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Link Additional Items

CONTRACT

LINK ADDITIONAL ITEMS

You can link additional contract items and accessories to a contract using the

process set out below.
Items can only be linked when a Contract is in the New or Active status.

Ribbon Select Contract > Contracts

$ - —JE=

@ | Ecupment/Locations | Contract | Finance/HR  Inventory  Matenance /Projects  Manufactrng  Prorement  Sdes  Sevice  Reportng  Utites

Egﬁwtgd&@uw 2 & % @ aE o B B Q&

tacts | ShortTerm | Meter Release  Bing CoseBing Awaitng Period  Adhoc  Escalaton Unprocessed Manual Contiact Contract  Balances ShortTerm Billng  Batch  BuyBack SelOff Contiact | Biling
cccccc 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.

® - Comtract Untimg - -
@ o tewmet/isten  Cowat P/ ey Mees (hancs  Weniacteng  ecswert  Sdw Seven Sy e - =
1 W e Lovos o - - e * & ndewn ‘ "
QX B e & . v o 3 ® -_1!'
AR __A&0 - e : »” ° Comnt s N O Rdcuses | #3 Gom | Ape
[ .
- e Cuamamertene Gatma®  Cowaclge Cowacly  iscotn  Oete  SwOwe  Gubew  Owewet fwed  fwefige  Segwe  Sirgwed S
Fom e ° ° ° o o o o o o °
» COOO0O00S  DEROO1 __Derton /Technologies e CostPer Co... Durban Area 07052014 07p5[2015 _ ales Depar 6 Months  Months 3
E T TR T ES T - [ — O 0
COMNOM L St e o ot G NN WO S O o s
COMMIOY DI Ofce Supwles Urieind o Conthr Co MOUBIA MOUBD S o . e .
FCoNST  DMON  Dwrg e e e o St - DOVEN DOV SO - '
CommeN WL vemgeon o Conthr Co et NONDN  INONEI S e . '
COMNON  MEDI e Copens o Conthr Co an CMINI  ONEIIRI S O . s
MM WP e Wt PR o Conthr Co an WD STONEZ S Do o ’
- = e T ST T
COMMOST  WOPOBL e s PR e et Con Do Arne BOVEY IOV S e . »
COMMON ML A haen e o Conthr Co o Aene oy eveaamn o .
COMMIST:  WOPOBL e W PR o Conthwr G Dusben iene 1204 CRVEE  OTRNRD S O o 2
COMSIST) MRS e ke PR o Conthr G Do Aene MOVEE IOV SO . .
COMMSM  CEMDI  Owien /Tedwenge o Conthwr G Ouben iene 1234 WOMRE MR S O o .
ComeeT)  MBEmI e Sem o Conthur G Do Aene WOAEE  WOAISD S D . .
N . o Conthr G Do Aene WM WM s e o .
ety < onooom: ORISL Ofcn Supwtes it o Comthwr Co DubanCen 1294 wovEy  mevEm o 2
COMMONI  WOPOBL e e PR o Conthr G Do Aene ROWES NN S O o ’
COMBIST WP e et PR o Conthr G Do Aene WOAE  WOND S Do o .
COMMN)  WENIOI  Westeend Oy o Conthr Co Ousban iese 1224 MRS NN SO e .
i 0 WA v 15004 Exane Compary |

e Click on the Edit button.
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s - it i — )& ])x
‘ E Home | Equipment / Locations. Contract Finance /HR. Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utities - & X
S| el oo eFor A @ o Ourban R Q AL
- 2= Workspaces | %3 Suspend ove From App: o Active -
= el | . oo e
%, Save Fiter 1§ Release Cont © DedneClosure L0+ | @ Refresh W FndContract | Print - Export | Report
= 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
» C0O0000016 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
HO R
=
Save  Back Savelayout Workspaces
z‘ Links 2 || Contract Info » 5
H ‘ z PartCode Descrpton Senllo | AssefRegto | LocatonDesc  Locaton Sopngaddess CoSAcan. g
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
[ — .
5 StartDate |13/06/2014  ~
End Date  13/06/2015 -
Period 60 3*
. Period Type |Months -*
Department  Sales Department vi*
Contract Manager Carolina Suzzetta Lourens vande.. ~ *
pend e Salesman geinda Sharman ~]*
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

CONTRACT ITEMS FRAME

* Right click anywhere in the row of the Contract Items frame.
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® - Maintenance for Contract No. : C00000041 - Status : A - BPO: Version 2.5.1.4 - Example Company (=J(&)x]

‘Q\JW\W/mmm/mmmlmmmmmmmu - & x
Save  Back Save Layout Weri?ums

Process Format a

Links # |[ contract nfo a ”f

PartCode | Desapton Seiao  AsseRego  LocationDesc  Location Shopngaddress COSAccown... SLAvours | Tk

Contract No | CO0000041 v e o 0 0 0 0 0 0 = li

ContractType CosterCopy |~ * B P02 52020 SprntColour .. 2020-103050_AREGO00046 Recepton 25 Lonestar Road, Ranchvie, .._ 2100 2400

Contract Class - v ]

Contract Category B ./
Start Date [05/07/2016  +

EndDate (05/07/2021  ~

Buijjig paseg 3jr || 21062100y
©

Period 60 S|*
Period Type | Months ~|*
Department Sales Department ~*
Contract Manager Bianca Du Toit -*
Salesman |Bianca Du Toit v*
Aggregate Billing ||
Hide Fee Detail ||

| contactinfo | Customerinfo  BlingInfo  RentalInfo " .
Open Windows ~ | User:Banca | 31/03/2023 | Version:2.5.14 Example Company
* A Process menu will pop up.
.
* From this menu, you can:
.
¢ Add a new machine item
¢ Add a new location item
¢ Delete a contract item
$® - Maintenance for Contract No. : C00000041 - Status : A - BPO: Version 2.5.1.4 - Example Company L=l & ) x
§ ‘ Hom&‘ Equipment / Locations. Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities. - & X
HO ®|
Save Back Save Layout wod?aaes
é Contract Info 2 f
§ PartCode. Description SeriaiNo AsseRegNo  LocationDesc  Location ShippingAddress COSAccoun... SLAHours m’é
L} Contract No |CO0000041 v o o o 0 0 0 e o - -3
g Contract Type Cost Per Copy. I~ B S020  S2020 SprintColour . 2020-103050 AREGO00046 Reception 25 Lonestar Road, Ranchvile, ... 2100 24.00
§: Contract Class - »
i Contract Category - Process
H Starvate [GTmE 7] © e e |—— @
End Date 05/07/2021 v I’ Location
period & 3 * Add New Location Item
Period Type Months - Oﬁﬁ‘m
Department |SslesDepartment v *
‘Contract Manager Bianca Du Toit v
Salesman  Bianca Du Toit -*
Aggregate Billing | |
Hide Fee Detail ||
Contract Info Customer Info Biing Info Rental Info S
Open Windows v | User:Bianca | 31/01/2023 | Version: 2.5.1.4 | Example Company
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ADD NEW MACHINE ITEM

Where you have a serialised item that requires maintenance or service, the

item can be linked to the contract.

¢ Click on Machine - Add New Machine Item.

$ - Maintenance for Contract No. : CO0000041 - Status : A - BPO: Version 2.5.1.4 - Example Company (= JC&)lx]
@ | fome | Equpment/locatons  Contact  Fmance/HR  Inventory  Mantenance [Projects  Manufactring  Proaxement  Sas  Senvice  Reportng  Ubites - & x
y =
HO |/
=
Save  Back Savelayout Workspaces
P . a
2] [unks 2 |[ contract Info [ £
8| |enter te o
\g PartCode  Desaription serialNo AssetRegNo  LocationDesc _ Location ShippingAddress COSAccoun... SlAHous  Tri| @
Contract Mo [CO0000041 v o o o 0 o 0 0 o EH
< Contract Type Cost Per Copy 1M B SP2020 2020 Sprint Colour .. 2020-103050 AREG000046 Reception 25 Lonestar Road, Ranchvile, .. 2100 24.00
g Contract Class »
g Contract Category
H StartDate 05072016

-, Machine
%' Add New Machine Item
EndDate [05/07/2021  ~

| Location
period @ Add New Location Item

Period Type |Months

© Bt
Department Sses Department
Contract Manager |Bianca Du Toit
Salesman |ianca Du Toit
Aggregate Billing |1
Hide Fee Detail []

ContractInfo | Customerinfo  BilingInfo  Rental Info

User : Banca | 31/01/2023 | Version : 2.5.1.4 | Example Company.

* The Select a new item pop up screen will appear, listing all cus-
tomer assets sold to or created against this customer; or rental

assets issued to this customer.

* Select the row of the jitem that you wish to link to this contract.
e Click on Ok.
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$ - Maintenance for Contract No.: CO0000041 - Status: A - 570: Version 2.5.1 — (&)
@ | fome | Equpment/Locatons  Contract  Fnace /MR Inventory  Mantenance /Projects  Manufactring  Procement  Saes  Service  Reportng  Utities - & x
HO ®
Save  Back Save Layout Workspaces
a

Contract Info 2

PartCode | Desaription SeridNo  AssetRegNo  LocationDesc Location ShippingAddress COSAccoun... SLAHows  Tr
Contract No |CO0000041 2

v e 0 o o 0 o 0 0 -
B 2020 52020 Sprint Colour .. 2020-103050 AREG000046 Recepton 25 Lonestar Road, Ranchvile, .. 2100

pauipeq sasn

Contract Type |Cost Per Copy
Contract Class - 1
Contract Category

Buijjig paseg 3jr || 21062100y

StartDate 05/07/2016  ~ 5 Select a new item ——

EndDate (05072021~ Home |

e[ @0 3] 00 R
Period Type Months - °—> Ok | Back | Savelayout

Department |Sales Department -* Proce: ‘ Format

&
Contract Manager Banca Du Tot
Salesman [Banca DuTolt AssetRegho  SerialNo PartCode  Desarpton CategoryDesc  ModelNo | Asset IsFvedasset CustomerN.
Aggregate Billing BE: o o o o o 0 o o
tide Fee Detail (5 3 19123456 SPI19-123456 SP1S-12Cobour . Hardwere s N No Penda Copi

———

| contractinfo [ Customerinfo  BlingInfo  Rental Info

User :Bianca | 31/01/2023 | Verson: 2.5.1.4 | Example Company

* The following columns will auto populate according to your item
selection:
* Part Code
* Description

Category Description

Model No if configured on the asset's part code
Serial No

Asset Register No if configured on the asset

Note: The LocationDesc column will not be populated as this is a Machine

(asset) Contract item and not a Location Contract Item.
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$ - Maintenance for Contract No. : CO0000041 - Status : A - BPO: Version 2.5.1.4 - Example Company
\ﬁ Home | Equpment/Locaons  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufactring  Proawement  Sales  Service  Reportng  Utiies - & x
HOo ®}

=]

Save Back | Savelayout Workspaces

— (& Jx

Process 4 Format

®

Buijjig paseg 3jr || 21062100y
©

3 |[ Contract Info 2

| PartCode Description CategoryDe... ModeiNo SerialNo AssetRegNo  LocationDesc  Location ‘ShippingAddress.
Comtract N | v/ 0 il o 0 0 o 0 0 0

pauipeq sasn

Contract Type |Cost Per Copy

B 020  S2020 Sprint Colour .. Hardware _ SP2020 2020-103050 AREG000046 Reception 25 Lonestar Road, Ranchile, ... 21

Contract Class » B $P19-12. |SP19-12 Colour Copler | Hardware _ SP19-12___ 19-12345%6

Cotc e 7 F —

Start Date 0507/2016  ~
EndDate [0507/2021  ~
period EIE
Period Type |Months
Department |Sales Department
Contract Manager Bianca Du Toit
Salesman |Banca Du Tot
Aggregate Billing ]
Hide Fee Detail [/]

| —_———
Contractinfo | Customerinfo  BiingInfo  Rental Info

| User:Bianca | 31/01/2023 | Version:2.5.1.4 = Example Company

ADD NEW LOCATION ITEM

Instead of linking a serialised item, you have the ability to link a location to
the contract. This can be used where a room or building requires main-

tenance or service.

e Click on Location - Add New Location Item.

- Maintenance for Contract No.: CO0000041 - Status : A - BPO: Version 2.5.1.4 - Example Company
l‘JMM\W/m- Contract  Finance /HR  Inventory  Maintenance /Projects  Manufsctuing  Proasement  Ssles  Servce  Reportng  Uties - & x
Ho =

Save Back | Savelayout Workspaces

mat

S
Links % || Contract Info » i
PartCode Description SerialNo AssetRegNo  LocationDesc  Location ShippingAddress COSAccoun... SLAHours Tvl”g
Contrect o [ooomoost Qe 0 o o 0 0 3 o i

Contract Type  Cost Per Copy. B SP2020  SP2020 Sprint Colour 2020-103050 AREG000046 Reception

25 Lonestar Road, Ranchvile, .. 2100 24.00
Contract Class. »

Contract Category - Process

StartDate [05/07/2016  ~ © Hen o em
EndDate (05072021~

Bujig paseq 341 | | 21e02.00¥ |

- [ é 1k
LIH NS

olallz

|+ Location
Pestod @ Add New Location Item
Delete
Period Type Months - © Delete 1tem

Department |Sales Department
Contract Manager [Bianca Du Toit
Salesman  Bianca Du Toit
Aggregate Billing [
Hide Fee Detail ||

ContractInfo | Customerinfo  BilngInfo  Rental Info

Open Windows | User:Bianca | 31/01/2023 | Version: 2.5.1.4 | Example Company.
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* The Select a new item pop up screen will appear, listing all cus-

tomer locations.

* Select the row of the jtem that you wish to link to this contract.

* Click on Ok
| n .
$ - Haintenance for Contract No. : 00000016 - Status : A &I
@ | tome | Equpment/Locatons  Contract  Fnace/HR  Inventory  Mantenance /Projects  Manufactring  Proement  Saks  Service  Reportng  Utities - & x
==
4o
Save  Back Save Layout Workspaces
P o
=|| Links # || contract Info a
g 5 £
2 PartCode | Description SeriaNo  AssetRego  LocatonDesc  Location ShippngAddress COSAccoun... SLAHows T @
L) Comtract Mo | v oo o 0 0 D 0 o0 0 = =3
;: Contract Type  Cost Per Copy B SP19-12.. SP19-12 Colour Copier  SP19-12185. Reception 658 Dime Road, South Riding, ,... 2101 8.00
g Contract Class - I 0.00
2 Contract Category
H StartDate |1305/2014  ~ 85 Select an item location —J(aj(x
EndDate 13052018  ~ Home.
@3 |0 R
Period Type | Months g O+ o | s | sovetavo
Department | Sales Department o
Contract Manager Carolina Suzzetta Lourens vande . + *
Salesman |elnda Sharman
FuncLocDescription Category Class Type ‘WOAttachm... GenTasks WONotifica.
regate Billng
Agg v o 0 o o 0 s o
Hide Fee Detail | @[] e creen Shoppng centre: DEDEDE  DEDE oe o Yes Yes
‘South Riding Centre DEDEDE DEDE DE No Yes Yes
‘South Riding Centre - First Floor LB DEDEDE DEDE DE No Yes Yes
‘South Riding Centre - First Floor MB DEDEDE DEDE DE No. Yes Yes
Contractinfo | Customerinfo  Bilinginfo  Rental Info N
Open Windows ~ User :Banca | 01/02/2023 | Version : 2.5.1.4 | Example Company

* The following columns will auto populate according to your item
selection:
* LocationDesc
* Description

Category Description

Model No if configured on the asset's part code

Serial No

Asset Register No if configured on the asset

Note: The PartCode, Description, Category Description, Model No, Serial
Number, and Asset Register No columns will not be populated as this is a

Location Contract item and not a Machine (asset) Contract Item.
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Buijjig paseg 3jr || 21062100y
| D ' § It
o= |d

Contract Class
Contract Category
StartDate 13062014+
EndDate (13062019~
period EIE
Period Type |Months

Department |Sales Department

Salesman Belinda Sharman
Aggregate Billing ||
Hide Fee Detail

| —_————
Contractinfo | Customerinfo  BiingInfo  Rental Info

Contract Manager |Carolina Suzzetta Lowrens vande... + *

» B [ New Green Shopping Centre
- I

A - & x

§ Home | Equipment /Locatons. Contract  Finance /HR Inventory Maintenance / Projects. Manufacturing Procurement Sales Service Reporting Utiities - & x
N
HO ®|

Save Back | Savelayout Workspaces

P &

Links # | [ Contract Info =

PartCode  Desarption SeralNo  AssetRegho  LocatonDesc Locaton ShopngAddress cosaccoun... |8

Contract o [C00000015 T o 0 o 0 0 0 o i

Contract Type |Cost per Copy © 1912 SP19-12Colour Coper  SP19-12185 Recepton

| User:Bianca | 01/02/2023 | Version:2.5.1.4 = Example Company

658 Dime Road, South Riding, ... 2101

CONTRACT ITEM MAIN DETAILS

Whether you are linking a Machine or Location, the following item details
should be configured.

Link Location

This is the location of the contract item, e.g. Reception, used to assist the

technician with finding the item on site.

* Click in the Location text box.
* Type in a Location for this item.

Help v2.5.1.4 - Pg 9 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



=3
Link Additional Items

$ - Maintenance for Contract No. : CO0000041 - Status : A - BPO: Version 2.5.1.4 - Example Company — & x
@ | tome | Eupment/locatons  Contiact  Fence /MR Inwentory  Mantenonce [Projcts  Manufochsig  Proarement  Saks  Servke  Reportng  Utitles - & x
save

r =]
H 5 ]
=] =]

Back | Savelayout Workspaces

®

202,00y
©

PartCode Desaription CategoryDe... ModelNo SerialNo. AssetRegNo  LocationDesc  Location ‘ShippingAddress =
unctions Contract to |000W00% v 0 0 0 [ 0 0 [ 0
Contract Type  Cost Per Copy -*

PauLRa 5N

SP2020 SP2020 Sprint Colour Hardware SP2020 2020-103050 AREGO00046 Reception 25 Lonestar Road, Ranchville, 21
Contract Class v » SP19-12... |SP19-12 Colour Copier | Hardware SP15-12. 19-123456
Contract Category > g ' | | |

StartDate 05/07/20156  ~

buiiig posea 2y

% ¥
g
g
Fl
;

EndDate (05/07/2021  ~

Hold History

Aggregate Billng
Hide Fee Detail

Processing

CreditNotes.

Contractinfo | Customerinfo  BiingInfo  Rental Info

N

User :Bianca | 31/01/2023 | Verson: 2.5.1.4 | Example Company

Link Shipping Address

This is the physical address where the contract item is.

A new company config flag (AutoUpdateShippingAddress) is available in BPO2 v2.5.0.8
(or higher) to control automated shipping address updates in BPO2 between contract

items and equipment shipping addresses/ functional location shipping address and
ensures the shipping address correlates to contract items shipping address. When you
update the shipping address on a contract the shipping address will reflect on the asset
or functional location. If the user updates the asset or functional location’s shipping
address, the shipping address will reflect on the contract item.

* Click in the Shipping Address text box.

* An ellipsis button will be revealed.

* Click on this button to display the Select a shipping address pop
up screen.

* Select the rowof the shipping address that you wish to link to
this item.

* Click on Ok.
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Link Additional Items

$ - Maintenance for Contract No. : C00000041 - Status: A - 570: Version 2.5.1.4 - Example Company & x
@ | tome | Eupment/locatons  Contract  Frence /MR Inventory  Mantenance [Projects  Manufochsing  Proarement  Saks  Sevie  Reportng  Utites - & x
HOo |}

=]

Save Back | Savelayout Workspaces

Process Format s o
2| [inks # | [ Contract Info ® ‘
8 |[[Enter text to seard L
2 | [ AssetRegio  LocatonDesc | Locaton ShippingAdress COsAccoun...|SLaHows | TraveRadus | Travelhar... Isxta  status | @
% runctions Contract o [C00000041 airs o o o o . - - B o i
< Contract Type | Cost Per Copy -* AREGD00046 Reception 25 Lonestar Road, Ranchvill, . 2100 24.00 0 0.00 [m] A
§ Contract Class - 13 0.00 0 0.00
s Contract ategory - g | | =
z| Startate [0s07/2015  ~
2 o712 8 Select a shipping address (=J(a)Cx
End Date (05/07/2021  ~ vome |
Period EIE E
Perd Tpe ot o 9 0
Ok | Back | savelayout
Department |Sales Department -]
Contract Manager [Bianca Du Toit 2
Salesman |Banca Du Tot
Aggregate Billing || AddressType | Addresslinel Addressline? Addressline3 Addresslined AddresslineS PostCode  Country LocationSwi... LocationFax.
tide FeeDetad [ v o o 0 o o 0 o o 0 o
Lol Js 25 Lonestar... Ranchile 12345 usa 123456 7890 mmn1
@ || =

| —_———
Contractinfo | Customerinfo  BiingInfo  Rental Info

| User:Bianca | 31/01/2023 | Version:2.5.1.4 = Example Company

* Scroll right to view the remaining columns in the Items frame.

Link COS Account Code

* Click in the COS Account Code text box.
* Type in the Cost of Sales account code to be used for WIP (Work
In Progress) transaction postings (non-billable toner and spare

parts issued as contract included items).

8 - Maintenance for Contract No. : CO0000041 - Status : A - BPO: Version 2.5.1.4 - Example Company [
Home | Equpment/locatons  Contact  Finance /HR  Inventory  Mantenance /Projects  Manufactwing  Proarement  Sales  Service  Reporting  Uthities
,
HO =
=1

Save Back | Savelayout Workspaces

Process Format i a

=|| Links 2 || contract Info »

B[ erter text to sem »

§ AssetRegho  LocationDesc  Location ShippingAddress COSAccoun... SLAHours  TraveRadus TravelChar. IsExtra
B 5 Contract No |C0000004 I =
" Functions c = QIES 3 o e o L}
F Contract Type | Cost Per Copy ~* AREGD00046 Reception 25 Lonestar Road, Ranchvile, ... 2100 24.00 0 0.00 [w]
H Contract Class - 1 25 Lonestar Road, Ranchvile, 0.00 0 o0 [
5 Contract Category - Q ®
5 Startate 05072016+

EndDate (05072021~
period I

.

Period Type Months
Department SolesDepartment <+
Contract Manager [Bianca Du Toit
Salesman BancaDuTot v
Aggregate Billing ||
Hide Fee Detail [ ]

| —_—————
ContractInfo | Customerinfo  BlingInfo  Rental Info

Open Windows > | User:Bianca | 31/01/2023 | Version:2.5.1.4 | Example Company
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Link SLA Hours

* Click in the SLA Hours text box.
* Type in or use the arrow indicators to select the required call
response time (in hours) if applicable.
® Note 1: If this is set up, SLA will apply every time a call
is logged against the contract / contract item. SLA will
be calculated based on the shift pattern (customer's
trading hours) e.g. if the trading hours are from 8am -
5pm and a call is logged at 4pm, SLA will start cal-
culating at 4pm and stop at 5pm and resume the fol-
lowing day at 8am.
" Note 2: For SLA to work, the shift must be set up in
BPO Configurator and linked to the customer.
® Note 3: The SLA Monitoring Service must be installed,
configured and running to fully utilise this func-

tionalit
Y.
A Maintenance for Contract No. : C00000041 - Status : A - BPO: Version 2.5.1.4 - Example Company - & x
| @ | tome | Ewspment/locabors  Conbact  France /R Inventory  Mantenence /Projecs Merufachring  Proarement  Sdes  Senvce  Reportng  Utites - & x
Ho ®]
=]
Save  Back Save Layout Wovls'pums
Process Format &
2|k # |[Contractnfo §
% T2 AssetRegho  LocationDesc | Location Shopngaddress COSAccoun...|SLAHows | TraveRadus | TravelChar.. It Stats |8
Functions Comtract No (GO0 v e 0 0 0 0 - - - @ o i
gl Contract Type  Cost Per Copy v|* AREG000046 Reception 25 Lonestar Road, Ranchville, 2100 24.00 0 0.00 =] A
H Contract lass - y 25 Lonesta Rood,Rance, 2100 o o A
= Contract Category - « | CHl |
2| StartDate 0507/2015  +
i:| -
Period 6 3*

Period Type Months
Department |Saes Department
Contract Manager [Banca Du Tott
Salesman Bianca Du Toit
Aggregate Billing ]
Hide Fee Detail | |

| contractinfo [ Customerinfo  BlingInfo  Rental Info

| User:Bianca | 31/01/2023 | Version: 2.5.1.4 | Example Company
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Link Travel Radius and Travel Charge

If you need to ensure travel is charged each time a call is raised for the con-
tract item, set up a Travel Radius (distance) and Travel Charge Rate (per

km). Also see Travel Radii.

* Click in the Travel Radius text box.

* Type in or use the arrow indicators to select the distance in km to
and from the client, if this travel is to be billed every time a call is
logged. If travel is included, then set this to 0.

® Note: Travel can always be billed separately, if

required.

* Click in the Travel Charge Rate text box.
* Type in or use the arrow indicators to select the travel charge
rate (e.g. Rand per kilometre).
® Note: If you input a non-zero value, each time a call is

logged against the contract item and the technician
travels outside the specified Travel Radius, the Travel
Charge Rate will be applied. You will not be able to
close the call until the travel charges incurred are

invoiced.
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$ - Maintenance for Contract No. : CO0000041 - Status : A - BPO: Version 2.5.1.4 - Example Company — (& Jx
@ | tome | Equpment/Locatons  Contact  Fnance/HR  Inventory  Mantenance [Projects  Manufactrng  Proaxement  Saes  Service  Reportng  Utiies

- & x
8o
Save Back | Savelayout Workspaces

o a
2| unks # | contract 1nfo » ¢
g|[eee AssetRegNo _ LocationDesc | Location Shppngaddress COSAccoun...|SUAHours | TraveRodus | TravelChar . Isxta  Status g
% runctions Contract o [C00000041 e - o o - . . - 8 o H
5 Contract Type  Cost Per Copy -* AREG000046 Reception 25 Lonestar Road, Ranchville, ... 2100 24.00 0 0.00 [} A
g Notes Contract Class v » 25 Lonestar Road, Ranchvile, ... 2100 24.00. 75 4.18 A
s Contract Category - g | | LI
2 Startate [0s07/2015  ~

End Date 05/07/2021 -

Period 60 2|*
Period Type Months
Department |Saes Department

Contract Manager [Banca Du Tott

Salesman Bianca Du Toit

Aggregate Billing ]

Hide Fee Detail

———

| contractinfo [ Customerinfo  BlingInfo  Rental Info

User :Bianca | 31/01/2023 | Verson: 2.5.1.4 | Example Company

* The Is Extra flag is to indicate whether the item is an accessory to
the main item on contract.

* The Status field is static and there to show you the that the item
is active.

CONTRACT ITEM ADDITIONAL DETAILS

Whether you are linking a Machine or Location, the following item details

should be configured, where applicable.
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Link Additional Items

<A - BPO: Version 2.5.1.4 - Example Company — & )ix
@ | tome | Eaupment/locatons  Contract  Frence /MR Inventory  Mantenance [Projects  Manufoctsring  Proarement  Saks  Servie  Reportng  Utites - & x
HOo ®}
Save Bak | Savelayout Workspaces
Process Format &
2| [inks # | [ Contract Info ® ‘ =
(8 [[ Enter text to seard L 2
2 | partcode | Descrption Serialo  AssetRego  LocationDesc Location ShepngAddress cosaccoun.. SU|g
% runctions Contract No |C00000016 s o o o o 0 o i
g Contract Type |Cost Per Copy N ,;Esp1942 SP19-12 Colour Copler  SP19-12185 Recepton 658 Dime Road, South Riding, ... 2101
§ Contract Class 7 _w|[ ttemFees | item Meters | ltem incusions | ftem Contacts |
g Contract Category .4 STWaked  FecType  FeeTypebesc ChorgeAmo . AccountCode | COSAccoun... InvoceDescpton  StarDate | EndDate | Period PeriodType | Bilng
H Startpate pemis - v B o o - 0 o o - - = = =
End Date [TpmB - » o e Evergreen 0.000 1202 13/06/2014  13/06/2019 60 Months Mon
R . 1 1 Inhouse Re. 0.000 1201 13062014 13/06/2019 60 Months won{
eriod & 3"
O Loan 0.000 1200 13/06/2014  13/06/2019 60 Months Mon{
Period Type | Months O N Insurance 0.000 1203 13/06/2014  13/06/2019 60 Months Mon{
Department |Sales Department ] R Bank Rental 0.000 1204 130062014 13/06/2019 60 Months won{
Contract Manager |Caroina Suzzetta Lourens vande.. < |* | Ren StandardR. 0.000 1202 13/06/2014  13/06/2019 60 Months Mon
sa T o s Service 0.000 1101 13/06/2014  13/06/2019 60 Months Mon{
lesman Sharman
= O w Renew Fee 0.000 1101 13/06/2014  13/06/2019 60 Months Mont
Aggregate Billing ||
0.00
Hide Fee Detail ||
2] New Green Shopping Centre
« I N .
| —_———
Contractinfo | Customerinfo  BlingInfo  Rental Info
Open Windows ~ User : Banca | 01/02/2023 | Version : 2.5.1.4 | Example Company

* Here you can click on four different tabs to add or edit:

* Item Fees: periodic charges e.g. monthly

* |tem Meters: meter usage charges

¢ ltem Inclusions: non billable items that are included in

the contract

* |tem Contacts: the contact person - per machine.

SAVE THE CONTRACT

* When you are done, click on Save.
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$ - . : . — (=)0
‘ E Home | Equipment /Locations Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utiities. - & x
Ho =
=
Save  Back Save Layout Workspaces
Process 4 Format i a
ks # |[Customer tnfo .
HIE 1
b PartCode  Descrption Seridlo | AssetRegho | LocationDesc Location ShppingAddress cosacoun g
a Customer Titan Group » v o o o o o 0 o e B
B Addess 65800 Roxd 5 |V menn. wsncercps s o " Recepton 655 Dme Rod, St e, 201
i g ! | |
s 17
H Order o
Required
Location Man .-
Processing
ContractInfo | Customerinfo = BillingInfo  Rental Info
Open Windows v | User:Bianca = 03/02/2023 | Version: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.

$ - 4 =EIES
‘ @ | tome | Eoupment/locatons  Contract  Frence /MR Inventory  Mantenance [Projcts  Manufochrng  Proarement  Sdks  Seice  Reporting  Ubites - & x
= [ sovelayout o od o RekeaseForapovd g c Durban [ Find SerialNo. Q "'EEL‘ ‘ j
 workpaces | % Suspend g Remove From Agproval <
vew | ; Y . Cose Priot  Export | Reports
%, Save Fiter § Release P Ao Contract | |S@Rs | A StawsDesc 17 >
Processing .| Foma 0 N s epo a
Released
Links » A Actve
8 o) H Hold
Contractio CustomerC...  CustomerName CustomerD... | Co P Suspend fderto  Startoate  EndDate  Department.. Period PeriodType... | BiingCyde...  BlingPeriod Bl
o (Closed 2 - = F = o o = =
v 0 o e oc o b - - o 0 0

» co0000016 TA1  TianGowp o x % 13/06/2014  13/06/2019  Sales Depar. 60 Months  Months 4

00000018 SAMOOL  Samanthas Diner = TP T DB 09/07/2014  09/07/2019  Sakes Depar 60 Months  Months 5

cooo00019 OFF001  Office Supples Unlmited e CostPer Co... Man 28/07/2014  28/07/2019  Saes Depar 60 Months  Brannual 6

00000031 YESOO1  YoungEectric e CostPer Co... Hilrest 2403/2016 241032021 Sales Depar. 60 Months  Months 1

00000041 PANDOL  Panda Copiers e CostPer Co... Man 05/07/2016  05/07/2021  Saes Depar 60 Months  Months s

00000043 HOPOOL  Hope Works (Pty) Ltd cec CostPer Co... Man 01/08/2016  07/09/2021  Sales Depar. 60 Months  Quarterly 5

co0o00072 HOPOOL  Hope Works (Pty) Ltd e CostPer Co... DubanArea 1234 07/03/2018  07/03/2023  Sales Depar. 60 Months  Months 2

00000074 DEROOL  Derton / Technologes e CostPer Co.. DubanArea 1234 15/06/2018  15/06/2023  Sales Depar. 60 Months  Months 6

00000077 PINOO1 Pk Shoes cpc CostPer Co.. Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months  Months 4

cooo00078 PINGO1 Pk Shoes e CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months  Months 4

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

cooo00079 HOPOOL  Hope Works (Pty) Ltd e CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar 60 Months  Months 4
Open Windows ~ | User:Banca | 03/02/2023 | Verson: 2.5.1.4 | Example Company

¢ New contracts can be found within the New contract status list-

ing screen.
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* 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.

Contract Listing - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL = Jax]
| @ | tome | Emupmentandlocains  Conbact  FnenceandHR  Inventory  MantsnanceandProwcts  Manufactring  Prorement  Seks  Sevie  Reportng  Utittes - & x
) ol = s
% I Sovelayout | e Hold  al Release For Approval Pretora — Lﬁf w: |
° @ X B ZU R s g
add  Edt Delete Vew . i Print  Export | Reports
% SaveFiter B | G Refresh i d senract g |8 5
Processing Al Format Current Print alRepa. . a
T
@B
Contractio CustomerCode CustomerName CustomerDeptiame ContractType ContractTypeDesc  Location Orderho StartDate EndDate DepartmentName Period
Functions | o0c 3 e 3 o e o o = = o
Fcnnmnzsq HOPOD1 Hope Works Sales Department cpC Cost Per Copy Pretoria 1 09/12/2019  09/12/2024  Sales Department
Notes

Hold History

(0

| User: JudithM | 09/12/2019 | Version: 2.3.0.4 | TESTALPHA - UDITHPCLOCAL .

MNU.112.019
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