CcC(OOO=
Add New Location Contract (pre v2.3.0.0)

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

CONTRACT

ADD NEW LOCATION CONTRACT (PRE
v2.3.0.0)

A Customer Location is required for a Customer Location Contract.

The 'location item' that is being added to the contract is a defined customer

location.

Ribbon Access: Contract > Contracts

A BPO: Version 2.1.0.48 - Example Company - O X

Equipment and Locations FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting Utilities
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Contracts | ShortTerm | Meter  Release  Biling CloseBiling Awaitng  Period Adhoc  Escalation  Unprocessed Manual Contract  Contract Biling

Contracts | Usage Biling Period Period Contract Escalations Escalations Notifications Meters Invoice Credit Notes Preview

essing

The Contract Listing screen will be displayed.

e Select the site that you wish to work in.
° In this example, Durban has been selected.
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Contract Listing - BPO: Version 2.1.0.48 - Example Company

and Locations Contract Finance and HR  Inventory

and Projects  Man

Sales Service Reporting Utiities

o X
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| [ sevelayout < Hod o Re al @ Durban | 2 I ‘g m@é i}]
— | 2= Workspaces v | % Suspend gL Re a D # Name
View N Close o AlSites Print Export | Reports
i save Fiter [ P Appro Contract | | [Duben’ - -
g Format A |2 Pretoria print a| Re.. .
= 3 Cape Town
el
ContractNo ContractType  Location CustomerCode  CustomerName StartDate EndDate Departmentiay
) x P
» CO0000008  CPC ForestHill... YES001 Young Electric CostPerCopy  abci23 07May 2014 07May 2019 Sales Departm
LS5 00000010  CPC BPORSI  HOPOOI Hape Warks Cost Per Copy 05Jan 2011 07Jan 2016 Sales Departmd
€O0000011  CPC Main WES001 Westwood Dynamic ~ CostPerCopy  ConbractOrderNo 09May 2014 09May 2019 Sales Departm
CO0000014  CPC Main TIAQO1 Titan Group Cost Per Copy 16 May 2014 16May 2019 Sales Departmi
CO0000016  CPC Main TIAOOL Titan Group CostPer Copy 131un2014 13Jun 2019 Sales Departm:
CO0000018  CPC Main SAMDO1 Samanthas Diner Cost Per Copy 091U 2014 091u2019  SalesDepartmd
CO0000018  CPC BPO_TEL  OFF001 Office Supplies Unlimited Cost Per Copy 2832014 28342019  Sales Departm
Hold History €O0000020  CPC Main HOP0O1 Hope Works Cost Per Copy 01Jan2011 31Jan 2016 Sales Departm
€O0000028  CPC Main HACDO1 Hack PC - IT Shop CostPer Copy 293un 2015 29Jun 2020 Sales Departm
PCO000001  PRE Kloof DANOD02 Dancing Shoes Prepaid Contract  test 23Mar 2016 23Mar 2021 Sales Departmg
—— CO0000031  CPC Durban Area YES001 Young Electric CostPer Copy 24Mar 2016 24Mar 2021 Sales Departm
€O0000038  CPC Main SAMDO1 Samanthas Diner CostPer Copy 23Jun2016 23Jun 2021 Sales Departm
€O0000041  CPC Main PAN0O1 Panda Copiers CostPer Copy 051u2016 0512021 SalesDepartm
€O0000042  CPC Main HOPDO1 Hope Works Cost Per Copy 07Sep 2016 07Sep 2021 Technical
CO0000043  CPC Main HOPDO1 Hope Works CostPer Copy 01Aug 2016 07Sep2021 Sales Departm
€O0000044  CPC Main BOTO001 Bothas Networkinginc  Cost Per Copy 250ct 2016 250ct 2021 Sales Departm
€O0000080  CPC BPORSI  HOPOO1 Hope Works CostPer Copy 16Feb 2018 16Feb 2023 Technical
Credit Notes
‘ v
Open Windows = | | 27Feb 2018 4

contract.

selected site.
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A Contract Listing - BPO: Version 2.1.0.48 - Example Company - [m] X
Home ‘ and Locations  Contract Finance and HR  Inventory and Projects  Manufa Procurement Sales Service Reporting Utlites — &
B Al = g < ¢ - 2 =
n x [E] save Layout i« Hold Durban i Find Serial No. ‘ﬁ ficsi] qj
O xE S S =
A it Delete  View lose i Print Export | Reports
%, Save Filter Contract | G Refresh ¥ ° Find Contract ) =
3 Format a P Current p Print 4| Re a
Links 2
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ContractNo ContractType  Location CustomerCode | CustomerName ContractTypeDesc = OrderNo StartDate EndDate Departmenthal
L
» CO0000008  CPC ForestHil... YES001 Young Electric Cost Per Copy abc123 07May 2014 07May 2019 Sales Departm:
C00000010  CPC BPO_RSI HOPOO1 Hope Works Cost Per Copy 05Jan 2011 07 Jan 2016 Sales Departm
CO0000011 CPC Main WES001 Westwood Dynamic Cost Per Copy ContractOrderNo 09 May 2014 09 May 2019 Sales Departm
CO0000014  CPC Main TIADO1 Titan Group Cost Per Copy 16May 2014 16 May 2019 Sales Departm
CO0000016  CPC Main TIAD01 Titan Group Cost Per Copy 13Jun 2014 13Jun 2019 Sales Departm
CO0000018  CPC Main SAMOO1 Samanthas Diner Cost Per Copy 09Jul 2014 09 Jul 2019  Sales Departm:
CO0000019 CcPC BPO_TEL OFF001 Office Supplies Unlimited Cost Per Copy 28Jul 2014 28 Jul 2019  Sales Departm
Hold History CO0000020  CPC Main HOPOO1 Hope Works Cost Per Copy 01Jan 2011 31Jan2016 Sales Departm
CO0000028  CPC Main HAC001 Hack PC - IT Shop Cost Per Copy 29Jun 2015 29 Jun 2020 Sales Departm:
PC0000001 PRE Kloof DANO02 Dancing Shoes Prepaid Contract  test 23Mar 2016 23 Mar 2021 Sales Departm:
I COD000031 CPC Durban Area  YES001 Young Electric Cost Per Copy 24Mar 2016 24 Mar 2021 Sales Departm
Suspend History
CO0000038  CPC Main SAMO001 Samanthas Diner Cost Per Copy 23Jun 2016 23 Jun 2021 Sales Departm:
CO0000041  CPC Main PANOOL Panda Copiers Cost Per Copy 05Jul 2016 05Jul 2021  Sales Departm
COD000042 CPC Main HOPOO1 Hope Works Cost Per Copy 07Sep 2016 07 Sep 2021 Technical
CO0000043  CPC Main HOP0O1 Hope Works Cost Per Copy 01Aug 2016 07Sep 2021 Sales Departm:
CO0000044  CPC Main BOTO001 Bothas Networking inc  Cost Per Copy 250ct 2016 250ct 2021 Sales Departm:
CO0000060  CPC BPO_RSI HOPOO1 Hope Works Cost Per Copy 16Feb 2018 16 Feb 2023 Technical
Credit Notes
‘ »
Open Windows ~ | 27Feb 2018 Y

ADD NEW CONTRACT

e Click on Add.
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% ¥ Contract Listing - BPO: Version 2.1.0.48 - Example Company - [m] X
Home ‘ i andLocations Contract Finance and HR  Inventory  Maini andProjects  Manufacturing Procurement Sales Service Reporting Utiies — & X
@ C;Z x ['S_ Save Layout E Hold .»i e Fo @ Durban "| & Find Seriai No. Q mﬁié "li]
== Workspaces » | % Suspend @ Remove Fro Active -
Add | Edt Delete  view 9, Sove Fler ) i 23?:“ o ¥ Find Contract | Print Export } Reports
Pro Format Current i Print ‘ Re
Links a
£ )
ContractNo ContractType  Location CustomerCode = CustomerName ContractTypeDesc OrderNo StartDate EndDate DepartmentNay
¥
» CO0000008  CPC ForestHil... YES001 Young Electric Cost Per Copy abc123 07May 2014 07May 2019 Sales Departm
o — CO0000010  CPC BPORSI  HOPOO1 Hope Works CostPer Copy 05Jan2011 073an2016 Sales Departm
C00000011  CPC Main WES001 Westwood Dynamic Cost Per Copy ContractOrderNo 09 May 2014 09 May 2019 Sales Departm
€00000014  CPC Main TIAOO1 Titan Group Cost Per Copy 16May 2014 16 May 2019 Sales Departm:
CO0000016  CPC Main TIAQ01 Titan Group Cost Per Copy 13Jun 2014 13Jun 2019 Sales Departm
CO0000018  CPC Main SAMOO1 Samanthas Diner Cost Per Copy 09 Jul 2014 09 Jul 2019 Sales Departm
CO0000019  CPC BPO_TEL OFF001 Office Supplies Unlimited Cost Per Copy 28Jul2014 28 Jul 2019  Sales Departm:
Hold History CO0000020  CPC Main HOPOO1 Hope Works Cost Per Copy 01Jan2011 31Jan 2016 Sales Departm
C00000028  CPC Main HACD01 Hack PC - IT Shop Cost Per Copy 293un 2015 29 Jun 2020 Sales Departmi
PCO000001  PRE Kioof DANO02 Dancing Shoes Prepaid Confract  test 23Mar 2016 23Mar 2021 Sales Departm
T CO0000031  CPC Durban Area YES001 Young Electric Cost Per Copy 24Mar 2016 24Mar 2021 Sales Departmi
€O0000038  CPC Main SAMO01 Samanthas Diner Cost Per Copy 23Jun 2016 23 Jun 2021 Sales Departmi
CO0000041  CPC Main PANOO1 Panda Copiers Cost Per Copy 0522016 05Jul 2021  Sales Departm
CO0000042  CPC Main HOPOO1 Hope Works Cost Per Copy 07Sep 2016 07 Sep 2021 Technical
CO0000043  CPC Main HOP0O1 Hope Works Cost Per Copy 01Aug 2016 07Sep 2021 Sales Departm:
CO0000044  CPC Main BOT0001 Bothas Networkinginc ~ Cost Per Copy 250ct 2016 250ct 2021 Sales Departm
CO0000080  CPC BPO_RSI HOPOO1 Hope Works Cost Per Copy 16Feb 2018 16Feb 2023 Technical
Invoices
Credit Notes
“ »
Open Windows ~ | 27Feb 2018 P

* The Add a new Contract screen will be displayed.
¢ If the Information panels on the left of the screen are not already
open and docked, click on the required tab to bring it to the fore

and dock the panel.

ADD CUSTOMER INFO

¢ Click on the Customer Info tab.
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v Add a new Contract - BPO: Version 2.1.0.48 - Example Company O X
Home | Equipmentand Locations Contract FinanceandHR Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utiites — & X
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Open Windows ~ 27Feb 2018 4

The Customer Info panel will be expanded.
® Note: Dock this panel to make it easier to work in.

Add the Customer information, ensure that all the required fields [*]are filled

in.

Customer: Click on the search button and select the customer

from the Select a customer for this contract pop up screen.

Address: Click on the search button and select the address from

the Select an address for this contract pop up screen.

Order No: Type in the customer order number, if required.

Required: Only select this check box if the client must supply an

order number before a technician is sent on site.
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e Location: Click on the drop-down arrow and select the customer

location from the menu.

d Add a new Contract - BPO: Version 2.1.0.48 - Example Company - O x
Home | Equipmentand Locations Contract FinanceandHR Inventory Maintenance and Projects Manufacturing Procurement Sales Service Reporting Utlites — & X

e (e
HO &

Save Back | Savelayout Workspaces

= || customer Info @]
PartCode Desaription ModelNo ' SerialNo AssetRegNo LocationDesc  Location
Customer L I
Adds *
o = + [N N N N B

Order No
Required ||

Location v|*

Customer Info Contract Info Billing Info

Open Windows ~ 27Feb 2018 4

ADD CONTRACT INFO

* When you have finished editing the customer info details, click on
the Contract Info tab.
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% Home{Equrmentandanaﬁons Contract Finance andHR  Inventory  Maintenance and Projects  Manufacturing  Procurement Sales Service Reporting Utiites — & X

i sl
HO & &8

Save Back | Savelayout Workspaces

£ || Customer Info

Customer Info | Contract Info | Billing Info

Add a new Contract - BPO: Version 2.1.0.48 - Example Company - O X

PartCode Description ModelNo | SerialNo AssetRegMo  LocationDesc | Location ShippingAddress

Hope Works p* 9
Plot 91 Leaf Road o o
Forest Hills ’
New Town
Durban South
1234

Hillcrest v *

Open Windows ~

27Feb 2018 4

The Contract Info panel will be expanded.

Contract No: The contract number is generated by the system
(where configured in the Contract Type setup).

Contract Type: Click on the drop-down arrow and select the con-
tract type e.g., Prepaid Contract.

Start Date: This will auto populate with the current date but you
can click on the drop-down arrow and use the calendar function
to select an alternative date.

End Date: This will auto populate 5 years from the start date but
you can click on the drop-down arrow and use the calendar func-
tion to select an alternative end date if required.

Period: Either type in or use the arrow indicators to select the

period of the contract (life span of the contract).
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* Period Type: Select the period type (measure relating to the
lifespan), e.g., 60 months.

* Department: Click on the drop-down arrow and select the
department.

* Contract Manager: Click on the drop-down arrow and select the
contract manager.

e Salesman: Click on the drop-down arrow and select the sales-
man.

* Aggregate Billing: Click on this check box if the customer will
receive aggregate billing.

* Hide Fee Detail: Select this option if you don't want to show

individual contract invoice fee amounts.

" Note: If thisis an Evergreen contract, set your end

date to 31/12/2999.
v Add a new Contract - BPO: Version 2.1.0.48 - Example Company - (] X
Home | Equipmentand Locations Contract FinanceandHR Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reportng Utiites — & X
Il ¢ f ==
L I
Save Back | Savelayout Workspaces
= | Contract Info n
PartCode Desaiption ModelNo  SerialNo AssetRegNo  LocationDesc | Location ShippingAddress
Contract No v
Contract Type v * »
Start Date 27Feb2018 ~
End Date 27Feb 2023 v
Period 05*
Period Type v *
Department v
Contract Te
Manager
Salesman - |*
Aggregate Billing
Hide Fee Detail
Customer Info Contract Info | Biling Info )
Open Windows ~ 27Feb 2018 4
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BILLING INFO

* When you have finished editing the contract info details, click on
the Billing Info tab.

¥ Add a new Contract - BPO: Version 2.1.0.48 - Example Company = (] X
Home ‘ and Locations  Contract Finance andHR  Inventory  Main andProjects Manufacturing Procurement  Sales  Service  Reporting  Utiites — & X
HO =
Save  Back | Savelayout Workspaces
4
% Contract Info n
— PartCode Desaription ModelNo | SerialNo AssetRegNo  LocationDesc  Location
Contract No .
e "' |« N N N N N
StartDate 01Jan 2018  ~
End Date 31Dec 2022 -
period 60 2%
Period Type Months v|*
Department Sales Department -|*
Contract
Masager Ben Johnson v |*
Salesman Belinda Sharman v|*
Aggregate Billing |
Hide Fee Detail | |
Customer Info Contract Info |El'nglnfo |
Open Windows | | 27Feb 2018 4

The Billing Info panel will be expanded.

Some of these details will auto populate but they can be changed as

explained below:

* Billing Cycle: Click on the drop-down arrow and select the
billing cycle (billing frequency, e.g., monthly).

* Billing Period: This is the financial period in which billing will
first begin. Type in or use the arrow indicators to select the period

number (e.g., January = 11).
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* Billing Day: Type in the day that the customer will be billed (e.g.,
on the 25th of each billing cycle).

° The Billing Day can be used if you are billing different
contracts on different days or can be used as a filter in
the Contract Billing screen. The Billing Day is limited
to 31. You can type in the day that the customer will
be billed (e.g., on the 25th of each billing cycle) else

leave as O.

Escalation Type: Search for and Select an escalation type (usu-

ally percentage is used).

* Escalation Amount: Type in the escalation amount, depending
on the escalation type selected (e.g., 10 if the escalation should be
10%).

e Escalation Period: Type in the financial month at which the sys-
tem should escalate the contract.

® Note: If this escalates on the anniversary of the con-
tract, then use the same financial period as the billing
period.

* Currency: The system will auto populate with the currency
already set up on the customer but you can click on the drop-
down arrow and select an alternative currency if required.

" Note: For foreign currency contracts, all fee and
meters charges must be set up in the currency selec-
ted e.g., type in the dollar amount if the currency is
USD.

* Exchange: Type in the exchange rate.

e Tax Rate: Type in the tax rate.
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¥ Add a new Contract - BPO: Version 2.1.0.48 - Example Company - [m} X
Home | Equipmentand Locations Contract FinanceandHR Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reportng Utlites — & X
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. =
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Save Back | Savelayout Workspaces
= || Billing Info X
. PartCode Description ModelNo ' SerialNo AssetRegNo  LocationDesc  Location
Billing Cycle v|*

Billing Period 12 |*
BilingDay 25

W

Escalation Type v|*
Escalation Period 123

Escalation Amt 10,0000 3

Currency -
Exchange 1.00 *

TaxRate 14.00

Customer Info Contract Info | Biling Info |

Open Windows ~

A
+ [ N N N B

27Feb 2018

* When you have finished editing the Billing Info panel, you can

hide (dock) the panel to make it easier to work in the Items

frame.

* Click on the docking icon in the billing panel.
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Home Equipment and Locations Contract Finance andHR Inventory Maintenance and Projects
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= || Billing Info

Escalation

Customer Info

Escalation Period 12
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Save Layout Workspaces

Billing Cydle  Months
Billing Period 12 7%
Billing Day % 5

Escalation Type Percentage

Amt 10.0000 5

Currency  South African Rand
Exchange 1.00

Tax Rate 14.00 *
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Open Windows ~

Add a new Contract - BPO: Version 2.1.0.48 - Example Company - [m} X
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»
‘. »
27Feb 2018

* The Customer Info, Contract Info and Billing Info panels will

now be reduced to tabs at the side of the screen.
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ADD LOCATION

* Right click anywhere in the row of the Parts frame.
* A Process menu will pop up.
* Click on Location - Add New Location Item.
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The Select an item location pop up screen will appear.

Select the row of the item location description that you wish to
add.
Click on Ok.
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hd Add a new Contract - BPO: Version 2.1.0.48 - Example Company - [m] x
Home‘ and Locations Contract Finance andHR  Inventory  Main and Projects  Manufacturir Procurement Sales Service Reportng Utlites — & X
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Save Back | Savelayout Workspaces
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NewHopeMall DEDEDE DEDE DE No No No ]
NON CLIENT BPOV... LCARAL LCAR Lc No No MNo L}
Pine Willows Centre  DEDEDE DEDE DE No Yes Yes LI
4 »
‘ »
Open Windows ~ 27 Feb 2018

e The selected item location description will now populate the Loca-

tion Description text box.
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* Click in the Location text box.
* Typein a location for this item.
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hd Add a new Contract - BPO: Version 2.1.0.48 - Example Company
Home = Equipment and Locations Contract Finance and HR  Inventory and Projects  Manufacturir Procurement  Sales

Ir P (e
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HO =

Save  Back | Savelayout Workspaces
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0.00

]

Open Windows ~

27Feb 2018

SHIPPING ADDRESS

* Click in the Shipping Address text box.
* An ellipsis button will be revealed.

* Click on this button to display the Select a shipping address pop

up screen.
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A Add a new Contract - BPO: Version 2.1.0.48 - Example Company - O x
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SHIP Should see this  for physical address 0000
SHIP 1Postal Address postal 3 postal 4 postal 5 postal col
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. »
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* Select the row of the shipping address that you wish to link to
this location item.
* Click on Ok.
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 Scroll right to view the remaining columns in the Items frame.
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COS ACCOUNT CODE

* Click in the COS Account Code text box.
e Type in the Cost of Sales account code to be used for WIP (Work
In Progress) transaction postings (non-billable toner and spare

parts issued as contract included items).
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SLA HOURS

* Click in the SLA Hours text box.
* Type in or use the arrow indicators to select the required Call

response time (in hours).
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TRAVEL RADIUS

¢ Click in the Travel Radius text box.

e Type in or use the arrow indicators to select the distance (in kilo-
metres) to and from the client, if this travel is to be billed every
time a Call is logged. If travel is included, then set this to 0.

|

Note: Travel can always be billed sep-

arately, if required.
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TRAVEL CHARGE

* Click in the Travel Charge Rate text box.
* Type in or use the arrow indicators to select the travel charge

rate (e.g., Rands per kilometre).
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* The Category Description, Is Extra and Status fields are static.

ADD ITEMS

* Scroll left, so that you can view the Part Code column again.
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* Click on the expand button in the Part Code text box.
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* The selected location Item frame will be expanded.
* In this frame are 4 different tabs:
* |tem Fees: monthly charges
* Item Meters: meter usage charges
* Item Inclusions: items not to bill
* Item Contacts: the contact person - per location item
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" Note: In the Items Frame, you will not be able to add Item
Meters as this is a Location Contract not a Machine Contract and

you cannot link meters to a location.
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¢ To add Location Item Fees, Location Item Inclusions and Location
Item Contacts, click on the following link and follow the processes

as set out in the Contracts - Create A New Contract manual.

* You can continue to add contract location items as required, how-

ever additional items can also be added later.

SAVE LOCATION CONTRACT

When you are finished, click on Save.
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* The new contract can be found within the New contract status.

* From here the contract will need to be Released and Approved

before it becomes active.

MNU.112.041
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