cC(O=
Add a New Contract

CONTRACT

ADD NEW CONTRACT

Version Compatibilityl

A Contract is a legally binding agreement between two or more parties involving the

transfer of goods and / or services for a fee payable at times agreed by both parties.

Contracts in BPO give you the ability to manage your customer billing. You

can link the following to a contract:

* 1 or more items (machines or locations)

* 1 or more accessories

* Various Fee Charges, e.g. Service / Rental

* Meter Charges (linked to machines) - Minimum Billing and Unit
Charges

* Inclusions (parts, services and / or crafts that are included in the
contract package and will not be billed)

* Meter reading contact persons

* Notes and digital contract documentation

Unless the contract type has been set to Exclude from Billing (which is only

valid for Short Term contracts), contracts will be made part of the month end

billing run, depending on whether:

* Billing Start Dates are correctly set for Fees and / or Meters.
* Meter readings have been captured or set to prior reading - if
meters are billed.

* The contract is not suspended.

1BPO2 v2.5.0.8 or higher.
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Contracts need to be Released and Approved in order to be Active. An Active
contract is available for processing, such as being included in contract billing

runs, can have service centre calls raised against it, an so forth.

If certain amendments are made on a contract, it will move back to Released
status and an email will be sent to all users who have the rights to authorise
a contract. This will notify them to check and re-approve the amended con-

tract.

The following amendments, to any of the following details, will trigger the con-

tract to be moved back into the Released status:

e Contract Type

e Customer

* Aggregate Billing flag

* If any contract item is added or removed

* If any contract item fee is added or removed

* Change of Billing Customer on a fee or meter
And the following Contract Item Fee amendments:

* Amount

e Start Date

* End Date

* Escalation %

* Account Code

* COS Account Code
* Invoice Description
* Billing Period

* Billing Cycle

* Finance Party

¢ Finance Amount
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Note: Zero value fees can be added to contracts with a Finance Amount, in order
to process Back to Back transactions where the client is not billed.

To set up a Contract, you will need the following:

* A Customer
* A Location or Machine (asset). The asset can be either a company

owned Internal Asset (machine for rental), or a Customer-owned
Asset.
* Meters linked to the machine - these are required for meter

billing.

In BPO2 you can create various types of and combinations of contracts and
billing charges. However, there are certain types contracts that required spe-

cific configuration.

STANDARD CONTRACTS

These are contract types that are generally created, and labelled as Service or
Rental, but you could have a combination of service, rental and location items

with various standard billing charges on these contracts.

Service Contract: Machine sold to customer outright / via finance

house.
* A New Deal Sale must be completed in order to create

this contract.
Rental Contract: In-house rental (machine owned by company).
* A New Deal Rental must be completed in order to cre-

ate this contract.

Help v2.5.0.14 - Pg 3 - Printed: 25/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential


../../../../Main/BPO2/Contracts/ProcessFlows/RSI.PRC.006_ContractSale.htm
../../../../Main/BPO2/Contracts/ProcessFlows/RSI.PRC.006_ContractSale.htm

=3
Add a New Contract

SPECIALISED CONTRACTS

These are contract types that require specific configuration. You may also
have a combination of items on these contracts, but the way these contracts

are created and billed will be handled differently.

Prepaid Contract:

* This contract type is to be used where a set meter
charge was paid ahead of contract creation, and
meters are not billed until their usage limit / duration
is reached. Once the prepaid portion of the contract
expires either by duration or usage, aggregate billing
set up on the contract commences.

Aggregate Billing Contract:

* Aggregate Billing will group all of the same type of
charges that exist across multiple items on the con-
tract into a single charge on the contract invoice. This
is used in high volume environments where multiple

machines exist on a contract.

Ribbon Select Contract > Contracts
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The Contract Listing screen will be displayed.
Select the Site

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

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

access the site.

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

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

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

ive contracts for the selected site.

® - Contract Listing - BPO: Version 2.5.0.14 - Example Company =lle X
@ | tome | Eaupment/locatons  Contract  France /MR Inventory  Mantenance [Projects  Manufactsing  Proarement  Saks  Servke  Reportng  Utites - & x
) ‘-;? K [B] | oo | et & e @ rorrovec
i £ Workspaces +
A B DS N g Saverter dease @ oe
J romat | o &
Links |
Convracto | CustomerC... | Customerame CustomerD... | ContractType ContractTy... |Locaton  OrderNo  Startbate | EncDate | Department... Period PeriodType... | BlingCyde... | BlingPeriod _ By
Functions Lk o o o o o o e = = L3 - o o = =
DERODL  Derton /Technologes e CostPer Co... Durban Avea 07052014 07/05/2019  Sales Depar. 6 Months  Months 3
TIAL  TienGow e CostperCo.. Man 1305/2014  13/06/2019  Sales Depar. 60 Months  Months 4
SAMO01  Samanthas Diner e CostPerCo... Man 03/07/2014  09/07/2019  Sales Depar. 6 Months  Months s
OFF001  Offce Supples Unimted e CostperCo... Man 280772014 28/07/2019  Sales Depar 6 Months  Biannual 5
DANOOZ  Dandng Shoes PRE Prepad Con... Koof test 2303/2016  23/03/2021  Seles Depr. 6 Months  Months 1
YESO1  YoungBectic e Costper Co.. Hilest 24032016 24/03/2021  Sales Depr. 6 Months  Months 1
PANDOL  Panda Copers S CostperCo.. Man 05/07/2016  05/07/2021.  Saes Depar. 60 Months  Months s
HOPOOL  Hope Works (Phy) Ltd e CostperCo..Man 0709/2016  07/09/2022  Seles Depar. 6 Months  Months 7
HOPOOL  Hope Works (Pty) Ltd e Costper Co.. Man 01/08/2016  07/09/2021  Sales Depar. 6 Months  Quartery s
HOPOOL  Hope Warks (Pty) Ltd PRE Prepad Con... Durbsn Area 2905/2017  29/05/2022  Sales Depr. 60 Months  Months 3
APPODDL  Aople Juce Inc e CostPer Co... Durban Avea 0382017 03/08/2022 6 Months  Months o
HOPOOL  Hope Works (Pt Ltd e CostPer Co... DurbanArea 1234 07032018 07/03/2023  Sales Depar. 60 Months  Months 2
HOPOOL  Hope Works (Phy) Ltd e CostPer Co... Durban Avea 2905/2018  29/05/2023  Seles Depr. 60 Months  Months o
DERODL  Derton /Technologes e CostPer Co.. DurbanArea 1234 I5/06/2018  15/06/2023  Soles Depar. 6 Months  Months 5
PINOOOL  Prkshoss e Costper Co... Durban Avea 18/05/2018  18/06/2023  Sales Depar. 60 Months  Months 4
PINOOOL  Prkshoes e CostPer Co... Durban Avea 18/06/2018  18/06/2023  Seles Depar. 6 Months  Months 4+
OFF001  Offce Supples Unimted e CostPer Co... Durban Cen... 1234 06/05/2017  06/05/2020 6 Months  Months 2
HOPOOL  Hope Warks (Pty) Ltd e Costper Co... Durban Avea 10/09/2019  10/03/2024  Sales Depar 6 Months  Months 7
HOPOOL  Hope Works (Pt Ltd e CostPer Co... Durban Avea 18/06/2018  18/06/2023  Seles Depar. 6 Months  Months 4
WESD01  Westwood Dynamic e CostPer Co... DurbanAvea 1234 15/10/2019  15/10/2024  Seles Deper. 60 Months  Months s
. 8
Open Windons ~ | User:BiancaD | 21/10/2022 | Verson: 2:5.0.14 | Example Company

e Click on the Add button.
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® = isti i (=J&)x
E Home | Equipment /Locations Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities. - & X
@ =] | [ sav i« & Release For Approval Towbar  v| = .
Oz X [ 3= &= + e k- 1LE
7= ZE Workspaces » | 3 Suspend gl Remove F Actve -
A it Vie i Print  Export | Reports
| %, saveFiter 1§ Release P Appx G Refresh Lot e £
re— J  Foma Curren it Rep: a
Links »
=== 21 contacto CustomerC...  CustomerName CustomerD... ContractType |Contractly... |Locaton  OrderNo | StartDate  EndDate | Department... Period PeriodType... BilngCyde... | BiingPeriod _ Bilin
o o e o - o o - S = e = o 0 = =
» CO00006  THAGL  TitanGrowp e CostPer Co... Man 1305/2014  13/06/2019  Sales Depar 60 Months  Months 4
COO000018  SAMODI  Samanthas Diner e CostPer Co... Durban Area 030072014 09/07/2019  Sees Depr. 60 Months  Months 5
€CO0000019 OFF001 Office Supples Uniimited CPC Cost Per Co... Main 28/07/2014  28/07/2019  Sales Depar. 60 Months Bi-annual 6
CO0000031 YES001 ‘Young Electric CPC CostPer Co... Hilorest 24/03/2016  24/03/2021  Sales Depar. 60 Months Months 1
COO000041  PANODL  Panda Copers e CostPer Co... Man 050772016 05/07/2021  Sees Depar. 6 Months  Months 5
00000043 HOPOOL  Hope Works (Pty) Ltd e CostPer Co... Man 01/08/2016  07/03/2021  Sales Depar. 60 Months Quarterly B
CO0000072  HOPOO1 Hope Works (Pty)Ltd e CostPer Co... DurbanArea 1234 07032018 07032023 Sees Deper. 60 Months  Months 2
CO0000074 DER001 Derton / Technologies: CPC CostPer Co... Durban Area 1234 15/06/2018  15/06/2023  Sales Depar.. 60 Months Months 6
CO0000077 PINDOO1 Pink Shoes. (e CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
CO0000078 PIND0O1 Pink Shoes: CPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
CO0000080 OFF001 Office Supples Unlimited CPC CostPer Co... DurbanCen.. 1234 06/05/2017  06/05/2020 60 Months Months 2
CO000007S  HOPOO1 Hope Works (Pty)Ltd e CostPer Co... Durban Area 1806/2018  18/06/2023  Sales Depar. 60 Months  Months 4
(Open Windows v | User:Bianca = 09/01/2023 | Version: 2.5.1.4 = Example Company
® = Add a new Contract - 570: Version 2.5.1.4 - Example Company —&lix
‘ Home Equipment / Locations. Contract Finance /HR. Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities. - & x
Save  Back Save Layout Workspaces
Process Fomat d
Z|[nks 2 || contract Info 0 ‘ 5
g e z PartCode  Desapton SeralNo | AsseRego | LocatonDesc | Locaton Shopngadress COSAccoun 2
%/ Functions Contract flo e e e o o e 0 o - |z
5 S = - S S — —
i Contract Class -
Contract Category B
2 StartDate 03022+
End Date 09/01/2028 hd
Period [ 3=
. Period Type s
Department  Sales Department -l
Contract Manager -
dbistory Salesman B
Aggregate Billing | |
Hide Fee Detail | |
-
| contactinfo | Customerinfo  BingInfo  RentalInfo B K
Open Windows v | User:Bianca = 09/01/2023 | Version: 2.5.1.4 = Example Company

CONTRACT INFO PANEL

Upon opening this screen, the Info panels are docked, with the Contract Info
panel at the fore. If not, click on the Contract Info tab.
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* Contract No:

* |f this field is greyed out, then your system is con-
figured to auto generate the contract number upon
saving the contract. This is generated by the system (if
the Auto Contract flag is selected in BPO Con-
figurator).

» Contract Typel: Click on the drop-down arrow and select the
Contract Type, e.g. Cost per Copy.

e For Prepaid Contracts:

e This is used when creating a Prepaid / Life
Based contract.

* Before you select the Contract Type, you
will note that the Life Based Billing tab is
currently docked on the left side of the
screen.

* |In the Contract Type field, Prepaid Con-
tract must be selected from the drop-down
menu.

* After selecting the Prepaid Contract
option, the Life Based Billing tab will move
to the bottom of the screen.

 Contract Class2: Click on the drop-down arrow and select the

Contract Class

1User defined field to define the type of contract, which is selected when setting up
the Contract Type configuration, and in turn, selected when creating a new contract.
Defaults configured on the Contract Type configuration will pull through to the con-
tract, such as contract duration, selectable fee types, invoice numbering, etc.

2 Additional user defined fields to classify the contract, which is viewable in the

Period and Ad-hoc Escalation screens.
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Contract Category: Click on the drop-down arrow and select
the Contract Category
Start Date: This will auto populate with the current date, but you
can click on the drop-down arrow and use the calendar function
to select an alternative date.
End Date: This will auto populate 5 years from the start date, but
you can click on the drop-down arrow and use the calendar func-
tion to select an alternative end date if required.

® Note: If this is an evergreen contract, set

your end date to 31/12/2999
Period: This will auto populate when the Contract Type is selec-
ted but you can either type in or use the arrow indicators to select
an alternative period (life span of the contract).
Period Type: This will auto populate when the Contract Type is
selected but you can click on the drop-down arrow and select an
alternative period type (measure relating to the lifespan), e.g.
months.
Department: Click on the drop-down arrow and select the depart-
ment.
Contract Manager: Click on the drop-down arrow and select the
contract manager.
Salesman: Click on the drop-down arrow and select the salesman.
Aggregate Billing: Click on this check box if the customer will
receive aggregate billing.
* For Aggregate Billing Contracts:
* This is used when creating an Aggregate

contract or Prepaid / Life Based contract.

1Additional user defined fields to categorise the contract, which is viewable in the

Period and Ad-hoc Escalation screens.
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* Note that the Aggregate tab is currently
docked on the left side of the screen.
* Select the Aggregate Billing check box.
* The Aggregate tab will move to the bottom
of the screen.
* Hide Fee Detail: Select this option if you don't want to show indi-

vidual contract invoice fee amounts on the customer invoice.

® -

HO =

@ | rome | Equpment/Locations

save Back | Savelayout Workspaces

Add a new Contract - 17
Contract  Finance /HR  Inventory  Maintenance /Projects  Manufsctring  Proaement  Sabes  Service  Reportng  Utiies

=]

Buljig pasea 3N | | S1eBRI00Y |

Contract Info.

PartCode  Description SeriaiNo

o @ o o o r
« | I A —

AssetRegho | LocationDesc _ Location
0

pupa s | | O

Contract o
Contract Type
Contract Class
Contract Category
StartDate (03012025~
EndDate 03012028~
Period 03
Period Type
Department | Sales Department
Contract Manager
Salesman
Agaregate Billng
Hide Fee Detail | |

Contractinfo | Customerinfo  BlingInfo RentalInfo

User : Bianca | 09/01/2023 | Verson: 2.5.1.4 | Example Company

CUSTOMER INFO PANEL

* When you have finished editing the contract info details, click on

the Customer Info tab.

The Customer Info panel will move to the fore.

e Customer: Click on the search button and select the customer

from the Select a customer for this contract pop up screen.
e Address: This will auto populate when the Customer is selected

but you can click on the search button and select an alternative
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address from the Select an address for this contract pop up
screen.

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

* Required: Only select this check box if the client must supply an
order number before a technician is sent to site.

* Location: Click on the drop-down arrow and select the contract

location from the menu.

BILLING INFO PANEL

* When you have finished editing the contract info details, click on

the Billing Info tab
& - i A —J&
@ | tome | Eaupment/locations  Contract  Fance /R Inventory  Mantenance /Projects  Manufachring  Proarement  Soes  Servie  Reportg  Utities - & x
HOo ®}
Save  Back | Savelayout Workspaces
P o
2] [ume » [Billing 1nfo ¢
HIE ' 2 o PartCode  Desapton SeralNo | AsseRegho | LocatonDesc | Locaton ShippingAddress COSAccoun... SLAHou| 8
5| runcti Billing Cydle Honirs el v oo o e o 0 0 0 o - |z
= Billing Period 4 3 * » B SP19-12.. SP19-12 Colour Copler  SP19-12185. Reception 658 Dime Road, South Ridig, ,... 2101
i BilngDay | 25 % « [ N A A
2| Escalation Type |Percentage .
2 EscalationPeriod | 5 -
Escalation Amt S0 -
Currency |South Afican Rend - o
Hold Hs Exchange (100 |*
TaxRate (1400 |*
Contractinfo _ Customer Info | BlingInfo_| Rental Info . o
Open Windows ~ User : Banca | 30/01/2023 | Version : 2.5.14 | Example Company

The Billing Info panel will move to the fore.

® Note: Most of these details will auto populate but they

can be changed, as explained below.

* Billing Cycle: Click on the drop-down arrow and select the billing
cycle (billing frequency, e.g. monthly).
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¢ Billing Period: This is the period when the contract will be billed
for the first time. Type in or use the arrow indicators to select the
period number.

* Note: The Billing Period relates to the financial period
of the company e.g. if the company's financial year
ends on 31 December and a contract is to be billed in
February, the Billing Period would be 2.

* Billing Day: The Billing Day can be used if you are billing different
contracts on different days or can be used as a filter in the Con-
tract Billing screen. The Billing Day is limited to 31. Type in the
day that the customer will be billed (e.g. on the 25th of each
billing cycle) otherwise leave as O.

* Escalation Type: Search for and select an escalation type (usually
percentage is used).

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

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

® Note: The Escalation Period relates to the financial
period of the company e.g. if the company's financial
year ends on 31 December and a contract is to be
escalated in March, the Escalation Period would be 3.
If the escalation is on the anniversary of the contract,
then use the same financial period as the billing period.

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

* Note: For foreign currency contracts, all fee and

meters charges must be set up in the currency
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selected e.g. type in the Dollar amount if the currency
is USD.

* Exchange: The system will auto populate with the exchange rate
set up in the system, but you can type in an alternative exchange
rate.

e Tax Rate: The system will auto populate with the tax rate set up

in the system, but you can type in an alternative tax rate.

RENTAL INFO PANEL

This is used where a New Deal Rental was processed on the system and is a

tool for calculating the rental amount for the deal on the contract, especially
where the deal is financed and the correct repayment is claimed from the cus-

tomer and paid to the finance house.

¢ Click on the Rental Info tab.

The Rental Info panel will move to the fore.

* Order No: Search for and select the sales order created for the

New Deal Rental.

You will note that the Order No and a number of fields auto populate once

the Order Number has been selected.

[

* Order Value: Upon selection of the Sales Order Number, this
value will populate with the total from the Sales Order (including

VAT). This field is read only and cannot be changed.
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Contract Value: Upon selection of the Sales Order Number, this
value will populate with the total from the Sales Order (including
VAT). You can amend this value if the Contract Value differs due
to additional costs not logged on the originating Sales Order.
Period Type: Use the drop down list to select the rental period
type. This field correlates to Rent Period. For example, you might
set this field to Months where you are noting the number of
months for the rental period, e.g. 60 months.

Rent Period: Type in or use the spin edit to set the number
related to the Period Type above, e.g. 60 months.

Interest Period: Use the drop down list to select whether the
Interest Period is Fixed or Variable.

Interest Rate: Upon selection of the Sales Order Number, this

value will populate with the rate as configured in Interest Rates.

This can be changed by typing into the field or using the spin edit.
Interest Variance: This variance relates to Variable interest
method. Type in or use the spin edit to set this value, if required.
Computed Rental: Upon selection of the Sales Order Number,
this value will populate with the total from the Sales Order (includ-
ing VAT). This field is read only and will only change upon cal-

culation of the rental as noted further down.

At this point, you can calculate the Applied rental.

Click on the Recalculate Rentals button.
The Computed Rental and Applied Rental values will repopulate

according to the details provided.

Rental Factor: If you will be applying a rental factor, type in or
use the spin edit to set the value.
Click on the Recalculate Rentals button.
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* The Applied Rental value will repopulate according to the details

provided.

* Note: Type in any notes you have regarding this rental cal-

culation.
* You can now update the rental fee on the relevant item(s) on the

contract.

AGGREGATE BILLING PANEL

This is used when creating an Aggregate contract or Prepaid / Life Based con-

tract.

* Note that the Aggregate tab is currently docked on the left side

of the screen.
* Select the Aggregate Billing check box.
* The Aggregate tab will move to the bottom of the screen.

LIFE BASED BILLING PANEL

This is used when creating a Prepaid / Life Based contract.

* Before you select the Contract Type, you will note that the Life
Based Billing tab is currently docked on the left side of the

screen.
* In the Contract Type field, Prepaid Contract must be selected

from the drop-down menu.
* After selecting the Prepaid Contract option, the Life Based

Billing tab will move to the bottom of the screen.
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CONTRACT ITEMS FRAME

* Right click anywhere in the row of the Contract Items frame.

* A Process menu will pop up.

* From this menu, you can:
* Add a new machine item
* Add a new location item

¢ Delete a contract item

ADD NEW MACHINE ITEM

Where you have a serialised item that requires maintenance or service, the

item can be linked to the contract.

¢ Click on Machine - Add New Machine Item.

* The Select a new item pop up screen will appear, listing all cus-

tomer assets sold to or created against this customer; or rental

assets issued to this customer.
* Select the row of the jitem that you wish to link to this contract.
e Click on Ok.

* The following columns will auto populate according to your item
selection:
* Part Code
* Description
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* Category Description

* Model No if configured on the asset's part code
* Serial No

* Asset Register No if configured on the asset

Note: The LocationDesc column will not be populated as this is a Machine

(asset) Contract item and not a Location Contract Item.

[

ADD NEW LOCATION ITEM

Instead of linking a serialised item, you have the ability to link a location to
the contract. This can be used where a room or building requires main-

tenance or service.

e Click on Machine - Add New Machine Item.

* The Select a new item pop up screen will appear, listing all cus-

tomer locations.

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

* The following columns will auto populate according to your item
selection:
* LocationDesc
* Description

Category Description

Model No if configured on the asset's part code

Serial No

Asset Register No if configured on the asset
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Note: The PartCode, Description, Category Description, Model No, Serial
Number, and Asset Register No columns will not be populated as this is a

Location Contract item and not a Machine (asset) Contract Item.

[

CONTRACT ITEM MAIN DETAILS

Whether you are linking a Machine or Location, the following item details

should be configured.

Link Location

This is the location of the contract item, e.g. Reception, used to assist the

technician with finding the item on site.

e Click in the Location text box.
e Type in a Location for this item.

Link Shipping Address

This is the physical address where the contract item is.

A new company config flag (AutoUpdateShippingAddress) is available in BPO2 v2.5.0.8

(or higher) to control automated shipping address updates in BPO2 between contract
items and equipment shipping addresses/ functional location shipping address and
ensures the shipping address correlates to contract items shipping address. When you
update the shipping address on a contract the shipping address will reflect on the asset
or functional location. If the user updates the asset or functional location’s shipping

address, the shipping address will reflect on the contract item.

* Click in the Shipping Address text box.
* An ellipsis button will be revealed.
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Click on this button to display the Select a shipping address pop

up screen.

Select the rowof the shipping address that you wish to link to

this item.
Click on Ok.

Scroll right to view the remaining columns in the Items frame.

Link COS Account Code

* 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).

Link SLA Hours

* Click in the SLA Hours text box.
* Type in or use the arrow indicators to select the required call
response time (in hours) if applicable.
® Note 1: If this is set up, SLA will apply every time a call
is logged against the contract / contract item. SLA will
be calculated 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 cal-
culating at 4pm and stop at 5pm and resume the fol-
lowing 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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" Note 3: The SLA Monitoring Service must be installed,
configured and running to fully utilise this func-
tionality.

Link Travel Radius and Travel Charge

If you need to ensure travel is charged each time a call is raised for the con-
tract item, set up a Travel Radius (distance) and Travel Charge Rate (per

km). Also see Travel Radii.

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.

Click in the Travel Charge Rate text box.

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

rate (e.g. Rand per kilometre).

® 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.

* The Is Extra flag is to indicate whether the item is an accessory to

the main item on contract.
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* The Status field is static and there to show you the that the item

is active.

CONTRACT ITEM ADDITIONAL DETAILS

Whether you are linking a Machine or Location, the following item details

should be configured, where applicable.

[

e Here you can click on four different tabs to add or edit:
* Item Fees: periodic charges e.g. monthly
* |tem Meters: meter usage charges
* Item Inclusions: non billable items that are included in
the contract

* Item Contacts: the contact person - per machine.

Item Fees

e The Item Fees frame displays Contract Item Fees that can be
linked or are linked to a contract item. Note that the fee types
available for selection are dependant on the fees configured for
the selected contract type.

e Linked Item Fees will be included on the contract invoice during

contract billing, where within the period defined.

Add Item Fee

* Marked: Click on the check box in front of the Item Fee Type to

be charged on the contract item.
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Billing Details

* 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 Sales GL Account
code set on the fee as configured for the contract type. This code
can be changed if required, but ensure a valid general ledger code
is used.

* COS Account Code: This will auto populate with the Sales GL
Account code set on the fee as configured for the contract type.
This code can be changed if required, but ensure a valid general
ledger code is used.

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

invoice.

Scroll right to view the remaining columns in this frame.

Billing Period Details

« 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
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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.

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.

Scroll right to view the remaining columns in this frame.

Escalation Details

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
the text box and either type in or use the arrow indicators to

select an alternative escalation amount if required.
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Billing Customer

e 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 1: BPO only supports different billing customers
on an aggregate contract from BPO v2.3.0.4.
® Note 2: Follow the next 2 steps only if you wish to link

another customer as the billing customer.

* Click in the Customer Code text box.

* An Ellipsis button will be revealed.

* Click on this button to display the Select a billing customer pop
up screen.

* Click on the row selector in front of the Billing customer that
you wish to link to this contract

* Click on Ok.

e 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.
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Back to Back / Finance Details

* These fields should only be populated if there is a Back to Back
Deal with a third party who is set up on BPO as a Supplier.

* Follow the next 2 images only if you wish to link a supplier for
rental back-to-backs (finance house bills company & company bills

client).

* 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.

* Click on the row selector in front of the Supplier that you wish to
link to this item.

* Click on Ok.

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

been selected.

* Finance Amount: Click in this text box and either type in or use

the arrow indicators to select the finance amount.

Additional Details

* Suppress on Invoice: Only select this if you wish to hide the item

fee information on the invoice.
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* 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. This will be displayed on the contract invoice.

* Status: This field will be set to A (Active) once the fee has been
saved, and is static.

* Amend Date: This shows the date the item was last modified and
the field is static.

* The 'Add an Item Fee' process is now complete.

Additional Item Fees

1. Scroll back to the Marked column.

* You can now set up additional fees by following the above pro-

cess, if required, before moving on to the next frame.

2. This shows the total amount of all /tem Fees charged on the contract

item.

Item Meters

Meters charges can only be configured on Machine Items (assets).

The meter types available for selection are dependant on the meters con-
figured for the selected contract type, and where the relevant meters are

linked to the selected asset.

Helpful Hint:
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To avoid linking meter definitions 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.

e Click on the Item Meters tab.
¢ Marked: Click on the check box in front of the name of the Meter

to be billed on this contract.

Meter Header and Minimum Billing Details

» Start Reading: Type in the start reading of the meter. This will be
the reading taken from the contract item at the point of install-
ation

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

* Min Billing: Type in the minimum billing amount (in Rand value).

° Minimum billing is a fixed charge; charged on copies up
to and including the Minimum 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 the first copy 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
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Min Quantity: Type in the minimum quantity (the copies that are
included in the minimum billing amount).

Account Code: This will auto populate with the Sales GL Account
code set on the meter as configured for the contract type. This
code can be changed if required, but ensure a valid general ledger
code is used.

COS Account Code: This will auto populate with the Sales GL
Account code set on the meter as configured for the contract
type. This code can be changed if required, but ensure a valid gen-

eral ledger code is used.

Scroll right to view the remaining columns in this frame.

Escalation Details

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
the text box and either type in or use the arrow indicators to

select an alternative escalation amount if required.
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Billing Customer

e 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 1: BPO only supports different billing customers
on an aggregate contract from BPO v2.3.0.4.
® Note 2: Follow the next 2 steps only if you wish to link

another customer as the billing customer.

* Click in the Customer Code text box.

* An Ellipsis button will be revealed.

* Click on this button to display the Select a billing customer pop
up screen.

* Click on the row selector in front of the Billing customer that
you wish to link to this contract

* Click on Ok.

e 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.
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Back to Back / Finance Details

* These fields should only be populated if there is a Back to Back
Deal with a third party who is set up on BPO as a Supplier.

* Follow the next 2 images only if you wish to link a supplier for
rental back-to-backs (finance house bills company & company bills

client).

* 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.

* Click on the row selector in front of the Supplier that you wish to
link to this item.

* Click on Ok.

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

been selected.

* Finance Amount: Click in this text box and either type in or use

the arrow indicators to select the finance amount.

Additional Details

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

if required. This will be displayed on the contract invoice.
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e Status: This field will be set to A (Active) once the fee has been

saved, and is static.

* Amend Date: This shows the date the item was last modified and
the field is static.

Add Meter Levels

Scroll left to return to the Marked column.
Right click in the row of the 'active' item you wish to add a

meter level to.

* In this image the Mono meter has been selected.

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

Add Meter Levels - For A Meter with Minimum Billing

* The Meter Charges frame will be expanded.

1.

In this image, the mono meter has a minimum billing set up
of a R250 charge for the first 1000 copies (Minimum Quant-
ity). 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 applied for any number of
mono copies made on this contract item the first copy 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.
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* The first row in the Meter Charges matrix,
is static at 0. This means if there is min-
imum billing set up on the meter, the first
row looks incorrect as the From Quantity
field is static at O.

* |f there is minimum billing set up on the
meter, BPO does not read the From Quant-
ity in the first row as O (although it displays
as 0) but starts counting from (Minimum
Quantity + 1). In this case, since (minimum
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.

3. Major Currency Charge: (only viewable for standard
meter set up) Once the Unit Charge has been input as
cents, the Major Currency Charge will automatically

round the value to two decimal places.

4. Unit Charge: Type in the unit charge for the meter

(charge per copy) - this needs to be input as the cents
value.

5. Finance Amount: This should only be populated if
there is a Back to Back Deal with a third party who is
set up in BPO as Supplier.
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Add Meter Levels - For A 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
important note on Minimum Billing and Meter
Charge Setup.

3. Finance Amount: This should only be populated if there is a
Back to Back Deal with a third party who is set up in BPO as
a Supplier.

4. Major Currency Charge:Once the Unit Charge has been
input as cents, the Major Currency Charge will automatically
round the value to two decimal places.

5. Unit Charge: Type in or use the arrow indicators to select
the unit charge for this additional meter (charge per copy) -
this needs to be input as the cents value. This charge will

usually increase with each new level.

Add Meter Levels - For A Meter with No Minimum Billing

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

example.
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. 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.

. 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
important note on Minimum Billing and Meter

Charge Setup.

. Finance Amount: This should only be populated if there is a

Back to Back Deal with a third party who is set up in BPO as
a Supplier.

. Major Currency Charge:Once the Unit Charge has been

input as cents, the Major Currency Charge will automatically

round the value to two decimal places.

. Unit Charge: Type in or use the arrow indicators to select

the unit charge for this additional meter (charge per copy) -
this needs to be input as the cents value. This charge will

usually increase with each new level.

Add an Additional Charge Level

* Right click anywhere in the row of the item that you wish to add

anothermeter level to. (You can do this whilst the meter charges

matrix is open or closed).

* The Process menu will pop up again.
e Click on Add - Add a level.
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* A second 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: This should only be populated if
there is a Back to Back Deal with a third party who is
set up in BPO as a Supplier.

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

new level.

e Repeat this process to add more meter

charges as required.

e When you have finished working in the Meter Charge Levels,
click on the Hide button to close the sub grid.

Delete A Meter Level

* The final option in the Add Meter Level Process menu is Delete
the Charge.

* Right click in the row of the meter level that you wish to delete
from the meter.

* The Process menu will pop up.

* Click on Delete - Delete the Charge.
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* The selected meter level will now be removed from the Meter

Charges matrix.
* Click on the Hide button to close the Meter Charges matrix.

Item Inclusions Frame

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

* In the Item Inclusions frame, you can add all Contract Inclusions
(items which are included in the contract and not billed sep-
arately).

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

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

ation, refer to the Link Fee topic.

Add Item Inclusions

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

e Part:Add Part Inclusion
e BOM:Add Bill Of Materials Inclusion
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Craft:Add Craft Inclusion
Service:Add Service Inclusion
Link Fee:Link A Fee To An Inclusion

Delete:Delete Inclusion

Add Part Inclusion

Click on Part - Add Part Inclusion.

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

* A Select a part screen will pop up.
* Click on the row selector in front of the part you wish to add to

this contract as an inclusion
e Click on Ok.

* The selected part will be added to the Item Inclusion frame.

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

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

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

type of the selected item.
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* Quantity: Type in the quantity included for the selec-
ted part.
* Fee Type: This field will only be populated if you link a

fee to the inclusion.

Add Bill of Materials Inclusion

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

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

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

A Select a bill of material screen will pop up.
Click on the row selector in front of the BOM you wish to add to

this contract as an inclusion.
Click on Ok.

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

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

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

* Quantity: Type in the quantity included for the selected BOM.

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

inclusion.

Add Craft Inclusion

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

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

* A Select a craft screen will pop up.
* Click on the row selector in front of the craft you wish to add to

this contract as an inclusion.
e Click on Ok.

* The selected Craft will be added to the Item Inclusions frame.

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

selected item.

Help v2.5.0.14 - Pg 38 - Printed: 25/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cC(O=
Add a New Contract

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

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

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

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

fee to the inclusion.

Add Service Inclusion

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

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

* A Select a service screen will pop up.
* Click on the row selector in front of the service you wish to add

to this contract as an inclusion.
e Click on Ok.

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

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

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

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

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

fee to the inclusion.

Note: You can add more than one of each type of item

inclusion to the contract.

Link a Fee to an Inclusion

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

* In this image IT Technician has been selected.
The Process menu will pop up.
Click on Link Fee - Link Fee to this Inclusion.

A The Fee Lookup List screen will pop up.

Click on the row selector in front of the fee you wish to add to
this inclusion.

Click on Ok.

e Note:Only the fees that you selected in the

Item Fees Frame will be displayed in this
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screen, and the fee can only be linked to

one inclusion.

* The The Fee Type field will be populated with the selected fee
type.
* In this image, S - Service was selected, since the selec-
ted inclusion is covered by the Service Fee, in this

example.

View the linked Inclusion on the Fee Detail

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

back to view the Fee's linked Inclusion.

* Click on the Item Fees frame.

* Click on the Expand button on the fee you linked to an inclusion.
* The Fee Inclusions frame will be displayed.

* You can now view the details of the inclusion.

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

required.

Delete Inclusion

* Another option in the Item Inclusions Process menu is Delete
Inclusion.

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

* In this image INST - Installation Fee has been selected.
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The Process menu will pop up.

Click on Delete - Delete Inclusion.

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

The selected item will now be removed from the Item Inclusions

frame.

ITEM CONTACTS

* Ensure you have the contract item selected and then click on the
Item Contacts tab.
* The Item Contacts frame will be expanded.

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

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

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

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

to user queries.
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ADD A CONTACT

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

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

* A Select a contact pop up screen will appear.
* Click on the row selector in front of the contact you wish to add.
* Click on Ok.

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

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

* Contact Phone Number:This will auto populate with
the phone number already set up on the selected con-
tact.

* Contact Mobile: This will auto populate with the

mobile number already set up on the selected contact.

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

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

arrow.
Click on this arrow to display a Contact Method drop-down

menu.
* Click on the preferred contact method you wish to use.
* In this image Email has been selected.

* Is Meter Contact: Select this check box for the main
meter contact - this is important where meter charges
have been linked to the contract item, as this contact
will display in the Meter Capture screens (Unpro-

cessed Meters and Meter Usage) and will be used

when sending Meter Reading Email Requests.

v Add a new Contract - BPO; Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL (== 3|

| @ | tome | Eupmentandlocstons  Conmact  Francesnd R [wentory  Mamtenanceandrojects  Manufsctrng  Proarement  Saes  Sevce  Reporing  Utiites - & x

Ho E H

Save Back | Savelayout Workspaces
Process Format @
= [ Links # || Billing mfo 3
& [Enter text to searct o .
%’ PartCode Description Seriallia CategoryDesc ModelNo  AssetRegNo | LocationDesc Location  ShippingAddress
2| Functions Billing Cycle | Months <= s e | e e e o e o o
éﬂ Billing Period e i » B SPI020MFC  SP2020 SprintMFC  2020-559900  Hardware SP2020  AREG4500 Reception 26 Lavendar , 34A Crompton .. |+++
3 BilingDay 0 1 [ ttem Fess | ttemMeters | ftem Indlusions | Ttem Contects |
; Escalation Type Percenizge <= 2 Contactiiame ContactType + | Contactvethod | ContactEmai ContacthoneNumber  ContactMoble | IsMeterContact
2 — I Jane Arich Meter Clicks Contact [7] udith.mudzengi... 0311234567 083 456 7891 ]
% Escalation Period | 6 3

+ [ scect convact vpe... | selectmethod... B

e L B L | | | [

Currency | South African Rand e

Exchange | 1.00

TaxRate 1500 |*

Processing

Contractinfo  Customerinfo | BilngInfo | Rental Info

Open Windows ~ | User : JudithM | 04/12/2019 | Version:2.3.0.4 | TEST ALPHA - JUDITH PCLOCAL ﬂ
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* You can add further contacts to this frame by right clicking any-
where in a row of the Item Contacts frame and following the
same process as above.

* In this image a second contact has been added.

DELETE A CONTACT

* You can also delete a contact if required.

* Right click in the row of the contact you wish to delete.
* The Process menu will pop up.

* Click on Delete - Delete the contact.

* A Delete Row message box will pop up asking:
* Are you sure you want to delete this item contact
[Serial Number or Location Description]?
* Click on Yes.

e The contact has now been deleted from the Items Contacts

frame.

DELETE CONTRACT ITEM

* You can delete a contract item if required.

* Right click in the row of the contract item you wish to delete.
* The Process menu will pop up.

* Click on Delete - Delete Item.
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[

* A Delete Row message box will pop up asking:
* Are you sure you want to delete this row for item
[Serial Number or Location Description]?
* Click on Yes.

* The contract item has now been deleted from the Contract Parts

frame.

USER DEFINED FIELDS

The inclusion of User Defined Fields is to provide more information within
the Asset, Contract, Customer and Location modules so that associated
work/processes can be carried out more efficiently. It will serve as connective
tissue between contracts and call center functions to improve call center per-

formance by having readily accessible information.
Version Compatibilityl

* Click on the User Defined dock panel tab to open the panel

1 BPO2 v2.5.0.8 or higher. " Add Interest Rate " on page 2
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Haintenance for Contract No. : COD000018 - Status : A - BPO: Version 2.5.0.9 - Example Company
Contiact  Finance /AR Imeniory  Maintenance fProjects  Manufachring  Proarement  Sdes  Service  Reportng  Utiities - & x
Save Back | Savelayout Workspaces
Process 4 Format s a
o] [[Links 2 |[ contract nfo 2 el
@l [Enter text tosearch... 0 E
& PartCode Desaription SerialNo AssiRegNo | LocatiorDesc | Location ShippingAddress COSAccof| 8
4 N Contract lio |CO0000018 EH
3 Functions i 0 0 0 0 e 0 o |2
a Contract Type | Cost Per Copy My 5P2020 SP2020 Sprint Colour .. 20-147258 Reception 147 Tar Road, New Town, ,,, .. 2101 ==
= L Contract Class | Contract Class Example 001 v| ||»/E15P19-123455  SP19-12Colour Copier  19-12/1202 Back Office 147 Tar Road, New Town, ,, , ... 2101
= Contract Category | Confract Category Example 001 ~ TtemFees | Item Meters | Ttem Inchusions | Ttem Contacts
B StartDate 03072014 ] = Marked FesType FeeTypeDesc ChargeAmo... AccounitCode |COSAccoun.. InvoceDesaipon | StartDate  |EndDate | Period P
e — o s o . 0 0 s - - = 1
EndDate 0307/2013  +
wd [ g =] > [m] E Evergreen 0.000 1202 09/07/2014  09/07/2019 60 M
Peri 60 3*
M o 1 Inhouse Re. 0.000 1201 09/07/2014  09/07/2019 60 M
Period Type |Months My o | Loan 0.000 1200 03/07/2014  09/07/2013 60 M
Department |Sales Department Bk M N Insurance 356,109 1203 203 Insurance 03/07/2014  03/07/2019 50 M
Contract Manager |Wedey Haynes | o r Bark Rental 0.000 1204 09/07/2014  09/07/2018 50 M
e e — o REN Standard R. 0.000 1202 09/07/2014  09/07/2019 60 M
Salesman beinda shaman -4
M s Service 1076671 1101 2100 Monthly service 03f07/2014  09/07/2019 60 M
Aggregate Biling ] o w Renen Fee 0.000 0377018 03j07/2019 50 M
Hide Fee Detail [ | L4278
SPI9-123456  SP19-12 Colour Copier  1912-102031 Room 94 147 Tar Road, New Town, ,, .. 2101
I S S N
=
| contractin.. [ Costomer1. Biinginfo  Rentalinfo 5
Open Windows | User:Bincad | 25032022 | Verson: 2509 | Example Company

ADD NEW CUSTOM FIELD

New User Defined Customer Fields can be created from here. Any User

Defined field created will be available for update on all contracts.

* Right click in User Defined panel and select Add New Custom
Field

Help v2.5.0.14 - Pg 47 - Printed: 25/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHNOLOGTES Add a NeW ContraCt

$ - Maintenance for Contract No.: CODOB0D18 - Status : A - BPO: Version 2.5.0.5 - Example Company
(%o T i e G o Gl g et B Srm e DT -
@ &
o
Sove Back | Savelayout Workspaces
Process Format s
] [[Links 2 |[ contract nfo 2 User Defined = e
| [[Enter text to se: £ g
& PartCode Description SerialNo AsseiReg g
a N Contract o | CO0000018 £l
= | Functions i - a2 Code CodeDescription VariableValue z
= Contract Type | CostPer Copy hdy 2020 5P2020 Sprint Colour . 20-147258 L3 o '
= Contract Class | Contract Class Example 001 v ||v B Pro-123986  sP19-12 Colowr Copier 191271202 » CTRT.CODEOL  Contract UDF Free Input Text Example
o ‘Contract Category Contract Category Example 001 = Item Fees ‘ Item Meters | Item Indusions | Item Contacts CTRT_CODE02 Centract UDF Lookup List Example
B StartDate 03072014 ] = Marked FesType  FeeTypeDesc ChargeAmo.. Ac|  CTRT.CODEO3  ContractUDF YesNoExample
. v o o = -0
End Date [09/07/2013
[ — v O -« Evergreen 0.000 12
Period 60 3*
o 1 Inhouse Re. 0.000 12/ - S
= | rocess
Period Type | Months - o = 0.000| 2
Department |Sales Department M N Insurance 356109 12 ' Add New Custom Field
Contract Manager |\esley Haynes —— [m] 3 Bank Rentsl 0.000 12/ e
e e e— O ren Standard R 0.000 12 17 Edit custom Fieid "
Salesman elinda Sharman )4
M s Service 1,076,671 11
g 1 o w Renew Fee 0.000
Hide Fee Detail
a0 143278
SP19-123456  SP19-12 Colowr Coper  1912-102031
« I I N
Credit Note:
EE——
| contractin.. [ Costomer1. Biinginfo  Rentalinfo
Open Windows ~ | User :BiancaD | 01/04/2022 | Version:2.5.0.9 | Example Company

* Type in a Code and Description for the new User Defined Field.
e Select the Input Type.
* Click on the Save button.

‘Add new custom element - BPO: Version 2.5.0.9 - Example Company
Equipment / Locations Contract Finance fHR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utilities - & X
Process &
Code |CTRT_CODED3 -
Description | Contract UDF Yes No Example *
Input Type Yes or No value -l
Type #h Description
FREETEXT Freeinput text
LOOKUP Lookup list
YESNO Yes or No value
x Z
Open Windons ~ | User : BiancaD | 23/04/2022 | Version: 2.5.0.9 | Example Company
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ADD LOOKUP ITEMS

For Lookup Input Variables - the right click context menu includes the option
to add items to the Lookup List.

e Right click on Lookup input type Custom Field and select Add
new lookup item (you may need to scroll down).

(= — Maintenance for Contract fo. : CO0000018 - Status : A - BPO: Version 2.5.0.9 - Example Company [(=J(= <]
¥ add New Custom Field ~
g locations  Contract  Finance [HR  Inventory  Mantenance /Projects  Manufacturing  Procrement  Sales  Service  Reporting  Uiities - & x
r Edit
17 Eit Custom Field
-
= Lookup
= aad ne lookupiem . |lorkspsces
&
| [ Links 2 |[ contract Info ) User Defined [
|| Enter text to search o
g PartCode  Description Serallo  AssetRegho  LocationDesc  Loca
-4 Contract lo
= ontra CO000I0 1B k3 e o ol o o || | code CodeDesaription Variablevaiue
3 Contract Type: | CostPer Copy T "y @200 sPo020 SprintColowr . 20147258 2-1.20-147 Recq| v #c e o0
Contract Class | Contract Class Example 001 v SP18-12 13-12/1202 Bac| | CTRT_CODED1  ContractUDF Fres Input Text Example
Contract Category | Contract Category Example 001 = 5P19-12... 5P19-12 Colour Copier 1912102031 Roof| ) CTRT cODED2  iContract UDF Lookup ListExample |

ajebaibiy

W addr -
StartDate ogfr/mis - « [ I N D N | crrcooeos S Adiew cusionrel

EndDate 03/07/2013  ~

Edit
¥ Edit custom Fieid ‘

Period 6 2%

— Lookup
i S = i
Heriod Ty ot [Mrtie Addnew lookupiten

Department | sales Department

Contract Manager | Wesley Haynes

CERRIREIR

Salesman | Beinds Sharman

Aggregate Billing [
Hide Fee Detail [ |

Processing

P EEEE—
ContractIn... | Customerl. BillngInfo  Rental Info

Open Windows ~ | User i BiancaD | 23/04/2022 | Version : 2.5.0.9 | Example Company

* Type in the lookup item Code and Description.
* Click on the Save button.
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Equipment / Locations

Add new lookup element - BPO: Version 2.5.0.9 - Example Company (=]

Contract  Finance /HR  Inventory  Maintenance /Projects  Manufactuing  Procwrement  Sales  Service  Reportng  Utiities. - & x

Open Windows +

Code

LKOD4

Description |Lookup item 4 example]

| User : BiancaD | 23/04/2022 | Version : 2.5.0.5 | Example Company

UPDATE CUSTOM FIELD

This will update the detail for the User Defined Field for this contract.

* Variable Value: Type in, pick from the Lookup List or Toggle

Yes/No depending on the Input type.
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® - i ontract No. : C¢ A i [—Jlo x|

| @ | Home | Equpment/Locaions  Contract  Fnance /MR Iwventory  Maintenance/Projects  Manufachring  Proarement  Sdes  Service  Reportng  Utiifes - & x

Ho & £8
:

ve Back | Savelayout Workspaces
Process Format J »
i Contract Info E) User Defined 2
PartCode | Desaripton Serialo | AssetReghio | Locaton
Contract fio
ontra jcosomeln v il e e -3 -3 “ode CodeDescription Variablevalue
Contract Type | CostPer Copy "y m P00 020 SprintColour . 20-147258  2-1-20-147 v hlc 0 3
Contract Class | Contrar 001 - SP13-12.. SP19-12Colowr Copier  19-12/1202 CTRT.CODEDI  Contract UDF Free Input Text Example.[Type Text

Contract Category | Contract Category SP19-12.. 5P19-12 Colour Copier  1912-102031 CTRT.CODED2  Contract UDF Lookup List Example.  |LK00 L
Startate o307 - « | S N N : T coneD3  ContractUDF Yes No Exarsle v

EndDate [0307/2013  ~

8
B
.

Period 60 7 *
Period Type |Months
Department |Sales Department

Contract Manager | Wesley Haynes

LR IRIEREIR!

Salesman | elinda Sharman
Aggregate Billing [
Hide Fee Detail [

—
Contractin.. | Customerl. Billnginfo  RentalInfo

Open Windors ~ | User : BancaD | 23/04/2022 | Verson : 2.5.0.9 | Exerple Company

SAVE THE CONTRACT

When you are done, click on Save.

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

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

relevant status.

¢ New contracts can be found within the New contract status list-
ing screen.
¢ From here, the contract will need to be Released and then

Approved before it becomes active.
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* Edited contracts may either remain in Active status or move to
Released status in order for changes to be reviewed before
Approval depending on the change made.

$ - Contract Listing - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL e

L%:H Home | Equpmentandlocations  Contract  FinanceandHR  Inventory  MaintemanceandProjects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - & x
@ [‘;? * % [@ sevelayout o[ Hold < ReleaseFor Approval Pretoria R —— Lﬁ EEEI -ﬁj'l |

E Workspaces v | 2 oval | TR |
Add  Edt Delete View 5 i Py e F FrdContract | it Exort | Reports ‘
Processing Al Format a 5i g P Current 4 Print a| Repo.. 4 & |
X
Contractio | CustomerCode | G CustomerDepth ContractType | ContractTypeDesc  Location OrderNo  Startate  EndDate Departmenttiame  Period
v o O - O WO o o o = = s =
Fcunnnuzsq HOPOO1 Hope Works Sales Department cPC Cost Per Copy Pretoria 1 09/12/2013  09/12/2024  Sales Department 60
Notes

Suspend History

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

Related Topics

¢ Release Contract For Approval

* Approve Contract

MNU.112.049
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