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Link Contract Item Fees

CONTRACT

LINK ITEM FEES

There are 2 types of fees that can be linked to a contract:

* Standard Item Fees
These are set fee charges that will be billed to the cus-

tomer at the billing interval for the length of the fee

date range e.g., an Insurance Fee.
* Reset Fees

These are fees that change from month to month. When closing
the Billing Period - all fee charges linked to this fee type will be
set to RO, and these fees must be updated before the next billing

run e.g., an Electricity Fee.
This process will show you how to link these item fees to a contract.

Ribbon Select Contract > Contracts

$ - — )=
@ | Equpment/Locations | Convact | Finance/HR  Inventory  Mantenance [Projects  Manufactrng  Proement  Sdes  Service  Reportng  Utites

Eujwuu&alum i)@-c‘ciuaasﬁﬁﬁ

Contracts | Short Ter Rele: Biing CoseBling Awaitng _ Period Escalaon  Unprocessed Manual Contract _Contract  Balances ShortTern  Biling  Batch  BuyBack  SelOff  Contract
Contvacs | Usnge SligPeod ot Coace Exclotns Eseotins Neniations s Invoce  CreditNotes Producis Battrds Shdding Resests eques‘s Expry | Pre

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.
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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.

Contract Listing - BPO: Version 2.5.0.14 - Example Company (—E0c]
Wome | Eaupment/Locations _ Conract  Fmnance /MR Inventory _ Matenance [Projects _ Marufachring  Proarement  Sses  Senice  Reportng  Utites - & x
© 2 X W soetoput  fird g e 0o (@ BB grseire, | (B Wy WY
A 2 o
pad Bt Dekete VW | o coveFiter | [§ Rekase P © vedneconre O | Green 0 FdContract | Pt Export | Reports
Fomat Gurrent ot reo. . S
Links *
21 convacto | ustomerc.. | Customertame Customerd.. ContactType ContracTy.. locaton Orderto  StriDate  Endoate  Department.. Perid  PerodType... BingCyce.. BlgPerod g
Functions O o o o o 0 -n< o = = a = I a = =
» COOO000S  DERODI  Derton /Tedhnologes @c Costper Co... Durban Aves 070572014 07/0S/2015  Sales Deper. 6 Months  Months 3
00000016 TA00L Titan Group e Costper Co.. Man 13/06/2014  13/06/2019  Sales Depar. 60 Months Months 4
CO0000018 SAMO01 ‘Samanthas Diner cPC CostPer Co... Main 09/07/2014  09/07/2019  Sales Depar. 60 Months Months 5
CO0000019 OFF001 Office Supples Uniimited cPC CostPer Co... Main 28/07/2014  28/07/2019  Sales Depar.. 60 Months Bi-annual 6
PC0000001 DANO02 Dancing Shoes PRE Prepaid Con... Kloof test 23/03/2016  23/03/2021  Sales Depar. 60 Months Months 1
CO0000031 'YES001 ‘Young Electric CPC CostPer Co... Hilrest 24/03/2016  24/03/2021  Sales Depar. 60 Months Months 1
COOO0$1  PANDDI  panda Copiers e CostperCo... Man 0507/2015  05/07/2021  SelesDepr. Moot Months s
CO0000042 HOPOO1 Hope Works (Pty) Ltd cPC. CostPer Co... Main 07/09/2016  07/09/2022  Sales Depar. 60 Months Months 7
CO0000043 HOPOO1 Hope Works (Pty) Ltd cpC CostPer Co... Main 01/08/2016  07/09/2021  Sales Depar.. 60 Months Quarterly 5
00000052 HOPOO1  Hope Works (Pty) Ltd RE Prepad Con... Durban Area 20/05/2017  29/05/2022  Sales Depar. 60 Months Months 3
Comoo0s+ APPOGO1  Apple duce nc o Costper Co... Durban Ave o308/017  o3poe/z2 6 Months  Months o
CO0000072 HOPOO1 Hope Works (Pty) Ltd cPC CostPer Co... Durban Area 1234 07/03/2018  07/03/2023  Sales Depar.. 60 Months Months 2
CO0000073 HOPOO1 Hope Works (Pty) Ltd cPC. CostPer Co... Durban Area 29/05/2018  29/05/2023  Sales Depar. 60 Months Months 0
CO0000074 DER001 Derton / Technologies: cpC CostPer Co... Durban Area 1234 15/06/2018  15/06/2023  Sales Depar.. 60 Months Months 6
CO00077 PO Prkshoes e Costper Co... Durban Aves 18062018 18/06/2023  Sales Depar. & Months  Months 4
CO0000078 PIND0O1 Pink Shoes: cPC. CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
COO000080  OFFO01  Offce Supples nimited e Costper Co... DurbanCen... 1234 050572017 06f05/2020 6 Months  Months 2
00000082 HOPOO1  Hope Works (Pty) Ltd e CostPer Co... Durban Area 10/03/2019  10/09/2024  Sales Depar. 60 Months Months 7
CO0000079 HOPOO1 Hope Works (Pty) Ltd cPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
CO0000083 'WES001 Westwood Dynamic cPC CostPer Co... Durban Area 1234 15/10/2019  15/10/2024  Sales Depar.. 60 Months Months 8
Open Windows ~ | User:BiancaD | 21/10/2022 | Version: 2.5.0.14 | Example Company
.
* Select the row of the contract that you wish to process.
® - Contract Lntmg -
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bt ro ° ° ° ° ° ° ° ° ° °
[ cooooaosoeRootperton Techmologes e CostPer Co... Durban Area 07/05/2014_ 07/05/2019 _ Sales Depar... 60 Months  Months 3
000000 8 ey T e o Costhwr Co W AN LMD S Deper - e . .
L R ———— o Comtw e wam PR— - .- - s
CON0000 1% et r e e o Comthw Ce W JANEN BANRS S D - e o .
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¢ Click on the Edit button.

$ - — &) x
" Home | Equpment/Locaons  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufactring  Proasement  Sales  Service  Reportng  Utiies - & x
S| Mseelon | o L R s g e e I *] @ dsaine. g 'Ea ﬂ}]
S5 Workspaces + | 5B Suspend gl Remove From Approval Actve -
Y | saverter | 1§ Reese P Approve Contrac © dedneconre S | G Retresh L | s B e
Format 4 Status Processing 4 Current rint Repo. @
Links »
== 2l contractvo CustomerC... CustomerName CustomeD... ContractType |Contractly... |Locaton  OrderNo | StartDate  EndDate | Department... Period PeriodType... | BilingCyde... | BilingPeriod _ Bilin
v e 0 £ 0 0 0 o 0 = - 0 = L3 0 = =
€00000012 TIA001 Titan Group cPC CostPer Co... Durban Area 16/05/2014  16/05/2019  Sales Depar. 60 Months Months 3
» CO0000016 TIA00L Titan Group. PC CostPer Co... Main 13/06/2014  13/06/2019  Sales Depar.. 60 Months Months 4
C00000018 SAMOO1 ‘Samanthas Diner cpC CostPer Co... Durban Area 09/07/2014  09/07/2019  Sales Depar. 60 Months Months 5
C00000019 OFF001 Office Supphes Uniimited cPC CostPer Co... Man 28/07/2014  28/07/2019  Sales Depar. 60 Months Bi-annual 6
00000031 YES001 ‘Young Electric cPC CostPer Co... Hilrest 24/03/2016  24/03/2021  Sales Depar. 60 Months Months 1
CO0000041 PANOOL Panda Copiers cPC CostPer Co... Man 05/07/2016  05/07/2021  Sales Depar. 60 Months Months 5
000000043 HOPOO1 Hope Works (Pty) Ltd cPC CostPer Co.. Main 01/08/2016  07/09/2021  Sales Depar. 60 Months Quarterly 5
00000072 HOPOO1 Hope Works (Pty) Ltd cpC CostPer Co... Durban Area 1234 07/03/2018  07/03/2023  Sales Depar. 60 Months Months 2
00000074 DER001 Derton / Technologies: CPC CostPer Co... Durban Area 1234 15/06/2018  15/06/2023  Sales Depar. 60 Months Months 6
C00000077 PIN00O1 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
00000080 OFF001 Office Supphes Uniimited cPC CostPer Co... DurbanCen... 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
. y|
Open Windows v | User:Bianca = 09/02/2023 | Version: 2.5.1.4 = Example Company

The Contract Maintenance screen will be displayed.

-] =
§m\w/mmmm/mmmm/mmmmxsummme - & x

§
5

| [PartCode  Descrton SerNo | AssetRegho | LocationDesc | Location Shopngaddress COSAccoun
Comtract e v o o o o o 0
ContractType CostPerCopy [ ~* [+ B P12 P15-12Cdor Coper  P10-12185 Reception 658 Dime Road, South Ridg, ... 2101
Contract lass N g | [ |
Contract Category e

StartDate |1306/2014  ~
End Date | 13/06/2015

period N
Period Type Months -
Department |Sales Department v

Contract Manager | Carolna Suzzetta Lourens vande.. ~ *

Salesman belnda sharman v
Aggregate Billing ||
Hide Fee Detail ||

N
| contractinfo [ Customerinfo  BingInfo  RentalInfo

Open Windows | User:Bianca | 09/02/2023 | Version : 2.5.1.4 | Example Company

SELECT THE ITEM

e Click on the row of the contract item you wish to work with.
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HOo ®}

Save Back | Savelayout Workspaces

A

@ | tome | Equpment/Locatons  Contact  Fnance/HR  Inventory  Mantenance [Projects  Manufactrng  Proaxement  Saes  Service  Reportng  Utiies

— (& Jx

- & x

®

Contract Info

Contract o [C00000015

Contract Type |Cost per Copy

Contract Class

Contract Category

StartDate 13062014~

EndDate (13062019~
period EIE

Buijjig paseg 3jr || 21062100y
| D' § It
o= |d

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... + *

PartCode  Description SeralNo  AssetRegho | LocationDesc | Location
v 0 0 0 Y e

» ispnu 5P19-12 Colour Copler  SP19-12185. Recepton

ShippingAddress. COSAccoun... S
0 o -

658 Dime Road, South Ridig, ,... 2101

| User:Bianca | 20/02/2023 | Version: 2.5.1.4 | Example Company

pauipeq s

SELECT ITEM FEE

Item Fees

* The Item Fees frame displays Contract Item Fees that can be
linked or are linked to a contract item. Note that the fee types

available for selection are dependant on the fees configured for

the selected contract type.

* Linked Item Fees will be included on the contract invoice during

contract billing, where within the period defined.

Add Item Fee

* Marked: Click on the check box in front of the Item Fee Type to

be charged on the contract item.
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. — e )ix
| @ | toe | Eosbment/Locatons  Conbiact  Fance/PR  Inventory  Mamtenance [Projects  Manufachring  Proaxement  Saes  Sevke  Reportng  Utites - & x
HOo ®}
=]
Sove  Back | Savelayout Workspaces
Process Format &
2| [inks # | [Contract Info ® =
3 - PartCode | Descripton SeiaNo  AssetRegho  LocationDesc  Location ShippingAddress COsAccoun... Slatows | Tre|§
)| functions Comtract s [COD0DOD0 v e 0 o 0 o o 0 0 - z
< Contract Type |Cost Per Copy » EI SP19-12.. SPIS-12 Colour Copler  SPIS-12185 Recepton 658 Dime Road, South Ridng, ... 2101 8.00
g Contract Class " @] nemrees Jttemmeters [ ttem incusons | ttem Contacts
= Contract Category - S Warked | FeeType  FeeTypeDesc ChargeAmo.. |AccountCode | COSAccou.. ImvoceDescrpton  StartDate  EndDate  Period PeriodType | Biling
2| StartDate ‘1306/2015 - v B o o 5 0 o 0 . . : , .
End Date [TpmB - 1 e Evergreen 0.000 1202 202 13/06/2014  13/06/2019 60 Months  Monf
R . 1 Inhouse Re 0.000 1201 201 13062014 13/06/2019 60 Months  Monf
eriod & i)
1 Loan 0.000 1200 2200 13/06/2014  13/06/2019 60 Months Mon{
Period Type Months -] e___%»@n Insurance 0.000 1203 203 13062014 13/06/2019 0 Months  Mont
Department |Sales Department 1 R Bank Rental 0.000 1204 204 13062014 1306/2019 60 Months  Monf
Contract Manager |Caroina Suzzetta Lourens vande.. < |* | Ren StandardR. 0.000 1202 202 13062014 13/06/2019 60 Months  Monf
sa T o s Service 0.000 1101 2101 13/06/2014  13/06/2019 60 Months Mon{
lesman Sharman
— O w Renew Fee 0.000 1101 2101 13/06/2014  13/06/2019 60 Months  Mont
Aggregate Billng || o0
Hide Fee Detail ||

« I I I

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

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

Billing Details

* Charge Amount: Type in or use the arrow indicators to select the
fee amount to be charged.

* Account Code: This will auto populate with the Sales GL Account
code set on the fee as configured for the contract type. This code
can be changed if required, but ensure a valid general ledger code
is used.

* COS Account Code: This will auto populate with the Sales GL
Account code set on the fee as configured for the contract type.
This code can be changed if required, but ensure a valid general
ledger code is used.

* Invoice Description: Type in the description to be used for this
fee on the invoice. The description will reflect on the contract

invoice.

Help v2.5.1.4 - Pg 5 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential


#Fee
#Fee

TECHMNOLOGSTES

Link Contract Item Fees

s -
@ | vome | Equpment/Locations

Ho & |

E

A
Conbract  Finance /HR  Inventory  Maintenance /Projects  Manufactiring  Procwement  Sales  Service  Reporting  Utitis

Save Back | Savelayout Workspaces

— (& Jx
- & x

3 |[ contrac

Buijjig paseg 3jr || 21062100y
| D ' § It
o= |d

tInfo ® =
PartCode | Descrption SeriaNo  AssetRegNo  LocatonDesc Location ShippngAddress COSAccoun... SLAHows T8
Contract o [C00000015 o o o - B o o D . i
Contract Type |Cost Per Copy » 5 1912 | 5P13-12 Colour Coper _ 5P1-12185 Recepton 658 Dime Road, South Rdng, ,... 2101 8.00
Contract Class ItemFees | Item Meters | Item Indlusions | Item Contacts
Contract Category . Marked FeeType FeeTypeDesc ChargeAmo... AccountCode COSAccoun... InvoiceDesaription StartDate: EndDate Period PeriodType
Startpate pemis - I L o - o 0 0 - - - -
EndDate 13062015~ 1 Evergreen 0.000 1202 202 13062014 13062015 60 Month
perod = 1t Inhouse Re 0.000 1201 201 13062014 13/06/2019 60 Month
60 3
1 Loan 0.000 1200 2200 13/06/2014  13/06/2019 60 Months
Period Type Months » v tnsurance | 450.000 1203 203 Monthly Insurance Fee | 13/06/2014  1306/2019 60 Month
Department | Sales Department 1 R Bank Rental 0.000 1204 2204 13/06/2014  13/06/2013 60 Months
Contract Manager | Caroina Suzzetta Lourens vande .~ * ] ReN StandardR. 0.000 1202 202 13/06/2014  13/06/2019 60 Month:
o s Service 0.000 1101 2101 13/06/2014  13/06/2019 60 Months
Salesman Belnda Sharman
. O w Renew Fee 0.000 1101 2101 13/06/2014  13/06/2019 60 Months
Aggregate Billing
450.00
Hide Fee Detail

| contractinfo [ Customerinfo  BlingInfo  Rental Info

« I I I

e

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

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

Billing Period Details

« Start Date and End Date: These will auto populate according to

the contract start date and end date selected in the Contract Info
panel. You can click on the drop-down arrow and use the calendar
function to select an alternative start and end date if required.
Note: Take note that the contract fee will only bill from the start
date, and will stop billing at the end date.

Period & Period Type: These fields will auto populate according
to the contract start and end date recorded in the Contract Info
panel. You can click on the text boxes and either type in or use
the drop-down arrows to select an alternative period and period
type if required.

Billing Cycle: This will auto populate according to the contract
billing cycle recorded in the Billing Info panel. You can click on the
text boxes and either type in or use the drop-down arrow to

select an alternative billing cycle if required.
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¢ Billing Period: This will auto populate according to the contract
billing period recorded in the Billing Info panel. You can click on
the text boxes and either type in or use the drop-down arrow to

select an alternative billing period if required.

$ = i A i — &) x

@ | tome | Eaupment/locations  Contract  Fance /R Inventory  Mantenance /Projects  Manufachring  Proarement  Soes  Servie  Reportg  Utities - & x
N

HO [

Save Back | Savelayout Workspaces

Proces

) Format
2] [unks # | Contract 1nfo » ¢
15[ Enter text to se » L]
2 PartCode | Descrption Serialo  AssetRegho  LocationDesc _ Location ShippngAddress COSAccoun... SLAHows T8
% runctions Contract Mo [C00000016 v 2 o o o o o o Ed
g Contract Type |Cost Per Copy » 5 1912 | 5P13-12 Colour Coper _ 5P1-12185 Recepton 658 Dime Road, South Rdng, ,... 2101 8.00
g Contract Class ItemFees | Item Meters | Item Indusions | Item Contacts
= Contract Category -  Desc ChargeAmo... AccountCode COSAccoun... InvoiceDescription StartDate EndDate Period PeriodType  BilingCyde  BilingPeriod  Escalatio
H Startoate sl ~ |- o 0 3 - - - - - - -
End Date [GREED < n 0000 1202 202 1306/2014 13062019 6 Months  Months 4
R e Re. 0.000 1201 201 13/06/2014  13/06/2019 60 Months Months 4
eriod @ 0.000 1200 200 13062014 13/06/2019 60 Months  Months 4
o Period Type Months re 450.000 1203 203 Monthly Insurance Fee | 1306/2014_ 13/06/2019 60 Months  Months 4
Department |Sales Department - el 0.000 1204 2204 13/06/2014 | 13/06/2019 60 Months Months. 7]
Contract Manager |Caroina Suzzetta Lourens vande.. < |* iR 0.000 1202 202 13/06/2014  13/06/2019 60 Months Months 4
0000 1101 2101 13067014 1300672019 0 Months  Months 4
Salesman  Belinda Sharman
= e 0.000 1101 2101 13/06/2014  13/06/2019 60 Months Months 4
Aggregate Billing
450.00
Hide Fee Detail

« I I I

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

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

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

Escalation Details

» Escalation Period: This will auto populate according to the escal-
ation period recorded in the Billing Info panel. You can click on
the text boxes and either type in or use the drop-down arrow to
select an alternative escalation period if required.

* Escalation Type: This will auto populate according to the escal-
ation type recorded in the Billing Info panel. You can click on the
drop-down arrow in the text box to select an alternative escal-
ation type if required.

* Escalation Amount: This will auto populate according to the escal-

ation amount recorded in the Billing Info panel. You can click on

Help v2.5.1.4 - Pg 7 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential


#BillInfo
#BillInfo
#BillInfo
#BillInfo

=3
Link Contract Item Fees

the text box and either type in or use the arrow indicators to

select an alternative escalation amount if required.

- BPO: Versi
@ | tome | Equpment/Locstons  Contract  Finance/HR  Inventory  Mantenance [Projects  Manufactrng  Proement  Saes  Service  Reportng  Utites
Ho ®

=]

Save Back | Savelayout Workspaces

1 ‘1
5 [3

x [«

Process

®

2] [unks # | [ contract info »
| Er—— f
g PartCode  Description seriaiNo AssetRegNo  LocationDesc _ Location ShipingAddress. COSAccoun.. SlAHows  Trg| @
. Contract o I =
Functions 000000036 3 o o L £ o 0 L - 3
< Contract Type |Cost Per Copy » [ 1512 | SP19-12 Colour Copler _ SP19-12185 Recepton 658 Dime Road, South Ridng, ,... 2101 8.00
H ContractClass - Temrecs | timMetars |t bekaiors | Tiom Contacs
g Contract Category - 2 lingPeriod _ Escalation?... | Escalation... | EscalatinA... CustomerC...  CustomerN...  SuppierCode | Supplerame | FnanceAmo.._ SuppressOn... Comment | OrderfNo
H Start Date [T30601 <] v- - = = o 0 o 0 = CIE S 0
. 4 5 Percentage 5.000 o0 [
e 4 5 percentage 5.000 0.000
Period R =
4 5 Percentage 5.000 0.000
Period Type | Months 4 5 Percentage 5.000 0.000 [u]
Department |Sales Department 4 S Percentage 5000 0.000
Contract Manager |Cerolna Suzzetta Lourens vende.. = * 4 § |Percentage 5000 oo, O
4 5 percentage 5.000 o0 [
Salesman elnda Sharman a|
1> 4 5 Percentage 5.000 0.000
Aggregate illing (]
Hide Fee Detail []

« | N

| contractinfo [ Customerinfo  BlingInfo  Rental Info

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

Billing Customer

* Only populate these 2 fields if another party (a separate billing
customer) is going to pay the Item Fees on behalf of the cus-
tomer.

* If these fields are left blank, BPO will bill the customer linked to
the contract.

" Note 1: BPO only supports different billing customers
on an aggregate contract from BPO v2.3.0.4.
® Note 2: Follow the next 2 steps only if you wish to link

another customer as the billing customer.
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® = i : i — e )ix
‘ E Home | Equipment / Locations. Contract Finance /HR. Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities. - & x
HO =
Save Back Save Layout wodsvoums
Process 4 Format a
| T | [partcode | pesapton Seiao  AsseRego  LocationDesc  Location Shopngaddress CoSAccoun... SUAows | T|§
i ContractNo | CO0000016 I o 0 o 0 0 0 0 0 - i
5’ Contract Type |Cost Per Copy - » [ o1z, | P15-12Coour Coper_ 5919-12185 Reception 658 Dime Road, South Ridng, ,... 2101 8.00
§ Contract Class e ItemFees | Item Meters | Item Indusions | Item Contacts
o Contract Category - Q ingPeriod  EscalationP...  EscalationT... | EscalabonA...  CustomerC... CustomerN... SuppierCode  Supplerhame | FinanceAmo...| SuppressOn... Comment | OrderNo
H startDote [T+ - - - N S S - LI
- — == e
e 4 5 Percentage 5.000 0.000 u
period &~ 4 S Percentage 5.000 0.000 d
rernd Type onis B e B oow O
Department Sales Department . 4 5 Percentage. 5.000 0.000
Contract Manager |Carolina Suzzetta Lourens van de... + * N 5 {Bercetage 5000 0.000 =]
= = 4 5 Percentage 5.000 0.000 [u]
Aggregate Billing ||
Hide Fee Detail | | .
z
| N N
| contactinfo | Customerinfo  BlingInfo  RentalInfo "
(Open Windows v . | User:Bianca = 01/02/2023 | Version: 2.5.1.4 Example Company
e Click in the Customer Code text box.
* An Ellipsis button will be revealed.
* Click on this button to display the Select a billing customer pop
up screen.
* Click on the row selector in front of the Billing customer that
you wish to link to this contract
e Click on Ok.
® - +A - BPO: Version 2.5.1.4 - Example Company (=)&)
| @ | rome | Eaupment/locatons  Contract  France/HR  Inventory  Mantenance [Proects  Mowfoctrng  Proaement  Sdks  Service  Reportng Utites - & x
HO ®|
Save Back Save Layout Wudsvoazs
Proces 4 Format ) @
§’ Links. 2 || contract Info [ B
H R 2 | [partcode | escrpton SerilNo  AssefRego  LocationDesc Location ShippingAddress COSAccoun.. SLAHows | Tr i
% Functions Contract Mo | I o s 0 [ 0 e o - H
= Contract Type | Cost Per Copy ~|* » Bl SP19-12.. SP19-12Colour Copler  SP19-12185. Reception 658 Dime Road, South Riding, ,... 2101 8.00
H Contract class - tem Fees | Ttem Meters | Ttem Indusion | Ttem Contacts
El Contract Category - @ fingPeriod  EscalationP... EscalationT... EscalationA.. CustomerC.. CustomerN.. SuppierCode SupplerName FinanceAmo... SuppressOn.. Comment  OrderNo
a StartDate 0501 - v o o - o 0 s
- — ==
period @< s 5 percentage 5.000 o0 [
period Type it - T sroamoe 5o @)
Department SslesDepartment v * 4 S Percentage 5.000 0.000 [w]
Contract Manager Carolna Suzzetta Lourens vande.. v * 4 5 Percentage 5.000 0.000 1
Salesman  Belnda Sharman - 8 Select a billing customer [=Jla x|
Aggregate Billing | |
Hide Fee Detail [ ] @ @ 5
o | soctmae
.
pe Depthame Currency SiteDescription [
ABCXYZ123 ™ 'ABC SHoe Co ZAR Durban J
I 1y PP acc fheadofice I Ouban
APPO0O1 RE Apple Juice Inc. ZAR Durban
BEADO1 LEG Bearing and Shoe AR Durban
| contractinfo | Customerinfo  BingInfo  RentalInfo “
Open Windows v | User:Bianca | 01/02/2023 | Version:2.5.1.4 = Example Company
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Link Contract Item Fees

* Customer Name: Once you have selected the customer code, the
customer name will auto populate with the customer name linked

to that code on the system.

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

Save Back | Savelayout Workspaces

m\"
)(‘X

Format

Process a
Z|| uinks 3 || Contract Info 2
[ e » £
£ PartCode  Description SeriaiNo AssetRegNo  LocationDesc _ Location ShippingAddress COSAccoun... SlAHows | T8
)| Functions Contract o [ v e o o o e o e o - H
E Contract Type | Cost Per Copy -* » B SP19-12.. SP19-12 Colour Copier  SP19-12185. Reception 658 Dime Road, South Riding, ,... 2101 8.00
§ Contract Class - TtemFees | Item Meters | Item Inusions | Item Contacts
L Contract Category -  fingPeriod _ Escalation?... | EscalationT... | EscalationA... CustomerC.. CustomerN... | SupplerCode | Suppleriiame | FianceAmo..| SuppressOn... Comment | OrderNo
H StartDate 06014 < v o e > o 8 o 0
£nd Date [306705 < 4 5 Percentage 5.000 0.000
4 5 Percen 5.000 0.000
Period C =2 -
4 5 Percentage 5.000 oo [
R e oo
Department |Sales Department 4 5 Percentage 5.000 oo [
Contract Manager Carolna Suzzetta Lourens vande .~ * 4 5|petcenteoe] 5000 0.000)
4 5 percen 5000 0.000
Salesman [Belnds Sharman = =
4 5 percentage 5.000 0.000

Aggregate Bllng [ [x]
Hide Fee Detail [ ]

« | I N —

| T ——————
Contractinfo | Customerinfo  BlingInfo  Rental Info

Open Windows | User:Bianca | 04/02/2023 | Version: 2.5.1.4 | Example Company

Back to Back / Finance Details

* These fields should only be populated if there is a Back to Back
Deal with a third party who is set up on BPO as a Supplier.

* Follow the next 2 images only if you wish to link a supplier for
rental back-to-backs (finance house bills company & company bills

client).
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TECHMNOLOGSTES

Link Contract Item Fees

® = : (=& )x
@ | tome | Eaupment/locations  Contract  Fance /R Inventory  Mantenance /Projects  Manufachring  Proarement  Soes  Servie  Reportg  Utities - & x
HO ®|
=]
Sove  Back | Savelayout Workspaces
Process Format &
2| [inks # | [ Contract Info ® =
3 = PartCode | Descripton SerdNo  AssetRegNo  LocationDesc  Location ShippingAddress COsAccoun... Slatows | Tre|§
7 Functions Comtract N [ v e - o o o o 0 o = z
g Contract Type |Cost Per Copy - » 5 1912 | 5P13-12 Colour Coper _ 5P1-12185 Recepton 658 Dime Road, South Rdng, ,... 2101 8.00
§ Contract Class - Item Fees | Item Meters | Item Indusions | Item Contacts
= Contract Category - 4 fingPeriod _ Escalation?... | EscalationT... | EscalationA... CustomerC... | CustomerN... | SupplerCode | Suppierfiame | FinanceAmo...| SuppressOn... Comment | OrderNo
z Startpate pemis - S - - - o o o o - CE o
End Date [TpmB - 4 5 Percentage 5.000 s O
4 5 Percentage 5.000 0.000
period EIE
4 5 Percentage 5000 000 [
Period Type | Months v* » 4 5 Percentage 5000 ANODDO1  Head Office [u]
Department |Sales Department v 4 5 Percentage 5000
Contract Manager | Carolna Suzzetta Lourens vande .~ * N 5|pexeoe 5000 e B =
4 5 percentage 5.000 oo [
Salesman |einda Sharman -
= 4 5 percentage 5000 oo [J
Aggregate Billng ||
Hide Fee Detail [/] ” .
« I N I N
| PRI T
Contactinfo | Customerinfo  BiingInfo  Rental Info " .
Open Windows ~ | User : Banca | 01/02/2023 | Version : 2.5.1.4 | Exampie Company

* Click on the Supplier Code text box to reveal an Ellipsis button.

* Click on this button to display the Select a finance party pop up
screen.

 Click on the row selector in front of the Supplier that you wish to
link to this item.

* Click on Ok.

Maintenance for Contract No. : C00000016 - Status : A - 5P0: Version 2.5.1.4 - Example Company - & x
Equipment / Locations Contract Finance /HR. Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities. - & x
=
Savelayout Workspaces
at a
Contract Info a 5
PartCode  Descrption Seriho  AssefRegNo  LocationDesc  Location ShippngAddress COSAccoun... SLAHows T @
Contract No i
C00000016 v e o o o o o o oo = H
Contract Type | Cost Per Copy ~]* » B SP15-12.. SP19-12 Colour Copier  SP19-12185. Reception 658 Dime Road, South Ridng, ,... 2101 8.00
Contract Class - TtemFees | Item Meters | item Indusions | Item Contacts
Contract Category - @ ilingPeriod  EscalationP... EscalationT... EscalationA.. CustomerC.. CustomerN.. SupplierCode SuppiierName FinanceAmo.. SuppressOn... Comment OrderNo
StartDate 130672015~ 03 = = o 0 oo o = a ol s
SndDete [Sems v 4 5 Percentage 5.000 0.000
B 4 5 Percentage 5.000 0.000
Period 60 3" -
4 5 Percentage 5.000 0.000 |}
Period Type |Months -]* 2 4 5 Percentage 5000 oot teadofice [ e o0 [
Department |Sales Department . 4 5 Percentage 5.000 0.000
Contract Manager |Cerolna Suzzetta Lourens vande .~ * (=B x]
Salesman  Beinda Sharman v
Aggregate Billing ]
Hide Fee Detail [ ] .
0/ ¢
‘SupplierCode | SuppherName 7 ContactName SuppierType  Status Class VATNo MinOrderAmt  Fi|
v e {40 inancing| e o oo s o - o
@ —[Jowoor  offce utomaton Francg Teddy Jones  FINH A »s 123456789 000
X ¥/ Contans({Suppiertiame], financing) EditFiter
| —_—
ContractInfo | Customerinfo  BiingInfo  Rental Info . N
Open Windows v | User:Bianca | 01/02/2023 | Version:2.5.1.4 = Example Company
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TEcHNoLosTES Link Contract Item Fees

* Supplier Name: This will auto populate once the supplier code has
been selected.

s - . =& x]
@ | tome | Equpment/Locstons  Contract  Finance/HR  Inventory  Mantenance [Projects  Manufactrng  Proement  Saes  Service  Reportng  Utites - & x
Ho |/
=]
Save  Back Save Layout Workspaces
Process Format &
2| [inks » |[Contract 1nfo x
HE= g
g PartCode  Descrption Seialo  AssefRego  LocationDesc  Location ShippngAddress COSAccoun... Slatows | TH| 8
Contract o i
00000015 v o s o ) o o 0 0 i
g Contract Type | Cost Per Copy M » B SP19-12.. SP19-12Colour Copier  SP19-12185. Reception 658 Dime Road, South Ridng, ,... 2101 8.00
i’ Cantract Class - ItemFees | Item Meters | Item Indusions | Item Contacts
= Contract Category -  calationA... CustomerC... CustomerN... SuppierCode SupplerNiame FinanceAmo...| SuppressOn..|Comment | OrderNo | Status AmendDate
H StartDate [T <] v o o 0 o = I o o =
. 5.000 oow 0 1 01/01/1900
L 5.000 0.000 1 01/01/1500
Period 60 2 * L= L
5000 0.000 ] 1 01/01/1500
rert e > S o ione O -
Department | Sales Department . 5.000 0.000 1 1 01/01/1900
Contract Manager Carolna Suzzetta Lourens vande . v * 5000 0.000 ! B LR
_— 5.000 0.000 [u] 1 01/01/1300
Salesman  Belnda Sharman v =1
5.000 0.000 ] I 01/01/1900
Aggregate Billing ]
Hide Fee Detail ] . .

« | N

* Finance Amount: Click in this text box and either type in or use
the arrow indicators to select the finance amount.
\i‘,w‘ Equpment /Locations  Contract  Finance /HR  Inventory  Mantenance /Projects  Manufacturing  Procwement  Sales  Service  Reportng  Utiies ;_‘ie‘%‘
HO ®|

2 |[ contract Info )

M| Ee——
2 PartCode  Description SeriaiNo AssetRegNo  LocationDesc _ Location ShippingAddress. COSAccoun... SlAows | T8
s Contract No |CO0000016 o o o o o o o H
g Contract Type | Cost Per Copy ~* SP19-12 Colour Copier  SP19-12185. Reception 658 Dime Road, South Ridng, ,... 2101 8.00
H Contract Closs - Item Fees | Ttem Meters | Ttem Indusions | Ttem Contacts
; Contract Category - @ calationA... CustomerC.. CustomerN.. SuppierCode SupplierName FinanceAmo... SuppressOn... Comment OrderNo Status AmendDate
H StartDate 13062014~ vt L3 L3 0 0 = @ o o o
Endate [pemB ~ 5000 0.000 1 1 01/01/1500
— 5.000 0.000 ] I 01/01/1900
Period 60 3 * =
e 5.000 0.000 o I 01/01/1900
period Type Months -]+ b 5000 ANODOI  HeadOfice OAFO1  Offce Automation Fandng o 1 01/01/1900
Department |Sales Department - 5000 oo [ 1 01/01/1900
Contract Manager Carolna Suzzetta Lourens vande . v * s.000 0.000 4 U OB
— 5.000 0.000 1 o
Salesman Belinda Sharman .. ﬂ L IED
5.000 0.000 o I 01/01/1900
Aggregate Billing ||
Hide Fee Detail [ ] . .

« | I A N —

T ——
| contractinfo [ Customerinfo  BingInfo  Rental Info

| User:Bianca | 01/02/2023 | Version: 2.5.1.4 | Example Company
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Link Contract Item Fees

Additional Details

* Suppress on Invoice: Only select this if you wish to hide the item
fee information on the invoice.

e Comment: Click in this text box and type in a comment regarding
this contract fee, if required.

* Order No: Type in a customer order number relevant to this item,
if required. This will be displayed on the contract invoice.

* Status: This field will be set to A (Active) once the fee has been
saved, and is static.

* Amend Date: This shows the date the item was last modified and
the field is static.

* The 'Add an Item Fee' process is now complete.

s - BPO: Versi (&
@ | fome | Equpment/Locatons  Contact  Fnance /MR Inventory  Mantenance /Projects  Manufactring  Procement  Saes  Sewvice  Reportng  Uties - & x
“
=]
Save  Back Save Layout Workspaces
Py 4 7 fad
2| [nks # | [ contract 1nfo *
HErrr—— f
g PartCode  Description serialNo AssetRegNo | LocationDesc | Location ShippingAddress COSAccoun... SLAHours | TraveRady| 8
. Contract o =
Functions 000000035 v ok e e 0 0 e 0 0 = = 3
< Contract Type |Cost Per Copy T |y B2 | P19-12Coou Coper  sP1g-12185 Recepton 658 Dime Road, South Riding, ... 2101 8.00
H Contract Class - [ tem Fees | ttemMeters | ttem Incusons | ttem Contacts
s Contract Category - Qeriod |Escalation?... EscalationT... Escalaton... CustomerC.. CustomerN.. SuppierCode Supplerlame FinanceAmo.. SuppressOn. Comment | OrderNo  Status
H Start Date [T30601 <] . - = 0 o 0 s = 8 o 0 o
. 4 5 Percentage 5.000 ] 1
4 5 Percentage 5.000 0.000 ] 1
Period 60 2* =
4 S Percentage 5.000 0.000 ] 1
Period Type | Months 4 5 Percentage 5000 ANODOD1  HeadOffice OAFOD1  Office Auto. 0000 [ ] Escastedby poxsi A |
Department |Sales Department 4 5 Percentage 5.000 0.000 ] T
Contract Manager Carolna Suzzetta Lourens vande . v * 4 5| Percentage 5000 0.000 4 B
T 4 5 percentage 5.000 oo O 1
Salesman Belinda Sharman 1
1> 4 5 Percentage 5.000 0.000 ] 1
Aggregate Billing | |
Hide Fee Detail [ | .
- I N I
| contactinfo [Customerinfo  BimgInfo  Rentaltnfo | -
Open Windows + | User:Bianca | 01/02/2023 | Version:2.5.1.4 = Example Company

Additional Item Fees

1. Scroll back to the Marked column.
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TECHMNOLOGTES Link ContraCt Item Fees

* You can now set up additional fees by following the above pro-

cess, if required, before moving on to the next frame.

2. This shows the total amount of all /tem Fees charged on the contract

item.

® - =& )ix
g Home | Equpment/Locations  Conbact  Finance /HR  Inventory  Mantenance /Projects  Manufactring  Proasement  Sales  Service  Reportng  Utities - & x
HO ® B8
Save Back | Savelayout Workspaces
Process . Format . &
] [Links # | contract 1nfo » ‘
| S » f
£ | Description SeriaiNo AssetRegNo | LocationDesc  Location ‘ShippingAddress COSAccoun.. SlAHours | TraveRadu 8
“| Functions Contract No |C00000016 v e e e o e "0 o0 g
B Contract Type |Cost Per Copy | 12| SP19-12 Cobour Copler  SP19-12185.. Reception 658 Dime Road, South Ridng, ... 2101 8.00
H Contract Class - Ttem Fees | Item Meters | Ttem Indusons | Ttem Contacts
2 Contract Category B o[ Marked  |FesType  FeeTypeDesc ChargeAmo.. AccountCode |COSAccoun.. InvokeDescrpton  |StartDate | EndDate | Period PeriodType | BilngCyde
H Start Date | 1306/2014  +| { ® |o 0 - o o o . . - B -
EndDate (3052015~ o |e Evergreen 0.000 1202 202 1306/2014  13/06/2019 60 Months  Months
e o | Inhouse Re. 0.000 1201 201 13/06/2014  13/06/2019 60 Months. Months
» =
s o Loan 0.000 1200 200 13/06/2014  13/06/2019 60 Months Months
Period Type | Months M M N Insurance 450.000 1203 2203 Monthly Inswrance ... 13/06/2019  13/06/2024 60 Months. Months
Department Sales Department - o |r Bank Rental 0.000 1204 2204 13/06/2014  13/06/2019 60 Months Months
Contract Manager |Caroins Sumsetia Lowes van de.. < |* 0O [rev StandardR... 0.000 1202 202 13062014 13/06/2019 60 Months  Months
- e ¥ s Service 750.000 1101 2101 Monthly Service Fee | 13/06/2019  13/06/2024. 60 Months. Months
lesman — <)
(= Renew Fee 0.000 1101 2101 13/06/2014  13/06/2019 60 Months Months
Aggregate Billing || Py =
Hide Fee Detail [] . — = .
- | N N R
Processing
Invol
.
| contractinfo [ Customerinfo BlingInfo  RentalInfo N
Open Windows ~ | User :Banca | 01/02/2023 | Version: 2.5.1.4 | Example Company
.
* Wh d lick on Save
€N you are done, Click on 5
$ - — (& )x]
@ | tome | Equpment/Locatons  Conact  Finance/HR  Iventory  Mantenance [Projects  Manufactrng  Proement  Sales  Servie  Reportng  Utites - & x
a
| [Patcode  esrpton SeraiNo ShppingAddress cosaccoun g
Titan Group v 0 o 0 o 0 =
e o £ " |} B Pi19-12. P15-12Cokur Coper  SP19-12185 658 Dime Road, South Riding, ... 2101
.
1478
Location |Man v
Processing
Invoces
ContractInfo | Customer Info | BlingInfo  RentalInfo .
Open Windows ~ | User :Banca | 03/02/2023 | Version: 2.5.1.4 | Example Company
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Link Contract Item Fees

* 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.

. i - | & x
@ | fome | Equpment/Locatons  Contact  Fance /MR Inventory  Mantenance /Projects  Manufactrng  Procsement  Ssles  Seice  Reportng  Utiites - & x
@ = & save Layout o o Release For Approval n v i _-—
O 2 X [§ Zrom s o e = s | (B 03
vt~ | Drs & e
Add  Edit e View | - o © DedneClosre_Close: Print  Export | Reports
T soveriter | 157 P Approve comet | [Famm WSthavesc =Rt g
N New -
R Released
Links » A Actve
. H Hold
CustomerC... CustomerName CustomerD... Cof P ‘Suspend JerNo StartDate EndDate Department... Period PeriodType... BiingCyde... BilingPeriod  Billr
o0 o o ¢ (Closed c - - O - o o - -
X Deleted v
TIAOOL Titan Group o x / 13/06/2014  13/06/2019  Sales Depar. 60 Months Months. 4
SAMOO1 Samanthas Diner I TP CE DU AES 09/07/2014  09/07/2019  Sales Depar. 60 Months Months B
OFF001 Office Supplies Unlimited cPC CostPer Co... Main 28/07/2014  28/07/2019  Sales Depar. 60 Months Bi-annual 6
YES001 ‘Young Electric cPC CostPer Co... Hilrest 24/03/2016  24/03/2021  Sales Depar. 60 Months Months 1
PANOOL Panda Copiers (= CostPer Co.. Main 05/07/2016  05/07/2021  Sales Depar. 60 Months Months s
HOPDO1. Hope Works (Pty) Ltd cpC CostPer Co... Main 01/08/2016  07/09/2021  Sales Depar. 60 Months. Quarterly 5
HOPDO1. Hope Works (Pty) Ltd (= CostPer Co... Durban Area 1234 07/03/2018  07/03/2023  Sales Depar. 60 Months Months. 2
DER001 Derton / Technologies e CostPer Co... Durban Area 1234 15/06/2018  15/06/2023  Sales Depar. 60 Months Months 6
PINO0O1 Pink Shoes. cPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
PIN00O1 Pink Shoes. cPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
OFF001 Office Supphes Unlimited cpC CostPer Co... DurbanCen.. 1234 06/05/2017  06/05/2020 60 Months Months 2
HOPDO1. Hope Works (Pty) Ltd (= CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months. 4
Open Windows v 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 UL LOC:
| @ | vome | coupmentandiocstons  Consct  FrenceandR  Inventory projects Seles  Serviee  Reportng  Utiites - &8 x
r @ f} x [=|  [% savelayout of < Release For Approval (| |Pretoria | & Findsenii o, g LEI -":_I
& workspaces v e
Add  Edt Delete  View A ™ Find Contract Print  Export | Reports
a Al Format Current Print 4| Repo. 4 o
Links x
ContractNo | CustomerCode | C CustomerDepth ContractType  ContractTypeDesc  Location CrderNo StartDate EndDate Departmentiame  Period
Functions v ol o e o o o e B - - B -
CO0000254 HOPOO1 Hope Works Sales Department. CPC Cost Per Copy Pretoria 1 08/12/2018 09/12/2024 Sales Department &0

Hold History

Suspend History

| User: JudithM | 08/12/2019 | Version: 2.3.0.4 | TEST ALPHA - UDITHPCLOCAL

MNU.112.026
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