TECHMNOLOGSTES

Contracts - Documents

CONTRACT

CONTRACTS - DOCUMENTS

It may be necessary to link digital documents to a contract which can then be

viewed by all parties with the required security rights.

These documents should be saved in a shared folder on the server (which can

be secured with permissions, where required), otherwise the document(s) will

not open.

Follow the process to view, add, or delete documents for a contract.

Ribbon Access: Contract > Contracts

- BPO: Version 2.1.0.43 - Basmple Company
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The Contract Listing screen will display.

» Select the Site that you wish to work in.
° In this example, Durban is selected.
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This screen defaults to the Active status.

* Select a different status from the drop-down, menu if required.

Help v2.5.1.4 - Pg 2 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



Contracts - Documents

’ Contnct Liting - 800 Vrsion 21,041 - xayle Compary - 0 X
W e tammirdiam et famif e wineaviry Neim et S e b e = § X
QUXE Jmm 1= s o pimen @8 [
WO e e St S, Nty P Fl - prt oot | heoos
Toerw | (SR [Fupoeiond g | [ubs | ASoheDes o ) B
- e : i1 Bl L Sl 1
= L ke
§ N
Coractly CusorerCode Cutmertume  CustomerDipiflems  ConvacTyoe ContractTypeene : mﬂ baowe  Elite Dewtenti
L b Sped
b TN OOl Offce e ., 3 (otPurlopy | X Rl ke D e Depw
COMON7 OFRODL Offce upples Lk, o ComPerCogy e il e DwAH DS S Dew
COMOMIL WESDT Westwood Dynamc i CotPerCogy Mo Conirackirdeto  OAMay B4 Cbay 2019 S Do
: oMMl MOl TnGp o CotPer Copy St R Cantre My N 1My 00 Soes e
| CONONM TN TemGap 3 (otPolopy Mo ey XM Gy 0 Sae
COMONIE TIOOL  TnGmp o P ey M UIANM DD Soe e
COMONN PO Offee Spples L. i CotPerlopy Mo BUDH BUBY e
NN RREL ek Temal o CitPe oy M BB NWNE S Dew
| TONNE WL R T 3 (oiPelopy Mo BB AindD Sam
PCOMDNOL DAY wes Shoes WE Preosd Gt Kl ! DMl DM 1 S Deow
(OO VESE  YomgBecre  SesDewiet O ContPerCopy et i i MMy AN S
: COMOUA] PAMDL P Cops o Py M SN 05D Sl Dew
NGO HOMNL el Tedndd 13 (oiPelopy  Man M Xti Sl Temad
CONONM] HOPL  hepeWel  Tetwad o ConPerCopy o e OlAgNE 05N ek Depwine
COMOINM BOTOB ok Hebworrg. L Frepad Conract o e BoWE B0HH Temal
: (ONOHS HOPOL  hepelen  Tetwadl 43 ity (ubwkm LW UMy N0 MY XR SeeDepwing
NG HOMOL el Tednad 3 CotPalopy Mool a0 tMy B2 Tedmed
o s | Hn i

Help v2.5.1.4 - Pg 3 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



Contracts - Documents

VIEW DOCUMENTS

» Select the row of the contract where you wish to view the linked
documents.
* Click on the Documents tile.

Help v2.5.1.4 - Pg 4 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



Contracts - Documents

' Catragt Lising - BPO: Version 1,043 - Examgle Company

Wee | Eapmertodiocatons Coiad Fraceadi vy Mswceadomh Mdctg Moot e Srer Reodg U = F X

OO K E Imm 45 s g om - B
WOH e e i ool ity 88 e i it bont | Rors
Tomfiw | [Groese Popoetorn  Copnt | b Rebuh b [ r
|||'h~I 1
Gt CatneCode Cstmetne  CistmeDetione CootdTie Contclpelese Lookon oo SO
Functions '
CONNNYE CRRONL Ofke e . O CutPelay ot 12 R 2
COONNT CFFONL Ofke e . O CoeCmy et Conte Mman o
WS VestnodDpc ™ el M Gttt 090y 04
T Tneos K Cuthemy  SahRdvCente 1y 204
W T B el M My 24
T T ® el Mo a1
R OfkeSpleli. ™ el M Budd o
RO Heedels Tl 00 CoteCpy M twa
HCNL T B el M Binds
DN D o WE o hesdleswt i o DM
B YgBedc SemDewnet 00 Catbelp ot M M
L P Cepes ®  (eGy  Mn BNEE 0
AL el Tl 00 Csthelpy o M6 0]
RN Hpdels Tl OC Cthepy s tAg N6 0]
BTN Eohs et BE sl Dubnke B S
AL MWl Tl 00 CotheCpy  Dubnkm O Ry 1
AL el Tl 00 Csthelpy el tivey 00 14
‘ .
g i T

The Document listing for Contract - [] screen will open.
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* Here you can view a list of the digital documents currently linked

to this contract.
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ADD DOCUMENT

* In the Document Listing for Contract - [] screen, click on Add.
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The New Document for Contract No. :[] screen will open.

e File: Click on the search button in the file field.

Help v2.5.1.4 - Pg 8 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



Contracts - Documents
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* The Select File screen will pop up.
* Find the document in the shared folder on the server.
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* Click on Open.
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* The File and Path fields will now populate with the selected file

details.

@ \ N Document for Contract Ne. : COO00Y « BP0: Version 21,043 Exampla Company
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* The Repository Path is auto populated according to the path that

has been set up in the company configuration.

\ N Document for Contract Ne.  CODON003 « BP0: Version 21,043 Exampla Company

Wre | Equomanidlocolons Conact FrancesdR Dvenlry  MaetmarcewdPoc Muficmg  Arooressnt Sie Seve fmote (e - 6 X

HO

St B

File [t 1 ot #
Path ' C:Lsers e exuments

Hepository Path | |¥0E000] ExampieP0Fy Conrachs|

File Description

Dee Type '

COpen Viredoes * i Jn 2010

Help v2.5.1.4 - Pg 12 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential


#8

Contracts - Documents

* File Description: Type in a description for the document.
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* Type: Click on the drop-down arrow and select the document

type from the menu.
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SAVE DOCUMENT

* When you have finished adding the details to this screen, click on

Save.
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* A Document Processing message box will pop up advising the fol-

lowing:
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° This document: [] for contract [] has been saved.
e Click on OK
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VIEW ADDED DOCUMENT

* You can now see the selected document has been added to the

Document listing for Contract - [] screen.

Help v2.5.1.4 - Pg 18 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



Contracts - Documents
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OPEN DOCUMENT

* To open and view any digital document in the Document listing
screen, select the rowof the document you wish to open.
* Click on View.
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* The selected document will open in your screen.

* Close the document screen when you have finished viewing it.
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You will return to the Document listing for Contract - [] screen.

DELETE DOCUMENT

* In the Document Listing for Contact - [] screen, select the row of
the document you wish to remove from the list.

¢ Click on Delete.
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* A Delete Document message box will pop up with the following
prompt:
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° Are you sure you want to remove this document []
from contract []?
e Click on Yes.
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¢ The selected document will be removed from this screen.
* Click on Back to return to the Contract Listing screen.
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