cCOO=
Back To Back Contract - Standard Contract Setup

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

CONTRACT

BACK TO BACK CONTRACT - STANDARD

CONTRACT SETUP

A back to back contract set up is a contract where you bill a customer and

pay part of the amount to a supplier / third party.

A Back to Back Contract can be set up for a standard contract as set out

below or for an aggregate or prepaid contract.

Ribbon Access:Contract > Contracts

| %W‘ Equipment and Locations FinanceandHR  Inventory  MeintenanceandProjects  Manufoctring  Procurement  Sekes  Service  Reporting

N ! .S I
HUWHJEI&LJ--U%‘M@?@
Contracts ShortTarm Meter Re\aasa Biling C\oseBllhng ualing Pencd Adhoc Esﬁ\ahon Unprocessed  Manual Contract  Coniract Biling

racts | Usage Biling lations Escalation:
Magter 4 Processing

Utilities

The Contract Listing screen will be displayed.

* To select the Site that you wish to work in, click on the drop-

down arrow and select the relevant site.

° In this image Pretoria has been selected.
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Contract Listing - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PCLOCAL [=[alx]
Home | Equpmentandlocatons  Contract  FinanceandR  Inventory  MaintenanceandProjects  Manufaciuring Sdes  Service  Reporting  Utilies - & x
T [=] [ savelayout | +ff< Hoid @ Durban 7 I T—— g EEE q'f'j
2 Workspaces = | Suspend @i Remo D # Name:
Edit e P e & ;c:rs:d " A Pint  Exgort | Reports
1 Durban
" af Processing 4 |2 Pretoria Print 4| Repo.. @
3 Test
4 East London
Contractiio CustomerCode | Customerhizme CustomerDe esc Location Grdertio
¥ | e e e x P @ L 2
» COOD00141 HOPOD1 Hape Warks SalesDepartment  CPC | CostPer Copy Main
conno14z DERODL Derton Technologies Sales Department [ Cost Per Copy Main
cooo00143 DERO01 Derton Technologies Sales Department e Cost Per Copy Main
Co0000145 DONDDD1 DontRun with Scissors Seles Department cre CostPer Copy Main
conon0146 DONDDD1 DontRun with Scissors Sales Department cpC CostPer Copy Main
00000130 ABCKYZ123 ABC Shoe Co Sales Department cpe CostPer Copy Main
Co0000147 DONODD1 Dont Run with Scissors Sales Department cpc Cost Per Copy Main
F— coo000148 SAMOO1 Samanthas Diner Sales Department cec Cost Per Copy Main
CO0000151 SAMOOL Samanthas Diner Sales Department e Cost Per Copy Main
connoo152 SAMOOL Samanthas Diner Sales Department cPe Cost Per Copy Main
" Ccoonoo1s4 DONODO1 Dont Run with Scissors Sales Department cPe Cost Per Copy Main
i C00000155 JUs001 Just In Time Sales Department cpc CostPer Copy Main
CO0000156 1Us001 JustIn Time Seles Department cpC CostPer Copy Main
00000157 DONODO1 DantRun with Scissors Sales Department fo CostPer Copy Main
CO0000153 APPODOL Apple Juice Inc Sales Department [+ CostPer Copy Main
Coo000150 BETO001 Betties Summer Shop at the Beach  Sales Department cec Cost Per Copy Main
0000161 BETO001 Betties Summer Shop at the Beach  Sales Department cec Cost Per Copy Gilits
cooonolsz Juso01 JustInTime Sales Department cpc Cost Per Copy Main
0000163 U001 JustInTime Sales Department cPC CostPer Copy Main
coonoo1s4 BIGO0OL Big Bargains Sales Department cpc CostPer Copy Main
Co0000155 JUs001 Just In Time Sales Department cec CostPer Copy Main
Credit Notes Co0000156 BILODO1 Billys Barn Sales Department. foo Cost Per Copy Main
CO0D00167 BILODOL Bilvs Barn Sales Denartment [+ CostPer Coov Main 7
,
Open Windows + | User: JudithM | 14/11/2019 | Version: 2.3.0.4 | TESTALPHA - UDITHPCLOCAL

* By default, this screen will list all the Active contracts for the
selected site.

* You do not need to change this status to create / add a new con-
tract.

* Click on Add.
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s - Contract Listing - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL = =0 =
- | Emupmentandlocsfions  Contract FnanceandHR  Inventory  MaintenanceandProjects  Manufactring  Procrement Ssles  Service  Reporting  Utities - & x

= il = - . e . 5 P g =
X E [ save Layout +fi¢ Hald o Rel Pretoria 5} Find Seriai No. B Y
O|i4 x B I 50 - =~
add | Edit Delet= View :
| Save Filter | & Release P apy

Ccle;e[t S ¥ Find Contract | Print Export | Reports
ontra e - -

Processing Format Status Processing Current 4| Print 4| ReEpo.. 4 @
| Links »
= Contractiia CustomerCode | Customerhiame CustomerDepthame ContractType | ContractTypeDesc Location Orderho
Functions v 0 o o o ol o ol ol

» CO0000233 HOPOD 1 Hope Works Sales Department cpe Cost Per Copy Durban Area

C00000240 HOPODL Hope Works Sales Department CcPC Cost Per Copy Durban Area
CO00D0241 HOPOD L Hape Warks Sales Department CPC CostPer Copy Gilits
00000244 QUAODL Quality Printers cpe Cost Per Copy Gilits
Do CO0000245 QUAODL Quality Printers CcFC Cost Per Copy Gilits
CO0000247 THRO01 The Real CFC Cost Per Copy Gilits

CO00D0248 PAMODL Pam Holdings cpe CostPer Copy Durban Area

Heold History

Suspend History

Credit Notes

| User : JudithM | 14/11/2019 | Version:2.3.0.4 | TEST ALPHA - UDITHPCLOCAL

The Add a new Contract screen will be displayed.

INFORMATION PANELS

Populate the following information frames with the relevant details. Click on

the relevant link for a more detailed explanation of the process.

1. Contract Info

2. Customer Info

3. Billing Info
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e - Add a new Contract - 570: V.  PC LOCAL —JEdE
Home uipment and Locations  Contract  FinanceandHR Inventory and Projects | Sdes  Servie  Reporng  Utities =
L@ | d d d = i 5 x
i > [==] |
o =
] ==
Save Back | Savelsyout Workspaces ‘
Process Format e
|| Links 2 || Contract Info 2
Gl [Eter text o search., O
& PartCode Description Serialiio CategoryDesc | Modelo AssetRego  LocationDesc  Location
2 o Contract Ho
E Functions * e A 13 A Al 13 3 W
g el zl - I S S S S S
= StartDate | 15/11/019  ~
2 End Date | 15/11/2024  ~
& Period o 2~
Period Type -l
Department -+
Contract =
Manager
Salesman -

Aggregate Billing []
Hide Fee Detail [_|

t 11

Icmmamnﬁx ICusmmEr Info | siling Info I Rental Info

1 5

| User:JudthM | 28/11/2013 | Verson:2.3.0.4 | TESTALPHA-LDITHPCLOCAL

CONTRACT PARTS FRAME

* Right click anywhere in the row of the Parts frame.

® - Add a new Contract - ¢ 2 =Ja
| @ | Home | Equpmentandlocatons  Contract  FnanceandHR  Imentory  Mantenance andProjects  Manufactring  Procrement  Sdes  Sevke  Reportng  Utites - @
=
Ho
=]
Save Back Save Layout Workspaces
ess ‘ Q
1= Links » Billing Info 2
HIE »
§ PartCode Desaription SeriaNo  CategoryDesc ModelNo AssetRegho | LocatonDesc Location | ShippingAddress
= Billing Cycle  Months hd s v ! e ol e s e e e
H Billing Period | 11 3 * NI
= BilingDay | 0 &
E Escalation Type Percentage v .
2
= Escalation Period s
Escalation Amt (=
Currency |South African Rand ~]*

Exchange | 1.00

TaxRate 1500 *

Rental Info

ContractInfo  CustomerInfo  Biling Info

User : JudithM | 15/11/2019 | Version: 2.3.0.4 | TEST ALPHA - UDITHPCLOCAL

* A Process menu will pop up.

* From this menu, you can:

Help v2024.5.0.7/1.0 - Pg 4 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

Back To Back Contract - Standard Contract Setup

¢ Add new machine item
¢ Add new location item

¢ Delete a contract item

Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL =CNES
Inventory ject P Sdes  Service  Reporting  Utities = & x
S5 23
|| Links 2 || Billing Info 2
@~ 2
i = PartCode Description SerialNo CategoryDesc  ModelNo AssetRegNo  LocationDesc Location | ShippingAddress.
z Billing Cycle Months v|* v 0 o0 o o o :3 o o Al
3 Billing Period | 11 3 * Y
z Billing Day 0
3 i <+ Machis
ﬁ Escalation Type Percentage E32 365 New Machne Item
| Escalation Period 1S L Location
EscalationAmt | 0 3| Add New Locaton Item
Currency |South African Rand v | oo 0

Exchange 100  *
TaxRate 1500 *

ContractInfo  CustomerInfo | BlingInfo | Rental Info

User : JudithM | 15/11/2019 | Version: 2.3.0.4 | TESTALPHA - JUDITHPCLOCAL

ADD MACHINE ITEM

¢ Click on Machine - Add New Machine Item.

® - Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL —JCaJix]
\77‘;< Home Contract  FinanceandHR  Inventory  Maintenance and Projects Ssles  Service  Reporting  Utities - & x
=)
o
=
Save Back Save Layout Workspaces
es i A
= a Billing Info 2 o
FIE £
§ PartCode Descripton SerialNo CategoryDesc  ModelNo AssetRego | LocationDesc Location | ShippingAddress
z Billing Cycle | Months v* v o ! e ol o o ol ol o
3 Billing Period | 11 3 * b o
= ! Billing Day 03
3 Escalation Type Perceniaoe <. o Madine
S
5 Escalation Period | 11 18 Location
Escalation 0= ‘Add New Location Item
Currency [South African Rand v [ [
Exchange | 1.00 -
Tax Rate 15.00 -
ContractInfo  Customer Info | BiingInfo | Rental Info ,
User: JudthM | 15/11/2019 | Version: 2.3.0.4 | TESTALPHA - WUDITHPCLOCAL .
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* The Select a new item pop up screen will appear.

» Select the row of the machine that you wish to link to this con-
tract.

* Click on Ok.

® - Add a new Contract —JeJx

@ | tome | Eaupmentandlocatns  Contract  FnanceandHR  Inventory  MaintenanceandProjects  Manufactring  Proasement  Ssles  Service  Reportng  Uties - @ x

HO = H

Save Back | Savelayout Workspaces

|| Links 2 2
&) »
g | PartCode Desaription SerialNo CategoryDesc | ModelNo AssetRegho  LocationDesc Location | ShippingAddress
T | Functions Billing Cycle | Months MM E2* 0 e e e e e e o
E Billing Period | 11 3 * 1
Sl - iy | 1 =
E .
3 ion Type |Percentage v|e
H Escalation Type | Percentag: = — e
% Escalation Period | 11 J 7
L Home
Escalation Amt e P
&
- g o0 =
Ok |Back | savelayout
Exchange 100 * 2
TaxRate [15.00 * : . o
Suspend History
AssetRegNo  SerialNo PartCode  Description CategoryDesc ModeNo  Asset
v o e o e e e 0
55555 SP2020ALT  SP2020 Altemat... Hardware SP2020AT  No
202000021 SP2020MFC  SP2020 Sprint MFC Hardware 2020 No
" [s2ss 20200003  SP2020MFC  SP2020 Sprint MFC. Hardware sP2020 No
“ 202000037  SP2020MFC  SP2020 Sprint MFC. Hardware 5P2020 No
S 2020-1113%  SP2020MFC  SP2020 Sprint MFC. Hardware: SP2020 No
202011155 SP220MFC  SP2020 Sprint MFC. Hardware 2020 No
2020-3457R  SP2020MFC  SP2020 Sprint MFC. Hardware sP2020 No

ContractInfo  CustomerInfo  BillingInfo | RentalInfo [«

Open Windows ~ User : JudithM | 15/11/2019 | Version: 2.3.0.4 | TESTALPHA - JUDITHPCLOCAL

* The following columns will auto populate according to your item

selection:

* Part Code

* Description

* Category Description
* Model No

* Serial No

Asset Register No

Help v2024.5.0.7/1.0 - Pg 6 - Printed: 04/07/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cCOO=
Back To Back Contract - Standard Contract Setup

= Add a new Contract - BPO: Version 2.3.0.3 - TEST ALPHA - JUDT DCAL — Lo jlx]
L%iu Home | Equpmentandlocatons Contract  FianceandHR  Inventory  MaintenanceandProjects  Manufacturing  Procrement  Sales  Service  Reporting  Uilties - & x
: &8
4 © 2
Save Back | Savelayout Workspaces
Process Format fad
|| Links 2 || Bitling Info 2
B ||l Enter text to search... P
2 PartCode Description SerialNo CategoryDesc  ModelNo  AssetRegho | LocationDesc
®!| Functions Billing Cycle |Months haba EN. ol ol o o o o
;; Billing Period EBiL® » |® sr2020MFC SP2020 SprintMFC  2020-558800 Hardware SP2020  AREG4500
£ Notes Biling Day | 0 % 7
2 —_
z Escalation Type Percentage -l*
= ==t
o Escalation Period W
Escalation Amt 10 5
Currency  South African Rand -]+
Hold History Exchange 1.00 *
TaxRate 1500 %
Processing
e -
ContractTnfo  Customer Info | BilingInfo | Rental Info
Open Windows + | User: JudithM | 02/10/2019 | Version:2.3.0.3 | TEST ALPHA-UDITHPCLOCAL

Click in the Location text box. This is the location of the contract

item e.g., Reception or First Floor.

Type in a location for this item.

" Note 1: Linking a Location to the contract item will
make it easier for the technician to locate the contract
item when they need to attend to it.

" Note 2: Location Desc field is greyed out. This field is

only populated when adding a new location item.
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$ - Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH F AL el
| @ | Home | Equpmentandlocatons  Contract  FnanceandHR  Inentory  Mantenance andProjects  Manufacturing  Prorement  Sdes  Servike  Reportng  Utites - @ x
o
]
Save Back | Savelayout Workspaces
= o
] [ Link # | Billing Info 2
5= |
g PartCode Descripton SeriaNo  CategoryDesc ModeNo  AsselRegNo  LocatorDesc | Locaton  ShippingAddress
z Billing Cycle  Months v|* v o o o o o e o 0 e
2 Billing Period | 11 3 * I B SP200MFC  SP2020SprintMFC  2020-00036  Hardware  SP2020 s2345
N sillng Day | 0 % « N I A N N
3 Escalation Type |Percentage B
S
= Escalation Period =
Escalation Amt =
Currency [South African Rand <«

Exchange 100  *

TaxRate 1500 *

ContractInfo  CustomerInfo | BilingInfo | RentalInfo

User : JudithM | 15/11/2019 | Version:2.3.0.4 | TESTALPHA - UDITHPCLOCAL

* Click in the Shipping Address text box.
° This is the address where the machine is actually loc-
ated.

$ - Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH F Al el K
| @ | tome | Equpmentandlocatons  Contract  FinanceandHR  Inventory  Maintenance and Projects Sdles  Servie  Reporting  Utities - @ x
=]
©
(=]
Save Back | Savelayout Workspaces
Proces s =
| Links 2 || Billing Info 2
| s »
%‘ rtCode Description Serialio CategoryDesc  ModelNo AssetRegNo  LocationDesc  Location  ShippingAddress
= Billing Cycle  Months v ? e e o o o 0 e rs
2 Billing Period | 11 3 * SP2020MFC  SP2020 Sprint MFC 202000036 Hardware 5P2020 52345 Reception
s Bilng Day | 0 3 « | I I A R S
3 Escalation Type  Percentage x|*
2
ks

= Escalation Period i S
Escalation Amt 03

Currency |South African Rand

Exchange | 1.00

TaxRate 1500 *

Contractinfo  CustomerInfo | BiingInfo | RentalInfo

User : JudithM | 15/11/2019 | Version: 2.3.0.4 | TEST ALPHA - JUDITHPCLOCAL

* An Ellipsis button will be revealed.
* Click on this button to display the Select a shipping address pop

up screen.
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$ - Add a new Contract - 5P0: Version 2.3.0.4 - TEST ALPHA - JUDITH F AL — (o

g “Home | Equpmentandlocatons  Contract  FnanceandHR  Inventory  MaintenanceandProjects  Manufachsing  Proarement  Soles  Service  Reporting  Uiities -
Back

Save Layout Workspaces ‘

= F o
|| Links 2 || Billing Info 2
| »
g PartCode Description SerialNo CategoryDesc | ModelNo AssetRegNo  LocationDesc  Location  ShippingAddress
= Billing Cycle  Months M v o e s e o e o s !
2 Billing Period u e 4 B SP2020MFC  SP2020 SprintMFC  2020-00036  Hardware SP2020 52345 Reception
z wilingDay | 0 3 « I I N N N .
3 Escalation Type |Percentage ~* o ppi ss —Jloix
3 —
L Escalation Period 1m 3 Home
Escalation Amt 0is @ @ @
Currency |South African Rand . o Eak. | savetaron
Exchange 100 | *
Process .| Format . a
TaxRate 1500 *
AddressType Addresstinel Addressline2 Addressline3  AddressLine4 AddresstineS PostCode  Country
v e o e 0 e e e e
» SHP 26lavendar 94A Crompton St Pinetown Central  Pinetown Kz 3610 South Africa

ContractInfo  CustomerInfo | BilngInfo | Rental Info

User : JudithM | 15/11/2019 | Version: 2.3.0.4 | TEST ALPHA - UDITHPCLOCAL

* Select the row of the shipping address that you wish to link to
this item.
e Click on Ok.

ot Add a new Contract - 590 Version 2 4 - TEST ALPHA 4 P Al — [ ] x

p | Home | E tandlocations  Contract  FinanceandHR  Inventory Maintenance and Projects. Sales  Service  Reporting Utiites - & X

save Bak | Savelayout workwams‘

= F o
| Links 2 || Billing Info 2
B enter ¢ 2
g PartCode Description SerialNo CategoryDesc | ModelNo AssetRegNo  LocationDesc  Location  ShippingAddress
= Billing Cycle  Months v|* ? o e s o o o o e !
El Billing Period uz* £ B SP2020MFC  SP2020 SprintMFC  2020-00036  Hardware. SP2020 52345 Reception
5 Bilng Day | 0 3 « I I I I R R
3 Escalation Type | Percentage | L5 pping add =) luB) 26
2
7

Escalation Period 1n3

Home.
Escalation Amt 0 & @ @ E
ok |Back

Currency |South African Rand - e
Exchange 100
Process .| Format . Q
TaxRate 1500 *
AddressType  Addresstinel Addressine2 AddressLine3  AddressLine4 AddresstineS PostCode  Country
v o L e o o e o
BSH}‘P 26lavendar 94ACrompton St Pinetown Central Pinetown KN 3610 South Africa

Contractinfo  CustomerInfo | BiingInfo | Rentalnfo

User : JudithM | 15/11/2019 | Version: 2.3.0.4 | TEST ALPHA - JUDITHPCLOCAL

Scroll right to view the remaining columns in the Items frame.
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* Click in the COS Account Code text box.
* 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).

‘Add a new Contract v 2 =]l )lx

Home Equipment and Locations Contract Finance and HR Inventory Maintenance and Projects Manufacturing Procurement Sales Service Reporting Utilities - & X
Ol il
© =
=]
Back.

Save Layout Workspaces ‘

K
5|3 gmﬂd

|3

Billing Info 2

Location ShippingAddress COSAccountCode | SLAHours TravelRadius TravelChargeRate IsExtra Status.
Fnciions Billing Cycle | Months v* v 0 s = = = s I

Billing Period | 11 = * 1 Reception 26 Lavendar, 948 Crompton o[ ] 0.00 0 0.00 No A
. B I

Escalation Type Percentage

= Escalation Period ne
I 1 EscalationAmt 0 3
Currency  South African Rand
Hold History

Exchange | 1.00

| a0baB0y | | Gul|ig pased 3y

TaxRate 1500 *

ContractInfo  CustomerInfo | BllingInfo | Rental Info

Open Windows ~ User : JudithM | 15/11/2019 | Version: 2.3.0.4 | TEST ALPHA - JUDITHPCLOCAL

* Click in the SLA Hours text box.
* Type in or use the arrow indicators to select the required call
response time (in hours) if applicable.
® Note 1: If this is set up, SLA will apply every time a call
is logged against the contract item. SLA will be cal-
culated based on the shift pattern (customer's trading
hours) e.g., if the trading hours are from 8am - 5pm
and a call is logged at 4pm, SLA will start calculating at
4pm and stop at 5pm and resume the following day at
8am.
® Note 2: For SLA to work, the shift must be set up in
BPO Configurator and linked to the customer.
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$ - Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL =Jajix
\67 Home | Equpmentandlocaons  Contract  FimanceandHR  Inventory  MaintenanceandProjects  Manufactring  Proarement  Seles  Service  Reportng  Utiities - 8 x

Ao = BB

Save Back | Savelayout Workspaces

Links 2 || Billing Info 2

&=
i = 2 | Location ShippingAddress COSAccountCode | SLAHours  TraveRadus  TravelChargeRate  IsExtra Status
5 Billng Cycle | Months A O o o - - = o o
E Billing Period | 11 2 * Reception 26 Lavendar , 944 Crompton St, .. 2101 0 0.00 No. A
3 Bilng Day | 0 % . I
E Escalation Type |Percentage -]
{ Escalation Period T
EscalationAmt | 0 3

Currency |South African Rand
Exchange  1.00

TaxRate 1500 ¢

ContractInfo  CustomerInfo | BllingInfo | Rental Info

| Open Windows ~ User : JudthM | 15/11/2019 | Version : 2.3.0.4 | TESTALPHA - UDITHPCLOCAL
|

¢ Click in the Travel Radius text box.

* Type in or use the arrow indicators to select the distance in km 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 separately, if

required.
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otes

Suspend History

s - Add a new Contract - BPO: Version 2.3,0.3 - TEST ALPHA - JUDITH PL LOCAL =Jlajlax]
\}_ | Home | Equipment and Locations  Cortract Finance andHR  Inventory Maintemance and Projects  Manufacturing  Procuwrsment Sales Service  Reporting  Utlities - @ X
r — 1
Mo
|
Save Back | Savelayout Workspaces ‘
Progess Format D
| 3| | Links || Billing Info o
8z +
@ || Enter text to search.., R
= COSAccountCode SLAHours TravelRadius TravelChargeRate IsExtra Status
'“/| Functions Billing Cycle | Months ik o LA 3 = = = e afc
= T =]
a Billing Period [ 2101 S.UUE 0.00 No A
Mot I a =
& = BilingDay | 0 % * |
B
4
= Escalation Type Percentage Gk
El =]
I" < Escalation Period 10

Escalation Amt 10

Currency South African Rand il i
Exchange 1.00 I*

Tax Rate 15.00 £

I

% o
Contract Info Customer Info Biling Info Rental Info

q ———

| User : JudithM | 03/10/2019 | Version: 2.3.0.3 | TEST ALPHA - JUDITH PC LOCAL 4

e Cli

* Type in or use the arrow indicators to select the travel charge

ck in the Travel Charge Rate text box.

rate (e.g., Rand per km).

® Note: If you input a non zero value, each time a call is
logged against the contract item and the technician
travels outside the specified Travel Radius, the Travel
Charge Rate will be applied. You will not be able to
close the Call until the travel charges incurred are

invoiced.
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s -
'@
HO [/

200200y | | bul|ig pased 2)11

Add a new Contract 2 v A —Jalx
Home | Equpmentandlocaons  Contract  FimanceandHR  Inventory  MaintenanceandProjects  Manufactring  Procurement  Ssles  Service  Reporting  Utiities - & x
==
=
Save Back | Savelayout Workspaces
Eomes a
2 |[ illing 10f0 2
»
Location ShippingAddress COSAccountCode SLAHours  TraveRadus  TravelChargeRate  IsExtra Status
Billing Cycle Months B O ol = = = e e
Billing Period 11 5 * Reception 26 Lavendar , 94A Crompton St,... 2101 0.00 of  o.0ofme A
BilingDay 0 T i L

Escalation Type Percentage
Escalation Period T

[

Escalation Amt
Currency |South African Rand
Exchange  1.00

TaxRate 1500 ¢

ContractInfo  CustomerInfo | BllingInfo | Rental Info

User : JudithM | 15/11/2019 | Version: 2.3.0.4 | TEST ALPHA - JUDITHPCLOCAL

Scroll left,

The Is Extra and Status fields are static.

so that you can view the Part Code column again.

Hold History

Processing

3 - ‘Add a new Contract 2 —JLalix
‘;‘7 Home | Equpmentandlocaons  Contract  FinanceandHR  Inventory  MaintenanceandProjects  Manufacturing  Procurement  Sales  Service  Reporting  Utities - &8 x
]
Ho
=]
Save Bak | Savelayout Workspaces
5 —= § o
| | Links 2 || Billing Info 2
HIE »
§ Location ShippingAddress COSAccountCode SLAHows  TraveRadus  TravelChargeRate  Istxta  Status
z | Functions Billing Cycle |Months [+ 0 e e — . - o 0
2 Billing Period | 11 7 * Reception 26 Lavendar , 944 Crompton St,... 2101 0.00 0 ooofe A ]
i - BilingDay | 0 & *
§ Escalation Type Percentage
B
- e Escalation Period ns
Escalation Amt L=

Credit Notes

Open Windows ¥

Currency |South African Rand

Exchange | 1.00

TaxRate 1500 *

ContractInfo  CustomerInfo | BllingInfo | Rental Info

User : JudithM | 15/11/2019 | Version: 2.3.0.4 | TESTALPHA - JUDITHPCLOCAL

PART ITEMS FRAMES

Click on the expand button in the Part Code text box.
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® - Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL =JCajx
| @ | vome | Equpmentondiocatons  Contract  FnanceandHR  Inventory Maintenance and Projects Proarement  Sales  Service  Reporting  Utiities = =
[
HO X
=
‘ Save Back | Savelayout Workspaces
P o
| Links » || Billing Info 2
2| »
g‘ PartCode Description SerialNo CategoryDesc  ModelNo  AssetRegNo LocationDesc  Location ShippngAddress.
El Billing Cycle | Months ~* v o0 ol e o LS ofc e ok o
2 Billing Period | 11 7 * SP2020MFC  SP2020 SprintMFC  2020-00036  Hardware 5P2020 52345 Reception 26 Lavendar , 94A Cr
s silingDay | 0 3 . | | s | —
3 Escalation Type Percentage a
B
L] Escalation Period ne

EscalationAmt 0 3
Currency |South African Rand
Exchange 100
TaxRate (1500 |*

ContractInfo  CustomerInfo | BlingInfo | RentalInfo

| Open Windows +

User : JudithM | 15/11/2019 | Version : 2.3.0.4 | TESTALPHA - JUDITHPCLOCAL
|

The Item frames for the selected machine will be expanded. Here you can

click on 4 different tabs to add or edit the frame information:

* |tem Fees: These are periodic charges e.g., a monthly service fee.
* |tem Meters: These are meter usage charges.
* ltem Inclusions: These are non billable items that are included in

the contract.
e |tem Contacts: This the contact person - per machine.
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$ - Add a new Contract v 2 =JCajx
| @ | rome | Equpmentandiocstons  Contact  FnanceandR  Inventory  MaintenanceandProjects  Manufsctring  Proarement  Ssles  Sevke  Reportng  Utities - & x

HO & E8

Save Back | Savelayout Workspaces

=

Escalition Typé [Percioge <l @ Marked  FeeType FeeTypeDesc ChargeAmount - AccountCode COSAccountCode  InvoiceDescription StartDate EndDate |
vy B e - e o0 0 = = |

Escalation Period T |

— » Evergreen Rental 0.00 1202 EregeenRen 151200 15/11/203

ERcEiation At L Loan 0.00 1200 Loan 1s/1/2019  15/11/203
Currency |South African Rand .. o

= Billing Info 2

&

g PartCode Description SerialNo CategoryDesc  ModelNo  AssetRego LocationDesc  Location ShippingAddress

o Billing Cycle  Months MM I o e o e e e o o

2 Billing Period | 11 T * » Bl SP2020MFC  SP2020 SprintMFC  2020-00036  Hardware SP2020 52345 Reception 26 Lavendar , 94A Cre
S Billing Day e Item Fees | Item Meters | Item Indusions | Item Contacts

2 =

&

7

Bank Rental 0.00 1204 Bank Rental 15/11/2019  15/11/202

z - wmem

Exchange 1.00 Service 0.00 1101 Service 15/11/2019  15/11/202
|

TaxRate [5.00 | Inhouse Rental 0.00 1201 inhouse Rental s 157123
Insurance 0.00 1203 Insurance 15/11/2019  15/11/202

0.00

+ | A [ [ N

ContractInfo  CustomerInfo | BllingInfo | Rental Info

User : JudithM | 15/11/2019 | Version: 2.3.0.4 | TEST ALPHA - JUDITHPCLOCAL

ADD ITEM FEES

The Item Fees frame displays Contract Item Fees that can be linked or are
linked to a contract item e.g., a machine. Item Fees linked to a contract item

will appear on the contract invoice when billing.

* Marked: Select the check box in front of the Item Fee Type to be

charged on the contract item.
° In this image, R - Bank Rental has been selected as an
example.

* Charge Amount: Type in or use the arrow indicators to select the
fee amount to be charged.

* Account Code: This will auto populate with the account code
linked to this fee item.

e COS Account Code: Type in the cost of sale account code where
this fee should be posted to.

* Invoice Description: Type in the description to be used for this
fee on the invoice. The description will reflect on the contract

invoice.
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$ - Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL =llm]e]

| @ | tome | Eaupmentandlocsons  Conbact  FisnceandHR  Inventory  MaintensnceandProjects  Manufactring  Procrement  Seles  Seice  Reporting  Uiites - & x

W o =S
BHO X

Save Back | Savelayout Workspaces
Process Format &

=|| Links 2+ || Billing Info a

&l [Enter text to search... R

g PartCods Description SerialNo CategoryDesc  MadelNo AssetReglo  LocationDesc

g .

E Functions Billing Cycle  Months X v ofc e e e L3 13 o

éj Billing Period P » B SP2020MFC  SP2020 Sprint MFC 2020-00036  Hardware 5P2020 52345

= Biling Day | 0 2 Item Fees | Ttem Meters | [tem Inclusions | ftem Contacts |

F

£ —

3 Escalation fype [PacnBg s a Marked  FeeType |FeeTypeDesc | ChargeAmount AccountCode COSAccountCode  InvoiceDescription

o - ¥ =] L3 e = ;3 e W

@ Escalation Period | 11 &

—_— O E Evergreen Rental 0.00 1202 Evergreen Rental
EscalansliAing 0L O [t Loan 0.00 1200 Loan
Currency  South Affican Rand iy B M R Bank Rental 250.00 1204 2101 Bank Rental
Exchange | 1.00 o s Service 0.00 1101 Service
oot [T ] o e Inhouse Rentsl 0.00 1201 Inhouse Rentzl
O w Insurance 0.00 1203 Insurance
250.00

e
g | | | |

Processing

Contractinfo  Customerinfo | BilingInfo | Rental Infa

| User: JudithM | 18/11/2019 | Version: 2.3.0.4 | TEST ALPHA - JUDITHPCLOCAL |

Scroll right to view the remaining columns in this frame.

* Start Date and End Date: These will auto populate according to
the contract start date and end date selected in the Contract Info
panel. You can click on the drop-down arrow and use the calendar
function to select an alternative start and end date if required.

® Note: Take note that the contract fee will only bill
from the start date, and will stop billing at the end
date.

* Period & Period Type: These fields will auto populate according
to the contract start and end date recorded in the Contract Info
panel. You can click on the text boxes and either type in or use
the drop-down arrows to select an alternative period and period
type if required.

* Billing Cycle: This will auto populate according to the contract
billing cycle recorded in the Billing Info panel. You can click on the
text boxes and either type in or use the drop-down arrow to

select an alternative billing cycle if required.
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Back To Back Contract - Standard Contract Setup

Billing Period: This will auto populate according to the contract
billing period recorded in the Billing Info panel. You can click on
the text boxes and either type in or use the drop-down arrow to

select an alternative billing period if required.

Processing

$ - Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL =llm]e]
| @ | tome | Eaupmentandlocsons  Conbact  FisnceandHR  Inventory  MaintensnceandProjects  Manufactring  Procrement  Seles  Seice  Reporting  Uiites - & x
W o ==
Ho
=
Save Back | Savelayout Workspaces
Process Format &
=|| Links 4 || Billing Info a
z
m| || Enter text to st o
g PartCode Description Senialia CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
4 —
= Billing Cycle Months . v e Al ol e ol Wl ol [-3
Ej Billing Period | 11 T % » B SP2020MFC  SP2020 SprinkMFC  2020-00035  Hardware 52020 52345 Reception
= BilingDay 0 Item Fees | ItemMeters | Item Indusions | Item Contacts |
&
-]
i Escalation Type [Percentage = | InvoiceDescription | StartDate  EndDate Period PeriodType BilingCyde ailingPeriod
g — v o0 = = = = = =
= Escalation Period | 11 3
Evergreen Rental 15/11/2019  15/11/2024 &0 Months Months 1
Escalation Amt 08
e = Loan 15/11/2013  15/11/2024 60 Morths Months 1
Currency |South African Rand - [ eeri rental 15/11/2018  15/11/2024 50 Months Months 1
Exchange 1.0 Service 15/11/2019  15/11/2024 60 Morths Months 1
S Inhouse Rental 15/11/2019  15/11/2024 60 Months Months it
Insurance 15/11/2019  15/11/2024 60 Months Months 1

. e
q | | |

R —
ContractInfo  CustomerInfo  BilingInfo | Rental Info

| User: JudithM | 18/11/2015 | Version: 2.3.0.4 | TEST ALPHA - JUDITH PC LOCAL //!
Al

Scroll right to view the remaining columns in this frame.

Escalation Period: This will auto populate according to the escal-
ation period recorded in the Billing Info panel. You can click on
the text boxes and either type in or use the drop-down arrow to
select an alternative escalation period if required.

Escalation Type: This will auto populate according to the escal-
ation type recorded in the Billing Info panel. You can click on the
drop-down arrow in the text box to select an alternative escal-
ation type if required.

Escalation Amount: This will auto populate according to the escal-

ation amount recorded in the Billing Info panel. You can click on
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the text box and either type in or use the arrow indicators to

select an alternative escalation amount if required.

e - Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL =E=E1E)
| & | vome | Eoupmentandlocstons  Conpact  FinenceandtR  Inventory  MantenanceandProjects  Manufactring  Procrement  Seles  Sevics  Reporting  Utlites - & x
e =
(= <]
= =
Save Back | Savelayout Workspaces
Process Format @
Links 2 || Billing Info a
Enter text to search... R
PartCode Description Serialio CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
Functions Billing Cycle  Months T (s 13 e o L3 o A L3 [ 3
Billing Period i » Bl SP2020MFC  SP2020 SprintMFC  2020-00036  Hardware 5P2020 52345 Reception

Billing Day T

Item Fees | TtemMeters | [tem Indusions | Item Contacts |
9 EscalationPeriod  EscalationType  EscalationAmount | CustomerCode  CustomerName | SupplierCode | SupplierName

Escalation Type Percentage =

bbby | | Bujji@ pases ajn

e ¥ = = o X o o
Escalation Period | 11 +

—_ 11 Percentage 0.00
E A A LI 11 Percentage 0.00
Currency | South African Rand | » 11 Percentage 0.00
Exchange 100  * 11 Percentage 0.00
5 e T | 11 Percentage 0.00
11 Percentage 0.00

‘ —
] ' | | |
Processing

ETEE——— —
ContractInfo  CustomerInfo  EilingInfo | Rental Info

»
| User:JudithM | 18/11/2019 | Version: 2.3.0.4 | TEST ALPHA - JUDITH PC LOCAL ,;!

ALTERNATIVE BILLING CUSTOMER - FEES

Customer Code and Customer Name

* Only populate these 2 fields if another party (a separate billing
customer) is going to pay the Item Fees on behalf of the cus-
tomer.

* If these fields are left blank, BPO will bill the customer linked to
the contract.

" Note: Follow the next 4 screen shots only if you wish

to link another party as the billing customer.
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® - ‘Add @ new Contract - BP0: Version 2.3.0.4 - TEST ALPHA - JUDITH PCLOCAL =i=log
| & | tome | Eaupmentandlocsons  Conbact  FisnceandHR  Inventory  MaintensnceandProjects  Manufacting  Procrement  Ssles  Seics  Reporting  Uiites - & x
¢
=
Save Back | Savelayout Workspaces
Process 4 Format 4 e
=|| Links 4 || Billing Info a
& P
g PartCods Desaription Senalia CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
] —
E Functions Billing Cycle Months i v e [ ol ol ol A ol [-3
= Billing Period i L » B SP2020MFC  SP2020 SprintMFC  2020-00036  Hardware SP2020 52345 Reception
= BilingDay | 0 & Item Fees | TtemMeters | Item Indusions | Item Contacss |
&
g _—
i Escalation Type Percentoge i a CustomerCode c SupplierCode SuppressOnlnvoice | Comment
o} — ¥ D s o0 s = F3
= Escalation Period | 11
— 0.00
Escalation Amt T =
Exchange 100  * 0.00
TaxRate 1500 * w0
0.00
‘
+ | O
Processing
S =
Contractinfo  Customer Info | Bilng Info | Rental Info - .
Open Windows + | User: JudithM | 18/11/2015 | Version: 2.3.0.4 | TEST ALPHA - JUDITH PC LOCAL //!
A
* Click in the Customer Code text b
ICK In the Customer Code text box.
$ - Add a new Contract sion 2.3.0.4 - TEST ALPHA 4 PCLOCAL X
| & | Home | Equpmentandlocations  Contact  FinanceandHR  Inventory  MantenanceandProjects  Manufoctwing  Procsement  Saes  Servie  Reporing  Utiities - &8 x
Hoe & &8
save Back | savelayout Workspaces
Process 4 Format 5 &
=|| Lnks + || gilling Info 2
aile o
2 PartCode Description SerialNo CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
2 e
o Billing Cycle  Months X ¥ o ol B ol e B o
| Billing Period 11 T * » B SP2020MFC  SP2020 SprintMFC 202000036  Hardware 5P2020 52345 Reception
3 BilingDay | 0 * Item Fees | TtemMeters | Ttem Indusions | Item Contacts |
E Escalation Type Percentage - 9 CustomerCod & ipplierCodk onl Comment
=1 = ® oo ol oo = ] oo
i Escalation Period g
—t . 0.00 (=]
Escalation Amt 0 . =]
Currency  South African Rand = b : 0.00 (]
Exchange 1.00 = 0.00 [m]
Tax Rate 15.00 o ] D
0.00 B8
‘
+ | A
Processing
e
Cotac T Catne s | Biing nko. [TRenmlinG .
Open Windows ~ | User: JudithM | 18/11/2013 | Version: 2.3.0.4. | TEST ALPHA - JUDITH PC LOCAL /!
A

* An Ellipsis button will be revealed.
* Click on this button to display the Select a billing customer pop

up screen.
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$ - Add a new Contract - 1P0: Version 2.3 TEST AL [=limle)
| @ | tome | Eaupmentandlocsons  Conbact  FisnceandHR  Inventory  MaintensnceandProjects  Manufactring  Procrement  Seles  Seice  Reporting  Uiites - & x
& oo == |
© 8|
Save Back | Savelayout Workspaces
Process . Format a s
Links + || Billing Info a
PartCode Desaription Senialia CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
Billing Cycle Months =] = 0 o o
Billing Period | 11 T % » B SP2020MFC  SP2020 SprinkMFC  2020-00035  Hardware 52020 52345 Reception
7 BilingDay | 0 2 Item Fees | Ttem Meters | Item Inclusions | Item Contacts |
&
g - .
i Escalation Type | Percentage i a | CustomerCode c supplierCode  Suppi SuppressOninvoice | Comment
S — v e oI =
= Escalation Period | 11 3
—s 0.00 0
Escalation Amt TR = o
Currency |South African Rand -* 0.00 o
Hold Histy Exchange 100  *
TaxRate 1500 * I ‘
Home
Suspend History @ @ @
| ok Back | Savelayout
*
[ : a
Processing CustomerCode CustomerType Customerhlame Deptiame
v o0 ol -
FINOODL RE Fine Hair Salon Sales Department 1
GILO0000L ] Dolf Lundaren Salles Department
HILO0000L oV Mary Contrary Sales Department: -
Credit Note: e v
I
ContractInfo  Customer Info | Biling Info .
|
Open Windows + | User: Judith | 18/11/2015 | Version:2.3.0.4 | TESTALPHA -JUDITHPCLOCAL .

* Select the row of the Billing customer you wish to link to this con-

tract.
e Click on Ok.

A Add a new Contract - BPO: Version 2.3 EST ALPI =03
| & | vome | Eoupmentandlocstons  Conpact  FinenceandtR  Inventory  MantenanceandProjects  Manufactring  Procrement  Seles  Sevics  Reporting  Utlites - & x
o] = =] |
=[]
O & B8
Save Back | Savelayout Workspaces
Process 4 Format 4 £
2| Links 2 || Billing Info a
g
g PartCode Description Serialio CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
] .
= Billing Cycle Months -] = o o 8
ﬂj Billing Period i » B SP2020MFC  SP2020 SprintMFC  2020-00036  Hardware SP2020 52345 Reception
= Biling Day | 0 2 Item Fees | Ttem Meters | Item Inclusions | Item Contacts |
£
2 T I a
E Escalation Type Percentage ks CustomerCode Customerhame  SupplierCode | SupplirName | FinanceAmount  SuppressOninvoice Comment
2 = v ol o o =
@ Escalation Period | 11 *
—— .. 0.00
Escalation Amt T =
Currency | South African Rand -|* I3 0.00
Hold History Exchange 100  * ‘
TaxRate 1500 | * -
Back | Savelayout
Process | Format . a
CustomerCode CustomerType Customerhlame Deptilame
% sl 0 sl e B
FINOODL RE Fine Hair Salon Sales Department 0
D GILO00001 v Dolf Lundaren Sales Department
HILD00001 oV Mary Contrary Sales Department -
Credit Ne e v
= -
Contractinfo  Customer Info | Biling Info | Rental Info
|
Open Windows ¥ | User:JudithM | 18/11/2019 | Version: 2.3.0.4 | TESTALPHA-JUDITHPCLOCAL .
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* Customer Name: Once you have selected the customer code, the
customer name will auto populate with the customer name linked

to that code on the system.

$ - Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL =dim]ix]

-] Home | Equpmentandlocations  Conbact  FinanceandHR  Invenfory  MantenanceandProjects  Manufactring  Procement  Sdes  Service  Reporfing  Utiities - &8 x

20 =

save Back | savelayout Workspaces
Process Format ol
=|| Lnks + || gilling Info 2
@
m| || Enter text to search... L
g PartCode Description SerialNo CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
2 e
= Functions Billing Cycle | Months Tt v/l o o o o e o 3
gj Billing Period 11 7 * » B SP2020MFC  SP2020 SprintMFC 202000036  Hardware 5P2020 52345 Reception
3 BilingDay | 0 * Item Fees | Ttem Meters | Ttem Indusions | Item Contacts |
g T d pplierCod
2 Escalation Type Percentage - 2 CustomerC & & ppl Ol Comment
S —— 7 o ol o o = o0
i Escalation Period g
i —c R 0.00 [}
Escalation Amt = a0 &
Currency  South African Rand R 1 GIL0000D1 Dolf Lundgren 0.00 (]
Hold History Exchange 1.00 - 0.00 a
Tax Rate 15.00 LT, D
0.00 0a
Suspend History

Credit Notes

oo
Cotac T Catne s | Biing nko. [TRenmlinG

’
Open Windows ~ | User: JudithM | 18/11/2013 | Version: 2.3.0.4. | TEST ALPHA - JUDITH PC LOCAL /!
A

BACK TO BACK ITEM FEES SET UP

For a Back to Back contract to work, the following fields must be populated:

* Supplier Code
e Supplier Name
* Finance Amount
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-] Add a new Contract - 5P0: Version 2.3.0.4 - TEST
| @ | tome | Eaupmentandlocsons  Conbact  FisnceandHR  Inventory  MaintensnceandProjects  Manufactring  Procrement  Seles  Seice  Reporting  Uiites
& oo ==
© 8|
Save Back | Savelayout Workspaces
Process 4 Format 4 »
Links + || Billing Info a
PartCode Desaription Senialia CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
i Billing Cycle > v e o e B e W oS o
aj Billing Period | 11 T % » B SP2020MFC  SP2020 SprinkMFC  2020-00035  Hardware 52020 52345 Reception
= BilingDay | 0 + Item Fees | TtemMeters | Item Indusions | Item Contacts |
&
-]
E Escalation Type [Percentage 33 a supplierCode | SupplierName  FinanceAmount  SuppressOninvoice Comment Orderlio | Status  AmendDate
il — v 0 = o o e =
= Escalation Period | 11 3
. 0.00 0 A 01/01/1300
Escalausl Aink 0 0.00 [u] A 01/01/1500
Currency |South African Rand -* 1 X | O A 010171500
Exchange 100  * 0.00 [m] A 01/01/1500
TaxRate 1500 * 000 =] e 01f01/1560
0.00 =] A 01/01/1900
‘
q | | |
I
ContractInfo  Customer Info | Biling Info
|
Open Windows + | User: Judih | 18/11/2015 | Version:2.3.0.4 | TESTALPHA - UDITHPCLOCAL

Supplier Code

* Click on the Supplier Code text box to reveal an ellipsis button.

* Click on this button to display the Select a finance party pop up

screen.

$ - Add a new Contract - 5P0: Varsion 2 =5
L% | Home | Eoupmentandlocsons  Contract  FinanceandHR  Inventory  Maintenanceand Projects  Manufsctring  Proarement  Sales  Service  Reporting  Utiites - ® X
B oo = |
© & B8
Save Back | Savelayout Workspaces
Process 4 Format 7 &
|| Links 2+ || Billing Info a
@ £
g PartCods Description Serialia CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
g —
= Billing Cycle Months Rt v ofc Al o Al o e ol ol
gj Billing Period it » B SP2020MFC  SP2020 SprintMFC  2020-00036  Hardware 5P2020 52345 Reception
= Biling Day | 0 2 Item Fees | Ttem Meters | [tem Inclusions | tem Contacts |
F
2 : a
i Escalation Type |Percentage ks SupplierCode  SupplierName | FinanceAmount | SuppressOninvoice  Comment OrderNo  Status | AmendDate
pil —— LA: 13 =3 = o3 A -3 =
2 = Escalation Period | 11 +
. 0.00 [} A 01/01/1900
Escalation Amt =
- - 0.00 (] A 01/01/1500
Currency  South African Rand - 2 0.00 o a 01/01/1500
Exchange 100 ¢ . — = Jrvoumo
TaxRate 1500 |* 3 | Jpuorison
™ - 1/01/1300
“ ok Back | Savelayout
J| Format L &
SupplierCode  SupplerName Contactame | SuppierType  Status
7 il -3 o ol oo -
» SPROD1 Sprint Distributors Local JaneWelch  GEN A L
BUY0L Buy Back Supplier Jane BuUY A ~
‘ = »
= —
Contractinfo  Customer Info | Biling Info | Rental Info
Open Windows | User:JudithM = 18/11/2019 | Version: 2.3.0.4 TEST ALPHA - JUDITH PC LOCAL /!
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* Select the row of the Supplier that you wish to link to this item.
* Click on Ok.

cAL [=l=x]

Version 2.3.0.4 - TEST ALPHA - U

$ - Add a new Contract &

-0 Home | Equpmentandlocstons  Contact  FinanceandHR  Inventory  Maintenanceand Projects  Manufsctring  Procrement  Sales  Service  Reporting  Utiites - &

a0 = B

Save Back | Savelayout Workspaces
Process 4 Format 7 &
=|| Links 2+ || Billing Info a
&l [Enter text to search... R
g PartCods Description Serialia CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
g .
= Functions Billing Cycle Months Rt v ofc Al o Al o e ol ol
| Billing Period it » B SP2020MFC  SP2020 SprintMFC  2020-00036  Hardware 5P2020 52345 Reception
= Biling Day | 0 2 Item Fees | Ttem Meters | [tem Inclusions | tem Contacts |
F
£ — e
3 Escalation Type [Percentage i a supplierCode  SupplierName | FinanceAmount | SuppressOnInvoice Comment OrderNo  Status | AmendDate
o — o e = ol e B =
2 3 Escalation Period | 11 +
e —_— 0.00 =] A 01/01/1900
Escalausl Aink L 0.00 (] A 01/01/1500
Currency  South African Rand - & D 0.00 o a o1/o1/1200
istory Exchange 1.00 ¥ o ) [ = [ @ | x ||0voy1s00
TaxRate 1500 * G 51/01/1900
— 01/01/1300
‘ Ok | Back | Savelayout
* - Process Format &
SupplierCode  Supplierhiame Contactiame | SupplierType  Status
(.13 e A e 3 -
BSPRDUI Sprint Distributors Local Jane Welch GEN A 0
BUY0OL Buy Back Suppier Jane BUY A -
e v
=== -
Contractinfo  Customer Info | Biling Info | Rental Info - .

| User:JudithM = 18/11/2019 | Version: 2.3.0.4 TEST ALPHA - JUDITH PC LOCAL 4

Supplier Name

* This will auto populate once the supplier code has

been selected.
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$ - Add a new Contract Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL =llm]e]
| @ | tome | Eaupmentandlocsons  Conbact  FisnceandHR  Inventory  MaintensnceandProjects  Manufactring  Procrement  Seles  Seice  Reporting  Uiites - & x
¢
=
Save Back | Savelayout Workspaces
Format 3 >
= + || Billing Info a
& P
i PartCode Desaription Senialia CategoryDesc  ModelMo AssetRegho  LocationDesc  Location
H —
o Billing Cycle | Months > v e o e B e W oS o
H Billing Period | 11 T % » B SP2020MFC  SP2020 SprinkMFC  2020-00035  Hardware 52020 52345 Reception
37 BilingDay | 0 2 Item Fees | Ttem Meters | Item Inclusions | tem Contacts |
&
g - .
E Escalation Type [Percentage i a supplierCode  SupplierName |FinanceAmount | SuppressOninuoice | Comment | Orderio  Status AmendDate
= —— LA: 13 -3 = 13 3 e =
= Escalation Period | 11 3
—s 0.00 (] A 01/01/1900
Escalausl Aink 0 0.00 ] A 01/01/1500
Currency | South African Rand hdil 1 5PRO0L D Sprint Distributors Local 0.00 0 A 01/01/1900
Exchange 100  * 0.00 u] A D101/1500
TaxRate 1500 * 000 O A | oyfoifisen
0.00 [} A 01/01/1900
‘
q | | |
Processing
= -
Contractinfo  Customer Info | Biing Info | Rental Info -
Open Windows + | User: Judih | 18/11/2015 | Version:2.3.0.4 | TESTALPHA - UDITHPCLOCAL
A

Finance Amount

* Click in this text box and either type in or use the arrow indic-
ators to select the finance amount. This amount will be collected

from the billing customer and will be paid to the linked supplier.

0: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL

e - Add a new Contract -

| & | vome | Eoupmentandlocstons  Conpact  FinenceandtR  Inventory  MantenanceandProjects  Manufactring  Procrement  Seles  Sevics  Reporting  Utlites

Ho =

Save Back | Savelayout Workspaces
Process Format 3 &
2| Links 2 || Billing Info a
g
g PartCode Description Serialio CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
] .
= Billing Cycle  Months T (s 13 e o L3 o A L3 [ 3
2 Billing Period i » Bl SP2020MFC  SP2020 SprintMFC  2020-00036  Hardware 5P2020 52345 Reception

= BilingDay 0 * Item Fees | Ttem Meters | Item Inclusions | Item Contacts |
£
2 —
4 Escalation Type |Percentage . @ supplierCode  Supplieriame FinanceAmount | SuppressOninvoice Comment | OrderNo | Status AmendDate
| T vl L - o o0 e | =
5 Escalation Period g
—_— . 0.00 O A 01/01/1900
e 0—' 0.00 m] A 01/01/1900
Currency | South African Rand iy 1 SPRODL |-~ Sprint Distributors Local (] A o0yoi/iso
Exchange 100 ¢ 0.00 [} A 01/01/1900
TaxRate 1500 | * 0.00 o A 01f01f1900
0.00 O A 01/01/1500

g4 ! ' | | |

Processing

ETEEE——— _—
ContractInfo Customer Info. | Bling Info | Rental Info

Open Windows | User: JudithM | 18/11/2019 | Version : 2.3.0.4. | TEST ALPHA - JUDITH PC LOCAL 4
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Back To Back Contract - Standard Contract Setup

Suppress on Invoice: Select this if you wish to hide the item fee

information on the invoice.

Comment: Click in this text box and type in a comment regarding

this contract fee, if required.

Order No: Type in a customer order number relevant to this item,

if required.

Status: This field defaults as A (Active) and is static.

Amend Date: This field is static.

The Add an Item Fee process is now complete.

Credit Notes

e ———— -
ContractInfo  Customer Info | Biing Info | Rental Info

$ - Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL =)o)
| & | Home | Eaupmentandlocaons  Contract  Financeand MR Inventory  MaintenanceandProjects  Manufactring  Procurement  Sales  Service  Reporting  Uiities - &
e ==
Mo
]
| Save  Back | Savelayout Vorkspaces
|| Links 4 || Billing Info 2
il e et search, o
gl Partcode Desaription senalio CategoryDesc  Modello AssetRego  LocationDesc Location
= Functions Billing Cydle Months > vl o o0 e o I 3
2 Billing Period | 11 1% » B SP2020MFC  SP2020 SprintMFC  2020-00036  Hardware 5P2020 52345 Reception
= BilingDay 0 > Item Fees | TtemMeters | Item Indusions | Item Contocts |
&
g = a -
= i T ype [EamE0e s SupplierCode  SupplierName FinanceAmount | SuppressOnlnvoice | Comment | OrderNo | Status  AmendDate
g — ¥ e o0 - [E] o e e =
= Escalation Period | 11 3
. 0.00 (m] A 01/01/1900
ESnlaa 4o 0.00 [u] A 0101/1300
Currency  South African Rand i » SPRODL Sprint Distributors Local 100.00 | L1 A 01/01/1900
Exchange | 1.00 0.00 a A 01/01/1900
TaxRate 1500 | 0.00 =] LS B0 S
0.00 [} A 01/01/1900

« | N N

Open Windows ~

b
| User: JudithM | 18/11/2015 | Version: 2.3.0.4 | TEST ALPHA - JUDITH PC LOCAL J

LINK ADDITIONAL ITEM FEES

Scroll back to the Marked column.

=

same process as above, if required, before moving on to the next frame.

A

item.
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Back To Back Contract - Standard Contract Setup

$ - Add a new Contract - if sion 2.3 £S LocAL [=dlmle)
| @ | tome | Eaupmentandlocsons  Conbact  FisnceandHR  Inventory  MaintensnceandProjects  Manufactring  Procrement  Seles  Seice  Reporting  Uiites - & x
" = |
O R
=
Save Back | Savelayout Workspaces
Process . Format a s
=|| Links 2+ || Billing Info a
£ 3 A
8 PartCode Desaription Senialia CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
H —
& | Functions Billing Cydle Menths > vl o o0 s o0 I o 3
3 Billing Period il » B SP2020MFC  SP2020 SprintMFC  2020-00036  Hardware SP2020 52345 Reception
= BilingDay | 0 + Item Fees | TtemMeters | [tem Indusions | Item Contacts |
&
2 2 = af
i Fscalation Type |Percentage i Marked FeeType  FeeTypeDesc ChargeAmount | AccountCode COSAccountCode | InvoiceDescription
g e f @ e = o o -3
2 = Escalation Period | 11
& — [ = Evergreen Rental 0.00 1202 Evergreen Rental
Escalausl Aink L O | Loan 0.00 1200 Loan
—o g
Currency | South African Rand - M |r Bank Rental 25000 1204 2101 Bank Rental
Hold History Exchange 1.00 * a |s Service 0.00 1101 Service
Tt Rate: IET‘ D I Inhouse Rental 0.00 1201 Inhouse Rental
[ ] Insurance Insurance
‘
+ | N R
E—— ;
ContractInfo  Customer Info | BiingInfo | Rental Info
Open Windows | User: JuditM | 18/11/2019 | Version: 2.3.0.% | TESTALPHA - DITHPCLOCAL |

ADD METER CHARGES

* When you have finished working in the Item Fees frame, click on

the Item Meters tab if you are going to bill meters.

¥ Add a new Contract - 570 V/ L = =)
L%7I Home | Equpmentandlocstons  Contact  FinanceandHR  Inventory  Maintenanceand Projects  Manufsctring  Procrement  Sales  Service  Reporting  Utiites - ® X
E oo = |
© & B8
Save Back | Savelayout Workspaces
Process a Format 4 &
=|| Links 2+ || Billing Info a
| [Enter £
g PartCods Description Serialia CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
g .
= Billing Cycle  Months X v ofc (3 o -3 o A L3 L3
éj Billing Period i Tl » B SP2020MFC  SP2020 SprintMFC 2020400036  Hardware 5P2020 52345 Reception
= Biling Day | 0 2 teem Fees | e Meters | rtem ndusions | ttem Contacts |
F
-] e ! a
g Escalation Type [Percentage T Marked  FeeType |FeeTypeDesc | ChargeAmount AccountCode COSAccountCode  InvoiceDescription
g = v B m - o .3 -3
@ Escalation Period | 11 &
—_— O = Evergreen Rental 0.00 1202 Evergreen Rental
Escalansl int 0> o [t Loan 0.00 1200 Loan
PSR | ST R A i M R gank Rental 25000 1204 2101 Bank Rental
Exchange 1.00 = O s Service 0.00 1101 Service
Tax Rate | 15.00 » D I Inhouse Rental 0.00 1201 Inhouse Rental
O w Insurance 0.00 1203 Insurance
250.00
 —
a | | | | |
Processing
Conramm T Gt Big k. [NReInm
Open Windows ~ | User: Judih | 18/11/2019 | Version: 2.3.0.% | TESTALPHA - DITHPCLOCAL |

The Item Meters frame displays all linked meters on the contract item.
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You can set minimum billing and meter usage charges for the contract item

in this screen.

* Note 1: If there are no meters linked to the contract item, you can
move to the next step of setting up the contract and link the
meters and meter charges afterwards by following these 2 steps:

1. Assign meters to the contract item

2. Add the meter charges to the contract item

* Note 2: To avoid linking up meters to items every time you want
to add items on a contract, link meters to the part codes of the
items. This way, when new items are received / adjusted into
stores, they will already have meters linked to them. (This will not

apply to items that are already in stores prior to this step.)

¥ Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL = =)
L%7I Home | Equpmentandlocstons  Contact  FinanceandHR  Inventory  Maintenanceand Projects  Manufsctring  Procrement  Sales  Service  Reporting  Utiites - ® X
==
© B
= (=]
Save Back | Savelayout Workspaces
Process Format i
= 2+ || Billing Info a
@ £
g PartCods Description Serialia CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
g .
= Billing Cycle | Months i ¢ e e L B L e i o
éj Billing Period i Tl » B SP2020MFC  SP2020 SprintMFC  2020-00036  Hardware 5P2020 52345 Reception
3 BilingDay 0 + | Ttem Fees | 1temmeters | rtem indusions | ftem Contacts |
F
£ —
g Escalation Type [Percentage T 2| Marked MeterCode  |StartReading ReadingDate  MinBiling | MinQuantity | AccountCode | COSAccountCode
g - ® =] o = = = - 3 e
@ = Escalation Period | 11 &
2 —_ . 3 [ mono 0.00 01/01/1500 0.00 0
et e [0 Colour 0.00 01/01/1300 0.00 0
Currency  South African Rand - 7] »
TaxRate 1500 | *
Suspend History
Conramm T Gt Big k. [NReInm
Open Windows ~ | User: Judih | 18/11/2019 | Version: 2.3.0.% | TESTALPHA - DITHPCLOCAL |

¢ Marked: Click on the check box in front of the name of the Meter
to be billed on this contract.
* In this image the Mono meter has been selected as an

example.
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cCOO=
Back To Back Contract - Standard Contract Setup

* Start Reading: Type in the start reading of the meter. This will be
the reading taken from the contract item.

* Reading Date: Click in this text box to display the calendar func-
tion, use this to select the reading date.

* Min Billing: Type in the minimum billing amount.

e Minimum billing is a fixed charge; levied on any num-
ber of copies made from O up to and including the Min-
imum Quantity. For example, a minimum billing fee of
R250 for a minimum quantity of 1000 copies means
R250 will be charged for any number of copies made
from O up to and including 1000.

* If no minimum billing should be applied, leave the
MinBilling and MinQuantity fields as O.

* For a more detailed explanation, read this Important

Note on Minimum Billing and Meter Charge Setup.

* Min Quantity: Type in the minimum quantity (the copies that are
included in the minimum billing amount).

* Account Code: Type in the sales account code for these meter
charges to be posted to.

e COS Account Code: Type in the cost of sale account code where
this fee should be posted to.
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$ - Add a new Contract 2

| @ | tome | Eaupmentandlocsons  Conbact  FisnceandHR  Inventory  MaintensnceandProjects  Manufactring  Procrement  Seles  Seice  Reporting  Uiites

HO =

Save Back | Savelayout Workspaces
Process . Format = @
|| Links 2 | Billing Info 2
@ text i sear p
g PartCode Description SerialNo | CategoryDesc ModeMo | AsseiRegho  LocationDesc Location
8 JE
& | Functions Billing Cydle Menths > vl o o0 s o0 I o 3
éj Billing Period | 11 T * » B SP2020MFC  SP2020 SprintMFC 202000036  Hardware 5P2020 52345 Reception
3 BilingDay | 0 + [ ttem Fees | TtemMeters | rtem Indusians | Item Cantacts |
=z | hiiies]
2 2 = a
2 Escalation Type [Percentage s Marked MeterCode | StartReading ReadingDate  MinBiling  MinQuantity AccountCode | COSAccoumtCode
= < 12 = 3 = = = = -3 Al
B 3 Escalation Period | 11 3
D — | Y Wono 0.00 01/01/1900 0.00 0
Escalation Amt 08
- - b ] Colour 0.00 01/01/1900 0.00 0
Currency | South African Rand 7]*

TaxRate 1500 *

e G| Eeg k. TR

| User: JudithM | 18/11/2019 | Version : 2.3.0.4 | TEST ALPHA - JUDITHPCLOCAL |

* In this example of the Mono Meter; the minimum billing amount
charged is R250 for a minimum quantity of 1000 copies.

$ - Add a new Contract 23.04 ealkegba)
| @ | tome | Eabmentandiocaions  Contract  FinenceandtR  Inventory  MantenancesndProjects  Manufacirng  Proarement  Ssks  Seice  Reportng  Utifies - & x
HO & BB
Save Back | Savelayout Workspaces
Process Format ) @D
|| Links || silling Info a
= - 7
g PartCode Description Serizlo CategoryDesc  ModelNo AssetReglo | LocationDesc | Location
2 .
5 Billing Cycle Months I ® il ol 3 e L3 e e e
Ej Billing Period s e » B SP2020MFC  SP2020 SprintMFC 202000036  Hardware SP2020 52345 Reception
5 gilingDay | 0 * ItemFess | Item Meters | Item Indusions | ltem Contacts. |
i e . Marked MeterCode  StartReadng ReadngDate MinBilng  MinQuantty | AccountCode | COSAccountCode
g = v =] W = = = ol ol
@ Escalation Period 11 &
— R 3 ¥ Moo 500.00 15/11/2019 2 1000 1101 2101
Escalation Amt 02
" .6 B [ Colour 0.00 01/01/1500 0.00 0
Currency  South African Rand - P »
TaxRate 1500 *
send History
T —
ContractInfo  CustomerInfo | BiingInfo | Rental Info .
Open Windows ~ | User: JudithM | 19/11/2019 | Version : 2.3.0.4 | TEST ALPHA - JUDITH PC LOCAL //|

ALTERNATIVE BILLING CUSTOMER - METERS

Customer Code and Customer Name:
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* Only populate these 2 fields if another party (a separate billing
customer) is going to pay the Item Meter Fees on behalf of the

customer.
¢ If these fields are left blank, BPO will bill the customer linked to

the contract.

Follow the next 4 screen shots only if you wish to link another party as the

billing customer.

e - Add a new Contrack - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL L=dim]x]
- | Equpmentandlocstions  Contact  FinanceandMR  Inventory  Meintsnanceandfrojects  Manufactwing  Frocsement  Ssles  Servie  Reporing  Utiities - & x
5 =S
Mo
[
Save Back | Savelayout Workspaces
Process Format @
=|| ks 4 || Billing Info a
il
||| Enter text to search... R
g PartCode Description SerialNo CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
2 e
= Functions Billing Cycle Months T vl o 3 e 3 W o o
éj Billing Period Fro e » B SP2020MFC  SP2020 SprintMFC 2020400036  Hardware 5P2020 52345 Reception
3 BilingDay | 0 - | HemFees | ItemMeters | Ttem Incusions | Ttem Contacts |
3 Eschlation Type: [FREAB08 = A COSAccountCode  CustomerCode  Customerame EscalationPeriod | EscalationType EscalationAmount
= 7 o o 3 = = =
i

= Escalation Period 11
il L ' 11 Percentage 0.00
Currency | South African Rand i . — »
o istery Exchange 100 * a | | | | |

TaxRate 15.00

Suspend History

Contractinfo  CustomerInfo | BilingInfo | Rental Info

Open Windows = | User:JudiM | 18/11/2019 | Version: 2:3.0.4 | TEST ALPHA - UDITHPCLOCAL |

e Customer Code: Click in this field.
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$ - Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL [=ll=]]

| %___I Home | Equpmentandlocations — Contract  FinanceandHR  Inventory  Maintenanceand Projects  Manufsctring  Procwrement  Sales  Service  Reporting  Utiities - # X

Ao = E

Save Back | Savelayout Workspaces ‘
Process Format )‘ ol
=|| Links 2+ || Billing Info a
£ 3 A
8 PartCode Desaription Senialia CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
H —
& | Functions Billing Cydle Menths > vl o o0 s o0 I o 3
2 Billing Period | 11 T 7 » B SP2020MFC  SP2020 SprinkMFC  2020-00035  Hardware 52020 52345 Reception
= BilingDay | 0 + [ emFees | MemMeters | rtem Incusions | item Contacts |
&
2 : a
a Escalation Type |Percentage g 55 COSAccountCode CustomerCode  CustomerName EscalationPeriod | EscalationType EscalationAmount
S — v o o0 ol = = i
2 Escalation Period | 11
L NE — e o
A L 11 Percentage 0.00
Currency |South African Rand .=

TaxRate 1500 *

Processing

e G| Eeg k. TR

(= G

Open Windows ~ | User: JudithM | 18/11/2019 | Version : 2.3.0.4 | TEST ALPHA - JUDITHPCLOCAL |

* An ellipsis button will be revealed.
* Click on this button to display the Select a billing customer pop

up screen.

$ - Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL [=ll=]]
| @ | tome | Eaupmentandlocsons  Conbact  FisnceandHR  Inventory  MaintensnceandProjects  Manufactring  Procrement  Seles  Seice  Reporting  Uiites - & x
| I o = |
\
O R
Save Back | Savelayout Workspaces
Process Format 2 &,
=|| Links 2+ || Billing Info a
£ 3 A
8 PartCode Desaription Senialia CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
H —
E Functions Billing Cycle Months Rt v e (3 ol e ol Al ol [-3
2 Billing Period | 11 T 7 » B SP2020MFC  SP2020 SprinkMFC  2020-00035  Hardware 52020 52345 Reception
= BilingDay | 0 + [ emFees | MemMeters | rtem Incusions | item Contacts |
&
2 2 = a
a Escalation Type |Percentage g 55 COSAccountCode CustomerCode  CustomerName EscalationPeriod | EscalationType EscalationAmount
S — v o e s = = i
2 Escalation Period | 11
s —.c S 4 2101 11 Percentage 0.00
Escalation Amt 05
—_— — 000
Currency | South African Rand = =By v
Hold History Exchange 100  * * |
| = =
TaxRate 1500 |* ‘@ @ E
Ok Back | Savelayout
Suspend History
4| Format e
CustomerCode CustomerType CustomerName DeptiName
v ol o o o -
Processil
" GILO0QO0L ] Dolf Lundgren Sales Department
HILO00001 oV Mary Contrary Sales Department -
‘ > »
e s eyt i | T
ContractInfo  CustomerInfo | BiingInfo | RentalInfo e .
Open Windows | User: JuditM | 18/11/2019 | Version: 2.3.0.% | TESTALPHA - DITHPCLOCAL |

* Select the row of the Billing customer that you wish to link to

this contract.
¢ Click on Ok.
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$ - Add a new Contract - 570

2304

| @ | tome | Eaupmentandlocsons  Conbact  FisnceandHR  Inventory  MaintensnceandProjects  Manufactring  Procrement  Seles  Seice  Reporting  Uiites

HO =

Save Back | Savelayout Workspaces
Process . Format a s
=|| Links 2+ || Billing Info a
i PartCode Desaription Senialia CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
H —
= Billing Cycle Months Rt v e (3 ol e ol Al ol [-3
éj Billing Period | 11 T 7 » B SP2020MFC  SP2020 SprinkMFC  2020-00035  Hardware 52020 52345 Reception
= Biling Day | 0 2 [ Ttem Fees | TtemMeters | Item Indusions | Item Contacts |
&
2 2 = a
a Escalation Type |Percentage g 55 COSAccountCode CustomerCode  CustomerName EscalationPeriod | EscalationType EscalationAmount
S — v o e ol = = i
2 Escalation Period | 11
— £ 2101 = 11 Percentage 0.00
Escalation Amt 05
0.00
Currency  South African Rand = — »
Exchange 100 * “i = ~
TaxRate 1500 * @ @ E
ok | Back | savelayout
| Process .| Format . 2
CustomerCade CustomerType CustomerName Deptiiame
v ol ol o o -
Frocesang [Hciooo001 oV Doif Lundgren Sales Department 1]
HILODOOOL (] Mary Contrary Sales Department 2
‘ »
E—— ;
ContractInfo  Customer Info | BiingInfo | Rental Info .
Open Windows | User: JuditM | 18/11/2019 | Version: 2.3.0.% | TESTALPHA - DITHPCLOCAL |

* Customer Name: Once you have selected the customer code, the
customer name will auto populate with the customer name linked

to that code on the system.

A Add a new Contract - BPO: Version 2.3.0.4

LOEAL ==

| & | vome | Eaupmentandlocstons  Contact  Financeand MR Inventory  Maintenanceand Projects  Manufactring  Procurement  Sales  Service  Reportng  Utiites - & x

mE oo ==
@ E ==

Save Back | Savelayout Workspaces

Process 4 Format 3 &
=|| Links 2+ || Billing Info a
&l [Enter text to search... R
] PartCods Description Serialia CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
4 .
= Functions Billing Cydle Months = e o o oo o Y o 3
Ej Billing Period | 11 J 7 » B S5P2020MFC  SP2020 SprintMFC  2020-00036  Hardware 5P2020 52345 Reception
> BillingDay 0 7 | HemPees | ttemMeters | rtem Incusions | Item Contacts |
F
-] e ! a
3 Escalation Type |Percentage T COSActountCode  CustomerCode | CustomerName EscalationPeriod | EscalationType EscalationAmount
o = v o ol o = e
5

c =
= Escalation Period | 11 &
. — e B 1 2101 GIL000001  |-<[|Doif Lundgren 11 Percentage
Escalation Amt =
— 11 Percentage
Currency |South African Rand - ——

Had ety xchange 108 * ? /| | |

TaxRate 1500 *

History

Processing

Conramm T Gt Big k. [NReInm

Open Windows ~ | User: JudithM | 18/11/2039 | Version : 2.3.0.4 | TEST ALPHA - JUDITHPCLOCAL

* Escalation Period, Escalation Type and Escalation Amount:
These will pull through from the main contract details but you can

click in the text boxes and amend the details if required.
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$ - Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL [=lim)e)

| @ | Home | Eaupmentandlocsons  Conbact  FisnceandHR  Inventory  MaintensnceandProjects  Manufactring  Procrement  Sees  Seice  Reporting  Uiites - & x

s o (=]
HO =

Save Back | Savelayout Workspaces
Process Format S
=|| Links 2+ || Billing Info a
&l |[Enter text o search... 0
g PartCods Description Serialia CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
4 .
& | Functions Billing Cydle Menths > vl o o0 s o0 Iy o 3
éj Billing Period | 11 T 7 » B SP2020MFC  SP2020 SprinkMFC  2020-00035  Hardware 52020 52345 Reception
> BilingDay 0 7 [ HemPees | TtemMeters | rtem Incusions | Item Contacts |
&
2 < a
3 Escalation Type |Percentage L EscalationPeriod | EscalationType  EscalatonAmount SupplierCode  SupplierName  FinanceAmount  OrderNo IsAc
2 - v = = = o ol = e o0
o Escalation Period | 11 I~

\LI 11 Percentage o un] 0.00 Yes

Escalation Amt 0

= » 11 Percentage 0.00 0.00 Mo
Currency | South African Rand -

— Exchange 100 * g /| | |

TaxRate 15.00

e G| Eeg k. MR

Open Windows v | User: JudithM | 18/11/2019 | Version : 2.3.0.4 | TEST ALPHA - JUDITHPCLOCAL |

BACK TO BACK ITEM METERS SET UP

For Meters with Minimum Billing

* Supplier Code:
° Click on the Supplier Code text box to reveal an ellip-
sis button.
° Click on this button to display the Select a finance
party pop up screen.
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Add a new Contract

-]

| @ | tome | Eaupmentandlocsons  Conbact  FisnceandHR  Inventory  MaintensnceandProjects  Manufactring  Procrement  Seles  Seice  Reporting  Uiites - & x
& oo ==
O R
Save Back | Savelayout Workspaces
Process 4 Format a s
Links 2+ || Billing Info a
P
PartCode Desaription Senialia CategoryDesc  ModelMo AssetRegho  LocationDesc  Location
Billing Cydle Months Rt v e (3 ol e ol Al ol [-3
Billing Period | 11 T 7 » B SP2020MFC  SP2020 SprinkMFC  2020-00035  Hardware 52020 52345 Reception
= BilingDay | 0 * [temFees | TemMeters | rtem Incusions | item Contacts |
&
g - .
3 Escalation Type |Percentage 33 a SupplierCode OrderNo IsActive AmendDate
g r— v = = o o =
2 = Escalation Period | 11
. s —.c S 3 0.00 Yes 01/01/1900
Escalation Amt 05
Currency  South African Rand -l q : L =
oxchange 100 - - | I
PET=Ta. | &7 )
TaxRate 1500 * @ @ @
Ok  Back | Savelayout
pend History
Process .| Format . 1
SupplierCode  Supplierllame Contactilame | SupplierType  Status
Lk 3 ol ol ol ol
» SPRO0L Sprint Distributors Local JaneWelch  GEN A
BUY0L Buy Back Suppler Jane BuUY A
1 T
ContractInfo  CustomerInfo | BiingInfo | RentalInfo X
Open Windows v | User: JudithM | 18/11/2019

| Version: 2.3.0.4 | TEST ALPHA -JUDITHPCLOCAL

meter.
Click on Ok.

Select the row of the Supplier that you wish to link to this item

$ Add a new Contract Version 2.3.0.4 - TEST Al ocAL =9
| @ | tome | Eaupmentandlocsons  Conbact  FisnceandHR  Inventory  MaintensnceandProjects  Manufactring  Procrement  Seles  Seice  Reporting  Uiites - & x
g8 '
H O
Save Back | Savelayout Workspaces
Process 4 Format a s
=|| Links 2+ || Billing Info a
£ A
8 PartCode Desaription Senialia CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
H —
& | Functions Billing Cycle | Months > v elc 3 B B B B
Billing Period il » B SP2020MFC  SP2020 SprintMFC  2020-00036  Hardware SP2020 52345 Reception
Iz Biling Day | 0 2 [ Ttem Fees | TtemMeters | Item Indusions | Item Contacts |
&
g - .
% Fscalation Type |Percentage i a SupplierCode OrderNo IsActive AmendDate
o} — v = " 3 = o o =
2 = Escalation Period | 11
. s —.c S 3 0.00 B 0.00 Yes 01/01/1900
Escalation Amt 05
Currency |South African Rand .=
Exchange 100  * -
TaxRate 1500 * @ @
Back | Savelayout
Suspend History
Process .| Format . 1
SupplierCode | SupplerName Contactilame | SupplierType  Status
v ol ol ol ol ol
[ sproos Sprint Distributors Local JaneWelch  GEN A
BUY0L Buy Back Suppler Jane BuUY A
e G| Eeg k. TR . -
Open Windows | User: JuditM | 18/11/2019 | Version: 2.3.0.4 | TESTALPHA - JUDITHPCLOCAL

* Supplier Name: This will auto populate once the supplier code has

been selected.
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® - ‘Add 2 new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PCLOGAL ==log
| @ | tome | Eaupmentandlocsons  Conbact  FisnceandHR  Inventory  MaintensnceandProjects  Manufactring  Procrement  Seles  Seice  Reporting  Uiites - & x
' 3
(= <
=
Save Back | Savelayout Workspaces
Process Format Lol
=|| Links 2+ || Billing Info a
&l |[Enter text o search... 0
8 PartCode Desaription Senialia CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
H —
= Functions Billing Cycle Months Rt v e (3 ol e ol Al ol [-3
H Billing Period | 11 T 7 » B SP2020MFC  SP2020 SprinkMFC  2020-00035  Hardware 52020 52345 Reception
3 Biling Day | 0 2 [ Ttem Fees | TtemMeters | Item Indusions | Item Contacts |
&
2 2 = a
a Escalation Type |Percentage g 55 SupplierCode OrderNo IsActive AmendDate
2 - v = o o = o o =
2 3 Escalation Period | 11
e —_— I 000 sPRODL |- | 0.00 Yes 01/01/1300
Escalausl Aink L 0.00 0.00 No 01/01/1900
- Currency |South African Rand .=
ol

TaxRate 15.00

Contractinfo  Customer Infa | BilngInfo | Rental Info

- Open Windows ~

| User: JudithM | 18/11/2019 | Version: 2.3.0.4 | TESTALPHA-JUDITHPCLOCAL

Finance Amount: Click in this text box and either type in or use
the arrow indicators to select the finance amount. This amount
will be collected from the billing customer and will be paid to the
linked supplier.

° In this example, a fixed financing amount of R200 will
be charged for any number of copies made on the
mono meter from O up to and including the minimum
billing quantity (in this case from O up to 1000 mono
copies).

° This means R200 will be collected from the billing cus-
tomer and will be paid to Sprint Distributors Local.
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$ - Add a new Contract Version 2.3.0.4 - TESTALPHA - JUDITH PC LOCAL =llm]e]
| @ | tome | Eaupmentandlocsons  Conbact  FisnceandHR  Inventory  MaintensnceandProjects  Manufactring  Procrement  Seles  Seice  Reporting  Uiites &2
¢
=
Save Back | Savelayout Workspaces
Process 4 Format 3 @
=|| Links 2+ || Billing Info a
i PartCode Desaription Senialia CategoryDesc  ModelNo AssetRegho  LocationDesc  Location
H —
= Billing Cycle Months Rt v e (3 ol e ol Al ol [-3
H Billing Period | 11 T 7 » B SP2020MFC  SP2020 SprinkMFC  2020-00035  Hardware 52020 52345 Reception
3 Biling Day | 0 2 [ Ttem Fees | TtemMeters | Item Indusions | Item Contacts |
&
2 2 = a
a Escalation Type |Percentage g 55 SupplierCode OrderNo IsActive AmendDate
g . v = " ol = o o =
2 Escalation Period | 11
— I 0.00 SPROO1 Sprint Distributors Local _ Yes 01f01f19500
Escalausl Aink L 0.00 0.00 No 01/01/1900
Currency |South African Rand - = | »

TaxRate 1500 *

Processing

e G| Eeg k. TR

- Open Windows | User: JudithM | 18/11/2019 | Version: 2.3.0.4 | TESTALPHA-JUDITHPCLOCAL
. . e
* Order No: Type in a customer order number relevant to this item,
if required.
o I . . .
* |s Active: This field is set to Yes (Active) once you have clicked on
the Marked check box.
* Amend Date: This field is static.
$ - Add a new Contract Version 2.3.0.4 - TEST ALPHA - JUDITH PCLOCAL
E%il Home | Equpmentandlocations  Conbact  FinanceandHR  Invenfory  MantenanceandProjects  Manufactring  Procement  Sdes  Service  Reporfing  Utiities - & x
Ho =
=
save Back | savelayout Workspaces
Process 4 Format 4 2
= Links 2 || gilling Info n
=
g 2 PartCode Description SerialNo CategoryDesc  ModelNo AssetRegho  LocationDesc Location
= Billing Cycle | Months < |viae o o o o WO o e
‘E:T Billing Period FE e o » B SP2020MFC  SP2020 SprintMFC 202000036  Hardware SP2020 52345 Reception
3 BilingDay | 0 T | Ttem Fees | TtemMeters | rtem Indusions | Ttem Contacts |
E Escalation Type W—" 2 | EscalationAmount spplierCodk OrderNo  IsActive AmendDate
S — 9| = 3 o = e o =
2 Escalation Period T
~ _— I 0.00 SPRO01 Sprint Distributors Local Zﬂﬂ.ﬂﬂl Yes. 01f01/1500
G L ] 0.00 0.00 No 01/01/1900
Currency | South African Rand - 1 ’
- - S O S O N
Tax Rate 15.00 o
Processing
Contract Info Customer Info ] Biling Info ’—_RENBHHRI
Open Windows ¥ | User: JuditM | 18/11/2015 | Version:2.3.0.4 | TESTALPHA-JUDITHPCLOCAL

Add Meter Levels
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Scroll left to return to the Marked column.

Right click in the row of the 'selected / active' item you wish to
add a meter level to.

A Process menu will pop up.
Click on Add - Add a level.

You can add a meter level for either a meter with minimum billing or for a

meter with no minimum billing.

s - Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL oo |
& | Home | Equpmentandlocatons  Contect  Fmenceand MR Inventory jects Procurement  Sdles  Service  Reportng  Utiities - & x
i 5 ==
O R
=

Save Back | Savelayout Workspaces

Process | Format &
£| | Links 2 || Billing Info FY
a
@ || Enter text to search.., 2
2 PartCode Description SerialNo CategoryDesc  ModelNo AssetRegNo | LocationDesc  Location
2 —_— I
= | Functions Billing Cycle |Months B (s e e o0 e o e o
‘.SJ Billing Period at S » Bl 5P2020MFC  SP2020 SprintMFC  2020-00036  Hardware 5P2020 52345 Reception
= BilingDay | 0 % [ ttem Fees | 1temmeters | e nclusions | Ttem Cantacts |
& | temPees]
2 _ e a
3 Escalation Type |Percentage e Marked MeterCode  StartReading ReadingDate  MinBiling MinQuantity AccountCode COSAccountCode
. —_— 3 =) e = = = = sl ol
) Escalation Period | 11 3

. »i & Mono 500,00 15/11/2019 250.00 1000 1101 2101

Extalaton Ak b 0 01/01/1900 0.00 0
Currency | South African Rand =

Tax Rate | 15.00

Suspend History

Processing

T — -
ContractInfo  CustomerInfo | BiingInfo = Rental Info

Open Windows + | User:JudithM = 20/11/2019 | Version: 2.3.0.4 | TEST ALPHA - JUDITH PC LOCAL 4

Meters With Minimum Billing

* The Meter Charges frame will be expanded.

° Note: The Mono meter will be used as an example.
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$ - Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDTTH PC LOCA = = |
Lt|| Home | Equpmentandlocaions  Contract  FinanceandHR  Inventory  Maintenance andProjects  Menufachoring  Procrement  Sales  Service  Reporng  Utlities - &# x
= S
Ho
-
Save Back | Savelayout Workspaces
Process orma i
=|| Links n || silling Info n
T ente text to search, o
g - PartCode Description SerialNo CategoryDesc  ModelNo AssetRegNo | LocationDesc | Location
2 e
= | Functions Billing Cycle | Months g B o0c o 3 o e o ey
EJ Billing Period o » © SP2020MFC  SP2020 SprintMFC 202000036  Hardware 5P2020 52345 Reception
Iz BilingDay | 0 % ItemFees | Item Meters | Ttem Indusions | Ttem Contacts. |
15 T e o Q. Marked MeterCode  StartReadng ReadngDate MinGiling  MinQuantity AccountCode | COSAccountCode
[ — L) = {13 = = = = [: 13 Al
Gl = Escalation Period | 11 =
Bex — R y8 ¥ Mo 500.00 | 15/11/2019 250.00 1000 1101 2101
Escalation Amt D
Meter Charges |
Currency | South Affican Rand = A FromQuantity FinanceAmount  UnitCharge
old History Exchange | 1.00 v 0 0.00 0.00
TaxRate 1500 % [0 colour 0.00 01/01/1500 0.00 o

A
~ | I O N N

T —— -
ContractInfo_ Customer Info | Biling Info | Rental Info

5

| User:JudithM | 13/11/2019 | Version:2.3.0.4 | TEST ALPHA - UDITHPCLOCAL |

Open Windows

1. In this image, the mono meter has a minimum billing of R250 for 1000
copies ( Minimum Quantity ). BPO calculates the usage charges by first
calculating the minimum billing set up. In this example, it means in BPO,
a fixed charge of R250 will be charged for any number of mono copies
made on this contract item from O up to and including 1 000 thereafter
a unit charge per copy will be applied i.e from 1001.

2. From Quantity: This is the number from which the unit charge
will be effective.

* The first row in the Meter Charges matrix, is static at
0. This means if there is minimum billing set up on the
meter, the first row looks incorrect as the From
Quantity field is static at O.

* If there is minimum billing set up on the meter, BPO
does not read the From Quantity in the first row as O
(although it displays as 0) but starts counting from (
Minimum Quantity + 1). In this case, since (minimum
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billing level) is up to and including 1000, BPO will start
counting from 1001.
* For a more detailed explanation, read this important
note on Minimum Billing and Meter Charge Setup.
Finance Amount: Type in the finance amount for the meter level
(finance charge per copy when Minimum Quantity is exceeded).
This amount will be collected from the billing customer and will be
paid to the linked supplier.
* Note: Refer to Back To Back Meter Level Set Up For A
Meter With Minimum Billing for a detailed explan-
ation.
Unit Charge: Type in the unit charge for the meter level (charge

per copy when Minimum Quantity is exceeded).

e - Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDTTH PC LOCAL =l ]le]
\};M Home | Equpmentsndlocaions  Conbact  FinanceandHR  Inventory  Maintenance andProjects  Manufactuing  Procwement  Sales  Service  Reporng  Utiities - & x
Mo
Save Back | Savelayout Workspaces

Process Format ad
|| Lnks a || silling Info a
Tl i
| [|Enter text to search. r
g PartCode Description Serizlo CategoryDesc  ModelNo AssetRegho | LocationDesc | Location
2
% Functions Billing Cycle Months = o ol e 3 e s e e
EJ Billing Period s e » B SP2020MFC  SP2020 SprintMFC 202000036  Hardware 5P2020 52345 Reception
= gilingDay | 0 3 ItemFees | Item Meters | Ttem Indusions | tem Contacts. |
E i Tk | PE e = Q. Marked MeterCode  Startfeadng ReadngDate MinBilng  MinQuantity  AccountCode | COSAccountCode
[ = - = e = = = = e Al
@ = Escalation Period | 11 &

Do — R y8 ¥ Moo 500.00  15/11/2019 I 250.00 muulum 2101
Escalation Amt 0
Meter Charges | A
Currency | South Affican Rand hd o FromQuantity FinanceAmonnt UnitCharge
old History Exchange | 1.00 Al | 0.00] 0.00]
Tax Rate | 15.00 O Scolour 0.00 01/01/1900 44 (]
—— —
ContractInfo  CustomerInfo | BiingInfo | Rental Info

Open Windows v

| User:JudithM | 19/11/2019 | Version:2.3.0.4 | TEST ALPHA - JUDITH PC LOCAL //|
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BACK TO BACK METER LEVEL SET UP

METER WITH MINIMUM BILLING

1. If a meter has minimum billing

s - #Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDTTH PC LOCAL = )
\\t" Home | Equpmentandlocaions  Conbract  FinanceandHR  Inventory  Maintenance andProjects  Manufacuing  Proawement  Sales  Service  Reporing  Utiities - & x

7
Mo

=]
Save Back | Savelayout Workspaces
Process ‘ormal hadl|
= o |[Billing Infe x
o o
2 PartCode Description SerialNo CategoryDesc | ModelNo AssetRego | LocatiorDesc | Location
2 -
= | Functions Billing Cycle | Months T B o0c o o o s W e
éj Biling Period | 11 3 * v B SP22OMFC  SP2020SprintMFC 202000036  Hardware 2020 52345 Reception
= Biling Day | 0 3 ItemFees | Item Meters | Ttem Indusions | Ttem Contacts. |
5 T 2 Marked MeterCode  Startfteading |ReadingDate | MinBiing  MinQuantity | AccountCode | COSAccountCode
o — ® = e = = . e e 03
@ = Escalation Period | 11 &
Doges — ¥ Moo 500.00 15/11/2019 | 250.00 muul 1101 2101
Escalation Amt B
Meter Charges ‘
Currency |South Affican Rand i & | FromQuantity FinanceAmount UnitCharge
ol Exchange 100  |* » 0 000 2500%
TaxRate [15.00 |* O coour 0.00 01/01/1900 0.00 0

g
- | I N I

ot e tlooiw TR i

Open Windows | User: JudithM | 19/11/2019 | Version : 2.3.0.4 | TEST ALPHA - JUDITH PC LOCAL 4!

2. and a finance amount set up on the minimum billing level, this means a
fixed finance amount will be charged for any number of copies made on
the selected meter from O up to and including the minimum quantity.

* In this example, it means a fixed finance amount of R200
will be charged for any number of copies made from O up to

and including 1000 mono copies made.

3. Setting up a finance amount at the meter level means once the min-
imum quantity has been exceeded, a finance amount will be charged per
copy made on the selected meter. This amount will be collected from

the billing customer and will be paid to the linked supplier.
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In this example, 20c¢ will be charged per mono copy made

once the minimum quantity has been exceeded i.e. from

1001 copies.
" Note: Scroll right if you cannot view the Finance

Amount column in this frame.

$ - Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDTTH PC LOCAL P = ]
L%_" Home | Equpmentandlocations  Contract  FinanceandHR  Inventory  Maintenance andProjects  Menufacturing  Procurement  Sales  Service  Reporting  Utiities - ® x
o2
H o
Save  Back | Savelayout Workspaces
Process Format Al
=|| Links | [ Billing Info 2
text P
@ PartCode Description SerialNo CategoryDesc  ModelNo AssetRegho | LocationDesc | Location
2
o Billing Cycle Months X L e ol o o o Wl e
gj Billing Period T » O] SP2020MFC | SP2020SprintMFC  2020-00036  Hardware 5P2020 52345 Reception
= Biling Day | 0 % | ttemFees | Item Meters | Ttem Indusions | Ttem Contacts |
&
g iR T = 2 EscalationType | EscalationAmount  SupplierCode | Supplierame FinanceAmount | OrderNo | Ishctive
S — v = 5 o e = o o
L = Escalation Period L
Dol » Percentage 0.00 SPRODL Sprint Distributors Local | znn‘nnl Yes
Escalation Amt 05
Weter Charges | A
Currency |South Affican Rand % 2| FromQuantity FinanceAmount UnitCharge
Exchange | 1.00 I 0 20.00 25.00
Tax Rate 15.00 Percentage L 0.00 Mo

Contractinfo  CustomerInfo | Biling Info

[ Rental nf

Open Windows v

| User:uditiM | 19/11/2019 | Version : 2.3.0.4 | TESTALPHA- WDITHPCLOCAL -

e Scrol
Click

| left until you can view the Marked column in this frame.

on the hide button to close the Meter Charges matrix.
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$ - Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDTTH PC LOCA =dielEe]
Lt|| Home | Equpmentandlocaions  Contract  FinanceandHR  Inventory  Maintenance andProjects  Menufachoring  Procrement  Sales  Service  Reporng  Utlities - &# x
= S
Ho
-
Save Back | Savelayout Workspaces
Process orma i
=|| tinks a |[ Billing 1nfo a
T ente text to search, o
g - PartCode Description SerialNo CategoryDesc  ModelNo AssetRegNo | LocationDesc | Location
2 e
= | Functions Billing Cycle | Months g B o0c o 3 o e o ey
EJ Billing Period o » © SP2020MFC  SP2020 SprintMFC 202000036  Hardware 5P2020 52345 Reception
Iz BilingDay | 0 % ItemFees | Item Meters | Ttem Indusions | Ttem Contacts. |
15 T e o Q. Marked MeterCode  StartReading ReadngDate Mingiling  MinQuantity AccountCode | COSAccountCode
) — L3 = e = = = = {3 A
Gl = Escalation Period | 11 =
Bex — R ¥ Moo 500.00 | 15/11/2019 250.00 1000 1101 2101
Escalation Amt D
‘ Meter Charges
Currency | South Affican Rand = 4 FromQuantity FinanceAmount UnitCharge
old History Exchange 100  * v 0 20.00 25.00
TaxRate 1500 % [0 colour 0.00 01/01/1500 0.00 o

A
~ | I O N N

T —— -
ContractInfo_ Customer Info | Biling Info | Rental Info

| User:JudithM | 19/11/2019 | Version : 2,3.0.4 | TEST ALPHA - JUDITH PC LOCAL f;!

Open Windows

* You can add additional charge levels.

ADD METER LEVELS - METER WITH NO MINIMUM BILLING

* The Meter Charges frame will be expanded.
* Note: The Colour meter will be used as an

example.

1. There is no minimum billing set up on this meter. This means
the usage calculation will only be based on what's set up in
the Meter Charges matrix.

2. From Quantity: This is the number from which the unit
charge will be effective.

* The first row in the Meter Charges matrix, is
static at O.
* For a more detailed explanation, read this import-

ant note on Minimum Billing and Meter Charge

Setup.
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3. Finance Amount: Refer to Back To Back Meter Level Set Up
For A Meter With No Minimum Billing for a detailed explan-
ation.

* Note: This amount will be collected from the
billing customer and will be paid to the linked
supplier.

4. Unit Charge: Type in the unit charge for the meter (charge
per copy).

Add a new Contract - B90: Version 39,04 1051 ALPHA =l
Contract  FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurem: ent  Sales  Sevice  Reporng  Usities - & x
A
= 2
7
g PartCode Description SerialNo CategoryDesc | ModelNo AssetRegNo | LocationDesc | Location
2 -
@ | Functions Billing Cycle | Months T e o0: o e e s e oI
E Billing Period 1 e » [ SP2020MFC  SP2020 SprintMFC 202000036  Hardware SP2020 52345 Reception
= Biling Day | 0 % | ttemFees | 1tem Meters | ttem Inclusions | ttem Contacts |
= ki
g N e A Marked MeterCode  Startfteading |ReadingDate | MinBiling  MinQuantity | AccountCode | COSAccountCode
S — 5 B o = = = = o e
3 Escalation Period 11
— B ¥ Moo 500.00 15/11/2013 250,00 1000 1101 2101
Escalation Amt 03
A 4 v ¥ colour .00 15712019 [ 0.00 0] 1101 2101
Currency | South African Rand = Veter Crarges |
Exchange 100  * o FromQuantity FinanceAmount  UnitCharge ‘
TaxRate |15.00 |* 1| of 0.00] 0.00] ‘
— > . x = L
Processing
e e | tlng i e i .
Open Windows ~ | User : JudithM | 19/11/2019 | Version : 2.3.0.4 | TEST ALPHA - JUDITH FCLOCAL ﬂ

BACK TO BACK METER LEVEL SET UP FOR METER - NO
MINIMUM BILLING

1. For a meter with no minimum billing
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e - Add a new Contract 23.0 L T | = |
@I| Home | Equpmentandlocaions  Conbract  FinanceandHR  Inventory  Maintenance andProjects  Manufachuing  Proawement  Sales  Service  Reporting  Utiities - B x
HO X
=
Save Back | Savelayout Workspaces
Process 4 Format . 2 |
=|| Links & || silling Info 2
T
g PartCode Description Serizlo CategoryDesc  ModelNo AssetRegho | LocationDesc | Location
2 e
S Billing Cycle Months T ? ol ofle ol o ol o wfle o
éj Billing Period 11 3 ¢ » B SP2020MFC  SP2020 SprintMFC 202000036  Hardware 5p2020 52345 Reception
= BilingDay | 0 % ItemFees | Item Meters | Ttem Indusions | Ttem Contacts. |
= T e o Q. Marked MeterCode  StartReadng ReadngDate MinGiling  MinQuantity AccountCode | COSAccountCode
) — L3 = e = =] = = e A
] Escalation Period | 11 =
— R ¥ Moo 500.00 | 15/11/2019 250.00 1000 1101 2101
Escalation Amt ° » ¥ Colour 0.00 15/11/2018 | 0.00 o] 1101 2101
(i AfanRad <=
Currency | South Affican Rand Meter Charges ‘
Exchange 100  * 4 FromQuantity FinanceAmount | UnitCharge
Tax Rate 15.00 * » o 0.00 35.00
.
- | A A I
D ———
ContractInfo  CustomerInfo | BiingInfo | Rental Info "
Open Windows | User:JudithM | 19/11/2019 | Version : 2,3.0.4 | TEST ALPHA - JUDITH PC LOCAL ,;!
3.1 the Finance Amount as O at the mini billing level
. . . .
| | .
Note: Scroll right if you cannot view the Finance Amount
column in this frame.
$ - Add a new Contract on 2.3.0.4 - TE DT P [= [
| Home | Equomentandiocaions  Contact  Finenceand PR Inventory  Maintenance andProjects  Menufactuing  Proarement  Sales  Serviee  Reporting  Utlites - @ X
B = E
@ g
Save Back | Savelayout Workspaces
Process a Farmat . A |
|| Links || silling Info a
B
g PartCode Description Serizlo CategoryDesc  ModelNo AssetReglo | LocationDesc | Location
2 .
| Billing Cycle  Months g ® A o Qe e o e ol ol
Ej Billing Period s e » B SP2020MFC  SP2020 SprintMFC 202000036  Hardware SP2020 52345 Reception
= BilingDay | 0 3 | temFees | rtem Meters | rtem Incusions | Ttem Contacts |
z
£ e
i Ftion T [Pt ik a supplierCode F 1t |OrderNo | IsActive AmendDate
T . v = o o = e ol =
® Escalation Period 11 &
o 0.00 SPROOL Sprint Distributors Local 200.00 Yes 01/01/1500
Escalation Amt o » o.00] | 0.00] Yes 01/01/1900
Currency  South African Rand - eter Charges ‘ \ *
Hold History Exchange 100  *  FromQuantity FinanceAmount | UnitCharge . E é
TaxRate 1500 |* i g e =0
7

« | I N O

Processing

e —
ContractInfo  CustomerInfo | BilingInfo | Rental Info

Open Windows | User: JudithM | 13/11/2013 | Version': 2.3.0.4 | TEST ALPHA - JUDITH PC LOCAL é|
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4. In this image, Sprint Distributors Local has been linked as
the supplier and
5. the Finance Amount has been left as Q at the minimum

billing level.

Add a new Contract - EFO: Version 2.3.0.4 - TEST AL UDITH PC LOCAL =kas

‘0
L

o
| Home | Equpmentsndlocations  Contract  FinanceandHR  Inventory  MaintenanceandProjects  Manufsctring  Procrement  Seles  Sewvice  Reportng  Utlitis S

(=

HO |/ =

Save Back | Savelayout Workspaces
Process Format A
|| Lnks a || silling Info a
T p— )
gl PartCode Description SerialNo CategoryDesc | ModelNo AssetRegNo | LocationDesc | Location
2 .
=| Functions Billing Cycle | Menths b 7 i o0 o e o o o o
ETJ Billing Period | 11 3 |* » Bl 5P2D20MFC  SP2020 SprintMFC  2020-00036  Hardware 5P2020 52345 Reception
= gilingDay | 0 3 | temFees | rtem Meters | Ttem Incusions | Ttem Contacts |
Z
g -
3 Escalation Type Percentage s a SupplierCode F 1t | OrderNo | IsActive AmendDate
& = ¥ = -3 o = ol ol =
3 = Escalation Period | 11 &
o e 0.00 SPRO0L Sprint Distributors Local 200.00 Yes 01/01/1500
Escalation Amt 02
" = 0.00 [sPro0 1 Sprint Distributors Local | 0.00] Yes 01/01/1500
=
Currency | South Affican Rand etm Chrges | = Y
s Exchange 100  * . FromQuantity FinanceAmount | UnitCharge
TaxRate | 1500 % » 0 0.00 35.00

;
~ | [ N O

e ——
ContractInfo Customer Info | Biling Info. | Rental Info

Open Windows v | User:JudithM | 19/11/2019 | Version : 2.3.0.4 | TEST ALPHA - JUDITH PC LOCAL //|

» After linking the supplier, go to the Meter Charges matrix and

set up the finance amount per copy.

6. Finance Amount: Type in the finance amount for the meter level (fin-
ance charge per copy). This amount will be collected from the billing cus-

tomer and will be paid to the linked supplier.
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$ - Add a new Contract 2 JUDTTH L
@I| Home | Equpmentandlocaions  Conbract  FinanceandHR  Inventory  Maintenance andProjects  Manufachuing  Proawement  Sales  Service  Reporting  Utiities - &# x
HO B/ =
Save Back | Savelayout Workspaces
Process 4 Format . X
|| Links & || silling Info a
T
2
g PartCode Description Serizlo CategoryDesc  ModelNo AssetRegho | LocationDesc | Location
2 e
S Billing Cycle Months T ? ol ofle ol o ol o wfle o
éj Billing Period an: Sl » G SP2020MFC | SP2020 SprintMFC  2020-00036  Hardware 5P2020 52345 Reception
= BilingDay | 0 % | temFees | ttem Meters | Ttem Incusions | Ttem Contacts |
&
= T e a SupplierCode F 1t | OrderNo | IsActive AmendDate
oA — v = ol o = Wl ol =
] Escalation Period | 11 =
— 0.00 SPROOL Sprint Distributors Local 200.00 Yes 01/01/1800
Escalation Amt Ll » 0.00 SPROOL Sprint Distributors Local 0.00 Yes 01/01/1800
Currency | South Affican Rand o Meter Charges ‘
Exchange 100  * 4 FromQuantity FinanceAmount | UnitCharge
Tax Rate 15.00 * » UI 3(].UDI 35.00
« A )
send History '!
D ———
ContractInfo  CustomerInfo | BiingInfo | Rental Info "
Open Windows | User:JudithM | 19/11/2019 | Version : 2,3.0.4 | TEST ALPHA - JUDITH PC LOCAL 4!
* Scroll left until the Marked column in this fram
croll leTt until you can view the MarkKed column In tnis rrame.
. . .
Click on the Hide button to close the Meter Charges matrix.
$ - Add a new Contract 4 TES JUDTTH PC

|| Home | equpmentandlocaions  Contract  FinanceandHR  Inventory  Maintenance andProjects  Manufactuing  Proawement  Sales  Servie  Reporting  Uiites - ® x

5O 2 =
Save  Back | Savelayout Workspaces
Process 4 Format . A |
=|| Links 2 || Billing Info n
ol 7
g PartCode Description SerialNo CategoryDesc  ModelNo AssetRegho | LocationDesc | Location
2 e
o Billing Cycle Months RS ® ol oflc ol o o o e e
gj Billing Period 1 e » O] SP2020MFC | SP2020SprintMFC  2020-00036  Hardware 5P2020 52345 Reception
= Biling Day | 0 % ItemFees | Ttem Meters | Ttem Indusions | Ttem Contacts |
: [ ) a Marked MeterCode  StartReading |ReadingDate Mindiling  MinQuantity  AccountCode | COSAccountCode
S — 7 [E] W = = = = ol ol
2 Escalation Period R BT
— B N Moo 500.00 | 15/11/2019 250.00 1000 1101 2101
Escalation Amt 03
" T » ¥ colour 0.00 15/11/2019 0.00 0 1101 2101
Currency  South African Rand ~|= FrS——n—
Exchange 100 ¥ o FromQuantity FinanceAmount | UnitCharge
TaxRate 1500 * t Y a0 00
.
| I N
Processing
Invoices
Contract Info Customer Info Biling Info Rental Info e
Open Windows | User: JudithM | 19/11/2019 | Version: 2.3.0.4 | TEST ALPHA - JUDITH PCLOCAL )

* You can add additional charge levels.
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Back To Back Contract - Standard Contract Setup

ADD ADDITIONAL CHARGE LEVEL - BACK TO BACK SET UP

* Right click anywhere in the row of the item that you wish to add
another meter level to. (You can do this whilst the meter charges
matrix is open or closed).

* Note: The Mono meter will be used as an
example.

* The Process menu will pop up again.

* Click on Add - Add a level.

s - Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL — J= e
| & | tome | Caupmentandlocstons  Contisct  FrancesndHR  Iwemtory  MentmancendProjects  Manufachring  Proorement  Seks  Sevice  Reparting  Uties - & %
[ =]
=]
|
Sa Save Layout  Workspaces
nat | &
= 2 || silling Info P
=
g PartCode Description serizlNo CategoryDesc  Madelio AssetRegho | LocationDesc Location
= | Functions Billing Cycle Moriths il v oc B oflc o o B o e
El Billing Period uiE » Bl SP2020MFC  SP2020 SprintMFC  2020-00036  Hardware SP2020 52345 Reception
= Notes T
= i BilingDay | 0 % | temFees | ttemMeters | rtem Inchusens | Item Contacts |
F Al
: jatonType Pacenizge <]+ | Marked MeterCode  StartReading |ReadingDate Mingiling | MinQuantity  AccountCode | COSAccountCode
z — ? = e = = = =: -3 -
| Escalation Period | 11 L = -
— . y@ 500.00 15/11/2019 250.00 1000 1101 2101
EElatTE 0> v o0 15/11/2019 0.00 0 101 2101
Currency  South African Rand ~* =
Hold History Exchange 100  |* *

Tax Rate | 15.00

ContractInfo  CustomerInfo | BilingInfo | RentalInfo

Open Windows v | User:JudithM | 20/11/2019 | Version:2.3.0.4 | TEST ALPHA - JUDITHPCLOCAL

* Asecond level has now been added to the Meter Charges matrix.
* From Quantity: Type in or use the arrow indicators to
select the number of copies from which this charge will
be effective.
* For a more detailed explanation, read this
important note on Minimum Billing and
Meter Charge Setup.
* Finance Amount: Type in or use the arrow indicators

to select the finance amount for this additional meter
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Back To Back Contract - Standard Contract Setup

level (finance amount per copy). This amount will be
collected from the billing customer and will be paid to
the linked supplier.
* Note: This charge will usually increase with
each new level.

* Unit Charge: Type in or use the arrow indicators to
select the unit charge for this additional meter level
(charge per copy). This charge will usually increase

with each new level.

* Repeat this process to add more meter

charges as required.

e - Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PCLOCA = =N
- | Equpmentandlocatons  Contract  FenceandHR  Invenfory  MantenanceandFrojects  Manufsctwing  Frocwement  Sales  Service  Reporfing  Utiities - 2 x
HO = |
O = B8
Save Back | Savelayout Workspaces
Process Format a
|| Links 1 || Billing Info 1
@
|| Enter text to search... £ T
g PartCode Description SerialNo CategoryDesc  ModelNo Assetfegho  LocationDesc  Location
2 _—
% Functions Billing Cycle |Months o L 3 A 13 3 o o Al o
Z| Billing Period H T » B SP2020MFC  SP2020 SprintMFC  2020-00036  Hardware SP2020 52345 Reception
= BilingDay | 0 2 || Ttem Fees | TtemMeters | 1tem inclusions | rtem Contacts |
i Ll ]
= ) —_— = wgrer =
3 Escaiafion Type [Frceitos =l Marked MeterCode | StariReading ReadngDate MinBilng  MinQuantity AccountCode  COSAccountCode:
ol —— ¢ ] e = = = = oo o0
a Escalation Period =
— N vE M Moo 500.00 15/11/2013 25000 1000 1101 2101
Escalation Amt D 5
Meter Charges |

Currency | South Affican Rand nting | FromQuantity | FinanceAmount UnitCharge

Exchange | 1.00 0 20.00 25.00

TaxRate 1500 |* L = i 0.00]

[=/] Colour 0.00 15/11/2019 0.00 0 1101
‘
« | S O O
Processing
o=
ContractInfe  Customerinfo | BlingInfo | Rental Info ~ -

Open Windows ~

| User: JudithM | 20/11/2018 | Version: 2.3.0.4 | TEST ALPHA - JUDITHPCLOCAL

When you have finished working in the Meter Charges matrix,
click on the Hide button to close the frame.
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e - Add a new Contract - 7PC 0.4 - TES C = =N
- | Equpmentandlocaons  Contract  FinanceandHR  Invenfory  MantenanceandProjects  Manufoctwing  Procwement  Sales  Service  Reporfing  Utlities - @ x
(=
Save Back | Savelayout Workspaces
Process . Format s =
|| Links 2 || pilling Info 1
@
& PartCode Description SerialNo CategoryDesc  ModelNo Asseffegho  LocationDesc | Location
2 -
= Billing Cycle |Months xI T ? ol ol ol o o - o o
El Billing Period 1n 3 » Bl SP2020MFC  SP2020 SprintMFC  2020-00036  Hardware 5P2020 52345 Reception
= BilingDay | 0 2 || Ttem Fees | ttemMeters | Item Inclusions | Ttem Contacts |
i L]
2 : = a
E Escalation Type | Percentage ol Marked MeterCod= | StartReading ReadingDate  MinBilling MinQuantity AccountCode COSAccountCode
ol ¥ [F] O = = = = o o0:
& Escalation Period 4L
— . » ¥ Mono 500.00 15/11/2019 250,00 1000 1101
Escalation Amt 0
Meter Charges

Currency | South Affican Rand i o FremQuantity FinanceAmount UnitCharge

Exchange 100 * 0 20.00 25.00

TaxRate 1500 |* » 2000 25.00 30,01

[=/] Colour 0.00 15/11/2019 0.00 0 1101

:
« | N N O N N

T— —
Contractnfo  Customer Info | Billing Info | Rental Info

b

| User:JudithM | 20/11/2019 | Version:2.3.0.4 | TESTALPHA -JUDITHPCLOCAL

S

AVE THE CONTRACT

e Add contract inclusions if applicable and item contacts.

* When you are finished, click on Save.

$ - Add a new Contract - 570 304 HA - JU L
| @ | rome | cammentandiocstors  Conbact  FnanceandR  Ivenbory  MantenanceandProwcts  Manufactring  Procement  Sdes  Senie  Reportng  Uites - & x
(3] A =]
@
save | Back | Savelayout Workspaces
Process Format ad
E—I Links 2 || Billing Info k]
T
s PartCode Desaiption Seriitio CategoryDest  ModelNo AssetRegNo  LocationDesc  Location
= Billing Cycle Menths ad i 7 ol ol e Wl ol ofc ol e
El Billing Period F T v » © SP2020MFC  5P2020 SprintMFC  2020-00036  Hardware 5P2020 52345 Reception
Billing Day [ [ Ttem Fees | Item Meters | ttem Indlusions | ttem Contacts |
biknTvpe [Paarme % @ Marked | MeterCode StartReadng ReadngDate | MinBiling  MnQuantity  AccountCode COSAccouniCode
—— . o0 = - - - o O
Escalation Period 11 3
.. M Mono 500.00 15/11/2019 250.00 1000 1101 2101
ESCARHoR AL Uie 15 ¥ Coour 0.00 15/11/2019 0.00 0 1101 2101
Currency | South African Rand - | — ’

e B T T

TaxRate 1500 ¢

Processing

Contractinfo  Customerinfo | Blinginfo | Rentalnfo  Aggregate

Open Windows = | User:JudithM | 26/11/2019 | Version : 2.3.0.4 | TEST ALPHA - JUDITH PG LOGAL QJ

* The new contract will be saved and you will return to the Con-

tract Listing screen where the status defaults to Active.
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* Click on the drop-down arrow in the Status field and select
status - New.

- Contract Listing - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PCLOCAL
|_g | Home | Equpmentandlocations  Contract  FinanceandtR  Inventory i Projects i Sales  Service  Reporting  Utiities - & x
G 7 % = B o
Q ) 3¢ [ Save Layout i Hold [ ; Pretoria i Find Seria o, Lﬁ | ‘j
L‘é‘ b = Workspaces ~ | 3 Suspend g Active - | e
Add  Edt Clase — Print  Export | Reports
F, Save Fiter P Contract | | StBtus | # StatusDesc & =
i Format J JIY bew print J| Repo... 4 o
- R Released
A Active
H Hold
ContractNo  CustomerCode  CustomerName  CustomerDepthame % Deleted [ Joon OrderlNo Stariate  EndDate Departmentilame | Period
c Closed
v a0 o o o e e . B = = o =
} COD000233  HOPOO1 Hope Warks Sales Department x e A 18/10/2017  18/10/2022  Sales Department 60
CO0000240  HOPODL Hope Works Sales Department T CotFe Cony T Ares 01/06/2019  01/06/2024  Sales Department &0
€O0000241  HOPOD1 Hope Works Sales Department e Cost Per Copy Gilits 01/06/2019  01/06/2024  Sales Department 60
CO0000244  QUAOD1 Qualty Printers cpe Cost Per Copy Gilits 01/06/2019  01/06/2024  Sales Department 60
C00000245  QUAODL Qualty Printers = Cost Per Copy Gilits 01/06/2019  01f06/2024  Sales Department 60
00000247 THROO1 The Real cPC Cost Per Copy Gilits 01/06/2019  01/06/2024  Sales Department 60
00000248 PAMODL Pam Holdings PC Cost Per Copy Durban Area 01/06/2019  01/10/2024  Sales Department 60
Processing
' v
|
| Open Windons | User s JudithM | 26/11/2018 | Version:2.3.0.4 | TESTALPHA - UDITHRCLOCAL |
* Th tract be found within the New contract status list-
€ new contract can be round within the New contract status lis
.
* From here th tract will need to be Rel d and th
ro ere the contract will need to be released an en
Approved before it becomes active.
$ - Contract Listing - 590: Version 2.3.0.4 -
| @ | vome | Faupmentandlocatns  Contact  FinanceandHR  Invenfory  Maintenanceandfrojects  Manufactring  Proement  Sses  Service  Reporting  Ulites = e
aa Fb % =] 5 § i 3 & =
Q » * [l SaveLayout E5 Pretoria 5 Find Serial . g il ‘j
2 workspaces v o A - H
Add  Edt Delete View | _ ¥ FindContract | Print  Export | Reports
¥ Save Filter - -
4 Format Current | Print 4| Repo.. 4 fad
Links E)
) . .
Contracto | CustomerCode G CustomerDept ContractType  ContractTypeDesc  Location Ordertio StortDate  EndDate Departmentilame  Period
® o o o g o oo o o = - o =
CO0000253  HOPOOL Hape Works Sales Department (= Cost Per Copy Pretoria 1 15112019 15/11f2024  Sales Department 60
. v
| User : JudithM | 26/11/2019 | Version : 2.3.0.4 | TEST ALPHA - JUDITH PC LOCAL
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IMPORTANT NOTE

» After billing back to back contracts, remember to create back to
back supplier invoices for the suppliers linked to the back to back

contracts.

MNU.112.056
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