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Find Contract by Contract No.

CONTRACTS

FIND CONTRACT BY CONTRACT NO.

This functionality helps you to find a contract by searching for the contract
across multiple sites and states if, for example, you do not recall the site and

or status of the contract.

Ribbon Access: Contract > Contracts
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The Contract Listing screen will be displayed.

* The Site field will either auto populate with All Sites or the last
Site that you selected when you worked in this screen. Upon open-
ing this screen, the Status field defaults to the Active status.

" Note: You do not need to change the Site or Status,
the system will search for the contract number across

all sites and states.
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Contractho CustomerCode CustomerName CustomerDepthame ContractType ContractTypeDesc Locatit
Functions L e
» MTCO000005 HCOPOO1 Hope Works Sales Department MTC Maintenace Contract Mai
MTCO000006 DEROOL Derton Technologies Sales Department MTC Maintenace Contract Mai
MTC0000007 TIAOOL Titan Group Sales Department MTC Maintenace Contract Mai
MTCO0000003 HOPOO1 Hope Works Sales Department MTC Maintenace Contract Mai
MTC0000010 HOMO01 House and Home Sales Department MIC Maintenace Contract Mai
CO0000147 DOMNOOO1 Dont Run with Sdssors Sales Department CPC Cost Per Copy Mai
- CO0000148 SAMOO1 Samanthas Diner Sales Department CPC Cost Per Copy Mai
okt istacy CO0000151 SAMDO1L Samanthas Direr Sales Department cpe Cost Per Copy Mai
CO0000152 SAMO01 Samanthas Diner Sales Depariment CPC Cost Per Copy Mai
CO0000154 DOMODO1 Dont Run with Sdssors Sales Department CcPC Cost Per Copy Mai
ek ey CO0000155 Jusool Just In Time Sales Department CPC Cost Per Copy Mai
CO0000156 Jusool Just In Time Sales Department o) Cost Per Copy Mai
CO0000157 DOMNODO1 Dont Run with Sdssors Sales Department CcPC Cost Per Copy Mai
CO0000159 APPOOOL Apple Juice Inc Sales Department CPC Cost Per Copy Mai
CO0000160 BET0D001 Betties Summer Shop at the Beach  Sales Department CPC Cost Per Copy Mai
CO0000161 BET0001 Betties Summer Shop at the Beach  Sales Department CPC Cost Per Copy Gili
CO0000162 Jusool Just In Time Sales Department CPC Cost Per Copy Mai
CO0000163 Jusool Just In Time Sales Department CPC Cost Per Copy Mai _
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SELECT FIND CONTRACT

e Click on Find Contract.
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» MTCO00000S HOPOO1 Hope Warks Sales Department MTC Maintenace Contract Mai
et MTCO000006 DEROOL Derton Technologies Sales Department MTC Maintenace Contract Wai
MTCO0000007 TIADD1 Titan Group Sales Department MTC Maintenace Contract Mai
MTC0000008 HOPOO1 Hope Works Sales Department MTC Maintenace Contract Mai
MTC0000010 HOMO01 House and Home Sales Department MIC Maintenace Contract Mai
CO0000147 DOMNO0O1 Dont Run with Sdssors Sales Department CPC Cost Per Copy Mai
CO0000148 SAMDO1 Samanthas Diner Sales Department CcPC Cost Per Copy Mai
Hold History CO0000151 SAMO01 Samanthas Diner Sales Department CPC Cost Per Copy Mai
CO0000152 SAMO01 Samanthas Diner Sales Department CPC Cost Per Copy Mai
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CO0000160 BET0001 Betties Summer Shop at the Beach ~ Sales Department CPC Cost Per Copy Mai
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Processing COD000162 JUS001 Just In Time Sales Department cpC Cost Per Copy WMai
_ CO0000163 Jusool Just In Time Sales Department CPC Cost Per Copy Mai _
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TEcHmoLosTes Find Contract by Contract No.

1. The Select a contract screen will pop up.

SCROLL TO FIND

Either,

2. Scroll up or down the data grid until you find the contract.
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Or,

USE THE FILTER ROW

1. Type in the contract number you are looking for in the filter row below
the Contract No header.

2. As you type, the system will search for the contract number and display
the correct row in the data grid.

3. Ensure that the row is selected.
4. Click on Ok.
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VIEW FOUND CONTRACT

The selected contract will be displayed in the Contract Listing
screen.
® Note: The Listing screen will adjust the Site
and Status fields according to the location
of the found contract.
° In this example, contract CO0000233 was found in
the Pretoria site under the Active status.
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