlAType | Quantty | FeeType

»| 26789-101 101 Black Toner PART 2
*

Reception

25 Lonestar Road, Ranchvile,

- | N N N

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

Add Bill of Materials Inclusion

* Right click anywhere in a row of the Item Inclusions frame.

* The Process menu will pop up.
* Click on BOM - Add BOM Inclusion.
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$ - Maintenance for Contract No.:C00000041 - Status : A - BPO: Version 2.5.1.4 - Example Company — & lx
@ | tome | Eupment/locatons  Contact Frence /MR Inventory  Mantenance [Projects  Manufoctrng  Proaxement  Sdes  Service  Reportng  Ubites - & x
HO ®|
Save  Back | Savelayout Workspaces
Process . Format a
=|| Links 2 |[ contract mfo » (¢
| e 5 £
§ PartCode | Desaription SeriaiNo. AssetRegho  LocationDesc _ Location ShippingAddress COSAccoun... SLAHours  TraveRadu 8|
b Contract o 2
J C00000041 e e o o 0 o o o H
g Contract Type | Cost Per Copy T* |» B P22 202 spintCobur .. 2020-103050 AREG00004 Recepton 25 Lonestar Road, Ranchvile, ... 2100 24.00
H Contract Class - Htem Fees | ItemMeters | Item Indusions | tem Contacts
= Contract Category - 2 Code Desription SAType  Quantity  FeeType
H StartDate (05072015~ )

EndDate 05/07/2021  ~ part
o Pan
. 60 3% "% Add Part Indusion

Period Type Months P R oM inciusion
Department  Sales Department

Craft
& 1dd Craft Incusion

Contract Manager Bianca Du Toit
‘Suspend History Salesman Bianca Du Toit
Agaregate illng ]

Hide Fee Detail ]

AR

Iy

;1

CreditNotes.

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

JE—
| contractinfo | CustomerInfo  BiingInfo _ RentalInfo

* An Input Validation message box will pop up asking:
* Are you sure you want to add a BOM inclusion to
this item - [Serial Number or Location Description]??
* Click on Yes.

$ - Maintenance for Contract No.: CO0000041 - Status A - 570 Version 2.5.14 - Example Company

l
w @
x [x

@ | tome | Equpment/Locatons  Contract  Fance/HR  Inventory  Mantenance /Projects  Manufactring  Prorement  Saes  Service  Reportng  Utities

Ho =

Save Back | Savelayout Workspaces

Process Format a
2| Links 2 |[ contract mfo )
& 5 f
B PartCode Description SerialNo AssetRegNo  LocationDesc  Location ‘ShippingAddress COSAccoun... SLAHours TravelRac g
% Functions Contract Mo |CO000015 0L o e o o e £ o = = H
H Contract Type | Cost Per Copy ~" |y B wn  ax0spintcoow .. 2020-103050 AREGI000% Reception 25 Lonestar Road, Ranchvile, .. 2100 24.00
H ContractClass 2 e Fees | ttemMetes | e ko | T Cotocts
; Contract Category - a Code Description SLAType Quantity  FeeType
H Start Date 05072016+ 26789-101 101 Black Toner PART 2
»
EndDate 05072021~
perod [ & 5] - I N I
Period Type Months v Input Validation
Department  Sales Department l|*
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* A Select a bill of material screen will pop up.
e Click on the row selector in front of the BOM you wish to add to
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TECHMNOLOGSTES

Add Item Inclusions

this .png as an inclusion.

e Click on Ok.
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| User:Bianca | 03/02/2023 | Version: 2.5.1.4 | Example Company

e The selected BOM will be added to the Item Inclusions frame.

* Code: This field will auto populate with the code of the selected

item.

* Description: This field will auto populate with the description of

the selected item.
* SLA Type: This field will auto populate with the SLA type of the
selected item.
* Quantity: Type in the quantity included for the selected BOM.
* Fee Type: This field will only be populated if you link a fee to the

inclusion.
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TECHMNOLOGTES Add Item InCIUSionS
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Add Craft Inclusion

* Right click anywhere in a row of the Item Inclusions frame.
* The Process menu will pop up.
* Click on Craft - Add Craft Inclusion.

Maintenance for Contract Ho. : 00000041 - Status : A - BPO: Version 2.5.1.4 - Example Company
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Salesman Banca Du Toit P Ser .
Aggregate Billing ] Delete
©°r
Hide Fee Detail ||
i .

T
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Open Windows +

| User:Banca | 03/02/2023 | Version:2.5.1.4 | Example Company
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Add Item Inclusions

* An Input Validation message box will pop up asking:
* Are you sure you want to add a Craft inclusion to

this item - [Serial Number or Location Description]?
e Click on Yes.

$ - Maintenance for Contract o, C00000041 - Status: A &=
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* A Select a craft screen will pop up.
e Click on the row selector in front of the craft you wish to add to

this .png as an inclusion.
* Click on Ok.
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Add Item Inclusions
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* The selected Craft will be added to the Item Inclusions frame.

e Code: This field will auto populate with the code of the
selected item.

* Description: This field will auto populate with the
description of the selected item.

* SLA Type: This field will auto populate with the SLA
type of the selected item.

e Quantity: Type in the number of hours included for
the selected Craft.

* Fee Type: This field will only be populated if you link a

fee to the inclusion.
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TECHMNOLOGTES Add Item InCIUSionS
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Add Service Inclusion

* Right click anywhere in a row of the Item Inclusions frame.
* The Process menu will pop up.
* Click on Service - Add Service Inclusion.
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Add Item Inclusions

* An Input Validation message box will pop up asking:
* Are you sure you want to add a Service inclusion to

this item - [Serial Number or Location Description]?
e Click on Yes.
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* A Select a service screen will pop up.
* Click on the row selector in front of the service you wish to add

to this .png as an inclusion.
* Click on Ok.
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* The selected Service will be added to the Item Inclusions frame.

e Code: This field will auto populate with the code of the
selected item.

* Description: This field will auto populate with the
description of the selected item.

* SLA Type: This field will auto populate with the SLA
type of the selected item.

* Quantity: Type in the quantity included for the selec-
ted Service.

* Fee Type: This field will only be populated if you link a
fee to the inclusion.
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Add Item Inclusions
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® Note: You can add more than one of each type of item
inclusion to the .png.

Link a Fee to an Inclusion

* Right click in the row of the item inclusion that you wish to link a
fee to.

* In this image IT Technician has been selected.
* The Process menu will pop up.

e Click on Link Fee - Link Fee to this Inclusion.
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* A The Fee Lookup List screen will pop up.
* Click on the row selector in front of the fee you wish to add to
this inclusion.
* Click on Ok.
* Note:Only the fees that you selected in the
Item Fees Frame will be displayed in this
screen, and the fee can only be linked to

one inclusion.
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Add Item Inclusions

* The The Fee Type field will be populated with the selected fee

type.

* In this image, S - Service was selected, since the selec-
ted inclusion is covered by the Service Fee, in this
example.
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View the linked Inclusion on the Fee Detail

Note: that for this step you will need to save the .png first and then come

back to view the Fee's linked Inclusion.

e Click on the Item Fees frame.

Click on the Expand button on the fee you linked to an inclusion.

The Fee Inclusions frame will be displayed.

¢ You can now view the details of the inclusion.

You can change the Quantity of the inclusion in this frame if

required.
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= Contract Type |Cost Per Copy T | VB P12 pis-12C0kur Coper  sP1s-12185 Recepton 658 Dime Road, South Ridng, ,.. 2101 8.00
i Contract lass ~ | @ [eness J v | tmincusons | temconiocs
= Contract Category - % Marked  FeeType  FeeTypeDesc ChargeAmo.. AccountCode COSAccoun. InvokeDesrpton | StariDate  EndDate | Period PeriodType | BilngCyce
H Startpate pemis - v B o - o o 0 - - - 5 =
End Date [TpmB - (S Evergreen 0.000 1202 202 13/06/2014  13/06/2019 60 Months  Months
perod - o Inhouse Re. 0.000 1201 201 13/06/2014  13/06/2019 60 Months  Months
Clo
O Loan 0.000 1200 2200 13/06/2014  13/06/2019 60 Months. Months
Ho Period Type [Monts g 2 N Insurance 450.000 1203 203 Monthy Insurance F... 13062014 13/06/2024 60 Months  Months
Department _ Sales Department O r Bank Rental 0.000 1204 2204 13/06/2014  13/06/2019 60 Months Months
Contract Manager Carolina Suzzetta Lourens van e = O ren StandardR. 0.000 1202 2202 13/06/2014 | 13/06/2019 60 Months Months
o s Service 750.000 1101 2101 Monthly Service Fee  13/06/2014  13/06/2024 60 Months  Months
Salesman seinds shaman Be 4 y 6 061
. Fee Indusions
Aggregate Billng |1 () % SiAType | Code |Desaigton  Quantty
Hide Fee Detadl [ » BoM TONERS _Toners Induded 15
=] — Maon umtam L sumepaia aanemnia | en Mowhe Monthe
1,200.00
- | N
| —_——
Contractinfo | CustomerInfo  BlingInfo  Rental Info “
Open Windows ~ | User:Banca | 03/02/2023 | Version: 2.5.1.4 | Example Company

Delete Inclusion

Another option in the Item Inclusions Process menu is Delete

Inclusion.

Right click in the row of the item inclusion that you wish to
delete from the .png.

* In this image INST - Installation Fee has been selected.

The Process menu will pop up.

Click on Delete - Delete Inclusion.
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TECHNOLOGTES Add Item |nC|USi0nS

s - . : i e x
‘ @ | tome | Equoment/locatons  Contract  France/MR  Inventory  Mantenance /Projects  Manufoctring  Procsement  Saes  Service  Reportng  Utites - & x
N
HO ®|
=]
Save Back | Savelayout Workspaces
Process . Format a
| [ Links # || Contract Info 2| e
ez : £
2 PartCode  Descripton SeialNo  AsseRego  LocationDesc  Location ShippingAddress COSAccoun... SLAtous  TraveRad &
%) Functions Comtract Mo [ v e 0 o 0 0 o 0 o = = H
g Contract Type | Cost Per Copy ~* |y B spis12. sP19-12Colour Copler  sp19-12185. Reception 658 Dime Road, South Ridng, , .. 2101 8.00 i
§ Contract Class - Ttem Fees | Item Meters | Item Indusins | Ttem Contacts
2l Contract Category - [ Code Description SAType | Quantty
3 StartDate 1306/2014  ~ TONERS Toners Incuded BOM
oeL Deivery Fee =
EndDate 13062018~
TECH Technican RFT
period L » 26789101 101 Block Toner PART
perad e e T ———
e ——— part
Department 'sses Department T e K part incison
Contract Manager |Cerolna Suzzetia Lourens vande.. ~ * [ BOM
‘Add BOM Indusion
Salesman Belnda Sharman -
o Gt
Aggregate Billing | Add Craft Indusion
Hide Fee Detail || o service
'Add Service Indlusion
& Delete
Delete Incusion
f Link Fee
Lk Fee to ths Indusion
———
| contractinfo [ CustomerInfo  BlingInfo  RentalInfo .
Open Windows | User:Banca | 03/02/2023 | Version: 2.5.1.4 | Example Company

e An Input Validation message box will pop up asking:
* Are you sure you want to delete this item inclusion -
[Serial Number or Location Description]?
* Click on Yes.

® - +A - BPO: Version 2.5.1.4 - Example Company — (&)
| @ | rome | Eaupment/locatons  Contract  France/HR  Inventory  Mantenance [Proects  Mowfoctrng  Proaement  Sdks  Service  Reportng Utites - & x
Mo =@
==
@ ==
Save Bak | Savelayout Workspaces
Process . Format &
2| Links # || Contract Info )
M| S » £
2 PartCode  Descripton SeridNo | AssetRegho | LocationDesc  Location SippingAddress COSAccoun... SLAvous | TraveRadu %
)| Functions Contract o [ v 0 o 0 o o 0 o - - z
H Contract Type | Cost Per Copy T |y B2, 19-12c0ou coper  sp19-12185 Reception 658 Dime Road, South Riding, ,... 2101 8.00
§ Contract Class M Ttem Fees | Ttem Meters | Item Incusions | Ttem Contacts
L Contract Category - [ Code ton SAType | Quantity | FeeType
H StartDate '1305/2014  ~ TONERS ‘Toners Induded BOM 1s
Delvery F v
EndDate (13062018~ L) pr= = :
TECH Technician RFT 2
period L » 26789101 101 Back T PaRT 2
Period Type | Months . * Delete Row | ]
Department |Sales Department <]* [« |
Contract Manager [Caroina Suzzetta Lowers vande . ~|* o Areyou e you want o et s eemincson
Sallesman Belnda Sharman <]
Agaregate illng ||
g [
Hide Fee Detail []
| —_———
ContractInfo | CustomerInfo  BlingInfo  Rental Info
Open Windows ~ | User:Banca | 03/02/2023 | Version: 2.5.1.4 | Example Company

* The selected item will now be removed from the Item Inclusions

frame.
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Add Item Inclusions

$ - :
\ﬁ Home | Equpment/Locaions  Contract  Finance /MR Inventory  Mantenance /Projects  Manufacturing  Prorement  Sales  Service  Reportng  Utiies - & x

HOo ®}

Save Back | Savelayout Workspaces

Process Format a

Links # |[ontract 1o c
= i
g|| s | |Patcode  Descrpton SeralNo | AssetRego | LocatonDesc | Locaton Shppngaddress COSAccoun...| SLAHours | TraveRadk| &
S runctions Costract Mo 000000016 B o o o o e o o = = Ed
5 Contract Type  Cost Per Copy ~* | » B sP19-12.. SP19-12 Colour Copler  SP13-12185. Reception 658 Dime Road, South Riding, ,... 2101 8.00
§ Contract Class [ ttem Fees | ttemMeters | Htem Incusons | ftem Contacts
b Contract Category - 2/ Code Description SLAType | Quantity | FeeType
H StartDate 13062014+ » o TR EED A

DEL Delivery Fe SERV 1
E s -
HoldHistory

e Tecmcan crer 2
rered CEly - I R I
T 0

Period Type | Months

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

Salesman |gelnda sharman

Aggregate Billing ||
Hide Fee Detail ||

| —_——
ContractInfo | CustomerInfo  BllngInfo  Rentalnfo |

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

SAVE ITEM INCLUSIONS

SAVE THE CONTRACT

* When you are done, click on Save.

s - : =&)X
§m\w/mmmm/mmmm/mmmmxsummme - & x

Ho =

Save Back | Savelayout Workspaces

P
2|[u # || customer Inf o L
e \ P
£ PartCode Description SerialNo AssetRegNo  LocationDesc Location ‘ShippingAddress. (COSAccoun. i
L Customer Tt s | 3z
| Functions e | v e 0 o o0 0 o0 0 = |z
H Address, [STmeRnd £ " | BP19-12. P19-12Cohour Coper  SP1-12185, T Recepton 658 Dime Road, South Ridg, ... 2101
H - I I I S S
o 17
H Order o
N Required

Location Man .

Contractinfo | CustomerInfo | BlingInfo  Rentallnfo |

| 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
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Add Item Inclusions

to the Status you last selected.
* Click on the drop-down arrow in the Status field and select the

relevant status.

® - = ® x|
@ | fome | Equpment/Locatons  Conbact  Fnace/HR  Inventory  Mantenance [Projects  Manufactring  Procsement  Ssles  Servke  Reportng  Utitis - & x
A ==| [q savelayout i Hold. o Release For A a Durban v o 2 mm g
= Y C [ Find Serial No.
Q2 X 8 | e &rmoermimos e e
Add  Edt Delete  View | - N © pea Close = Print  Export | Reports
¥ sSaveFiter & Relea: P Appr Contract | |Status & StatusDesc ). v
Forn 4 N New o
Released
Unks a A A
- H Hold
CustomerC... ' CustomerName CustomerD... CofP Suspend frdero StartDate EndDate Department... Period PeriodType... BilingCyde... BilingPeriod  Billr
L3 L3 L3 E: | C Closed = = 0 = Qe L3 = =
X Deleted v
TIA0O1 Titan Group A x Y 13/06/2014  13/06/2019  Sales Depar. 60 Months Months 4
SAMDO1. ‘Samanthas Diner = TOIPE Lo, DOrban ATes. 09/07/2014  09/07/2019  Sales Depar. 60 Months Months. 5
OFF001 Office Supplies Unlimited cPC CostPer Co... Main 28/07/2014  28/07/2019  Sales Depar. 60 Months Bi-annual 6
YES001 ‘Young Electric e CostPer Co... Hiloest 24/03/2016  24/03/2021  Sales Depar. 60 Months Months. 1
PANOO1 Panda Copiers. cPC CostPer Co... Main 05/07/2016  05/07/2021  Sales Depar. 60 Months Months 5
HOPDO1. Hope Works (Pty) Ltd cre CostPer Co... Main 01/08/2016  07/09/2021  Sales Depar. 60 Months Quarterly 5
HOPOO1 Hope Works (Pty) Ltd cpC CostPer Co... Durban Area 1234 07/03/2018  07/03/2023  Sales Depar. 60 Months Months 2
DER001 Derton / Technologies (= CostPer Co.. Durban Area 1234 15/06/2018  15/06/2023  Sales Depar. 60 Months Months. 6
PIN00O1 Pink Shoes cPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
PINO0O1 Pink Shoes. cpC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
OFF001 Office Supplies Unlimited cPC CostPer Co... DurbanCen.. 1234 06/05/2017  06/05/2020 60 Months Months 2
HOPOO1 Hope Works (Pty) Ltd cPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months. 4
Open Windows | 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.

* 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.
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$ = Contract Listing
\}_| Home | Equpmentandlocations  Contract  FinanceandHR  Inventory Projects Sales  Serviee  Reportng  Utiities

@ [‘;? x | Pretoria 7l B Findserial e, Lﬁ L_a -H:—I

[T save Layout 4, Release For Approval

& workspaces v

Add  Edt Delete  view e Print  Export | Reports
%, Save Flter ¥ Find Contract & por epee
Processing 7l Format Current i Print 4| Repo.. 4 &
ContractNo | CustomerCode | CustomerDepth ContractType | ConfractTypeDesc  Location Orderho StariDate  EndDate Departmentiiame  Period
v o ol o0c ol s s ol B = = s =
CO000254  HOPOD1 Hape Works Sales Department e Cast Per Copy Pretoria 1 09/12/2018  09/12/2024  Sales Department 0

Hold History

Suspend History

Processing

Invoices

| User:JuditiM | 03/12/2019 | Version: 2.3.0.4 | TESTALPHA - UDITHPCLOCAL

MNU.112.027
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