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Contracts - Edit

CONTRACT

CONTRACTS - EDIT

Contracts give you the ability to effectively manage your customer billing.
Contracts can only be edited when in the New or Active states.

If certain amendments are done on an Active contract, it will move back to

Released state, to be checked and re-approved.

An email will be sent to all users who have the rights to authorise (i.e. Release

and Approve) a contract.

The types of changes that would trigger the contract to be placed back into

the Released state include:

* Change Contract Type

* Change Customer

* Aggregate Billing flag

* |f any contract item is added

* If any contract item is removed

* If any contract item fee is added

e |f any contract item fee is removed
* Change of Billing Customer on a fee

* Change of Billing Customer on a meter
And if the following types of changes are made to the Contract Item Fees:

e Amount
Start Date
End Date

Escalation %

Account Code
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* COS Account Code
* |nvoice Description
* Billing Period

* Billing Cycle

* Finance Party

¢ Finance Amount

Note: As you can only edit a contract in the Active or New status - the contract you
wish to edit will either be in this state or the New State.

Ribbon Select Contract > Contracts

s - : @
@ | Ecupment/Locations | Contract | Finance/HR  Inventory  Matenance /Projects  Manufactrng  Prorement  Sdes  Sevice  Reportng  Utites
B E | « @38 8 5 B @ ¢ & o @B EE o HB Q

Contracts | ShortTerm | Meter Release  Bilng CoseBing Awaitng Period Adhoc  Escalaton Unprocessed Manual Contiact Contract  Balances ShortTerm Billng  Batch  BuyBack SelOff Contact | Biling
Conbracts | Usage  Biling Period Period  Contract Escalatons Escalations Notficatons  Meters Invoce  CreditNotes Products  Batches Scheduing Requests Requests Expry | Preview

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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$ - Contract Listing - BPO: Version 2.5.0.14 - Example Company —&lix
E Home | Equpment/Locaons  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufactwing  Proawrement  Sales  Service  Reporting  Utities. - & x
© [‘2 X R save Layout e Q @E -"j
S Workspaces
o | soverer G Refeh ¥ Fnd Contract | Print Export | Reports
Processing .| Fomat | Curent J et Repo a
Links »
21 contactvo CustomerC...  CustomerName CustomerD... ContractType |Contractly... |Locaton  OrderNo | StartDate  EndDate | Department... Period PeriodType... | BilngCyde... | BiingPeriod _ Bilin

Functions v 0 o o o o o o = = 0 = L3 0 = =

» C00000009 DERO0DL  Derton /Technologes e CostPer Co... Durban Area 07/05/2014  07/05/2019  Sales Depar. 60 Months  Months 3

cooo00016 TIAOL  TitanGrowp e CostPer Co... Man 13/06/2014  13/06/2019  Seles Deper. 60 Months  Months 4

00000018 SAMOOL  Samanthas Dner e CostPer Co... Man 09072014 09/07/2013  Sales Depar. 60 Months  Months 5

00000019 OFF001  Office Supples Unlmited e CostPer Co... Man 28/07/2014  28/07/2019  Seles Depar. 60 Months  Brannual 5

PC0000001 DANOO2  Daning Shoes PRE Prepsid Con... Koof test 23/03/2016  23/03/2021  Seles Depar.. 0 Months  Months 1

00000031 YESOO1  YoungEectric e CostPer Co... Hiarest 24032016 2903/2021  Sales Depar. 60 Months  Months 1

00000041 PANGOL  Panda Coplers e CostPer Co... Man 05/07/2016  05/07/2021  Sales Depar. 60 Months  Months 5

00000042 HOPODL  Hope Works (Pty) Ltd o CostPer Co... Man 07/09/2016  07/09/2022  Sales Depar.. 0 Months  Months 7

00000043 HOPODL  Hope Works (Pty) Ltd cc CostPer Co... Man 01082016 07/09/2021  Seles Depar. 60 Months  Quarterly s

cooo000s2 HOPODL  Hope Works (Pty) Ltd PRE Prepsid Con... Durban Area 29/05/2017  29/05/2022  Seles Depar.. 0 Months  Months 3

00000054 APPOODL  Apple Juce Inc e CostPer Co... Durban Area 03/08/2017  03/08/2022 60 Months  Months o

00000072 HOPODL  Hope Works (Pty) Ltd cc CostPer Co.. DubanArea 1234 07/03/2018  07/03/2023  Sales Depar. 60 Months  Months 2

00000073 HOPODL  Hope Works (Pty) Ltd o CostPer Co... Durban Area 20/05/2018  29/05/2023  Seles Depar.. 60 Months  Months o

00000074, DEROO1 Derton /Technooges e CostPer Co... DubanArea 1234 15/06/2018  15/06/2023  Sales Depar. 60 Months  Months 5

00000077 PINGOO Pk Shoes e CostPer Co... Durban Area 18/06/2018  18/06/2023  Seles Depr. 0 Months  Months 4

©00000078 PINOOOL Pk Shoes. cpc CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar.. 60 Months. Months 4

00000080 OFF001  Office Supples Unlmited e CostPer Co... DubanCen.. 1234 06/05/2017  06/05/2020 60 Months  Months 2

T cooo00082 HOPODL  Hope Works (Pty) Ltd e CostPer Co... Durban Area 10/05/2019  10/09/2024  Sales Depar. 60 Months  Months 7

00000079 HOPOO1  Hope Works (Pty) Ltd e CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months  Months 4

00000083 WESOOL  Westwood Dynamic cc CostPer Co.. DubanArea 1234 15/10/2019  15/10/2024  Sales Depar. 60 Months  Months s
| Open Windows | User :BancaD | 21/10/2022 | Version : 2.5.0.14 | Example Company

SELECT THE CONTRACT

* Select the row of the contract that you wish to process.
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e Click on the Edit button.
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& - st i — = )0x
‘ E Home | Equipment / Locations. Contract Finance /HR. Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utities - & X
é [ savelayout | iff< Hold & Relesse For Approval gy e Durban 7] @ st Q .:a qj
2= Workspaces » | 3 Suspend gl Remove From App c? Active -
Vie ecine e i Print  Export | Re ts
| % saveFiter 1§ Release P App Contr © DedneClosure L0+ | @ Refresh L s 4l ~et
= 2l conractio CustomerC... | CustomerName CustomerD... | ContractType |ContractTy... |Locaion  OrderNo StartDate  |EndDate | Department... Period PeriodType... |BilngCyce... BingPeriod  Biln
€00000012 TIADO1 Titan Group. (e CostPer Co... Durban Area 16/05/2014  16/05/2019  Sales Depar. 60 Months Months 3
CO0000016 TIADOL Titan Group CcPC CostPer Co... Main 13/06/2014  13/06/2019  Sales Depar. 60 Months Months 4
€CO0000018 SAMO01 ‘Samanthas Diner cPC Cost Per Co... Durban Area 09/07/2014  09/07/2019  Sales Depar. 60 Months Months 5
€O0000019 OFF001 Office Supplies Unlimited cPC CostPer Co... Main 28/07/2014  28/07/2019  Sales Depar. 60 Months Bi-annual 6
CO0000031 'YES001 Young Electric CcPC CostPer Co... Hilrest 24/03/2016  24/03/2021  Sales Depar. 60 Months Months 1
CO0000041 PANOOT Panda Copiers cPC CostPer Co... Main 05/07/2016  05/07/2021  Sales Depar. 60 Months Months 5
00000043 HOPOO1 Hope Works (Pty) Ltd CPC CostPer Co... Main 01/08/2016  07/09/2021  Sales Depar. 60 Months Quarterly 5
CO0000072 HOPOO1 Hope Works (Pty) Ltd CPC CostPer Co... Durban Area 1234 07/03/2018  07/03/2023  Sales Depar. 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 PIND0O1 Pink Shoes: CPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
000000078 PINO0O1 Pink Shoes. cPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
CO0000080 OFF001 Office Supplies Unlimited cPC CostPer Co... Durban Cen... 1234 06/05/2017  06/05/2020 60 Months Months 2
00000079 HOPOO1 Hope Works (Pty) Ltd CPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
(Open Windows v | User:Bianca = 09/02/2023 | Version: 2.5.1.4 Example Company
Ihe Contract Maintenance screen will be displayed
& - i : i — @ )ix
‘ ‘ Home | Equipment / Locations. Contract. Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities - & X
Save  Back Savelayout Workspaces
Z|[nks 3 |[ contract Info » ‘ 5
g e z PartCode  Desapton SeralNo | AsseRego | LocatonDesc | Locaton Shopngadress COSAccoun 2
8]l Functions Contract No |CO0000016 v o o o - o 0 s - |z
5 Contract Type [Cost Per Copy. - i~ » @ SP19-12.. SP19-12Colowr Copler  SP19-12185. Reception 658 Dime Road, South Ridng, .. 2101
H Contract Cless N ~ [ N N N
— .
E StartDate 13062014~
End Date  13/06/2015 -
Period 60 3*
. Period Type |Months -*
Department  Sales Department vi*
Contract Manager Carolina Suzzetta Lourens vande.. ~ *
d History Salesman Belinda Sharman v|*
Aggregate Billing ||
Hide Fee Detail | |
‘ R
Contract Info Customer Info Biling Info Rental Info . N
Open Windows v | User:Bianca = 09/02/2023 | Version: 2.5.1.4 Example Company

EDIT CONTRACT DETAILS

* The Maintenance for Contract No. : [] - Status: [] screen will
open.

* Edit the details, as required.
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* Expand the Information tabs on the left-hand side of the screen,
if those frames contain details that need to be changed.

* Expand the Items data grids, if there are details there, which
need to be changed.

SAVE CHANGES

SAVE THE CONTRACT

* When you are done, click on Save.

$ - :
@ | tome | Coupment/locatons  Contract  Fnance /R Inventory  Mantenance [Projects  Manufachring  Proarement  Sses  Servie  Reportng  Utites

¢
Ho =
==
Save  Bak | Savelayout Workspaces
P &
e 2 |[ customer 1ni fo 2
i g
M PartCode  Desapton seralo ShppngAddress CosAcaon g
7 Customer Titan Growp L B 0 - > a i
= Address (O o £ " ) B 1912 P15-12Cobour Copler  SP19-12185 658 Dme Road, South Ridng, ... 2101
g .
g 1m
H Order o

Required

Location |Main

ContractInfo | CustomerInfo | BiingInfo  Rentalinfo |

Open Windows v

User : Bianca | 03/02/2023 | Verson: 2.5.1.4 | Example Company

* 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.
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® - it 2 —J&](x
‘ ‘ Home | Equipment /Locations Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utiibes. - & x |
A ] % L o Release For A al v| = 2 g =
K [F) B w2 et Duban 8 s, | (2 LR
DEZE D e B g 07 8 e I SR DD
| % saveriter § Release P Approve Conta © Dednecose - T0% | [Sotm | Astatusdesc =) et B | R
Processn t tatus Processin ] Rew print Repo @
— = e R Released E— =

Links [ A Actve

E H Hod
ContractNo CustomerC... CustomerName CustomerD... ColP ‘Suspend frdero StartDate. EndDate Department... Period PeriodType... BilingCyde... BilingPeriod Bl
L3 L3 L3 L3 0 Closed

L o o o LM i 0 0 0
» CO0000016 TIA001 Titan Group. A x Y 13/06/2014  13/06/2019  Sales Depar. 60 Months Months. 4

0000018 SAMOO1  Samanthas Diner a CRTE T DS 03/07/2014  09/07/2019  Saes Depar 6 Monts  Months s
00000019 OFF001 Office Supplies Unlimited cPC CostPer Co... Main 28/07/2014  28/07/2019  Sales Depar. 60 Months Bi-annual 6
00000031 YES001 ‘Young Electric [=a CostPer Co... Hillrest 24/03/2016  24/03/2021  Sales Depar. 60 Months. Months. 1
CO000041  PANODL  Panda Copiers e CostPer Co... Man 05/07/2016  05/07/2021  Saes Depar 6 Months  Months s
COO000043  HOPOO1  Hope Works (Py) Ltd e CostPer Co.. Man 01/08/2016  07/09/2021  Saes Depar 6 Moot Quartery s
0000072 HOPOO1  Hope Wiorks () Ltd e CostPer Co.. Dubanres 1234 07/03/2018  07/03/2023  Saes Depar 6 Months  Months 2
00000074 DER0O1 Derton / Technologies e CostPer Co... Durban Area 1234 15/06/2018  15/06/2023  Sales Depar. 60 Months Months. 6
00000077 PIN00O1 Pink Shoes (= Cost Per Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months. 4
00000078 PIN00O1 Pink Shoes cre CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months. 4
000000080 (OFF001 Office Supplies Unlimited cPC CostPer Co... DurbanCen... 1234 06/05/2017  06/05/2020 60 Months Months. 2
0000078 HOPOO1  Hope Wiorks (Pt Ltd e CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 6 Months  Months 4

Open Windows ~ | User:Bianca | 03/02/2023 | Version: 2.5.1.4 = Example Company

* 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.

* 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.
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$ = Contract Listing
| @ | vome | coupmentandiocstons  Consct  FrenceandR  Inventory projects Seles  Serviee  Reportng  Utiites - &8 x

o 4 x [ save Layout off¢ Hold 22, Release For Approval [ redsean g e ol
© e W5

& workspaces v

Add  Edt Delete  view e Print  Export | Reports
%, Save Flter ¥ Find Contract & por epee
4| Format ) 4 Current a Print 4| Repo. 4 £
ContractNo | CustomerCode | CustomerDepth ContractType | ConfractTypeDesc  Location Orderho StariDate  EndDate Departmentiiame  Period
v o o o0c ol s s ol B = = s =
CO000254  HOPOD1 Hape Works Sales Department e Cast Per Copy Pretoria 1 09/12/2018  09/12/2024  Sales Department 0
Hold History
end History
Processing
Credit Notes
Open Windows = | User:JudithM | 08/12/2018 | Version: 2.3.0.4 | TEST ALPHA - JUDITH PC LOCAL ﬁl

MNU.112.009
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