Close Contract

CONTRACT

CLOSE CONTRACT

When a contract comes to an end, the contract must be closed and approved.
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Refer to"The Contract Expiry Listing Screen" on page 1 for more inform-

ation relating to efficiently managing contract closure for contracts that are about to

expire.

SELECT THE CONTRACT TO CLOSE

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.

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.
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s ContractNo CustomerC... CustomerName CustomerD... ContractType ContractTy... Location OrderNo StartDate EndDate Department... Period PeriodType... BilingCyde... BilingPeriod  Billin
Functions Qs o o o a o o e - - o - [ o - -
» CO0000009 DER001 Derton / Technologies: CPC CostPer Co... Durban Area 07/05/2014  07/05/2019  Sales Depar. 60 Months Months 3
000000016 TIA00L Titan Group. cPC CostPer Co... Main 13/06/2014  13/06/2019  Sales Depar. 60 Months Months 4
00000018 SAMOO1 ‘Samanthas Diner cPC Cost Per Co... Main 09/07/2014  09/07/2019  Sales Depar. 60 Months Months 5
0000019 OFF001  Office Supples nimited e CostPer Co... Man 0772014 280772015 Seles Deper. 6 Months  Bramual s
PC0000001 DANO02 Dancing Shoes PRE Prepaid Con... Kloof test 23/03/2016  23/03/2021  Sales Depar.. 60 Months Months 1
00000031 Yesoo1 Young Electric cpc CostPer Co... Hilrest 24/03/2016  24/03/2021  Sales Depar. 60 Months Months 1
000041 PANCOL  Panda Copiers e CostPer Co... Man 050772016 05/07/2021  Sees Depr. 6 Months  Months s
C00000042 HOPOO1 Hope Works (Pty) Ltd CPC CostPer Co... Main 07/09/2016  07/09/2022  Sales Depar.. 60 Months Months 7
00000043 HOPOO1  Hope Works (Pty) Ltd e CostPer Co.. Man 01/08/2016  07/03/2021  Sales Depar. 60 Months Quarterly B
COOODNOS2  HOPOOL  Hape Warks Bt Ltd PRe Prepaid Con... Durban Area 29052017 29/05/2022  Sles Deper. 6 Months  Months 3
CO0000054 APP0O001 Apple Juice Inc. cPC Cost Per Co... Durban Area 03/08/2017  03/08/2022 60 Months Months ]
000000072 HOPOO1 Hope Works (Pty) Ltd CcPC. CostPer Co... Durban Area 1234 07/03/2018  07/03/2023  Sales Depar. 60 Months Months 2
00000073 HOPOO1 Hope Works (Pty) Ltd cpC CostPer Co... Durban Area 29/05/2018  29/05/2023  Sales Depar.. 60 Months Months o
00000074 DEROO1 Derton / Technologies cpc CostPer Co.. Durban Area 1234 15/06/2018  15/06/2023  Sales Depar. 60 Months Months 6
000000077 PIN00O1 Pink Shoes. cPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
000000078 PINOOOL Pk Shoes. cpc CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar.. 60 Months. Months 4
0000080 OFF001  Office Supples nimited e CostPer Co... Durban Cen... 1234 06052017 06/05/2020 6 Months  Months 2
S CO0000082 HOPOO1 Hope Works (Pty) Ltd cPC. CostPer Co... Durban Area 10/03/2019  10/09/2024  Sales Depar.. 60 Months Months 7
i C00000079 HOPOO1  Hope Works (Pty) Ltd e CostPer Co... Durban Area 18/06/2018  18/06/2023  Seles Depar. 60 Months Months 4
000000083 \WES001 Westwood Dynamic cPC. CostPer Co... Durban Area 1234 15/10/2019  15/10/2024  Sales Depar. 60 Months Months 8
| Open windons - | User :BancaD | 21/10/2022 | Verson: 2.5.0.14 | Example Company
* Select the row of the contract that you wish to process.
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CLOSE CONTRACT

Click on Close Contract.

My Close Contract button is greyed out:
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TECHMNOLOGSTES

Close Contract

e The contract must be in status Active.

* You must have the security rights to use this feature.
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The Closure Comments dialogue screen will open.
* Type in the reason for closing the contract.
o
* Click on Save
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A Contract - Process message box will display, informing you that:
The contract [contract number, has been flagged for closure processing.

* Click on Ok.

$ - Contract Listing - BPO: Version 2.5.0.14 - Example Company @ )x]
@ | tome | Equpment/locstons  Contract  Fnance/HR  Inventory  Mantenance [Projects  Manufactrng  Proaement  Saes  Servie  Reportng  Utites - & x
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Links »
= 21 convactho + | ustamerc.. | Customertame CustomeD... ContractType |ContractTy... |Locaton  OrderNo | StartDate  EndDate | Department... Period PeriodType... | BilngCyde... BingPeriod _ Biin
s 0 o o o 0 o 0 - - o - e e - -
PCO000001 DANOO2  Danang Shoes PRE Prepaid Con... Koof test 23032016  23/03/2021  Sales Depar. 6 Months  Months 1
» COO000083  WESOD1  Westwood Dynamic e CostPer Co.. Dubanrea 1234 15/10/2014  15/10/2019  Sales Depar 6 Months  Months s
COO0O00B2  HOPODL  Hope Works (Phy) Ltd e CostPer Co... Durben Area 10/09/2013  10/09/2024  Sales Depar 6 Months  Months 7
CO0000080  OFF001  Office Supples Unimited e CostPer Co... DurbenCen... 1234 06052017 06/05/2020 6 Months  Menths 2
CO0000079  HOPOOL  Hope Works Pty Ltd e Costper Co.. Durben Area 18/06/2018  18/06/2023  Sales Depar 6 Months  Months 4
COO000078  PINOODI  Pink Shoes e CostPer Co... Durben Area 1/06/2018  18/06/2023  Seles Depar 6 Months  Months 4
CO0000077  PINOOO1  PinkShoes cpc Costrer Co.._ Durban Area 1/06/2018  18/06/2023  Sales Depar. 6 Months  Months 4
CO0000074  DEROO1  Derton /Technologes Contract - Process X | 15062018  15/06/2023  Seles Depar. 6 Months  Months 5
COO000073  HOPOOL  Hope Works (Phy)Ltd 29/05/2018  29/05/2023  Seles Depar. 6 Months  Months )
COXO0Z2  HOPOOL_ Hope ks Py Ltd @ 1 oo et 008 0703023 Sakes Depar 0 Vit Wonits 2
00000052 HOPODL  Hope Works (Phy)Ltd processing. 2905/2017  29/05/2022  Seles Deper. 6 Months  Months 3
CO0000043  HOPOOL  Hope Works (Phy) Ltd O1/08/2016  07/03/2021  Sales Depar. 6 Months  Quarterly s
CO0000042  HOPODL  Hope Works (Phy) Ltd 07/03/2016  07/03/2022  Seles Depar. 60 Months  Months 7
COO000041  PANOOI  Panda Copiers 05/07/2016  05/07/2021  Sales Deper. 6 Months  Months 5
CO0000031  YESOO1  YoungBectic e CostPer Co. . Hilaest 24/03/2016  24/03/2021  Saes Depar. 6 Months  Months 1
CO0000019  OFFO01  Office Supples Unimited e CostPer Co... Man 207/2014  28/07/2019  Sales Depar 6 Months  Brannual 5
COO000018  SAMODI  Sementhas Diner e CostPer Co... Man 09/07/2014  09/07/201  Soles Depar. 6 Months  Months 5
CO0000016 AL  TitanGroup e CostPer Co... Man 13062014 13/06/2019  Sales Depar 6 Months  Months 4
CO0000009  DEROO1  Derton /Technologes e CostPer Co... Durben Area 07/05/2014  07/05/2019  Sales Deper. 6 Months  Months 3
Open Windows ~ || User s BancaD | 24/10/2022 | Verson s 2:5.0.14 | Example Company

* The contract status will be set to End of Contract and can be
found via the End of Contract status filter on the Contract Listing

screen.
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CustomerName CustomerD... ContractType ContractTy... Location OrderNo StartDate EndDate Department... Period PeriodType... BilingCyde... BilingPeriod  Billn
5 3 - F 3 3 B B 3 R o F B B
Westwood Dynamic CPC CostPer Co... Durban Area 1234 15/10/2014  15/10/2019  Sales Depar. 60 Months Months 8
Apple Juice Inc PC CostPer Co... Durban Area 03/08/2017  03/08/2022 60 Months Months 0
Open Windows ~ | User:BancaD | 24/10/2022 | Version: 2.5.0.14 | Example Company
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Close Contract

Refer to "Approve Contract Closure" on page 3 to complete the closure pro-

cess.

BPO2.CTRT.MNGT.0001
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