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Approve Buy Back Request

CONTRACTS

BUY BACK REQUESTS - APPROVE

For expired contracts that remain active, you have the ability to buy back
serial numbers that have been selected, if the selected items are customer

assets.

Once you have viewed the Buy Back Request and made sure all the details
are correct, the request can be Approved. Edit the request if the details are

incorrect, or Decline the request.
Screen access:

Ribbon Select Contract > Buy Back Requests
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The Buy Back Requests 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 New status, listing all Buy Back

Requests that still require processing.
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Status filter options:

New:. Buy Back Requests that still require processing
Approved: Buy Back Requests that have been Approved
Declined: Buy Back Requests that have been Declined

Awaiting Contract Closure Approval- Buy Back Requests that have been
approved, but Contract Closure Approval is required to complete the con-

tract closure process.
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Vew Edt | Approve Dedne | Savelayout Workspaces | Export Prit | Refresh

Mantan | proce ) Format J e Curent 3 &
BuyBackCode ContractNo RequestorName CustomerCode CustomerName EventDate EventTime Status.
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» Buvoooo0: PCOO0O0L  BancaDuTot DANODZ DancigShoes  0806/2022 01011900 N
BUYo00002 0000006 BancaDuTot oFFo01 Offce Spples k.. 1406/2022  0101/1900 N
81000003 CO0000006  BancaDuTot oFFo01 Offce Stpples Unk.. 1406/2022  0101/1900 N
BUY000004 CO0000052 Bianca Du Toit HOP0O1 Hope Works (Pty) Ltd  14/06/2022 01/01/1900 N
81000005 0000008 BancaDuTot ¥Esoo1 YongEecrc  25/0/202 0101190 N

Open Windows v | User:BiancaD = 26/10/2022  Version: 2.5.0.14 = Example Company

APPROVE BUY BACK REQUEST

* Select the row of the buy back request that you wish to process.
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* Click on the Approve button.
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View Edit Approve | Dedine | Savelayout Workspaces = Export Print Refresh
BuyBackCode ContractNo RequestorName CustomerCode CustomerName EventDate EventTime Status
G = = = = g E =
» BUYD00001 PC0000001 Bianca Du Toit DAN0O2 Dancing Shoes 08/06/2022 01/01/1900 N
BUY000002 CO0000006 Bianca Du Toit OFF001 Office Supplies Unli... 14/06/2022 01/01/1500 N
BUY000003 CO0000006 Bianca Du Toit OFFO01 Office Supplies Unli...  14/06/2022 01/01/1900 N
BUY000004 CO0000052 Bianca Du Toit HOPOO1 Hope Works (Pty) Ltd 14/06/2022 01/01/1900 N
BUY000005 CO0000008 Bianca Du Toit YES001 Young Electric 26/10/2022 01/01/1900 N
(Open Windows v | User:BiancaD = 27/10/2022 = Version: 2.5.0.14 = Example Company

The Approve Buy Back Request message box will come up, asking: Are you
sure you want to approve this buy back request?

¢ Click on the Yes button.
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View Edit Approve Dedine | Savelayout Workspaces = Export Print Refresh
‘ Format J oo Current | S
BuyBackCode Contractho RequestorName CustomerCode CustomerName EventDate EventTime Status
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» BUY000001 PC0000001 Bianca Du Toit DANOD2 Dancing Shoes. 08/06/2022 01011900 N
BUY000002 CO0000006  Benca DuTot oFFo01 Offce Supples Ui, 14/06/2022 0101100 N
BUY000003 CO0000006 Bianca Du Toit OFF001 Office Supphies Unli... 14/06/2022 01/01/1900 N
BUY000004 COO0O00S2  BlencaDuToit HoPOOL Hope Works Pty)Ltd 14062022 0101100 N
BUY000005. CO0000008  Banca DuToit YES001 Young Blectric B/10/22  0oy90 N

Approve Buy Back Request
Are you sure you want to approve this buy back request?
=0 %
Open Windows ~ | User:Bancab | 27/10/2022 | Verson : 2.5.0.14 | Example Company

The Buy Back Request will be approved and can be found by selecting the
Approved status.
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View Edit ecine | Savelayout Workspaces | Export Print Refresh
P ; Prn Curent a
BuyBackCode ContractNo RequestorName CustomerCode CustomerName EventDate EventTime Status.
v 0 0 0 0 = = 0
» [ Buvooooo1 PCO0D0001___ Bianca DuToit [ DancngShoes  08/06/2022 __ 0101/1900 A |
BUY000006 CO00000%6 __ Banca DuTatt AePo00L Appedicelnc 27107022 01011900 A
8UY000007 0000086 Banca DuTott Aepono1 Appeicelne 2710702 0101900 A
BUY000008 PC0000001 Bianca Du Toit DAN002 Dancing Shoes 08/06/2022 01/01/1900 A
Open Windows ~ | User :BiancaD | 27/10/2022 | Verson: 2.5.0.14 | Example Company

Approval of the Buy Back Requests auto processes the following:

* Removes the customer asset from Contract

* Creates a Purchase Requisition

* Approves the Purchase Requisition

e Creates a Purchase Order off the back of the PR Approval
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* Prints the Purchase Order

» Creates a Supplier Invoice (The Supplier Invoice must be
Approved manually)

* Receives the asset into store as a Stock Item

* Converts from Stock to Asset

* Re-links the Internal Asset to the Contract

¢ Re-links Fees and Meters

Ensure the Contract Buy Back Configuration is correctly configured.

Related Topics

* Contract Expiry

¢ Buy Back Requests Intro

* View Buy Back Request Details
+ Edit a Buy Back Request
* Decline Buy Back Request

¢ Print Buy Back Request
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