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Edit [tem Meter Charges

CONTRACT

EDIT ITEM METER CHARGES

A contract item meter can be edited when the contract is in the Active state.

Certain amendments made to the contract item meter, will trigger the con-
tract to be moved back to the Released state, in order for the contract to be
checked and re-Approved. An email will then be sent to all users who have

the rights to authorise this contract.
These are the changes involved that will trigger the re-approval process:
* |If the Billing Customer on an Item Fee or Item Meter is changed.

Other changes made to the meters to a contract, will not trigger the re-

approval process.

Ribbon Select Contract > Contracts

@ | Eoupment/Locations | Contact | Fmance/HR  Inventory  Maintenance /Projects  Manufactring  Prouement  Sdes  Service  Reportng  Uites

HE

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
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pad Bt Dekete VW | o coveFiter | [§ Rekase P © vedneconre O | Green 0 FdContract | Pt Export | Reports
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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.
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B Weeoms G & ® et g o 'S
QUXE . sy o = i 2% O
§ o . » @ Comat s e el B g
- .
"1 comane T Catme®  Comactlge Comacly  iscaten  Oete  SwOwe  Gnbww  Owewet  Pwed i o
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¢ Click on the Edit button.

$ - st 5 — (& x
‘ ‘ Home | Equipment / Locations Contract. Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities - & X
é [ savelayout  1ff< Hold & Release For Approval @ e = G’ Durban 7| FindSerialNo. g - ﬂ j‘
EE Workspaces | 3 Suspend gl Remove F p - Actve - L8
Vie D e Closur i Print B> ts
' | @ SaveFiter | I§ Release P Approve Contra © DedreClomre et | G Refiesh o T
o s ContractNo CustomerC... CustomerName CustomerD... ContractType ContractTy... Location OrderNo StartDate  EndDate Department.. Period PeriodType... BilingCyde... BilingPeriod  Bilin
€00000012 TIADO1 Titan Group. cPC CostPer Co... Durban Area 16/05/2014  16/05/2019  Sales Depar. 60 Months Months 3
» CO0000016 TIA00L Titan Group CPC CostPer Co... Main 13/06/2014  13/06/2019  Sales Depar.. 60 Months Months 4
000000018 SAMOO1 ‘Samanthas Diner cPC CostPer Co... Durban Area 09/07/2014  09/07/2019  Sales Depar. 60 Months Months 5
00000019 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 cPC CostPer Co... Hilorest 24/03/2016  24/03/2021  Sales Depar. 60 Months Months 1
00000041 PANOOL 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
00000074 DER0O1 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
CO0000078 PINDOO1 Pink Shoes: PC Cost Per 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 + | User:Bianca = 09/02/2023 | Version: 2.5.1.4 Example Company
Ihe Contract Maintenance screen will be displayed
: (=& ])x]
Maintenance /Projects  Manufactwing  Procwrement  Sales  Service  Reportng  Utilties - & x
=|[Links 3 || contract Info 2 =
e 5 g
2 PartCode  Desarpton SeriaNo | AssetRegho | LocationDesc | Location ShippingAdcress COSAccoun... SLAHou( 8
7| Functions Contract No |CO0000015 v o o e e o e o o - |z
5 Contract Type Cost Per Copy. - i-® » B SP19-12.. SP19-12 Colour Copler  SP19-12185. Reception 658 Dime Road, South Riding, ... 2101
H Contract Cless N ~ [ I N N
i comtneo :
H Startpate | pemis -
End Date  13/06/2019 v
o]
Period Type Months v
Department  Sales Department - .
Contract Manager Carolina Suzzetta Lourens vande . + *
Salesman Belnda Sharman v|*
Aggregate Billing | |
Hide Fee Detail | |
[
Contractinfo | Customerinfo  BlingInfo  Rental Info 5 ~
Open Windows ~ | User:Bianca = 09/02/2023 | Version:2.5.1.4 = Example Company

SELECT THE ITEM

 Click on the expand button in the row of the item where you wish
to edit the Meter charge.
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S .

Maintenance for Contract No. : CO0000043 - Status : A - BPO: Version 2.1.0.46 - Example Company

- O

and Locations  Contract FinanceandHR  Inventory i and Projects M Procurement Sales Service Reporting Utiites —

Save Back

Process ,‘

(-

Savelayout Workspaces

Format

PartCode
v
» NMACH
SP2020

[E]sp2020

| OJuI B8 | 0Ju1 W03 | 0jU] PeRued | | Siun

Description ModelNo ' SerialNo AssetRegNo  LocationDesc  Location ShippingAddress

New Machine nm10301 Reception Plot 91 Leaf Road, Forest ...
SP2020 Sprint Colour Multi Functional Copier SP2020  2020-102041 Reception Plot 91 Leaf Road, Forest ...
SP2020 Sprint Colour Multi Functional Copier SP2020  2020-103053  AREG000048 First Floor 1Postal, Address, postal 3...

+ I I I R A

COSAccountCode  SLAHours

2101
2101
2101

=

8.00
8.00
8.00

Open Windows +

20 Feb 2018

* The Items data grid will expand.
* Click on the Item Meters tab.
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% ¥ Maintenance for Contract No. : COD000043 - Status : A - BPO: Version 2.1.0.46 - Example Company - [m] X

Hm‘ i and Locations  Contract FinanceandHR  Inventory i and Projects  Manx Procurement Sales Service Reporting Utiites — & X

Mo ® &8

save  Back ‘SaveLayuu( Workspaces

Process Format

aj PartCode Description ModelNo ' SerialNo AssetRegNo  LocationDesc  Location ShippingAddress COSAccountCode SLAHours T|
gl
§ NMACH  New Machine nm10301 Reception Plot 91 LeafRoad, Forest ... 2101 8.00
g. SP2020  5P2020 Sprint Colour Multi Functional Copier SP2020  2020-102041 Reception Plot 91 Leaf Road, Forest... 2101 8.00
= » Bl SP2020  SP2020 Sprint Colour Multi Functional Copier SP2020 2020-103053  AREG000048 First Floor 1Postal, Address, postal 3... 2101 8.00
|3 Item Indusions | Item Contacts
g A Marked FeeType FeeTypeDesc ChargeAmount AccountCode COSAccountCode InvoiceDescription StartDate  EndDate Period PeriodType BilingCycle BilingPeriod ' Escalatio
S v B |
al o O € Evergreen ... 0.00 1202 01Aug 2016 07 Sep 2021 60 Months  Quarterly ]
5 O Loan 0.00 1200 01Aug 2016 07 Sep 2021 60 Months Quarterly 5
'oi, O R Bank Rental 0.00 1204 01Aug 2016 07 Sep 2021 60 Months  Quarterly 5
- a|s Service 0.00 1101 01Aug 2016 07 Sep 2021 60 Months  Quarterly 5

[ Inhouse Re... 0.00 1201 01Aug 2016 07 Sep 2021 60 Months  Quarterly 5

E N Insurance 550.00 1203 2101 Insurance 01Aug 2016 07 Sep 2021 60 Months Quarterly 5

[J Rren StandardR... 0.00 1202 01Aug 2016 07 Sep 2021 60 Months  Quarterly 5

O w Renew Fee 0.00 1101 01Aug 2016 07 Sep 2021 60 Months  Quarterly 5

550.00
4 »

+ I I N A A

Open Windows + | 20Feb 2018 4

* The Item Meters frame will be displayed.

SELECT THE METER

* If there is more than one meter, identify which meter you wish to
make changes to, and ensure that you edit the fields in the row of

that meter.
Read this Important Note on Min Billing and Meter Charge Setup

* Type in or use the arrow indicators to make the changes to the
Min Billing field and Min Qty field for minimum billing charges, as

required.
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A Maintenance for Contract No. : COD000043 - Status : A - BPO: Version 2.1.0.46 - Example Company - O X
[

Hnme‘ and Locations  Contract Finance and HR  Inventory and Projects  Mar Procurement Sales Service Reporting Utlites —

HO ®H

Save Back | Savelayout Workspaces
=

=

ﬂ PartCode Description ModelNo ' SerialNo AssetRegNo  LocationDesc  Location ShippingAddress COSAccountCode  SLAHours T

gl

i NMACH New Machine nm10301 Reception Plot 91Leaf Road, Forest... 2101 8.00

g—.: B sP2020 5P2020 Sprint Colour Multi Functional Copier SP2020  2020-102041 Reception Plot 91 LeafRoad, Forest... 2101 8.00

| * EI'sP2020  5P2020 Sprint Colow Multi Functional Copler SP2020  2020-103053 _ AREG000048 First Floor 1Postal, Address, postal 3... 2101 8.00

2 [ TtemFees | ItemMeters | tem Indusions | Ttem Contacts

E a Marked MeterCode  StartReading ReadingDate  MinBiling MinQuantity | AccountCode COSAccou... EscalationP... EscalationT... EscalationA... SupplierCode Suppier

E ¥ ] |

= » ¥ Mono 0.00 13 Apr 2017 2101 5 Percentage 10.00

§ = z Colour 0.00 13 Apr 2017 1000 1101 2101 5 Percentage 10.00

'ni', * ] Selectesct... -
| »

Ll

a ! | | | | |

Open Windows | 20Feb 2018 4

SAVE METER CHARGE CHANGES

SAVE THE CONTRACT

* When you are done, click on Save.
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$ - :
\ﬁ Home | Equpment/Locatins  Conbact  Finance /HR  Inventory  Mantenance /Projects  Manufacting  Proarement  Sales  Service  Reportng  Utiies
HO [/

Save Back | Savelayout Workspaces

Process 4 Format

— (& Jx
- & x

®

Buijjig paseg 3jr || 21062100y
©

3 |[ Customer Info 0

[ PartCode  Descripton SeriNo | AssetRegho | LocationDesc Location
Gustomer (Ifan Grop 2 OIF o s 0 o s
Address 658 Dine Road . r———
South Ridng. 2 » B SP19-12.. SP19-12Colour Copler  SP19-12185. Reception

g |

1478
Order o
Required
location Man =

ContractInfo | CustomerInfo | BllngInfo  Rentalinfo |

ShippingAddress. COSAccoun
oo o -

658 Dime Road, South Riding, ,... 2101

pauieq sasn

| 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.

CreditNotes

s - = <]
‘ E Home | Equipment / Locations. Contract. Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utiies - & X
[ =] & Save Layout « Hold ol Release For A al " Durban - - i =
O 2 X [§ |Foom % © somecore Q) armsre | (G B |00
= workpaces+ | 2 Supend @& Remove From Aorocl
Add Edt Delete  View | = N © Decine Cosure_Chse Print Export | Reports
¥ Save Filter & Release > Appr Contract | Status # StatusDesc - - -
Processing Format Status Processing N New a
= = = = = Released
» H Hold
ContractNo CustomerC... CustomerName CustomerD... Cof P ‘Suspend frdero StartDate EndDate Department... Period PeriodType... BilingCyde... BilingPeriod Bl
v 0 o e o€ Closed - = = 0 = e 0 = =
X Deleted

» CO0000016 TIA0O1 Titan Group A x Y 13/06/2014  13/06/2019  Sales Depar. 60 Months Months 4

€CO0000018 SAMO01 Samanthas Diner = CoStPEr Lo DUroan Area. 09/07/2014  09/07/2019  Sales Depar. 60 Months Months 5

CO0000019 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 cPC CostPer Co... Hilrest 24/03/2016  24/03/2021  Sales Depar. 60 Months Months 1

CO0000041 PANDOL Panda Copiers (= CostPer Co... Main 05/07/2016  05/07/2021  Sales Depar. 60 Months Months 5

CO0000043 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 (= CostPer Co... Durban Area 1234 07/03/2018  07/03/2023  Sales Depar. 60 Months Months 2

CO0000074 DER0O1 Derton / Technologies e CostPer Co... Durban Area 1234 15/06/2018  15/06/2023  Sales Depar. 60 Months Months 6

CO0000077 PIN00O1 Pink Shoes cPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4

CO0000078 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... DurbanCen.. 1234 06/05/2017  06/05/2020 60 Months Months 2

€O0000079 HOPOO1 Hope Works (Pty) Ltd (= CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4

| 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.
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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.112.036
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