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CONTRACT

CONTRACTS - APPROVE A CONTRACT

A new contract will need to first be Released and then Approved before it
will become Active.

However, after a contract has been Approved, it could be moved back to the
Released status due to contract amendments, so that the changes can be

reviewed and then it will need to be Approved again.

A notification email will be sent to users who have the rights to authorise con-

tracts.

These are the types of changes that will trigger the contract being returned
to the Released status:

* any changes to the Contract Type, the Customer or the Aggreg-
ate Billing flag.

e if any contract item is added or removed

* if any contract item fee is added or removed.

* any changes to the Billing Customer on a fee or meter.

* any changes to the following Contract Item Fee details:

* Amount, Start Date, End Date, Escalation %, Account

Code, COS Account Code, Invoice Description, Billing
Period, Billing Cycle, Finance Party, and Finance

Amount.

Ribbon Access: Contract > Contracts
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The Contract Listing screen will display.

* Select the Site that you wish to work in.
* In this image Durban has been selected.
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* Upon opening, this screen will default to the Active status, listing

all the Active contracts for the selected site.
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* Click on the drop-down arrow in the Status field and select the

Released status.
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SELECT THE CONTRACT

* Select the row of the contract that you wish to approve.

APPROVE CONTRACT

* Click on Approve Contract.
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* A Contract Approval message box will pop up with the following
prompt:
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° You are about to authorise this contract. Is that cor-

rect?

e Click on Yes.
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* A Contract - Process message box will pop up advising the fol-
lowing:
° The contract, no. [] has been processed as approved.
* Click on OK.
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* The contract will be removed from the Contract Listing screen

where the status is set to Released.
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VIEW APPROVED CONTRACT IN ACTIVE STATUS

¢ Select the Active status.
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* The contract can now be found in the Contract Listing screen
where the status is set to Active.

Help v2.5.1.4 - Pg 11 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

Contracts - Approve a Contract

% ¥ Cantract Liting - BPO: Version 11043 - Example Company
rome | Eoupment sdLocafiors  Coniract Pance and il Inum Maniterance and Projechs Ihhll\‘l:'nﬂq Boaremenl Gt Geve Rmwig ldbs - & X
O XE T dw oo G ot - e @ I
M Bl [t \'!w W M | sy g o Close - : 1 Frdemiae | Pt Bt ’m-ﬂ
Uil | [§fceme ¥ ko Contact | b Rehesh v !
Lk [}
A Corvactio  CustomerCode Qupipmerilme  Cstomerlepifiome ContaclType Coniractlypelesc locaten  Oroefo Stwtfabe  Endlate Deow
Functions !
+ | (00000006  CFFONL (ffce Surples . .9 CootPerCopy Mloest LM Rig 4 Rig X0 Gas
0000087  CFFONL ffice Sigples . o CostPerCopy  Foresthils.. (72l 07218 Sae
(00000011 WESOOL Westwood [y o (iberlopy  Man Conka. (9May 214 (9May 015 Sees
COD3G013 TIAadi Titan Grop ¥ CostPerCopy  Southfidn By D4 WMy D5 Sas
(000001 TIAGGL Titan Grecp g (tberCopy  Man BHy B4 Bl DY Sas
000001 THAddi Titan Group o lotberCopy  Man B2l {HinX1 S
CONN001S  CPFONL Office Sopples . o (tberCoy  Man BudH BUXY e
00000020 HOPOO 1 HopeWirks  Techncal (e CostPerCopy  Man OBl NnXE S
(OO0 HACDDl HadkPC-TTShep i3+ CutfoCoy  Man BnXl5 HinXY Se
COONON YD1 YogBech  SaesDepwiment (OO CostberCopy  Hlorest Hiwr Dl MMw Nl Sde
CO0NO41 PANDI Fands Copers s CulPeloy  Man (T R Th 7
CODN00H  HOPOOL HpeWes  Technal e (miforCoy  Man (M5Bl (TSNl Tedn
COMNN43  HoPg| Hopt ks Techreal o (oifeCoy  Qubmie NAgXib Tpdll 5o
00000045 HOROOL Hope Wiels  Tectrcal i CoPerCopy  Dubwies UM 10My 217 WMay N2 Sl
COMN04T  HOPLL HgeWerls Tl ¥ ComPerCopy ool My 217 1My 20 Techn
COMN  HOMOL HopeWiks  Techrcal o (oiberCoy  Oubwniren OHn 30 DMy DL Sen
PCOONR1 DAz Daing e ME Prepad Conract el DMy D6 DMl G
COMN0H BITONT Bt Nebwer... e Preoe Canact  Curban e BOANE BOANH Tedn
(pen Wirdoa ® Y2 4
MNU.112.023

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

CO3 Technologies (Pty) Ltd © Company Confidential



