Manual Contract Invoice - Unconsolidated Customer

CONTRACTS

MANUAL CONTRACT INVOICE -
UNCONSOLIDATED CUSTOMER

Using a Manual Contract Invoice to bill any one machine on a contract for
either fees or meters or both within the current billing period, will prevent a
contract invoice from being raised at month end for that contract - for either

fees, meters or both.

* If any one machine on a contract is billed for fees and meters,
none of the machines on that contract will bill at month end.

* If any one fee is billed, none of the other machines fees will bill at
month end (for that contract). Meters will still be billed.

* If any one meter is billed, none of the other machines' meter
charges will bill at month end (for that contract). Fees will still be
billed.

It is important to understand that Manual Contract Invoices should only be

used to fix a problem as a last resort. i.e.:

* To re-invoice contract billing where a contract credit note was
raised (without auto re-invoice option) for incorrect start reading
/ incorrect fee or meter charges.

* For incorrect prior period billing. Raise a contract credit note
(without auto re-invoice) and create a manual contract invoice
with the correct readings / fee or meter charges.

* To invoice the client where prior period billing was missed.

Do not use a Manual Contract Invoice to 'bill' a pro-rata amount at the start

of a contract, if the manual contract invoice is being raised in the same billing
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Manual Contract Invoice - Unconsolidated Customer

period. This will mean your contract will not bill at the end of the month.
Instead:

e Either bill the pro-rata amount in the current billing period and

set the contract to start billing in the following billing period, or
* Create a Sales Invoice with an Internal Service configured to post

to the same general ledger account codes as the contract fee
/meter charges.

If you are using the Auto Debit Order Processing option on BPO, make sure

that you print the Manual Contract Invoice(s) from the Print Queue.

The process is slightly different for Unconsolidated customers as compared
to Consolidated customers. The process below documents Unconsolidated

Customers.

Ribbon Access: Contract > Manual Contract Invoice

v BPO: Version 2.1.0.47 - Example Company = [m] X
Equipment and Locations I Contract |I Finance and HR Inventory Maintenance and Projects Manufacturing Procurement Sales Service Reporting Utilities

— = B L =] T r— — = T ; -

B E [ « = a8 % B | | & [

Contracts ShortTerm | Meter  Release  Biling CloseBiling Awaitng  Period Adhoc Escalation  Unprocessed | Manual Contract | Contract Billng
Contracts Usage Biling Period Period Contract N Meters Invoice Credit Notes Preview

Master

Processing

The Contract Invoices screen will be displayed.

* Select the Site that you wish to work in.
° In this image Durban has been selected.
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% ¥ Contract Invoices - BPO: Version 2.1.0.47 - Example Company - [m] X
Home ‘ i and Locations Contract Finance and HR  Inventory i and Projects  Mar L Procurement  Sales Service Reporting Utiites — & X
@ & @ lﬁ g Durban I : I 1&
(i \E
Add  ViewInvoice | Savelayout Workspaces | Print Sendlnvoices | |2 A Name
Maintain Prir 2 Pretoria
3 Cape Town
InvoiceMNo InvoiceStatus CustomerCode CustomerName ExchangeRate CustomerOrderNo TaxRate Invi

(] = P!

» PINODO0O20 N DANOO2 Dancing Shoes 100 14.00 17N
INOOD0461 N SAMOO1 Samanthas Diner ZAR 1.00 0.00 17
INO0OO460 N BOTO001 Bothas Networking inc usD 9.87 0.00 17
IND00D459 N TIA001 Titan Group ZAR 100 14.00 17
IND000458 N YESO01 Young Electric Sales ZAR Sales Department 100 14.00 17
IND00O457 N OFF001 Office Supplies Unlimited ZAR 1.00 14.00 17§
INOOOO456 N OFF001 Office Supplies Unlimited ZAR 1.00 14.00 17
INOD0O455 N DER001 Derton Technologies ZAR 1.00 14.00 17
INO0OD454 N HOPOO1 Hope Works Tech ZAR Technical Loo 14.00 17
IND00O453 N HOPQO1 Hope Works Tech ZAR Technical 1.00 14.00 17

Open Windows ~ 21Feb 2018 4

* By default, this screen will open in the New status. This does not

need to be changed to add a new manual contract invoice.
e Click on Add.
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v Contract Invoices - BPO: Version 2.1.0.47 - Example Company - [m] X
Home ‘ and Locations  Contract Finance andHR  Inventory  Mainf and Projects  Manufacturir Procurement Sales Service Reporting Utiites — & X
= B = 2 = [orm——
O ¢ _ o
add | viewnvoice | Savelayout Worspaces | Print  Send Invoices Refresh
Maintain a Format . Print " Current .
InvoiceNo InvoiceStatus CustomerCode CustomerName DeptCode Currency DeptName ExchangeRate CustomerOrderNo TaxRate Inv

?

» PINOD0OO20 N DAN00D2 Dancing Shoes ZAR 100 14.00 17N
INOODD461 N SAM001 Samanthas Diner ZAR. 1.00 0.00 171
IND0OO460 N BOTO001 Bothas Networking inc usp 9.87 0.00 17H
INO000459 N TIA001 Titan Group ZAR 1.00 14.00 171
INO000458 N YES001 Young Electric Sales ZAR Sales Department 1.00 14.00 17H
IND000457 N OFF001 Office Supplies Unlimited ZAR 1.00 14.00 17N
IN000O456 N OFF001 Office Supplies Unlimitzd ZAR 1.00 14.00 171
INO000455 N DEROO1 Derton Technologies ZAR 100 14.00 17H
INOODO454 N HOPOO1 Hope Works Tech ZAR Technical 100 14.00 171
IND000453 N HOPOO1 Hope Works Tech ZAR Technical 1.00 14.00 17N

Open Windows ~ 21Feb 2018 y

The Manual Contract Invoice : Add a new invoice screen will open.

INVOICE HEADER DETAILS

e Customer Name: Click on the search button in this field.

Help v2.5.0.14 - Pg 4 - Printed: 25/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



Manual Contract Invoice - Unconsolidated Customer

hd Manual Contract Invoice : Add a new invoice - BPO: Version 2.1.0.47 - Example Company - O X
Home ‘ and Locations Contract Finance and HR  Inventory and Projects  Manufacturir Procurement Sales Service Reporting Utlites — & X
e &
= x
Save Back Delete | Calaulate | Save Layout
Item Aggregate
Maintain 4| Proce. Format
Customer Name - Invoice No.
Contract p* Status N
Invoice Date/Time 21Feb2018 v 12:00:00AM 7 . Salesman -
Order No. " Invoice Currency
Biling Date 21Feb 2018 h Tax Rate
Remove Inactive Lines | | Exchange Rate
SerialNo LocationltemDesc ~ FeeType FeeTypeDesc AccountCode  Due InvoiceLineDescription VAT
v
SerialNo MeterDefCode | AccountCode  OpeningReading  ClosingReading ReadingDate MinBilling I MinQuantity  Usage Due VAT
L]
Comment - Sub Total 0.00
VAT 0.00
Grand Total 0.00
Open Windows ~ 21Feb 2018 4

* The Select a customer for this Invoice screen will pop up.
* Select the row of the customer for whom you wish to create a

manual contract invoice.
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Check for Unconsolidated Customer

You can check if a customer is unconsolidated by viewing the Is Consolidated

check box in the Customer Maintenance screen.

Ribbon Access: Sales > Customers

$ - BPO: Version 2.4.0.11 - Example Company (== ]lx]
g } Equipment /Locations  Contract Finance fHR  Inventory  Maintenance /Projects  Manufacturing Procurement I\ ISemue Reporting Utlities

@@ﬁ% = E;E;E | S |

Customers|| Services Templates Commerdals | POSLite Quotes Orders Invoices Credit Statement
Notes Run

Master 4 Processing 4

1. The Customer Listing screen will be displayed.
2. Click on the row selector in front of the customer you wish to view.
3. Click on View.

= .—' Custamer Listing - BPO: Version 2.1.0.68 - Example Company — O #
i Home i Equipment and Locations  Contract Financz and HR  Inventory Maintenance and Projects  Manufacturing  Procurement Sales  Service  Reporting  Utiiies — & X
R ML PO = oM
add  Edit Delete Sync | View || Savelayout Workspaces | Hold  Release Ded Actve = | Refiesh | Export Reports
- -
Format Status P Current “ ‘ Reports B |
CustomerCode  CustomerType | CustomerMame SiteDescription | Department DeptName | CustomerCreditlimit CreditCheckDesc | CreditTermsDesc  Cu
¢ -
CUS001 RE Cash Sales Account Durban Sales Sales De... 10 000,00 Terms and Limit 30 Days
it HOPOD1 RE Hope Works Durban Tech Technical 100 000,00 No Check 20 Days
OFFDI Office Supplies Unlimited Durban 75000.00 Terms and Limit 30 Days
YESOO1 co Young Electric Durban Sales Sales De... 100 000.00 Mo Check CoD
BOTOOO1 Im Bothas Networking inc Durban 50 000.00 No Check 30 Days
SAMDO1 RE Samanthas Diner Durban 45 000.00 Mo Check 30 Days
DANDD1 T Danny Storm IT Cafe Durban 75000.00 Mo Check 30 Days
PANDO1 RE Panda Copiers Durban 50 000.00 Mo Check CcoD
HAC001 T Hadk PC - TT Shop Durban 0.00 Mo Check COD
PINOOOL Gv Pink Shoes Durban 0.00 Terms and Limit 30 Days
GIL000001 GILLITTSPA Dolf Lundgren Durban 0.00 Terms and Limit CoD
HILOODOO1 HILLCRESTP Mary Contrary Durban 0.00 Terms and Limit coD
Jusool RE Just In Time Durban 50 000.00 No Check 30 Days
LITO001 RE Little Bee Honey Durban 0.00 Terms and Limit
GREDO1 RE Green Tea Supplies Durban 75000.00 Terms and Limit 30 Days
FINODOL RE Fine Hair Salon Durban 0.00 Terms and Limit cop
BETO001 RE Betties Summer Shop at ... Durban 0.00 Terms and Limit
biancad RE North West Branch Durban 0.00 Terms and Limit coD
DANDO2 I Danding Shoes Durban 10 000.00 No Check con
BIGOOO1 co Big Bargains Durban 10 000,00 Terms and Limit CcoD
Histary MANDDO 1 RE Mandy Morton Durban 0.00 Terms and Limit CcoD
DAND0O3 m Dance Shoes Durban 0.00 Terms and Limit
ananns ) Rillue Barm Puirham AR Tarme 2nd lmit COQ
4 .
Open Windows ~ | |28 Jan 2019 7
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The View Customer screen will be displayed.
Ensure that the Detail tab is selected.
Find the Is Consolidated check box in this screen.

> wwDd R

In this image, the check box is un-ticked, meaning this customer is
‘unconsolidated".

% = ._pv.ew Customer - HOPODT - BPO: Version 2.1.0.68 - Example Company - m} K

!Homel Equipment and Locations  Contract  Finance and HR  Inventory  Maintenance and Projects  Manufacturing  Procurement Sales  Service Reporting  Utiites — & X

Back
Pro...
Links m || Detai I Commerdal
Enter text to search P
Type Retail *  Primary Contact Jane. Alrich. &
Customer Code HOPOO1 * Email Address | standard@noemai.coza
Customer Name Hope Works * Invoice Method Email
Credit Limit 100000 Primary is Accounts Contact
Web Site www.hopeworks.co.za Accounts Contact Mandy Jefferson
Phone Mo. 031123 4567 Email Address | bianca @co3.co.7a
Tax Rate 15.00 ® Billing Address PO Box 7452 ®
VAT No. 387654321 = Forest Hills
Registered Name Hope Works (Pty) Lts New Town
Registration Ho. 123455789 Durban South

South Africa
Bill Postal Code 1234

Helding Company Mo Holding Co

Currency South African Rand o 1l hi
Copy Billing to Shippil
Account Code e i)
Physical Address Plot 91 Leaf Road

exeall vk Ec_hack—, Forest Hills

Credit Terms 20 Days Mew Town
call History Reporting Area Durban 1 Durban South

- Salesman  Abigail Mine ‘_ South Africa

Account Manager Bianca Du Tait Postal Code 1234

Is Debtor /] Is Consolidated [III Trading As Name | Hope Works
Authorisation Information

sendsMs [ |
Open Windows ~

shift Pattern | Mormal Week _

Rank | Gold

| |28 Jan 2019 4

1. Close the screen or use the

2. Open Windows functionality to return to the Manual Contract Invoice:
Add a new invoice screen.
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call History
Prs

Credit Limit 100000

Web Site www.hopeworks.co.za

Phone No. 031 123 4567

Tax Rate 15.00 o
VAT No. 987654321 =

Registered Name Hope Works (Pty) Lis

Registration No. 123456739

Holding Company Mo Holding Co

Currency South African Rand
Account Code
Credit Check Mo Check

Credit Terms 90 Days

Reporting Area Durban

Salesman Abigai Mine *

Account Manager Bianca Du Toit

Is Debtor m
sendsMs [ |

Is Consolidated [ |
send Email

Primary is Accounts Contact

Accounts Contact Mandy Jefferson

Email Address | bianca @co3.co.7a

Billing Address PO Box 7452

Forest Hills

MNew Town

Durban South

South Africa

Bill Postal Code 1234
[ copy Billing to Shipping

Physical Address Plot 91 Leaf Road

Forest Hills

Mew Town

Durban South

South Africa

Postal Code | 1234

Trading As Name Hope Works

shift Pattern | Mormal Week

Rank | Gold

= View Customer - HOP0OT - BPC: Version 2,1.0.69 - Example Company - m] *
iHome i Equipment and Locations  Contract  Finance and HR  Inventory  Maintenance and Projects  Manufacturing  Procurement Sales  Service Reporting  Utiites — &
Back
Pro...
Links n || Detai | Commerdal
Enter text to search P
Type Retail *  Primary Contact Jane. Alrich.
Customer Code HOPOO1 * Email Address | standard@noemai.coza
Customer Name Hope Works * Invoice Method Email

Authorisation Information

| |28 Jan 2019

4

When you have navigated back to the Manual Contract Invoice: Add a new

invoice screen, you will note that;

1. Asthe Customer Name field populates with the selected uncon-

solidated customer, the following financial fields will now auto populate

based on the customer contract details that have originally been set up:

2. Invoice Currency, Tax Rate and Exchange Rate.

3. If there is a Salesman already linked to this contract then that Sales-

man name will populate this field.
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L Manual Contract Invoice : Add a new invoice - BPO: Version 2.1.0.47 - Example Company = [m} X
| Home ‘ and Locations  Contract FinanceandHR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utiites — & X
i &= e o E
O X Lo
Save Back Delete | Calculate | Save Layout
Item Aggregate
Maintain P e Format -
Customer namel Hope Works p I“ Invoice No.
Contract R+ Status N
Invoice Date/Time [21Feb 2018 ~ | 12:00:00 AM = Salesman Tl
Order No. Invoice Currency | ZAR
Billing Date | 21Feb 2018 - Tax Rate | 14.00 <_.
Remove Inactive Lines [ | Exchange Rate || 26000
SerialNo LocationltemDesc | FeeType FeeTypeDesc AccountCode | Due InvoiceLineDescription VAT
(]
SerialNo MeterDefCode | AccountCode  OpeningReading  ClosingReading ReadingDate MinBilling MinQuantity  Usage Due VAT
hd
Comment L Sub Total 0.00
VAT 0.00
‘Grand Total 0.00
Open Windows ~ 21Feb 2018 s

SELECT CONTRACT

e Click on the search button in the Contract field.
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hd Manual Contract Invoice : Add a new invoice - BPO: Version 2.1.0.47 - Example Company - [m} X
Home | Equipmentand Locations Contract FinanceandHR Inventory Maintenance and Projects  Manufacturing Procurement  Sales  Service Reporting  Utlites — & X
s o v L
OX & N
Save Back Delete Calaulate Save Layout
Item Aggregate
Proce a Format
Customer Name | Hope Works P+ Invoice No.
Contract " Status N
Invoice Date/Time 21Feb2018  ~ 12:00:00 AM = Salesman -
‘Order No. Invoice Currency ZAR
Billing Date | 21Feb 2018 - Tax Rate 14.00
Remove Inactive Lines | | Exchange Rate |1.0000
SerialNo LocationltemDesc ~ FeeType FeeTypeDesc AccountCode  Due InvoicelineDesaiption VAT
¥
SerialNo MeterDefCode  AccountCode | OpeningReading  ClosingReading ReadingDate MinBiling MinQuantity  Usage Due VAT
¥
Comment - Sub Total 0.00
VAT 0.00
‘Grand Total 0.00
Open Windows ~ 21Feb 2018 4

* The Select the Contract screen will pop up.

e Select the row of the contract that you wish to raise a manual

invoice against.
* Click on Ok.
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¥ Manual Contract Invoice : Add a new invoice - BPO: Version 2.1.0.47 - Example Company [m} X
Home ‘ and Locations  Contract Finance and HR  Inventory  Main andProjects Manufacturing Procurement  Sales  Service Reportng Utiites — & X
HO X L2
=
Save Back Delete | Caladate | SaveLayout
Item Aggregate
Maintain 4| Proce 4| Format
Customer Name |Hope Works P+ Invoice No.
Contract P Status N
Invoice Date/Time 21Feb2018  ~ 12:00:00 AM = Salesman -
‘Order No. Invoice Currency ZAR
Billing Date | 21Feb 2018 - Tax Rate 14.00
Remove Inactive Lines | | Exchange Rate |1.0000
Serialtio [LocationltemDesc | FeeType | B8 Select il . =Jlajix
? Home ‘
Ok Back | Savelayout
SerialNo MeterDefCode  AccountCode ContractNo  ContractType ContractTypeDesc  Currency TaxRate  CustomerCode | CustomerName  StartDate
¥ L]
CO0000010  CPC Cost Per Copy ZAR 14.00 HOPOO1 Hope Works 05 Jan 2011
C00000020 CPC Cost Per Copy ZAR 14.00 HOPOO1 Hope Works 01Jan 2011
C00000042 CPC Cost Per Copy ZAR 14.00 HOPOO1 Hope Works 07 Sep 2016
D CO0000043  CPC Cost Per Copy ZAR 14.00 HOPOO1 Hope Works 01 Aug 2016
CO0000060  CPC Cost Per Copy ZAR 14.00 HOPOO1 Hope Works 16 Feb 2018
‘ »
Comment - Sub Total 0.00
VAT 0.00
‘Grand Total 0.00
Open Windows ~ 21Feb 2018 4

CONTRACT ITEM FEES AND METERS

1. Asthe Contract field populates with the selected contract, the

The Items data grid and The Meters data grid will now auto populate

with the item(s) and meter(s) details that have originally been set up on

the selected contract.
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hd Manual Contract Invoice : Add a new invoice - BPO: Version 2.1.0.47 - Example Company - [m} X
Home ‘ and Locations  Contract Finance and HR  Inventory  Main andProjects Manufacturing Procurement  Sales  Service Reportng Utiites — & X
. @ Y
= x
Save Back Delete | Caladate | SaveLayout
Item Aggregate
Maintain Proce Format
Customer Name |Hope Works P+ Invoice No.
(nntractl C0O0000043 » I"__———. Status N
Invoice Date/Time |21Feb2018 v 12:00:00 AM o Salesman -
‘Order No. Invoice Currency ZAR
Billing Date | 21Feb 2018 - Tax Rate 14.00
Remove Inactive Lines | | Exchange Rate |1.0000
LocationDesc  Serialio FeeType FeeTypeDesc |AccountCode  InvoiceDescription  Due VAT  status
¥
> nm10301 5 Service 1101 Service 700.36 98.05 I
2020-102041 s Service 1101 Service 500.00 70.00 A
2020-103053 N Insurance 1203 Insurance 550.00 77.00 A
SerialNo MeterDefCode  AccountCode OpeningReading  ClosingReading ReadingDate MinBilling MinQuantity  Usage Due VAT ContractNo IsActive
¥
nm10301 Mono 0.00 0.00 21Feb 2018 250.25 0 0 0.00 0.00 CO0000043 No
nm10301 Colour 1101 0.00 0.00 21Feb 2018 0.00 0 0 0.00 0.00 COO000043 No
2020-102041  Mono 1101 0.00 0.00 21Feb 2018 1100.00 1000 ] 0.00 0.00 CO0000043 No
2020-102041  Colour 1101 0.00 0.00 21Feb 2018 1100.00 1000 1] 0.00 0.00 CO0000043 No
2020-103053  Mono 1101 0.00 0.00 21Feb 2018 1100.00 100 0 0.00 0.00 CO0000043 VYes
2020-103053  Colour 1101 0.00 0.00 21Feb 2018 1100.00 100 0 0.00 0.00 COO000043 VYes
Comment - Sub Total 1750.36
VAT 245.05
‘Grand Total 1995.41
Open Windows ~ 21Feb 2018 4

This screen lists both the Active and Inactive item or meter charges.

* In the Status column this will display as either,

A -Active or I-Inactive

* In the Is Active column this will display as either;

Yes -Active or No-Inactive
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¥ Manual Contract Invoice : Add a new invoice - BPO: Version 2.1.0.47 - Example Company - [m} x
Home ‘ Equipment and Locations ~ Contract FinanceandHR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utilities — & X
I P 4 Y
O X L
Save Back Delete Caladate Save Layout
Item Aggregate |
Main tair 4| Proce .| Format |
Customer Name Hope Works L= Invoice No.
‘Contract | CO0000043 p* Status N
Invoice Date/Time |21Feb2018  ~ 1200:00 AM * Salesman ¥
Order No. | Invoice Currency ZAR
Billing Date | 21Feb 2018 v Tax Rate 14.00
Remove Inactive Lines || Exchange Rate |1.0000
LocationDesc SerialNo FeeType FeeTypeDesc AccountCode | InvoiceDescription  Due VAT Status
v
> nm10301 5 Service 1101 Service 700.36 98.05{ I
2020-102041 S Service 1101 Service 500.00 70.000 A
2020-103053 N Insurance 1203 Insurance 550.00 77.000 A
SerialNo MeterDefCode  AccountCode  OpeningReading  ClosingReading ReadingDate MinBiling MinQuantity  Usage Due VAT ContractNo IsActive
A4
nm10301 Mono 0.00 0.00 21Feb 2018 250.25 0 0 0.00 0.00 CO0000043 |No
nm10301 Colour 1101 0.00 0.00 21Feb 2018 0.00 0 0 0.00 0.00 CO0O000043 |MNo
2020-102041  Mono 1101 0.00 0.00 21Feb 2018 1 100.00 1000 1] 0.00 0.00 COO0000043 No
2020-102041  Colour 1101 0.00 0.00 21Feb 2018 1 100.00 1000 a 0.00 0.00 CO0000043 No
2020-103053  Mono 1101 0.00 0.00 21Feb 2018 1100.00 100 0 0.00 0.00 COD000043 |Yes
2020-103053  Colour 1101 0.00 0.00 21Feb 2018 1 100.00 100 0 0.00 0.00 COO000043 | Yes
Comment - Sub Total 1750.36
VAT 245.05
Grand Total 1995.41
Open Windows + 21Feb 2018 g

These inactive contract fees will remain on the list, so that you can back date

a bill for that fee when it was still applicable.

REMOVE INACTIVE LINES

1. Click on the Remove Inactive Lines check box if you do not wish to see
these items.
2. In this image you can now only view the Active fee and meter lines.
® Note: Un-tick the checkbox if you wish to view both the Act-

ive and Inactive lines again.

Help v2.5.0.14 - Pg 13 - Printed: 25/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



Manual Contract Invoice - Unconsolidated Customer

b Manual Contract Invoice : Add a new invoice - BPO: Version 2.1.047 - Example Company - [m] X
Home | Equipment and Locations Contract Finance andHR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales

Service Reporting Utlites — & X
O X Lo
M O X
Save Back Delete Caladate Save Layout
Item Aggregate
Proce 4| Format
Customer Name  Hope Works P Invoice No.
‘Contract | CO0000043 o+ Status N
Invoice Date/Time 21Feb2018 v 12:00:00 AM = Salesman *
Order No. Invoice Currency ZAR
Billing Date | 21Feb 2018 M TaxRate 14.00

Remove Inactive Lines 4———. Exchange Rate | 1.0000
LocationDesc SerialNo FeeType FeeTypeDesc AccountCode  InvoiceDescription  Due VAT Status

A4

» 2020-102041 s Service 1101 Service 500.00 70.00 .
2020-103053 N Insurance 1203 Insurance 550.00 77.00

SerialNo MeterDefCode AccountCode OpeningReading | ClosingReading ReadingDate MinBilling MinQuantity  Usage Due VAT Contractio IsActive
¥
2020-103053  Mono 1101 0.00 0.00 21Feb 2018 1100.00 100 o 0.00 0.00 CO0000043 Yes
2020-103053  Colour 1101 0.00 0.00 21Feb 2018 1100.00 100 0 0.00 0.00 CO0O000043 |Yes
Comment * Sub Total 1050.00
VAT 147.00
Grand Total 1197.00
Open Windows ~ 21Feb 2018 4

REMOVE CHARGES

Ensure that you have the correct Fee and Meter charges listed. You can

delete/remove the items that you do not wish to bill;

1. Select the row of the jtem or fee charge that you wish to remove.

* In this image the Service charge has been selected.
2. Click on Delete Item.
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hd Manual Contract Invoice : Add a new invoice - BPO: Version 2.1.0.47 - Example Company [m} X
Home | Equipmentand Locations Contract FinanceandHR Inventory Maintenance and Projects Manufacturing  Procurement Sales Service Reporting Utlites — & X
OIX| L
3 O|X
Save Back | Delete Calaulate Save Layout
Item Aggregate
4| Proce .| Format
Customer Name Hope Works p|* Invoice No.
‘Contract | CO0000043 £ Status N
Invoice Date/Time 22Feb 2018  ~ 12:00:00 AM 2 Salesman &
‘Order No. Invoice Currency  ZAR
Billing Date | 22 Feb 2013 - Tax Rate  14.00
Remove Inactive Lines /! Exchange Rate |1.0000
LocationDesc SerialNo FeeType FeeTypeDesc AccountCode  InvoiceDescription  Due VAT Status
¥
I 02010041 s _ > Service 1101 Service 0000 70.00 A
2020-103053 4 N-T Insurance 1203 Insurance 550.00 77.00 A

SerialNo MeterDefCode  AccountCode  OpeningReading | ClosingReading ReadingDate MinBilling MinQuantity  Usage Due VAT ContractNo IsActive
¥

2020-103053  Mono 1101 0.00 0.00 21Feb 2018 1 100.00 100 1] 0.00 0.00 CO0000043 Yes

2020-103053  Colour 1101 0.00 0.00 21Feb 2018 1100.00 100 0 0.00 0.00 COO000043 VYes

Comment * Sub Total 1050.00

VAT 147.00
Grand Total 1197.00

Open Windows ~ 21Feb 2018 4

* A Confirm delete line message box will pop up asking;

* Are you sure you want to remove this fee line from
the contract invoice?
* Click on Yes.
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¥ Manual Contract Invoice : Add a new invoice - BPO: Version 2.1.0.47 - Example Company - [m} X
Home ‘ and Locations  Contract Financeand HR  Inventory  Main

HOX s H

andProjects Manufacturing Procurement Sales  Service Reporting  Utiites — & X

Save Back Delete Calaulate Save Layout
Item Aggregate
Maintain 4| Proce Format
Customer Name |Hope Works P Invoice No.
Contract | CO0000043 p* Status N
Invoice Date/Time |22Feb2018 v 12:00:00 AM = salesman -

Order No.
Billing Date 22Feb 2018  ~

Invoice Currency  ZAR

Tax Rate | 14.00

Remove Inactive Lines i/ Exchange Rate | 1.0000
T LocationDesc SerialNo [ FeeType FeeTypeDesc AccountCode  InvoiceDescription  Due VAT Status
v
» 2020-102041 s Service 1101 Service 500.00 70.00 A
2020-103053 N Insurance 1203 Insurance 550.00 77.00 A

Confirm delete line

Are you sure you want to remove this fee line from the Due VAT  ContractNo  IsActive

SerialNo MeterDefCode AccountCode  OpeningReading
contract invoice?

2020-103053  Mono 1101 0.00 o 0.00 0.00 COD000043 Yes

2020-103053  Colour 1101 0.00 m No 0 0.00 0.00 COD000043 Yes

Comment . Sub Total 1050.00
VAT 147.00
‘Grand Total 1197.00

Open Windows + | 21Feb2018 4

¢ The selected line will now be removed from the frame.
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Manual Contract Invoice - Unconsolidated Customer

¥ Manual Contract Invoice : Add a new invoice - BPO: Version 2.1.0.47 - Example Company - [m] X
Home ‘ i and Locations  Contract Finance andHR  Inventory i and Projects  Manufacturi Procurement  Sales Service Reporting Utiites — & X
3 0 X
Save Back Delete Calaulate Save Layout
Item Aggregate
Maintain Proce Format
Customer Name Hope Works - Invoice No.
Contract | CO0000043 P Status N
Invoice Date/Time 22Feb2018  ~ 1200:00AM * Salesman *
Order No. | Invoice Currency ZAR
Billing Date |22 Feb 2018 he TaxRate 14.00
Remove Inactive Lines [/ Exchange Rate | 1.0000
LocationDesc SerialNo FeeType FeeTypeDesc AccountCode  InvoiceDescription  Due VAT Status
¥
» 2020-103053 N Insurance 1203 Insurance 550.00 77.00 A
SerialNo MeterDefCode AccountCode OpeningReading | ClosingReading ReadingDate MinBilling MinQuantity  Usage Due VAT ContractNo IsActive
¥
2020-103053  Mono 1101 0.00 0.00 21Feb 2018 1 100.00 100 1] 0.00 0.00 COD0D0D43 Yes
2020-103053  Colour 1101 0.00 0.00 21Feb 2018 1100.00 100 0 0.00 0.00 COO000043 Yes
Comment * Sub Total 1050.00
VAT 147.00
Grand Total 1197.00
Open Windows + | 21Feb 2018 4

1. Invoice Date/Time: These will be auto populated with the current
date and time.
* Either type in or click on the drop-down arrow and use the
calendar function to select an alternative date, if required.
* Either type in or use the directional arrows to select an
alternative time, if required.
2. Order No: Type in a customer order number if required.
3. Billing Date: Ensure you have selected the correct billing date. This

will adjust the meter reading date for the items on this invoice.
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TECHMNOLOGSTES

Manual Contract Invoice - Unconsolidated Customer

b Manual Contract Invoice : Add a new invoice - BPO: Version 2.1.047 - Example Company - [m] X
| | Home ‘ and Locations  Contract Finance andHR  Inventory  Maini and Projects  Manufa: Procurement Sales Service Reportng Utlites — & X
] p- ; Y
OX ¢ X
Save Back Delete Caladate Save Layout
Item Aggregate
Maintain 4| Proce Format
Customer Name  Hope Works P Invoice No.
Contract | CO0000043 2 ;/. Status N
Invoice Date/Time 22Feb2018 v 12:00:00 AM Salesman >
Order No. -‘—-—. Invoice Currency ZAR
Billing Date [22Feb 2018 ¥ | TaxRate |14.00
Remove Inactive Lines . Exchange Rate | 1.0000
LocationDesc SerialNo FeeType FeeTypeDesc AccountCode  InvoiceDescription  Due VAT Status
A4
> 2020-103053 N Insurance 1203 Insurance 550.00 77.00 A
SerialNo MeterDefCode AccountCode OpeningReading | ClosingReading ReadingDate MinBilling MinQuantity  Usage Due VAT Contractio IsActive
¥
2020-103053  Mono 1101 0.00 0.00 21Feb 2018 1100.00 100 0 0.00 0.00 COOO00043  Yes
2020-103053  Colour 1101 0.00 0.00 21Feb 2018 1100.00 100 0 0.00 0.00 COO000043 Yes
Comment * Sub Total 1050.00
VAT 147.00
Grand Total 1197.00
Open Windows ~ 21Feb 2018 4

INVOICE NO.

* Invoice No: When you save the details in this screen, the system
will calculate the invoice number based on the selected contract
configuration details set up.

Status: This field will auto populate with N - New.
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TECHMNOLOGSTES

Manual Contract Invoice - Unconsolidated Customer

A Manual Contract Invoice : Add a new invoice - BPO: Version 2.1.0.47 - Example Company = O X
Home | Equipment and Locations Contract Finance andHR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlities — & X
HOX & =&
Save Back Delete Calalate Save Layout
Item Aggregate
Customer Name Hope Works p|* Invoice No.
Contract CO0000043 p* Status N
Invoice Date/Time 22Feb 2013 ~|/12:00:00 AM 3 Salesman ¥
Order No. OHW11111 Invoice Currency ZAR
Billing Date 22 Feb 2018 - Tax Rate 14.00
Remove Inactive Lines /| Exchange Rate  1.0000
LocationDesc SerialNo FeeType FeeTypeDesc AccountCode | InvoiceDesaiption  Due VAT Status
]
2020-103053 N Insurance 1203 Insurance 550.00 77.00 A
SerialNo MeterDefCode  AccountCode  OpeningReading  ClosingReading  ReadingDate  MinBilling  MinQuantity  Usage VDue VAT ContractNo  IsActive
v
2020-103053 Mono 1101 0.00 0.00 21Feb 2018 1 100.00 100 0 1100.00 154.00 CO0000043 Yes
2020-103053 Colour 1101 0.00 0.00 21Feb 2018 1 100.00 100 0 1100.00 154.00 COO000043 Yes
Comment . Sub Total 2750.00
VAT 385.00
Grand Total 3135.00
Open Windows ~ 21Feb 2018 4

METER READINGS

Opening Readings Type in or use the directional arrows to

select the Opening Meter Readings for this invoice

* Closing

Readings Type in or use the directional arrows to select

the Closing Meter Readings for this invoice.
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TECHMNOLOGSTES

Manual Contract Invoice - Unconsolidated Customer

hd Manual Contract Invoice : Add a new invoice - BPO: Version 2.1.0.47 - Example Company - [m} x
Home ‘ i and Locations  Contract FinanceandHR  Inventory  Main and Projects  Manufa: Procurement  Sales Service Reporting  Utiites — & X
- ad Y
= x
Save Back Delete Calaulate Save Layout
Item Aggregate
Maintain Format
Customer Name Hope Works p|* Invoice No.
Contract | CO0000043 £ Status N
Invoice Date/Time |22Feb2018  ~ 1200:00 AM + Salesman .
‘Order No. 'ow\rum Invoice Currency ZAR
Billing Date | 22 Feb 2013 - Tax Rate  14.00
Remove Inactive Lines [/ Exchange Rate | 1.0000
LocationDesc SerialNo FeeType FeeTypeDesc AccountCode  InvoiceDescription  Due VAT Status
¥
2020-103053 N Insurance 1203 Insurance 550.00 77.00 A
SerialNo MeterDefCode  AccountCode  OpeningReading  ClosingReading  ReadingDate  MinBiling  MinQuantity Usage  Due VAT ContractNo  IsActive
¥
2020-103053 Mono 1101 0.00 563.00] 21Feb 2018 1 100.00 100 563 1150.93 161.13 CO0000043 Yes
2020-103053 Colour 1101 0.00 298.00] 21Feb 2018 1100.00 100 258 1121.78 157.05 CO0000043 Yes
Comment - Sub Total 2822.71
VAT 395.18
Grand Total 3217.89
Open Windows + | 21Feb 2018 7

* Comments: Type in a comment relating to this invoice.
* This field is mandatory [*].
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Manual Contract Invoice - Unconsolidated Customer

¥ Manual Contract Invoice : Add a new invoice - BPO: Version 2.1.0.47 - Example Company - [m} x
Home‘ and Locations  Contract Finance and HR  Inventory  Main andProjects Manufacturing Procurement  Sales  Service Reportng Utiites — & X

HBOX o =

Save Back Delete Calaulate Save Layout
Item Aggregate
Maintain 4| Proce Format
Customer Name |Hope Works Lalhd Invoice No.
Contract |CO0000043 Bl Status [N
Invoice Date/Time |22Feb 2018 v | 12:00:00 AM 5 . Salesman .
Order No. | OHW11111 . Invoice Currency  ZAR
8illing Date |22Feb 2018~ Tax Rate |14.00
Remove Inactive Lines Exchange Rate | 1.0000
LocationDesc SerialNo .FeeTvpe FeeTypeDesc AccountCode  InvoiceDescription  Due VAT Status
v
2020-103053 N Insurance 1203 Insurance 550.00 77.00 A

SerialNo MeterDefCode  AccountCode | OpeningReading  ClosingReading  ReadingDate  MinBiling  MinQuantity ~ Usage  Due VAT ContractNo  IsActive
¥

2020-103053 Mono 1101 0.00 563.00 21Feb 2018 1100.00 100 563 1150.93 161.13 CO0000043 Yes
2020-103053 Colour 1101 0.00 298.00 21Feb2018 1100.00 100 298 1121.78 157.05 CO0O000043 Yes
Comment Testinvoice - Sub Total 282271
VAT 395.18
‘Grand Total 3217.89
Open Windows + | 21Feb2018 4

NOTE ON AGGREGATE BILLING

* If you click on Calculate Aggregate .

* This will recalculate the aggregate billing charge.

* The correct amount will be billed regardless, but this will give you
the ability to view the charges before saving the manual contract

invoice.

" Note: Contracts cannot be configured for aggregate billing

where the customer is consolidated.
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TECHMNOLOGSTES

Manual Contract Invoice - Unconsolidated Customer

A Manual Contract Invoice : Add a new invoice - BPO: Version 2.1.0.47 - Example Company - O X
Home ‘ Equipment and Locations Contract Finance and HR  Inventory and Projects  Manufacturir Procurement Sales Service Reporting Utiites — & X
O X[ Lo
=
Save Back Delete Calaulate Save Layout
Item Aggregate
Maintain .| Proce | Format
Customer Name Hope Works P = Invoice No.
Contract CO0000043 p* Status N
Invoice Date/Time 22Feb 2018 ~ | 12:00:00 AM 5 Salesman i

Order No. OHW11111

Invoice Currency ZAR
Billing Date 22 Feb 2018 -

Tax Rate 14.00

Remove Inactive Lines 1/ Exchange Rate | 1.0000
LocationDesc SerialNo FeeType FeeTypeDesc AccountCode  InvoiceDesaription  Due VAT Status
¥
2020-103053 N Insurance 1203 Insurance 550.00 77.00 A
SerialNo MeterDefCode  AccountCode

OpeningReading  ClosingReading  ReadingDate  MinBiing  MinQuantity —Usage  Due VAT ContractNo  IsActive

2020-103053 Mono 1101 0.00 563.00 21Feb 2018 1100.00 100 563 1150.93 161.13 CO0000043 Yes
2020-103053 Colour 1101 0.00 298.00 21Feb 2018 1100.00 100 298 1121.78 157.05 CO0000043 Yes
Comment | Testinvoice * Sub Total 2822.71
VAT 395.18
Grand Total 3217.89
Open Windows ~ 21Feb 2018 V3

SAVE MANUAL INVOICE

* When you have finished editing the Manual Contract Invoice
screen, click on Save.
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Manual Contract Invoice - Unconsolidated Customer

- ¥ Manual Contract Invoice : Add a new invoice - BPO: Version 2.1.0.47 - Example Company - O X
="

HomeLEquu'nemandLocaﬁons Contract Finance and HR  Inventory and Projects  Manufacturir Procurement Sales Service Reporting Utiites — & X
O X Ld
4O X @ =&
Back Delete Calaulate Save Layout
Item Aggregate

o—
Customer Name Hope Works P = Invoice No.
Contract CO0000043 p Status N
Invoice Date/Time 22Feb2018  ~ 12:00:00 AM 2 . Salesman *
Order No. OHW11111 : Invoice Currency ZAR
Billing Date |22Feb 2018  ~ TaxRate 14,00
Remove Inactive Lines 1/ Exchange Rate | 1.0000
LocationDesc SerialNo FeeType FeeTypeDesc AccountCode  InvoiceDescription  Due VAT Status
¥
2020-103053 N Insurance 1203 Insurance 550.00 77.00 A

SerialNo MeterDefCode  AccountCode  OpeningReading  ClosingReading  ReadingDate  MinBilling  MinQuantity — Usage  Due VAT ContractNo  IsActive
v

2020-103053 Mono 1101 0.00 563.00 21Feb 2018 1100.00 100 563 1150.93 161.13 CO0000043 Yes
2020-103053 Colour 1101 0.00 298.00 21Feb 2018 1100.00 100 298 1121.78 157.05 CO0000043 Yes
Comment | Testinvoice . Sub Total 282271
VAT 395.18
Grand Total 3217.89
Open Windows 21Feb 2018 Y

INVOICE NO. ALLOCATION

1. You will return to the Contract Invoices screen where you can now
view the new manual invoice which now has an invoice number alloc-
ated to it.

PRINT MANUAL INVOICE

2. You can now Print the Contract Invoice (Print Queue).
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TEcHNoLosTES Manual Contract Invoice - Unconsolidated Customer

Contra Contract Invoices - BPO: Version 2.1.0.47 - Example Company = O X
_-na:'i:ce H‘lﬂ R :i'ientandlocations Contract FinanceandHR Inventory Maintenance andProjects Manufactring Procrement Sales Service Reporting Utiites — & X
v o | X @B E =S
Add  ViewInvoice | SaveLayout Workspaces + Refresh
Maintain Format Current

Invoice... * InvoiceStatus fCustomerCode = CustomerName DeptCode  Currency  DeptName ExchangeRate CustomerOrderNo TaxRate InvoiceDate  InvoiceTime | Statuf

(]
PINO000020 N DAN002 Dancing Shoes ZAR 1.00 14.00 17Nov 2017  00:00:00 A

» I[Nmﬁz N HOPOO1 Hope Works Tech ZAR Technical 1.00 OHW11111 14.00 22Feb 2018  12:00:00 A I
INOOOO461 N SAMOO1 Samanthas Diner ZAR 1.00 0.00 17MNov 2017  00:00:00 A
INDODO460 N BOTDO001 Bothas Networking inc usD 9.87 0.00 17Nov 2017  00:00:00 A
INDO00459 N TIAOD1 Titan Group ZAR 1.00 14.00 17Nov 2017  00:00:00 A
INO000458 N YES001 Young Electric Sales ZAR Sales Department: 1.00 14.00 17Nov 2017  00:00:00 A
INOD0O457 N OFF001 Office Supplies Unlimited ZAR 1.00 14.00 17Nov 2017  00:00:00 A
INDODO456 N OFF001 Office Supplies Unlimited ZAR 1.00 14.00 17Nov 2017  00:00:00 A
INDODO455 N DEROO1 Derton Technologies ZAR 1.00 14.00 17Nov 2017  100:00:00 A
INDDOO454 N HOP0O1 Hope Works Tech ZAR Technical 1.00 14.00 17Nov 2017  00:00:00 A
INDO0O453 N HOPOO1 Hope Works Tech ZAR Technical 1.00 14.00 17Nov 2017  00:00:00 A

‘ »

FE—— | 21Feb 2018 4

1. A Select the option as desired pop up screen will appear.
2. Select the Print/Email method.

* In this image, Print Invoice has been selected.
3. Click on Accept.
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TECHNOLOGTIES Manual Contract Invoice - Unconsolidated Customer

a e Contract Invoices 4.0.11 - Example Compam —ira
| ﬁ‘|ﬁ| Equipment /Locaons  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiitie?) - & x
O 6 =R & Gy

Ad  VewIwoice | Savelayout Workspaces | Print  SendInvaices Export | |nem « Refresh

M to Print Queue
Maintain g Format 4 Print 4 Current 4 2

InvoiceNo  InvoiceStatus | CustomerCode | Customerame DeptCode | Currency  ExchangeRate | Deptilame TaxRate InvoiceDate CustomerOrderho
? ol e e e e ol P o = = ol =

INODDO463 P OFFO01 Office Supplies Uniimited ZAR 1.00 15.00 27/02/2018
» INDOOD462 P APPOD0L Apple Juice Inc ZAR .00 15.00 27/02/2018

INODDO461 P SAMOOL Samanthas Diner ZAR 100 0.00 17/11/2017

INODDO460 P BOTO00L Bothas Networking inc UsD 9.87 0.00 17/11/2017

INODDO453 P TIAODL Titan Group Bl Select the aption as desired —Jlo )[x] 14.00 17/11/2017

INODDO458 P YES001 Young Electric Fome | D 14.00 17/1/2017

IN0ODO457 P OFF001 Office Supplies Unlimited = - 14.00 17/11/2017

INODDO456 P OFFO01 Office Supplies Uniimited @ @ 14.00 17/11/2017

INODDO455 P DER001 Derton  Technologies Accept | Cancel 14.00 17/11/2017

INODDO454 P HOPOOL Hope Works (Pty) Ltd ‘—H 14.00 17/11/2017

INDOOD453 P HOPOO1 Hope Works (Pty) Ltd Processing . @ 14.00 17/11/2017 U

INODDO452 P SAMDOL Samanthas Diner 0.00 08/11/2017

INODDO451 P BOT0001 Bothas Networking inc 0.00 08/11/2017

INODDO450 P TIAODL Titan Group 14.00 08/11/2017

ODDO443 P YESO0L Young Electric 14.00 08/11/2017

NDDOD448 P OFFO0L Office Supplies Unlimited O Emal Invoice _. 14.00 08/11/2017

INODDOH47 P OFF001 Office Supplies Unlimited O Print and Emal Invaice 14.00 08/11/2017

INODDO446 P DER001 Derton / Technolagies 14.00 08/1/2017

INODDO445 P HOPDO1 Hope Works (Pty) Ltd Z] 00 08112017

INODDO444 P SAMDOL Samanthas Diner 78R 1.00 0.00 31/08/2017 -
‘ »

=|

The Print Preview screen will be displayed.

1. Here you can see that only the selected contract linked to this customer

has been invoiced as this is an unconsolidated customer.
2. From here you can View, Print, Export or Email the invoice.

3. Close the preview screen when you are done.
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Manual Contract Invoice - Unconsolidated Customer

[2 Preview — (o E

File View Background T -

B BRI 8B0 0 EOa ame - & Q'E'IE%

Tax Invoice
Example Company
Street No and Road Name PO Box 1234

Area New Town
city Durban
South Africa South Africa
1234 1234
— Reg No.: 0000000asad521 Fax No.: 03112 4545
VAT No.: 0000000 TelNo.: 031123 4567

AR AR b, St
Date : 27/02/2018 00:00:00

Account Manager : Bianca Du Toit

Customer : APPOO0L Apple Juice Inc
Billing Address: 1234 Attention : Contact persan
VAT No. : 123546789

Machine and Shipping Details

Contract : CO0000054 4—.

Location : Reception

Serial No. : 2020-506060 Shipping Address :
Model No. : 5p2020

Description Sub Total
Monthly Service Fee 540.00

Pagelof1 | 100% (=) ]

@..

Related Topics

» Create Manual Contract Invoice - Consolidated Customer
e Edit Comment and Order Number

e Month End Billing Run

» Contract Credit Notes

MNU.113.001
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