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Edit Contract Item

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

CONTRACT

EDIT CONTRACT ITEM

A contract item can be edited when the contract is in the Active state.

Certain amendments made to the contract item, will trigger the contract to
be moved back to the Released state, in order for the contract to be checked
and re-Approved. An email will then be sent to all users who have the rights

to authorise this contract.

These are the changes involved that will trigger the re-Approval process:

If any contract Item is added or removed

If any contract Item Fee is added or removed

If the Billing Customer on an Item Fee or Item Meter is changed.

If any of the following details are changed on contract Item Fees:
° Amount
° Start Date
° End Date
° Escalation %
° Account Code
° COS Account Code
° |nvoice Description
° Billing Period
° Billing Cycle
° Finance Party

° Finance Amount

Ribbon Select Contract > Contracts
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® - BPO: Version 2.5.0.14 - Example Company =Ex
@ | Eosoment/Locatons | Contoct | France /MR Tnventory  Maintenence [Projects  Manufoctring _ Proasement  Sdes  Senke  Reportng  Uiies
] ] D G - c fad . = = - )
BE I «a=28 E B =2 @ ¥ & o @3B o @B Q
Contracts | ShortTerm | Meter Release Biling Close Biling  Awaiting Period Adhoc Escalation  Unprocessed Manual Contract  Contract  Balances Short-Term  Biling Batch BuyBack SelOff Contract Biling
Contracts | Usage Biling Period Period Contract Escalations Escalations Notfications Meters Invoice Credit Notes Products  Batches Scheduling Requests Requests Preview

Previe o

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.

e - Contract Listing - BPO: Version 2.5.0.14 - Example Company =&
@ | tome | Equpment/locstons  Contract  Fnance/HR  Inventory  Mantenance [Projects  Manufactrng  Proaement  Saes  Servie  Reportng  Utites - & x
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Links »
CustomerC... CustomerName CustomerD... ContractType ContractTy... Location OrderNo StartDate EndDate Department... Period PeriodType... BilingCyde. lingPeriod  Biliny
o s o o e 3 o = = o = e e - -
DEROOI  Derton /Technologes e CostPer Co... Durben Area 07/05/2014  07/05/2019  Sales Depar. 6 Months  Months 3
TIA001 Titan Group cPC CostPer Co... Main 13/06/2014  13/06/2019  Sales Depar. 60 Months Months 4
SAMOO1 ‘Samanthas Diner cPC CostPer Co... Main 09/07/2014  09/07/2019  Sales Depar. 60 Months Months 5
OFF001  Offce Supples Unimited e CostPer Co... Man /0772014 28/07/2019  Sles Depar. 6 Months  Brannual s
DANO02 Daning Shoes PRE Prepaid Con... Kloof test 23/03/2016  23/03/2021  Sales Depar. 60 Months Months 1
YES001 ‘Young Electric CPC CostPer Co... Hilcrest 24/03/2016  24/03/2021  Sales Depar. 60 Months Months 1
PANOOL Panda Copiers CPC CostPer Co... Main 05/07/2016  05/07/2021  Sales Depar. 60 Months Months 5
HOPOO1 Hope Works (Pty) Ltd CPC CostPer Co.. Main 07/03/2016  07/09/2022  Sales Depar. 60 Months Months 7
HOPOO1 Hope Works (Pty) Ltd CPC CostPer Co... Main 01/08/2016  07/09/2021  Sales Depar.. 60 Months Quarterly 5
HOPOO1 Hope Works (Pty) Ltd PRE Prepaid Con... Durban Area 29/05/2017  29/05/2022  Sales Depar. 60 Months Months 3
APPOCOL  Apple Juce Inc e CostPer Co... Durban Area o038/2017 030872022 6 Months  Months o
HOPOOL  Hope Works (Phy)Ltd e CostPerCo... Durban Area 1234 07032018 0703/2023  Saes Depar. 6 Months  Months 2
HOPOOL  Hope Works (Pty) Ltd e CostPer Co... Durbsn Avea 29052018 29/05/2023  Sles Depar. 6 Months  Months )
DER001 Derton / Technologies: CPC CostPer Co... Durban Area 1234 15/06/2018  15/06/2023  Sales Depar. 60 Months Months 6
PN Pk Shoes. e CostPer Co.. Durban Avea 1/06/2018  1/06/2023  Sales Depar. 6 Months  Months 4
PIN00O1 Pink Shoes. cPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
OFF001  Offce Supples Unimted e CostPer Co... Durban Cen... 1234 06/05/2017  06/05/2020 6 Months  Months 2
HOPOOL Hope Works (Pty) Ltd cpc CostPer Co... Durban Area 10/09/2019  10/09/2024  Sales Depar. 60 Months. Months 7
HOPOO1 Hope Works (Pty) Ltd CPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
\WES001 Westwood Dynamic CPC CostPer Co... Durban Area 1234 15/10/2019  15/10/2024  Sales Depar.. 60 Months Months 8
d
Open Windons ~ | User:BancaD | 21/10/2022 | Verson: 2:5.0.14 | Example Conpany
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SELECT THE CONTRACT

* Select the row of the contract that you wish to process.
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¢ Click on the Edit button.
(=)&) x]
| Home | Equpment/Locatons  Contract  Finance /R Inventory Sdles  Service  Reportng  Utities - & x
[ Sevelayout | Mol o Reles T Graseas, | () WY
5 Workspaces + | B Suspend @ -
T Save Fiter 1§ Release P Appro W FndContract | Pt Eigort | Reports
J Foma et repo. S
Contacto CustomerC... | Customertiame Customerd.. ContactType ContracTy.. locaton  Orderto  StriDate  Encoate  Department.. Period  perodType... BingCyce.. BlgPerod g
o o o o o * o o = - o = o a - -
om0z TAGI  TianGrow e Costper Co... Durban Aves 16052014 16/05/2019  Soles Depar. 6 Months  Months 3
00000016 T1A001 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... Durban Area 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
CO0000031 'YES001 Young Electric cPC CostPer Co... Hilrest 24/03/2016  24/03/2021  Sales Depar. 60 Months Months 1
CO000$1  PANDI  Panda Copiers e Costper Co... Man 050772016 05/07/2021  Sales Deper. 6 Months  Months s
CO0000043 HOPOO1 Hope Works (Pty) Ltd cPC Cost Per Co... Main 01/08/2016  07/09/2021  Sales Depar. 60 Months Quarterly 5
CO0000072 HOPOO1 Hope Works (Pty) Ltd PC 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
00000077 PINOOOI  Pink Shoes e CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
Sucpend Hitury CO0000078 PIND0O1 Pink Shoes: CPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
CO0000080 OFF001 Office Supples Uniimited cPC CostPer Co... DurbanCen... 1234 06/05/2017  06/05/2020 60 Months Months 2
CO0000079 HOPOO1 Hope Works (Pty) Ltd PC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
invoices
CredtNotes
‘MW' | User:Bianca | 09/02/2023 | Version:2.5.1.4  Example Company

The Contract Maintenance screen will be displayed.
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‘ g Home | Equipment /Locatons. Contract  Finance /HR Inventory Maintenance / Projects. Manufacturing Procurement Sales Service Reporting Utiities - & x
HO ®|
=
Save Back | Savelayout Workspaces
Process Format &
2| [inks # |[ contract Info ® =
3 — e PartCode  Descripton Seridlo | AssetRegho | LocationDesc | Location ShppngAddress cosccoun. g
)| functions Comtract s [COD0D0DE v e ) o o o e 0 o - |2
g Contract Type [Cost Per Copy R » B SP19-12.. SP19-12 Colour Copier  SP19-12185. Reception 658 Dime Road, South Ridig, ,... 2101
H Contract Class M « | I N A —
= Contract Category -
H StartDate [1306/2014  ~
End Date  13/06/2019 -
Period 6 3

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

Salesman |gelnda sharman

Aggregate Billing ||
Hide Fee Detail ||

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

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

EDIT ITEM DETAILS

* Here you can make changes to the following contract item details:

° Location

° Shipping Address
° COS Account Code
° SLA Hours

° Travel Charge

° |s Extra

* To make a change to any of these details, click in the relevant
field of the selected item.
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% hd Maintenance for Contract No. : CO0000031 - Status : A - BPO: Version 2.1.0.46 - Example Company - O X

Hmne‘quju'nemandLucaﬁnns Contract Finance and HR  Inventory i and Projects |k facturing  Pr Sales Service Reporting Utlites — & X

i p e
HO X
=

Save Back | Savelayout Workspaces

PartCode Description ModelNo SerialNo  AssetRegNo  LocationDesc | Location ShippingAddress COSAccountCode | SLAHours | Trave]
¥
» B sP204 5P204 Colour Copier SP204 First Floor 12 Du Toit, Bluff, , , , 4052 2101 8.00

B sP2020 SP2020 Sprint Colour Multi Functional Copier SP2020 AREG000205 Reception 12 Du Toit, Bluff, , , , 4052 2100 8.00

~ I I N N N

| OJu1 Bu1g | Oju] WO | O] PRAUO) || BN

Open Windows ~ 16 Feb 2018 4

EDIT LOCATION

* In this example, we have clicked in the Location field of the
second contract item in the list.

° The original location is Reception.
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% ¥ Maintenance for Contract No. : CO0000031 - Status : A - BPO: Version 2.1.0.46 - Example Company - O X
| = |

Hnme‘ andLocations Contract FinanceandHR  Inventory and Projects M Procurement Sales Service Reporting Utliies — & X

40 & B8

Save  Badk ‘SaveLaymt Workspaces

Process

PartCode Description ModelNo | SerialMo  AssetRegNo  LocationDesc  Location ShippingAddress COSAccountCode | SLAHours Travel
.
» @SP4 SP204 Colour Copier 204 First Fioor 120uTalt, Buf, ,, , 4052 2101 8.00

Bl SP2020  5P2020 Sprint Colour Multi Functional Copier  SP2020 AREG000205 120uToit, Buff, ,,, 4052 2100 8.00

g ' | | | |

| U1 Buljjig | OJu] JBWOISND | O] PENUD || SN

Open Windows ~ | 16Feb 2018 Y

* Type in the new location.
° In this example, Second Floor has been typed in.
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@ v Maintenance for Contract No. : CO0000031 - Status : A - BPO: Version 2.1.0.46 - Example Company - [m] X

Hnme‘ i andLocations Contract Finance andHR  Inventory  Main e and Projects  Manufacturing Procurement Sales Service Reporting Utiites — & X

Ll oo
Ho
=
Save Back | Savelayout Workspaces

PartCode Description ModelNo SerialNo  AssetRegNo  LocationDesc | Location ShippingAddress COSAccountCode | SLAHours Travel
G

SP204  SP204 Colour Copier sP204 First Floor 12Du Toit, Bluff, ,, , 4052 2101 8.00
I B SP2020  SP2020 Sprint Colour Mult Functional Copier  SP2020 AREG000205 12DuToit, Bluff, ,, , 4052 2100 8.00

+ I N N

| O Bull)g | oI WOIND | 0Ju] PRAU) | | SpN

Open Windows ~ 16 Feb 2018 4

EDIT TRAVEL RADIUS

® Note: This should be O if travel is included in the contract)
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% A Maintenance for Contract No. : CO0000031 - Status : A - BPO: Version 2.1.0.46 - Example Company - O X

Hnme‘ and Locations  Contract Finance andHR  Inventory and Projects  Mani ing Procurement Sales Service Reporting Utlies — & X

D -
HOo X
] =]

Save  Back ‘SaveLayuut Workspaces
-

AodelNo  SerialNo  AssetRegNo  LocationDesc  Location ShippingAddress COSAccountCode  SLAHours TravelRadius TravelChargeRate CategoryDesc IsExtra Status
¥

» P204 First Floor 12 Du Toit, Bluff, , , , 4052 2101 8.00 [} 0.00 |Hardware No A
P2020 AREG000205 Reception 12 Du Toit, Bluff, ,, , 4052 2100 8.00 0 0.00 | Hardware No A

« I I N L
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Open Windows ~ | 16Feb 2018 4

* |n this example, we have clicked in the Travel Radius field of the
first machine in the list.

° The Travel Radius is currently O.
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¥ Maintenance for Contract No. : CO0000031 - Status : A - BPO: Version 2.1.0.46 - Example Company - [m} X
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B ®
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J AodelNo SerialNo  AssetRegNo LocationDesc  Location ShippingAddress COSAccountCode | SLAHours | TravelRadius  TravelChargeRate CategoryDesc IsExtra Status
gl
& |4 w4 First Floor 12DuToit, Bluff, , , , 4052 2101 8.00 0.00 Hardware No A
2| w2020 AREG000205 SecondFloor  12DuTeit, Bluff, ,,, 4052 2100 8.00 0 0.00 Hardware  No A
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 Either type in or use the arrow indicators to select the updated

travel radius for this contract item (in kilometres).
° In this example, the Travel Radius has been changed to

42.

SAVE ITEM CHANGES

SAVE THE CONTRACT

* When you are done, click on Save.
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‘ 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 1nfo »
8l Enter text o semcn.. P g
2 PariCode  Desaption SeralNo | AsseRegho  LocatonDesc Locaton ShopnoAddress COSAccon g
]| runctions Customer [Titan Group 2l vl 0 - o e - e 0 - |g
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 Main
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
A = @ Save Layout i ol Release For A al . n - . T g
O 2 X [§ Zrow L O ecere @) | (2 s | (B 03
5 o | B 5t 5 ‘
Add Edt Delete  View | = N © Decine Cosure_Chse Print Export | Reports
% Save Fiter B Release P Ao comey [Fome A omuwsesc 7] Al P
Processing Format Status Processing N New prin Repo P
= ; — ) o |
ks a ] hete
H Hold
Contracto CustomerC...  CustomerName CustomerD... Cof P Suspend frdero StartDate EndDate Department... Period PeriodType... BilingCyde... BilingPeriod Bl
v o o e o€ Closed - = = 0 = 0 0 = =
X Deleted
» CO0000016 TIAOOL Titan Group A x Y 13/06/2014  13/06/2019  Sales Depar. 60 Months Months. 4
€00000018 SAMOO1 Samanthas Diner = CoStPer L0 Durban Ares. 09/07/2014  09/07/2019  Sales Depar. 60 Months Months. 5
00000019 (OFF001 Office Supplies Unlimited cPC CostPer Co... Main 28/07/2014  28/07/2019  Sales Depar. 60 Months Bi-annual 6
00000031 YES001 Young Electric crC CostPer Co... Hilorest 24/03/2016  24/03/2021  Sales Depar... 60 Months Months. 1
CO0000041 PANOOL Panda Copiers (= CostPer Co.. Main 05/07/2016  05/07/2021  Sales Depar. 60 Months Months. s
CO0000043 HOPDO1. Hope Works (Pty) Ltd cPC CostPer Co... Main 01/08/2016  07/03/2021  Sales Depar. 60 Months. Quarterly 5
CO0000072 HOPDO1. Hope Works (Pty) Ltd PC CostPer Co... Durban Area 1234 07/03/2018  07/03/2023  Sales Depar. 60 Months Months. 2
00000074 DER0O01 Derton / Technologies cPC CostPer Co.. Durban Area 1234 15/06/2018  15/06/2023  Sales Depar. 60 Months Months. 6
€00000077 PIN00O1 Pink Shoes (= CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months. Months 4
00000078 PIN00O1 Pink Shoes cre Cost Per Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months. 4
C00000080 OFF001 Office Supples Unlimited pC CostPer Co... DurbanCen... 1234 06/05/2017  06/05/2020 60 Months Months. 2
CO0000079 HOPDO1. 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 | 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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* 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 =]
| & || tome | Equpmentandlocains  Contract  FinenceandHR  Inventory  ManternanceandProjcts  Manufacturing  Procurement  Saes  Serviee  Reporng  Utiities - & x
— s [=] | Ig Hold o == & =y
z x = [ savelayout i i1, Release For Approval Y Pretoria 5] Find Serial No. Lgf | -_LI
O XE s o '8
Add  Edt Delete Vew | _ 0 i Prit  Export | Reports
¥, saveFiter [ N v | R Refieth ¥ " Find Contract & po
Processing Format Current Print 4| Repo a |
¥
)
Contractho CustomerCode CustomerName CustomerDeptiame ContractType ContractTypeDesc  Location OrderNo StartDate EndDate DepartmentName Period
¢ e o ol o Al Al e e = = ol =
Fcnnmnzsq HOPOO1 Hope Works Sales Department cpC Cost Per Copy Pretoria 1 09/12/2019  09/122024  Sales Department 60
Notes
Hold History
Credit Notes
’
Open Windows ¥ | User: JudithM | 09/12/2019 | Version: 2,3.0.4 | TEST ALPHA - JUDITH PC LOCAL ﬁ!

NOTE ON CONTRACT TRIGGERS

® Note: If the item detail that was changed, was one of
the triggers that would move the contract back into
the Released status, then you will need to change the
Contract Listing screen status to Released to be able

to view the updated contract item details.

MNU.112.034
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