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CONTRACT

ADD NEW CONTRACT

Version Compatibilityl

A Contract is a legally binding agreement between two or more parties involving the

transfer of goods and / or services for a fee payable at times agreed by both parties.

Contracts in BPO give you the ability to manage your customer billing. You

can link the following to a contract:

* 1 or more items (machines or locations)

* 1 or more accessories

* Various Fee Charges, e.g. Service / Rental

* Meter Charges (linked to machines) - Minimum Billing and Unit
Charges

* Inclusions (parts, services and / or crafts that are included in the
contract package and will not be billed)

* Meter reading contact persons

* Notes and digital contract documentation

Unless the contract type has been set to Exclude from Billing (which is only

valid for Short Term contracts), contracts will be made part of the month end

billing run, depending on whether:

* Billing Start Dates are correctly set for Fees and / or Meters.
* Meter readings have been captured or set to prior reading - if
meters are billed.

* The contract is not suspended.

1BPO2 v2.5.0.8 or higher.
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Contracts need to be Released and Approved in order to be Active. An Active
contract is available for processing, such as being included in contract billing

runs, can have service centre calls raised against it, an so forth.

If certain amendments are made on a contract, it will move back to Released
status and an email will be sent to all users who have the rights to authorise
a contract. This will notify them to check and re-approve the amended con-

tract.

The following amendments, to any of the following details, will trigger the con-

tract to be moved back into the Released status:

e Contract Type

e Customer

* Aggregate Billing flag

* If any contract item is added or removed

* If any contract item fee is added or removed

* Change of Billing Customer on a fee or meter
And the following Contract Item Fee amendments:

* Amount

e Start Date

* End Date

* Escalation %

* Account Code

* COS Account Code
* Invoice Description
* Billing Period

* Billing Cycle

* Finance Party

¢ Finance Amount
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Note: Zero value fees can be added to contracts with a Finance Amount, in order
to process Back to Back transactions where the client is not billed.

To set up a Contract, you will need the following:

* A Customer
* A Location or Machine (asset). The asset can be either a company

owned Internal Asset (machine for rental), or a Customer-owned
Asset.
* Meters linked to the machine - these are required for meter

billing.

In BPO2 you can create various types of and combinations of contracts and
billing charges. However, there are certain types contracts that required spe-

cific configuration.

STANDARD CONTRACTS

These are contract types that are generally created, and labelled as Service or
Rental, but you could have a combination of service, rental and location items

with various standard billing charges on these contracts.

Service Contract: Machine sold to customer outright / via finance

house.
* A New Deal Sale must be completed in order to create

this contract.
Rental Contract: In-house rental (machine owned by company).
* A New Deal Rental must be completed in order to cre-

ate this contract.
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SPECIALISED CONTRACTS

These are contract types that require specific configuration. You may also
have a combination of items on these contracts, but the way these contracts

are created and billed will be handled differently.

Prepaid Contract:

* This contract type is to be used where a set meter
charge was paid ahead of contract creation, and
meters are not billed until their usage limit / duration
is reached. Once the prepaid portion of the contract
expires either by duration or usage, aggregate billing
set up on the contract commences.

Aggregate Billing Contract:

* Aggregate Billing will group all of the same type of
charges that exist across multiple items on the con-
tract into a single charge on the contract invoice. This
is used in high volume environments where multiple

machines exist on a contract.

Ribbon Select Contract > Contracts

tenance /Projects  Manufaciring  Procwrement  Sales  Service  Reportng Utibes

s s [ covac Do o
= | ? =1 ot o) (&

g E ¥ « = a ) B B8 =@ @ Z & o I B o B B QA

Contracts m elease Period Adhoc lation  Unprocessed ME‘MQ’\ ract CU\ Bﬂ Balances Sﬁ u’m an Batch W Back SelOff Contract Biling
racts Usage  Biling Period Period Coﬂﬂk‘ Escalations Escalations Num’aows Meters Scheduling Requests Requests Expiry 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.
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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.

® - Contract Listing - BPO: Version 2.5.0.14 - Example Company =lle X
@ | tome | Eaupment/locatons  Contract  France /MR Inventory  Mantenance [Projects  Manufactsing  Proarement  Saks  Servke  Reportng  Utites - & x
) ‘-;? K [B] | oo | et & e @ rorrovec
i £ Workspaces +
A B DS N g Saverter dease @ oe
J romat | o &
Links |
Convracto | CustomerC... | Customerame CustomerD... | ContractType ContractTy... |Locaton  OrderNo  Startbate | EncDate | Department... Period PeriodType... | BlingCyde... | BlingPeriod _ By
Functions Lk o o o o o o e = = L3 - o o = =
DERODL  Derton /Technologes e CostPer Co... Durban Avea 07052014 07/05/2019  Sales Depar. 6 Months  Months 3
TIAL  TienGow e CostperCo.. Man 1305/2014  13/06/2019  Sales Depar. 60 Months  Months 4
SAMO01  Samanthas Diner e CostPerCo... Man 03/07/2014  09/07/2019  Sales Depar. 6 Months  Months s
OFF001  Offce Supples Unimted e CostperCo... Man 280772014 28/07/2019  Sales Depar 6 Months  Biannual 5
DANOOZ  Dandng Shoes PRE Prepad Con... Koof test 2303/2016  23/03/2021  Seles Depr. 6 Months  Months 1
YESO1  YoungBectic e Costper Co.. Hilest 24032016 24/03/2021  Sales Depr. 6 Months  Months 1
PANDOL  Panda Copers S CostperCo.. Man 05/07/2016  05/07/2021.  Saes Depar. 60 Months  Months s
HOPOOL  Hope Works (Phy) Ltd e CostperCo..Man 0709/2016  07/09/2022  Seles Depar. 6 Months  Months 7
HOPOOL  Hope Works (Pty) Ltd e Costper Co.. Man 01/08/2016  07/09/2021  Sales Depar. 6 Months  Quartery s
HOPOOL  Hope Warks (Pty) Ltd PRE Prepad Con... Durbsn Area 2905/2017  29/05/2022  Sales Depr. 60 Months  Months 3
APPODDL  Aople Juce Inc e CostPer Co... Durban Avea 0382017 03/08/2022 6 Months  Months o
HOPOOL  Hope Works (Pt Ltd e CostPer Co... DurbanArea 1234 07032018 07/03/2023  Sales Depar. 60 Months  Months 2
HOPOOL  Hope Works (Phy) Ltd e CostPer Co... Durban Avea 2905/2018  29/05/2023  Seles Depr. 60 Months  Months o
DERODL  Derton /Technologes e CostPer Co.. DurbanArea 1234 I5/06/2018  15/06/2023  Soles Depar. 6 Months  Months 5
PINOOOL  Prkshoss e Costper Co... Durban Avea 18/05/2018  18/06/2023  Sales Depar. 60 Months  Months 4
PINOOOL  Prkshoes e CostPer Co... Durban Avea 18/06/2018  18/06/2023  Seles Depar. 6 Months  Months 4+
OFF001  Offce Supples Unimted e CostPer Co... Durban Cen... 1234 06/05/2017  06/05/2020 6 Months  Months 2
HOPOOL  Hope Warks (Pty) Ltd e Costper Co... Durban Avea 10/09/2019  10/03/2024  Sales Depar 6 Months  Months 7
HOPOOL  Hope Works (Pt Ltd e CostPer Co... Durban Avea 18/06/2018  18/06/2023  Seles Depar. 6 Months  Months 4
WESD01  Westwood Dynamic e CostPer Co... DurbanAvea 1234 15/10/2019  15/10/2024  Seles Deper. 60 Months  Months s
. 8
Open Windons ~ | User:BiancaD | 21/10/2022 | Verson: 2:5.0.14 | Example Company

e Click on the Add button.
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® = isti i (=J&)x
E Home | Equipment /Locations Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities. - & X
@ =] | [ sav i« & Release For Approval Towbar  v| = .
Oz X [ 3= &= + e k- 1LE
7= ZE Workspaces » | 3 Suspend gl Remove F Actve -
A it Vie i Print  Export | Reports
| %, saveFiter 1§ Release P Appx G Refresh Lot e £
re— J  Foma Curren it Rep: a
Links »
=== 21 contacto CustomerC...  CustomerName CustomerD... ContractType |Contractly... |Locaton  OrderNo | StartDate  EndDate | Department... Period PeriodType... BilngCyde... | BiingPeriod _ Bilin
o o e o - o o - S = e = o 0 = =
» CO00006  THAGL  TitanGrowp e CostPer Co... Man 1305/2014  13/06/2019  Sales Depar 60 Months  Months 4
COO000018  SAMODI  Samanthas Diner e CostPer Co... Durban Area 030072014 09/07/2019  Sees Depr. 60 Months  Months 5
€CO0000019 OFF001 Office Supples Uniimited CPC Cost Per 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
COO000041  PANODL  Panda Copers e CostPer Co... Man 050772016 05/07/2021  Sees Depar. 6 Months  Months 5
00000043 HOPOOL  Hope Works (Pty) Ltd e CostPer Co... Man 01/08/2016  07/03/2021  Sales Depar. 60 Months Quarterly B
CO0000072  HOPOO1 Hope Works (Pty)Ltd e CostPer Co... DurbanArea 1234 07032018 07032023 Sees Deper. 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 PINDOO1 Pink Shoes. (e CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
CO0000078 PIND0O1 Pink Shoes: CPC CostPer Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months 4
CO0000080 OFF001 Office Supples Unlimited CPC CostPer Co... DurbanCen.. 1234 06/05/2017  06/05/2020 60 Months Months 2
CO000007S  HOPOO1 Hope Works (Pty)Ltd e CostPer Co... Durban Area 1806/2018  18/06/2023  Sales Depar. 60 Months  Months 4
(Open Windows v | User:Bianca = 09/01/2023 | Version: 2.5.1.4 = Example Company
® = Add a new Contract - 570: Version 2.5.1.4 - Example Company —&lix
‘ Home Equipment / Locations. Contract Finance /HR. Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities. - & x
Save  Back Save Layout Workspaces
Process Fomat d
Z|[nks 2 || contract Info 0 ‘ 5
g e z PartCode  Desapton SeralNo | AsseRego | LocatonDesc | Locaton Shopngadress COSAccoun 2
%/ Functions Contract flo e e e o o e 0 o - |z
5 S = - S S — —
i Contract Class -
Contract Category B
2 StartDate 03022+
End Date 09/01/2028 hd
Period [ 3=
. Period Type s
Department  Sales Department -l
Contract Manager -
dbistory Salesman B
Aggregate Billing | |
Hide Fee Detail | |
-
| contactinfo | Customerinfo  BingInfo  RentalInfo B K
Open Windows v | User:Bianca = 09/01/2023 | Version: 2.5.1.4 = Example Company

CONTRACT INFO PANEL

Upon opening this screen, the Info panels are docked, with the Contract Info
panel at the fore. If not, click on the Contract Info tab.
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* Contract No:

* |f this field is greyed out, then your system is con-
figured to auto generate the contract number upon
saving the contract. This is generated by the system (if
the Auto Contract flag is selected in BPO Con-
figurator).

» Contract Typel: Click on the drop-down arrow and select the
Contract Type, e.g. Cost per Copy.

e For Prepaid Contracts:

e This is used when creating a Prepaid / Life
Based contract.

* Before you select the Contract Type, you
will note that the Life Based Billing tab is
currently docked on the left side of the
screen.

* |In the Contract Type field, Prepaid Con-
tract must be selected from the drop-down
menu.

* After selecting the Prepaid Contract
option, the Life Based Billing tab will move
to the bottom of the screen.

 Contract Class2: Click on the drop-down arrow and select the

Contract Class

1User defined field to define the type of contract, which is selected when setting up
the Contract Type configuration, and in turn, selected when creating a new contract.
Defaults configured on the Contract Type configuration will pull through to the con-
tract, such as contract duration, selectable fee types, invoice numbering, etc.

2 Additional user defined fields to classify the contract, which is viewable in the

Period and Ad-hoc Escalation screens.
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Contract Category: Click on the drop-down arrow and select
the Contract Category
Start Date: This will auto populate with the current date, but you
can click on the drop-down arrow and use the calendar function
to select an alternative date.
End Date: This will auto populate 5 years from the start date, but
you can click on the drop-down arrow and use the calendar func-
tion to select an alternative end date if required.

® Note: If this is an evergreen contract, set

your end date to 31/12/2999
Period: This will auto populate when the Contract Type is selec-
ted but you can either type in or use the arrow indicators to select
an alternative period (life span of the contract).
Period Type: This will auto populate when the Contract Type is
selected but you can click on the drop-down arrow and select an
alternative period type (measure relating to the lifespan), e.g.
months.
Department: Click on the drop-down arrow and select the depart-
ment.
Contract Manager: Click on the drop-down arrow and select the
contract manager.
Salesman: Click on the drop-down arrow and select the salesman.
Aggregate Billing: Click on this check box if the customer will
receive aggregate billing.
* For Aggregate Billing Contracts:
* This is used when creating an Aggregate

contract or Prepaid / Life Based contract.

1Additional user defined fields to categorise the contract, which is viewable in the

Period and Ad-hoc Escalation screens.
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* Note that the Aggregate tab is currently
docked on the left side of the screen.
* Select the Aggregate Billing check box.
* The Aggregate tab will move to the bottom
of the screen.
* Hide Fee Detail: Select this option if you don't want to show indi-

vidual contract invoice fee amounts on the customer invoice.

s - A2 ncw Contrack - BPO: Version 2514 - Example Company e
@ | ome | Equoment/locatons  Contact  Fnance /MR Inventory  Mantenance /Projects _ Manufactising  Proarement  Sses  Service  Reportng  Utites - & x
HO X
Save  Back | Savelayout Workspaces
e d &
2|[u 2 |[ contract Info L) 3
e g
2 PartCode  Descrpton SeralNo | AsseRegho | LocatorDesc  Location ShopngAdress COSAccoun... SLAHou| 8.
| (Contract No v o s e 0 - e 0 s - |z
5 o e I - I ———
i Contract Class -
£ Contract Category
H Start e [gmE <
EndDate [0sp20%
period oz
Period Type 7. o
Department |Saes Department .-
Contract Manager
Salesman
Aggregate Billng
Hide Fee Detail []
o\ Contactinfo | CustomerInfo  BlingInfo  RentalInfo
Open Windows + User : Banca | 03/01/2023 | Version : 2.5.14 | Example Company

CUSTOMER INFO PANEL

* When you have finished editing the contract info details, click on
the Customer Info tab.
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24O ®

Bul|g paseg 341 || 2166166y

@ | fome | Equpment/Locatons  Contiact  Fance /MR Inventory  Mantenance /Projects  Manufacting  Procement  Saes  Service  Reportng  Utiies
(e

Save Back | Savelayout Workspaces

A — (& Jx

- & x

®

3 |[ customer Info.

PartCode Description SerialNo AssetRegNo  LocationDesc  Location ‘ShppngAddress COSAccoun... SLAHoul
. o o o o o o o
» B SP19-12.. SP19-12 Colour Copler  SP19-12185. Reception

pauipeq s

Customer Titan Group o+

Address 658 Dime Road 5 -

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

1478
OrderNo PO1478|
Required
Location |Main

Contractinfo | CustomerInfo | BlingInfo  Rental Info

User :Bianca | 30/01/2023 | Verson: 2.5.1.4 | Example Company

The Customer Info panel will move to the fore.

Customer: Click on the search button and select the customer
from the Select a customer for this contract pop up screen.
Address: This will auto populate when the Customer is selected
but you can click on the search button and select an alternative
address from the Select an address for this contract pop up
screen.

Order No: Type in the customer order number if required.
Required: Only select this check box if the client must supply an
order number before a technician is sent to site.

Location: Click on the drop-down arrow and select the contract

location from the menu.

BILLING INFO PANEL

* When you have finished editing the contract info details, click on

the Billing Info tab.
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@ | tome | Equpment/Locatons  Contact  Fnance/HR  Inventory  Mantenance [Projects  Manufactrng  Proaxement  Saes  Service  Reportng  Utiies - & x

Contractinfo  CustomerInfo | GiingInfo | RentalInfo . -
| User:Banca | 30/01/2023 | Version: 2.5.1.4 | Example Company

The Billing Info panel will move to the fore.

® Note: Most of these details will auto populate but they

can be changed, as explained below.

* Billing Cycle: Click on the drop-down arrow and select the billing

cycle (billing frequency, e.g. monthly).

* Billing Period: This is the period when the contract will be billed

for the first time. Type in or use the arrow indicators to select the
period number.
* Note: The Billing Period relates to the financial period
of the company e.g. if the company's financial year
ends on 31 December and a contract is to be billed in

February, the Billing Period would be 2.

* Billing Day: The Billing Day can be used if you are billing different

contracts on different days or can be used as a filter in the Con-
tract Billing screen. The Billing Day is limited to 31. Type in the
day that the customer will be billed (e.g. on the 25th of each

billing cycle) otherwise leave as 0.
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* Escalation Type: Search for and select an escalation type (usually
percentage is used).

* Escalation Amount: Type in the escalation amount, depending on
the escalation type selected (e.g. 10 if the escalation should be
10%).

* Escalation Period: Type in the financial month at which the sys-

tem should escalate the contract.
® Note: The Escalation Period relates to the financial

period of the company e.g. if the company's financial
year ends on 31 December and a contract is to be
escalated in March, the Escalation Period would be 3.
If the escalation is on the anniversary of the contract,
then use the same financial period as the billing period.

* Currency: The system will auto populate with the currency
already set up on the customer, but you can click on the drop-
down arrow and select an alternative currency if required.

* Note: For foreign currency contracts, all fee and
meters charges must be set up in the currency selec-
ted e.g. type in the Dollar amount if the currency is
USD.

* Exchange: The system will auto populate with the exchange rate
set up in the system, but you can type in an alternative exchange
rate.

e Tax Rate: The system will auto populate with the tax rate set up

in the system, but you can type in an alternative tax rate.

RENTAL INFO PANEL

This is used where a New Deal Rental was processed on the system and is a

tool for calculating the rental amount for the deal on the contract, especially
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where the deal is financed and the correct repayment is claimed from the cus-

tomer and paid to the finance house.

e Click on the Rental Info tab.

s i i (=l Jlx |
@ | tome | Cupment/locations  Conbect  Fance /R Inventory  Mantenence /Projects  Manufachring  Proarement  Sokes  Servie  Reportig  Utities - & x
Ho ® BB
=
Seve Back | Savelayout Workspaces
Format ) S
B  |[Rentalnfo T x £
g PartCode  Desarption SerNo  AssefRegNo  LocationDesc _ Location she 8
E Order o Z v 0 0 0 o o 0 g
H Order Value 0 » @922 PN SprintCoour . 0207498 AREGO0006S Room 105 Pl
B Contract Value 03 [ SP202  SP2020SprintColowr ... 20209872  AREGO00067 Room 609 Plot
period Type B SN P00 SprntColow .. 20206278 AREGO000B Room 541 Pl
- @ 22 S22 SprintCoour . 2020-5020  AREGO000TD Room 136 Plot
RentPeriod | 13
© 92020 AN SprintCoour .. 0201144 AREGOO007L Room 852 Pt
Interest Hethod M P22 SP2020SprintColour .. 20202698 AREG000072 Room 147 Plo
Interest Rate 0s B PN SN SprintCoour .. 0208652 AREGO00073 Room 145 Pt
Int.Variance 0 © 9220 2020 Sprint Colour . 20200056 AREGO00074 Room 325 Pl
Computed Rental 0 + I N N N
Rental Factor 03 @
Computed Rental 2 0
Applied Rental 0s
Note
Processing
Contiactinfo  CustomerInfo  Biing Info | Rental Info | Agoregate .
Open Windows ~ | User : Banca | 28/02/2023 | Version:2.5.1.4 | Example Company

The Rental Info panel will move to the fore.

¢ Order No: Search for and select the sales order created for the

New Deal Rental.

(=G
@ | fome | Eupment/Locatons  Contact  Fnance /MR Inventory  Mantenance /Projects  Manufactring  Proement  Saes  Sewvice  Reportng  Utities - & x
Ho |/

=]
Save  Back Save Layout Workspaces
Process Fomat .

pauaq 25

ks 2 |[ Rental nfo * x
ter text o search... ) 7 .
N oderio| 5] 5 Select the order for this contract —JaJx] o
Order Value 0 Home o
Contract Value 0= e @ @ Plo
Period Type - e/' ok | Back | saveLayout G

Plot

RentPeriod | 1 %
e Process .| Fomat . a Plot
Interest Method - Plo
Interest Rate

F

| buyjj@ paseq 3jn

o o

OrderNo + | CustomerC... | CustomerName Depthame  OrderStatusDesc | OrderDescription Ordervalve  Currer ::
0 o o o o o - 0-

00— [FJoroooom0  HOPOOL  Hope Wiorks (Pty) Lid Invocedorder  ForRentalContract 1437500 28

HOPOOL  Hope Works (Pty)Ltd Invocedorder 1234 2521964 28

ORO000Z91  HOPOOL  Hope Works (Pty) Ltd Invoced order  Short yied of 3500 714 24

Int. Variance
Computed Rental

Rental Factor

®
g
8
B

Computed Rental 2

Rental = OROD00290  HOPOOL  Hope Works (Phy)Ltd Invocedorder  Shortyield of 4500 88,00 28
- OR0000289  HOPOO1  Hope Works (Pty) Ltd Invoiced order  Short yield of 4500 828.00 24
flote ORO000283  HOPOO1  Hope Works (Pty) Ltd Invocedorder  Short yield of 4500 8800 28
OR0000280  HOPOO1 Hope Works (Pty) Ltd Invoiced order Short yield of 4500 828.00 ZA
ORO000277  HOPOO1  Hope Works (Pty) Ltd Invocedorder test 62100 28
Contactinfo  CustomerInfo  BiingInfo | RentalInfo | Aggregate .
Open Windows + | User : Banca | 28/02/2023 | Version : 2.5.1.4 | Exampie Company
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You will note that the Order No and a number of fields auto populate once

the Order Number has been selected.

@ | fome | Equpment/Locatons  Contact  Fnance /MR Inventory  Mantenance /Projects  Manufactring  Procement  Saes  Sewvice  Reportng  Uties

i |
o (@
x [x

H &)

wve Back | Savelayout Workspaces

®

,,,,,, IInfo x
PartCode  Description SeriaiNo  AsseRegho LocationDesc Location st
Order No (OR0000300 5 0

pauijeq s

v o 0 0 0 0
» BP0 PN SprintColowr .. 20207498  AREGI00SS Room 105 Plot
Contract Value 375 & B SP2020  SP2020SprintColour .. 20209872 AREGO00067 Room 609 Plo

Period Type - PN SPSprintCoour .. 20206278 AREGOD00SS Room 541 Plot
SP220  SP2020SprintCoour .. 20205020 AREGOD0O70 Room 136 Plot

Order Value 14375

Rent Period
Bl SP2020  SP2020SprintColour .. 200-1144  AREGO00O71 Room 852 Plot

SP2020  SP2020 Sprint Colour ..  2020-2698  AREG000072 Room 147 Plot
Interest Rate 852 B SP2020  SP2020SprintColour .. 20208652  AREG000073 Room 145 Plo
Int. Variance o= Bl SP2020  SP2020 SprintColour .. 20200056 AREGO00074 Room 325 Plot

| - I [
Computed Rental 47522566 —

Rental Factor 03 [@

Interest Method Varisble

Computed Rental 2 0
Applied Rental |14476.822916666¢ &
Note

ContractInfo ~ Customerinfo  BiingInfo | RentalInfo | Aggregate

User : Bianca | 28/02/2023 | Version : 2.5.1.4 | Example Company

* Order Value: Upon selection of the Sales Order Number, this

value will populate with the total from the Sales Order (including

VAT). This field is read only and cannot be changed.

* Contract Value: Upon selection of the Sales Order Number, this

value will populate with the total from the Sales Order (including
VAT). You can amend this value if the Contract Value differs due

to additional costs not logged on the originating Sales Order.

* Period Type: Use the drop down list to select the rental period

type. This field correlates to Rent Period. For example, you might
set this field to Months where you are noting the number of

months for the rental period, e.g. 60 months.

* Rent Period: Type in or use the spin edit to set the number

related to the Period Type above, e.g. 60 months.

* |Interest Period: Use the drop down list to select whether the

Interest Period is Fixed or Variable.
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* Interest Rate: Upon selection of the Sales Order Number, this

value will populate with the rate as configured in Interest Rates.

This can be changed by typing into the field or using the spin edit.
* Interest Variance: This variance relates to Variable interest
method. Type in or use the spin edit to set this value, if required.
* Computed Rental: Upon selection of the Sales Order Number,
this value will populate with the total from the Sales Order (includ-
ing VAT). This field is read only and will only change upon cal-

culation of the rental as noted further down.
At this point, you can calculate the Applied rental.

* Click on the Recalculate Rentals button.
* The Computed Rental and Applied Rental values will repopulate

according to the details provided.

& - i : 2 — & )ix
s Home Equipment / Locations Contract Finance /HR. Inventory Maintenance / Projects. Manufacturing Procurement Sales. Service Reporting Utiities. - & X
B
2O ®

Save Back | Savelayout Workspaces

P

3 | Rental Info 2 x

> £
PartCode  Desaripton SerdNo  AssetRegho  LocationDesc _ Location she| ¥

0 0 0 0
» BP0 P00 SprintColow .. 20207498 AREGI0006S Room 105 Plo
Contract Value 19375 % Bl SP2020  SP2020SprintColour .. 20209872 AREGOD00S7 Room 609 Plo
Period Type |Months - P22 SP2020SprintCoour .. 20206278 AREGO0006S Room 541 Plo

Order No OR0000300 »

i
g

~ .

Order Value 14375

@ sP2020 SP2020 Sprint Colour 2020-5020 'AREG000070 Room 136 Plot
B sP2020 'SP2020 Sprint Colour 2020-1144 'AREG000071 Room 852 Plot
SP2020 'SP2020 Sprint Colour 2020-2698 'AREG000072 Room 147 Plot
Interest Rate 85 = P22 SP2020SprintCoour .. 20208652  AREGO00073 Room 145 Plot
Int. Variance 0= 2020 SP2020 Sprint Colowr . 2020:0055  AREGO00074 Room 325 Pl
el . I
Computrs Restal [FATEIEE | | I I
cenaractor o [@-®

Computed Rental 2 ]

RentPeriod | 60 &
Interest Method Fived

Applied Rental |294.9251378263%: &
Note

Contractinfo  Customerinfo  BiingInfo | RentalInfo | Aggregate

Open Windows User :Bianca | 28/02/2023 | Verson: 2.5.1.4 | Example Company

* Rental Factor: If you will be applying a rental factor, type in or
use the spin edit to set the value.

e Click on the Recalculate Rentals button.
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* The Applied Rental value will repopulate according to the details

) rovided
s - =raEs
@ | fome | Equpment/Locatons  Contact  Fnance /MR Inventory  Mantenance /Projects  Manufactring  Procement  Saes  Sewvice  Reportng  Uties - & x
i
=]
Save  Back Save Layout Workspaces
Py 4 @
o [inks Rental Info * x 5
@[ Enter text to sear P
g PartCode  Desaription SeriaNo  AssetRegho  LocationDesc  Location she|8
S| Functions Orderito (CROOS0 2 e 0 0 0 E 0 g
H Order Value 14375 » SP2020 SP2020 Sprint Colour 2020-7498  AREGO00065 Room 105 Plot
B Contract Value 14375 5 [ SP020  SP2020SprintColour ... 20209872  AREGO00067 Room 609 Plot
Period Type Months B PN PN SprntColow .. 2206278 AREGU0006S Room 541 Plot
- SP2020  SP2020SprintColour .. 2020-5020  AREGO0007D Room 136 Plot
RentPeriod | 60 I
& sP2020 SP2020 Sprint Colour 2020-1144  AREG000071 Room 852 Plot
Taterest Method (Fed SP2020  SP2020SprintColour .. 2020-2698  AREGO000T2 Room 147 Plot
Interest Rate 85 = B SP020  SP2020SprintColour .. 20208652  AREGO00073 Room 145 Plot
Int. Variance 03 B SN0 220 SpintCoour .. 2020005 AREGO00074 Room 325 Pl
e . L
Compsted Reata) (PR | | |
Rental Factor 0.02153194 3
Computed Rental 2 309.5216375
Applied Rental 3095216375 =
MNote [Factor 1(60m 8.5%, flat rate, 20 percent residual|
Contractinfo  Customer Info  BlingInfo | Rentalnfo | Aggregate -
Open Windows + | User :Bianca | 28/02/2023 | Version: 2.5.1.4 | Example Company

* Note: Type in any notes you have regarding this rental cal-
culation.
* You can now update the rental fee on the relevant item(s) on the

contract.

AGGREGATE BILLING PANEL

This is used when creating an Aggregate contract or Prepaid / Life Based con-

tract.

* Note that the Aggregate tab is currently docked on the left side
of the screen.

* Select the Aggregate Billing check box.

* The Aggregate tab will move to the bottom of the screen.
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LIFE BASED BILLING PANEL

This is used when creating a Prepaid / Life Based contract.

» Before you select the Contract Type, you will note that the Life
Based Billing tab is currently docked on the left side of the
screen.

* In the Contract Type field, Prepaid Contract must be selected
from the drop-down menu.

* After selecting the Prepaid Contract option, the Life Based
Billing tab will move to the bottom of the screen.

CONTRACT ITEMS FRAME

* Right click anywhere in the row of the Contract Items frame.

$® - Maintenance for Contract No. : C00000041 - Status : A - BPO: Version 2.5.1.4 - Example Company L — (& (x|

@ | tome | Equpment/Locatons  Conact  Finance/HR  Iventory  Mantenance [Projects  Manufactrng  Proement  Sales  Servie  Reportng  Utites - & x

p

M &)

Save  Back Save Layout Wndxs.aaczs

Py 4 Format . o
§ Links. 2 || Contract Info ”§
i ks Jp— PartCode | Descripton SeaNo  AssetRegNo  LocationDesc | Location ShippngAddress COSAccoun... | SAHows | Tasks |
% Functions QL 0 o 0 o o o o ‘i
g Contract Type Cost Per Copy iv)* SP2020  SP2020 Sprint Colour .. 2020-103050 AREG000046 Reception 25 Lonestar Road, Ranchvile, .. 2100 24.00
H Contract Class - |
s =
z StartDate o5 <)

I EndDate (0507221~
Period 60 3 *
Hold History Period Type Months
Department |Soes Department
Contract Manager [Banca Du Tot
Salesman Bianca Du Toit
Aggregate Billing ||

Hide Fee Detail []

Contactinfo | CustomerInfo  BlingInfo  Rental Info

Open Windows + User :Banca | 3101/2023 | Verson: 2.5.1.4 | Example Company

* A Process menu will pop up.

* From this menu, you can:
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¢ Add a new machine item

¢ Add a new location item

¢ Delete a contract item

EndDate [05/07/2021
Period R

Period Type |Months

~

Department |Sales Department
Contract Manager [Bianca Du Tott
Salesman |Bancs Du Tot
Aggregate Billing [ |
Hide Fee Detail [ ]

ContractInfo | Customerinfo  BilingInfo  Rental Info

5, Machine
& add New Machine Item

| Location
‘Add New Location Item

Delete
© eete ttem

4/.

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

$ - Maintenance for Contract Ho. : 00000041 - Status : A - BPO: Version 2.5.1.4 - Example Company L=l Jlx
@ | tome | Equpment/Locstons  Conact  Fnance/HR  Inventory  Maintenance /Projects  Manufactrng  Proayement  Soes  Sevice  Reportng  Utities - & x
i
Mo
-
Save  Back Save Layout Workspaces
Process ) &
z| Links 2 || Contract Info * g
3 = PartCode  Desaription Seralo  AsseRegNo  LocationDesc  Location Shippngaddress CosAccoun... Slatouws  T|§
5| functions Comtract o [CO0000041 v 0 0 0 o 0 e 0 = EH
< Contract Type Cost Per Copy " B SP2020  5P2020 Sprint Colour ... 2020-103050 AREG000046 Reception 25 Lonestar Road, Ranchvile, ... 2100 2400
g Contract Class »
g Contract Category
H Start Date [o507/018 +

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.
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$ - Maintenance for Contract No.: 00000041 - Status : A - BPO: Version 2.5.1.4 - Example Company
\g Home | Equpment/locatons  Conbact  Fnance /MR Inventory  Maintenance /Projects  Manufoctuing  Proarement  Sdes  Sendie  Reportng  Utites

e x
HO & &8
=
Save  Back Savelayout Workspaces
Pt o
§"lmk, 3 |[ Contract Info a E
8l B £
g PartCode Description SerialNo AssetRegNo  LocationDesc  Location ShippingAddress COSAccoun... SLAHours Tri) g
| Contract No |CO0000041 v o0 o o o 0 0 e e = B
g Contract Type  [Cost Per Copy B 020  5P2020 Sprint Colour .. 2020-103050 AREGO00046 Reception 25 Lonestar Road, Ranchile, ... 2100 24.00
g Contract Class
; Contract Category hd e
Z StartDate osi7miE - & Ko vocine tem
End Date 05/07/2021 v » Location
remd 5 Ao catontem
Delete
Period Type | Months - © Ddieten

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

ContractInfo | Customerinfo  BilngInfo  Rental Info

— e —TT—T—
* 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.
* Click on Ok.
o ey P ol o s S e =
ne R ®
o e —
5 oy = e e
EEL L Jee R
et o e e
| contractinfo [ Customerinfo  BlingInfo  RentalInfo ’

* The following columns will auto populate according to your item
selection:
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Add a New Contract

* Part Code
* Description

Category Description

Serial No

Model No if configured on the asset's part code

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.

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

Contactinfo | CustomerInfo  BiingInfo  Rental Info

® - Maintenance for Contract No. : CO0000041 - Status : A - BPO: Version 2.5.1.4 - Example Company [ (& Jx]
@ | fome | Equpment/Locatons  Contact  Fnance /HR  Inventory  Mantenance /Projects  Manufactring  Proement  Saes  Service  Reportng  Uties - & x
>
Ho =®
=
Save  Back Savelayout Workspaces
P / Fomat a
RS # | Contract tnfo §
Enter text to sear »
§ PartCode  Description CategoryDe... ModelNo SeriaiNo. AssetRegNo  LocationDesc _ Location ShippingAddress «g
H . Contract o £
Functions on C00000041 v o0 0 s 0 0 o 0 0 0 a3
; Contract Type  Cost Per Copy SP2020 SP2020 Sprint Colour Hardware SP2020 2020-103050 AREGO00046 Reception 25 Lonestar Road, Ranchville, 21
g Contract Class » B SP19-12... |5P19-12 Colour Copier :
H Contract Category L
z Start Date [0507/2016  +
EndDate 05072021~
Period 60 2 *
Hod story

Open Windows

User :Banca | 31/01/2023 | Verson: 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.
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Maintenance for Contract No.: 00000041 - Status : A - BPO: Version 2.5.1.4 - Example Company

- Machine
9 Add New Machine Item

End Date [05/07/2021  ~ | Location .
reod |8 2 dd New Location Item

Delet:
Period Type |Months © picteien

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

ContractInfo | Customerinfo  BilngInfo  Rental Info

® - (=
‘ 5 Home \ Equipment / Locations Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities. - & x
HOo = BB
==
Save  Back Save Layout Workspaces
Process Format S
2| Links 2 || Contract Info » 5
Hss o g
B PartCode Description SerialNo AssetRegNo  LocationDesc  Location ShippingAddress COSAccoun... SLAHours Tri) g
% Functions Coatract o |0000000SE S £ 0 o [ [ o 0 - EEl
g Contract Type  [Cost Per Copy v Bl SP2020  SP2020 Sprint Colour .. 2020-103050 AREGO00046 Reception 25 Lonestar Road, Ranchvile, .. 2100 24.00
g Contract Class
g Contract Category.
H StartDate [05/07/2016  ~

* The Select a new item pop up screen will appear, listing all cus-
tomer locations.
* Select the row of the item that you wish to link to this contract.
* Click on Ok.
[ g T oo e Sy i o ey R

HO ®
Save  Back Save Layout Workspaces

Format

Fil

2 |[ contract nfo 2
»

Tireamawen] | ©

COSAccoun... | SLAHours rj

f
=
H(E
M PartCode  Desarption SeiaNo  AssetRego  LocationDesc  Location ShippingAddress
L] Contract o [ v o e 0 0 0 o 0 o =
E Contract Type |Cost Per Copy B 1912 SP19-12Colour Copler  SP19-12185. Recepton 658 Dime Road, South Ridng, ... 2101 800
H Contract Class - 1 000
= Contract Category
H StartDate '1305/2014  ~ 8 Select an item location (=J(=)(x]
End Date |13/06/2015 Home |
g B 00 R
Period Type | Months O+ o | s | sovetavot
Department |Sales Department o
Contract Manager |Carolna Suzzetta Lourens vande .~ *
Sallesman Belnda Sharman
- FunciocDesaiption Category | Class Type WOAttachm . GenTasks  WONotifca
e B
Aopregate iliag v e o 0 0 o 0 0
e ree etai L1 @[] Green sopprg cenve oemme  ome ox o = e
South Ridng Centre DEDEDE  DEDE e o Yes Yes
South Riding Centre - First Floor LB DEDEDE  DEDE 3 o Yes Yes
South Riding Centre - st Foor M8 DEDEDE DEDE 3 o Yes Yes
T —
| contractinfo [ CustomerInfo  BingInfo  RentalInfo

Open Windows

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

* The following columns will auto populate according to your item

selection:
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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.

® - ' <A - BPO: Version 2.5.1.4 - Example Company aalE Lo
@ | tome | Equpment/Locatons  Contract  Face/HR  Inventory  Mantenance /Projects  Manufactring  Proement  Saiks  Service  Reportng  Utities - & x
HO ®

Save Back | Savelayout Workspaces

Links 3 |[ contract Info 2

Contract No |C00000016

Fupamn] |

PartCode | Description SeridNo  AssetRego  LocationDesc Location ShipingAddress COSAccoun... SL|
v o0 0 0 0 0 s 0 0 4
B 1912 SP19-12Colowr Copler  SP19-12185 Recepton 658 Dime Road, South Riding, ... 2101

New Green Shopping Centre.

Contract Type |Cost Per Copy
Contract Class

- @
Contract Category - - I

StartDate |1306/2014 =

Ul pasea ayn || aeba.0y |

EndDate (13062018~
Period N
Period Type |Months
Department |Sales Department
Contract Manager | Carolna Suzzetta Lourens vande.. + *
Salesman Beinda Sharman
Aggregate Biling
Hide Fee Detail []

Contractinfo | Customerinfo  BlingInfo  Rental Info

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

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

‘ v Maintenance for Contract No. : CO0000041 - Status : A - BPO: Version 2.5.1.4 - Example Company - & | x
@ | tome | Equpment/Locstons  Conact  Finance/HR  Inventory  Mantenance [Projects  Manufactring  Proaxement  Sdes  Service  Reportng  Utites _ & x
i ==

y 5
© =

Save Back | Savelayout Workspaces

®

2
»

2062.00y

PartCode Description CategoryDe... ModelNo SerialNo. AssetRegho  LocationDesc  Location ‘ShippingAddress
Functions Costract to |C00000A1 v 0 0 0 0 0 0 0 0 0

Contract Type  Cost Per Copy -* SP2020  SP2020SprintColour .. Hardware  SP2020 2020-103050 AREG000046 Reception 25 Lonestar Road, Ranchville, ... 21
Notes Contract Class - » B P19-12. [SP19-12 Colowr Coper | Hardware  SPIS-12  19-123456
Contract Category - « N N I I N —

StartDate 0507/2016  ~
EndDate (05072021~
period CIEN

Hold History Period Type Months

a8
paujaq s

Buijig poses 2y

Department |Sales Department

Contract Manager |Bianca Du Toit

Suspend History Salesman Banca Du Tott
Aggregate Billng

Hide Fee Detail

Processing

CreditNotes.

Contractinfo | Customerinfo  BlingInfo  Rental Info

Open Windows User :Banca | 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
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this item.
e Click on Ok.

$ - npany —&lix
@ | fome | Equpment/Locatons  Contact  Fnance /MR Inventory  Mantenance /Projects  Manufactring  Proement  Saes  Sewvice  Reportng  Utities - & x
==
840
=]

Save Back | Savelayout Workspaces

Maintenance for Contract No. : CO0000041 - Status : A - 570: Version 2.5.1.4 - Example Com

Process Format

a

2] [unks # |[Contract 1nfo » §

% = AssetRego _ LocatonDesc _ Location ShippingAdcress COSAccoun...|SLAHows | TraveRadus | Travelhar.. Ista  Stats | @
Contract o [C00000041 B - - o - . . ~ o i

< Contract Type |Costper Copy AREGO00046 Recepton 25 Lonester Road, Randhvile, 2100 2400 0 o0 O A

H Contract Class - 2 000 ) 0.00 A

s Contract Category 2 - | LI

3| StartDate [0507/2015  ~

8 Select a shipping address. (=J(aJCx
EndDate (05072021~ »
ome |
Period CIE E
Period Type |Months - e @

ok | Back | savelayout
Department |Sales Department

Contract Manager |Bianca Du Toit - P L ‘

Salesman |Bianca Du Toit

Aggregate Billing || AddressType AddressLinel AddressLine2 AddressLine3 AddressLine4 AddressLineS PostCode Country LocationSwi... LocationFax.
Hide Fee Detail [ v o 3 0 oo s o oo 0 o 0
Lo [ 25 Lonestar... Ranchvile 12345 usa 123455 7890 123456 n71
@ || =

| contractinfo [ Customerinfo  BlingInfo  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.
e 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).
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Ho =

@ | vome | Equpment/Locations

Save Back | Savelayout Workspaces

Maintenance for Contract No. : CO0000041 - Status : A - BPO: Version 2.5.1.4 - Example Company
Conbract  Finance /HR  Inventory  Maintenance /Projects  Manufactiring  Procwement  Sales  Service  Reporting  Utitis

— (& Jx
- & x

o

Contract Info

Contract o [C00000041

Contract Type |Cost per Copy

Contract Class

Contract Category

Start Date 0507/2016  ~

EndDate [0507/2021  ~
period EIE

v e o

g | |

AssetRegNo  LocationDesc | Location

0
Reception

Shppngaddress COSAccon.. | SUaowrs | TraveRodus | Travelchar.. IsExba  Stats | €
o e - - - 0 i

A

25 Lonestar Road, Ranchile, .. 2100 2400 0.00

0
25 Lonestar Road, Ranchvile, .. {2100 0.00 0 0.00

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

Period Type | Months
Department |Sales Department
Contract Manager Bianca Du Toit

Salesman |Bianca Du Toit

Aggregate Billing ||
Hide Fee Detail

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

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

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-
tionality.
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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
Ho
save Back | Savelayout Workspaces

e a
2| [inks 3 | [ Contract Info =

Enter te; » 2
§ AsseRego  LocationDesc  Location ShippingAdress COSAccoun... | SLaHows | TraveRadus | TravelChar... | IsExtra saus (g
7 Contract No |C00000041 A o o o o . - - B o i
< Contract Type |Cost Per Copy AREG000046 Reception 25 Lonestar Road, Ranchvile, .. 2100 2400 o o0 O A
g Contract Class - » 25 Lonestar Road, Ranchill, ... 2100 24.00) o 000 A
s Contract Category - g | | = I
H Startate o507/~

EndDate [0507/2021  ~

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  BiingInfo  Rental Info

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

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
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close the call until the travel charges incurred are

$® - Maintenance for Contract No. : CO0000041 - Status : A - BPO: Version 2.5.1.4 - Example Company = (2 [ x|
@ | fome | Equpment/Locatons  Contact  Fnance /MR Inventory  Mantenance /Projects  Manufactring  Procement  Saes  Sewvice  Reportng  Uties - & x
H ®]
Save Bak | Savelayout Workspaces
P a
2| [inks # | Contract Info x
8| |enter te L
g AssetRegNo  LocationDesc | Location ShippingAddress COSAccoun... |SLAHours | TravelRadus | TravelChar... | IsExtra Status g
5 Contract o 2
Functions on 00000041 v E e o e - - - n 0 2
g Contract Type |Cost Per Copy ~]* REG000046 Receptior 25 Lonestar Road, Ranchile, .. 2100 2400 0 0.00 A
! Contract Class - » 25 Lonestar Road, Ranchvile, .. 2100 2400 75 a1 A
H Contract Category - g | | C
H Startate 05072015+
End Date (05072021~

period | 60 3"
Period Type Months
Department |Sales Department
Contract Manager [6anca 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

* 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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Add a New Contract

e - <A - BPO: Version 25.14 - Ex

— & )ix
@ | tome | Eaupment/locatons  Contract  Frence /MR Inventory  Mantenance [Projects  Manufoctsring  Proarement  Saks  Servie  Reportng  Utites - &
N
HO ®|
save Back | Savelayout Workspaces
s a
Links # | Contract Info 2 5
= PartCode | Descrption SeriaNo  AssetRegNo  LocatonDesc Location ShepngAddress cosaccoun.. St §
Contract No |C00000016 s 0 o o 0 0 0 0 i
Contract Type |Cost Per Copy

Buijjig paseg 3jr || 21062100y

StartDate |108/2014  + v 0 - 0 e e - - - -

EndDate 13062015~ » Evergreen 0.000 1202 13/06/2014  13/06/2019 60 Months Mont
Inhouse Re. 0.000 1201 13/06/2014  13/06/2019 60 Months Mont

Loan 0.000 1200 13/06/2014  13/06/2019 60 Months Mont

Functions
. (Blesi ot _osins Recaoin 650 Rod, e g, 201
Contrace class - 7 | Tanress | temveims | teminioios | remcons |
Contract Category - .4 STWaked  feeType  FesTypebesc ChargeAmo | AccouniCode |COSAccoun.. | InvoceDesaption  StorDate  EndDate  Period PeriodType | Bilng

period EIE

Period Type | Months

sugrzcong

oooooooo

Insurance 0.000 1203 13/06/2014  13/06/2019 60 Months Mont
Department |Sales Department Bank Rental 0.000 1204 130062014 13/06/2019 60 Months won{
Contract Manager |Caroina Suzzetta Lourens vande.. < |* StandardR. 0.000 1202 13/06/2014  13/06/2019 60 Months Mont
service 0.000 1101 13/06/2014  13/06/2019 60 Months Mont
Salesman Beinda Sharman

= Renew Fee 0.000 1101 13/06/2014  13/06/2019 60 Months Mon{

Aggregate Billing

0.00
Hide Fee Detail
2] New Green Shopping Centre
« | I —

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

| User:Bianca | 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

Item Meters: meter usage charges

Item Inclusions: non billable items that are included in

the contract

Item Contacts: the contact person - per machine.

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.
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TECHMNOLOGSTES

Add

a New Contract

Add Item Fee

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

be charged on the contract item.

& -
| @ | rome | Eqvpment/Locatons
Ho =

Save Back | Savelayout Workspaces

3 # | Contract 1nfo

2 >

B Contract No

L. on 00000016,

= Contract Type | CostPer Copy

g Contract Class

g Contract Category

5 StartDate |13/06/2014  ~

EndDate 13062015~
Period 60 3"
Period Type Months
Department |Sales Department
Suspend History Salesman |einda Sharman
Aggregate illng (]
Hide Fee Detail (]

CreditNotes.

| —_—_—
Contractinfo | Customerinfo  BilingInfo  RentalInfo

I IFN

Contract Manager |Carolna Suzzetta Lourens vande... ~ *

N — @ )ix
Conract  Finance /MR Inventory  Mantenance [Projects  Manufsctuing  Proarement  Sdles  Sendce  Reportng  Utites - & x
a
‘ £
PartCode  Desaripton Serialo  AssetRego _ LocationDesc  Location ShippingAddress COSAccoun... SlAows | Tre|§
v e 0 o o 0 o 0 o - z
» EI SP19-12.. SP19-12 Colour Copler _ SPIS-12185 Recepton 658 Dime Road, South Ridng, ... 2101 8.00
@ remFees ] ttem meters [ tem tnchusions | ttem contacts
S Warked | FeeType  FeeTypeDesc ChargeAmo.. |AccountCode |COSAccoun.. InvokeDescrpton  StartDate  EndDate  Period PeriodType | iling
v B o - 0 o o - - - - -
] E Evergreen 0.000 1202 202 13/06/2014  13/06/2019 60 Months Mon{
1 1 Inhouse Re. 0,000 1201 201 13/06/2014  13/06/2019 60 Months Mon{
O it Loan 0.000 1200 2200 13/06/2014  13/06/2019 60 Months Mon{
e___%»@ N Insurance 0.000 1203 203 13062014 13/06/2019 0 Monts  Mont
1 R BankRental 0.000 1204 204 13/06/2014  13/06/2019 60 Months Mont
] REN StandardR. 0.000 1202 202 13/06/2014  13/06/2019 60 Months Mon{
o s Service 0.000 1101 2101 13/06/2014  13/06/2019 60 Months  Monf
O w Renew Fee 0.000 1101 2101 13/06/2014  13/06/2019 60 Months Mon{
0.00
« I N N
| User:Banca | 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.
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Add a New Contract

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

invoice.

$ - :

! Home | Equpment/Locaons  Contract  Finance /HR  Inventory  Mantenance /Projects  Manufactring  Procwrement  Sales  Service  Reportng  Utities
p

HO =

Save Back | Savelayout Workspaces

Format

P . a
Z|| uinks 2 |[ contract mfo 2
e f
2 PartCode  Description SeriaNo  AssefRego  LocatonDesc Location ShippingAddress COSAccoun... SLAHors | T|§
% Functions Contract Mo | v e o o o e o e 0 - H
B Contract Type |Cost Per Copy » [ 1912 | SP19-12 Colour Coper _ SP19-12185 Recepton 658 Dime Road, South Ridng, ... 2101 800
§ Contract Class TtemFees | Item Meters | Item Indusions | Item Contacts
L Contract Category - | Marked FesType | FeeTypeDesc | ChargeAmo... | AccountCode | COSAcoun... InvoiceDesaripton StartDate  |EndDate | period PeriodType
H StartDate 06014 < O L L3 L3 o 0
EndDate (3062015~ G Evergreen 0.000 1202 202 13/06/2014  13/06/2019 60 Months
perd 55 ] 1 Inhouse Re. 0.000 1201 201 13/06/2014  13/06/2019 60 Months
= =]
s o Loan 0.000 1200 200 13/06/2014  13/06/2019 60 Months
Period Type | Months » ¥ N Insurance 450.000 1203 2203 Monthly Insurance Fee 13/06/2014  13/06/2019 60 Months
Department |Sales Department O Rr Bank Rental 0.000 1204 2204 13062014 13/06/2019 60 Months
Contract Manager |Carolna Suzzetta Lourens vande.. <] 1 ReN Standard R 0.000 1202 202 13062014 13/06/2019 60 Months
<l o [Beinda 5 1 s Service 0.000 1201 2101 13/06/2014  13/06/2019 60 Months
O w Renew Fee 0.000 1101 2101 13/06/2014  13/06/2019 60 Months
Aggregate Billing || —
Hide Fee Detail (] -

« | I O N —

| _—
Contractinfo | Customerinfo  BlingInfo  Rental Info

Open Windows | User:Bianca | 04/02/2023 | 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.
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Add a New Contract

¢ 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.

* 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.

@ | Hone | Eqioment /Locatons

HO ®

Save Back | Savelayout

Proce:

Buijjig paseg 3jr) || 6260y |

— (& (x
Contiact  France /MR Inventory _ Mantenance [Projects _ Manufoctsng _ Proasement  Soks  Senve  Reportng  Utites - & x
=]
Workspaces
. &
Contract Info a §
PartCode | Desapton Seriho  AssefRegNo  LocationDesc  Location shopngAddress Cosaccoun... SlaHows | TH|€
Contract o H
co0000016 B s 0 - s o o 0 = i
Contract Type |Cost Per Copy » [ 1512 | SP19-12 Colour Copler _ SP19-12185 Recepton 658 Dime Road, South Ridng, ,... 2101 8.00
Contract Class TtemFees | Item Meters | ftem Indsions | Item Contacts
Contract Category  Desc | ChargeAmo... | AccountCode | COSACcoun...| InvolceDesarpton Srate  EndDate | Period PericType  BlingCyde | Blingperiod | Escalatil
StartDote [ogm1s - D o a [ - - - - - - -
SndDete [Sems v n 0000 1202 202 13062014 1306/2019 60 Months  Month 4
R Re 0000 1201 201 13062014 13/06/2019 60 Months  Month 4
=
= 0000 1200 200 13/06/2014 _ 13/06/2019 60 Months ___ Month 4
Period Type |Months re 450.000 1203 2203 Monthly InsuranceFee | 1306/2014_ 13/06/2019 60 Months ___ Month |
Department |Sales Department el 0.000 1204 204 /062014 1306/2019 & Months  Month 3
Contract Momager [Cordrn Szt lorem vande < |* T3 0000 1202 202 13/06/2014  1306/2019 6 Months  Month 4
e 0000 1101 201 13062014 13/06/2019 6 Months  Month 4
Salesman Beinda Sharmen
= e 0000 1101 2101 13062014 13/06/2019 0 Months  Month 4+
Aggregate Billng [
. 450.00
Hide Fee Detail (]

« | I R N —

| —_—
ContractInfo | Customerinfo  BlingInfo  Rental Info

Open Windows

| User:Bianca | 04/02/2023 | 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
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TECHMNOLOGSTES

Add a New Contract

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

select an alternative escalation amount if required.

@ | tome | Coupment/locatons  Contract  Fnance /R Inventory  Mantenance [Projects  Manufachring  Proarement  Sses  Servie  Reportng  Utites

1"
rn\"
)(‘X

Ho =

Save Back | Savelayout Workspaces

Process . Format &
2] Links 2 || contract Inf z 2
E— i
H PartCode | Desapton SeriaNo  AsselRegho  LocationDesc  Location ShopngAddress COSAccaun... SUhvowrs | T E
= Functions Contract No [CO0000016 e O o o o o o o S i
z Contrct Type Gt G oy Eoen B == e a8 201 m
H Contractcloss TiFees | tiometes | tm nkstrs | i conos
£ Contract Category <  lingPeriod | Escalationp.. | Escalaton... | Escalaton.. | CustomerC... | CustomerN...| SuppllerCode | Supplertame | nanceAmo.. SuppressOn..| Comment | Orderio
H Start Date [T0eH <] . o o o o 8 o o
N 4 5 Percentage 5000 0.000
4 § percent s.000 0.000
Period C =2 -
s 5 percentage 5.000 o O
Period Type [Months -] , 4 5 Percentage 5000 0.000
Department [Saes Department Bk s S Parcentage 5000 o0 [
Contract Manager Carolna Suzzetta Lourens vande.. ~ * 4 5|petcenteoe] 5000 0.000)
S s P 5000 0.000
Salesman Belnda Sharman Be S =
s s Percentage 5.000 oo O
Aggregate Billng [
Hide Fee Detail [ ]

| contractinfo [ CustomerInfo  BingInfo  RentalInfo

« | I N —

 EEEEEEEE

Open Windows v

| 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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TECHNOLOGTES Add a NeW ContraCt

® = 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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Add a New Contract

* 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

L[
m\"
X‘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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Add a New Contract

® = : (=& )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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* 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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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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Add a New Contract

* 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

® - =)&) x
gm\w/mmm/mmm/mmmxmmmmu - & x
'
Ho =
=]
Save Back | Savelayout Workspaces
Process mat a
Link 3 |[ contract 1nfo §
»
| Partcode  Descrpton Serido | AssetRegho  LocationDesc  Location ShippingAdress COSAccoun... SLAHours | TraveRadk| 8
Functions. Contract o |C00000016 v e s s 0 s e 0 e z

| Buijig paseg 3y | 3e62.00y |

Contract Type | Cost Per Copy
Contract Class
Contract Category
StartDate [13/06/2014  ~
EndDate 13062015 ~

period I
Period Type |Months

Department Sales Department N

Contract Manager |Carolna Suzzetta Lourens vande... v *

Salesman [Belnda Sharman
Aggregate Billing ]
Hide Fee Detail [ ]

.

| contactinfo [ Cistomerinfo  Bnginfo  Rentainfo |

T | ETsn esckcme s,

Reception
T ltemFess | temietss | temindisons | tem Contocs

o Varked FeeType  FeeTypeDesc ChargeAmo... AccountCode COSAccoun.
W @ 0 L3 = L3 s

O |e Evergreen 0.000 1202 2202

o | Inhouse Re. 0.000 1201 201

(w8 Loan 0.000 1200 2200

M Insurance 450.000 1203 2203

o r Bank Rental 0.000 1204 2204

O |ren StandardR... 0.000 1202 202

¥ s Service 750.000 1101 2101

0 |w Renew Fee 0.000 1101 2101

InvokeDescripton
e

Monthly Insurance F.

Monthly Service Fee

658 Dime Road, South Riding, ,

StartDate

13/06/2014
13/06/2014
13/06/2014
13/06/2019
13/06/2014
13/06/2014
13/06/2019
13/06/2014

EndDate

13/06/2019
13/06/2019
13/06/2018
13/06/2024
13/06/2019
13/06/2018
13/06/2024
13/06/2019

60 Months

- | N N R

Open Windows

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

Item Meters

Meters charges can only be configured on Machine Items (assets).

The meter types available for selection are dependant on the meters con-

figured for the selected contract type, and where the relevant meters are

linked to the selected asset.

Helpful Hint:

To avoid linking meter definitions to items every time you want to add items

on a contract, link meters to the part codes of the items. This way, when new

items are received / adjusted into stores, they will already have meters linked

to them. This will not apply to items that are already in stores prior to this

step.
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TECHMNOLOGSTES

Add a New Contract

e Click on the Item Meters tab.
¢ Marked: Click on the check box in front of the name of the Meter

to be billed on this contract.

1"
o [
x [x

Mantenance /Projects  Manufactiring  Procwement  Sales  Service  Reportng  Utities

® -
g Home: ‘Equipment / Locations.
Ho =

=]
Save Back | Savelayout

Conract  Finance /MR Inventory

Wiorkspaces.

Contract Info 2

PartCode  Descripton
Contract o |C00000016 v o
Contract Type |Cost Per Copy -
Contract Class B

Bl &

Contract Category

Buljjig paseq 3y || 36260y |

StartDate [13/06/2014  ~
EndDate 13062015 ~
Period

EEN

* |» B P12, P13-12Cokour Copler  SP13-12185.
e[ s | e
Marked MeterCode  StartReadng ReadngDate MnBling  MnQuantty | AccountCode | COSAccoun.. | EscalationP.. | EscalatonT... | EscalationA.. | CustomerCode  Cud
) L3 = =
e_.x.lj—>m" | Mono

[0 colour

Seriglo  AssetRegho  LocationDesc | Location

0.000 01/01/1900
0.000 01/01/1900

0.000
0.000

Reception

ShippingAddress
0

0 s
0 1101 2101
0 1101 2101

658 Dime Road, South Riding, ,

COSAccoun... SLAHours
s
2101

- s
5.000
5.000

5 Percentage
5 Percentage

8.00

poupa s | | ¥

mm“

Period Type |Months

* " | - N Y A —

Department Sales Department
Contract Manager |Carolna Suzzetta Lourens vande... v *

Salesman Beinda Sharman

Aggregate Billing ]
Hide Fee Detail []

| _—
ContractInfo | CustomerInfo  BilngInfo  Rentallnfo |

Open Windows

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

Meter Header and Minimum Billing Details

» Start Reading: Type in the start reading of the meter. This will be
the reading taken from the contract item at the point of install-
ation

* Reading Date: Click in this text box to display the calendar func-
tion, use this to select the reading date that corresponds to the
Start Reading.

* Min Billing: Type in the minimum billing amount (in Rand value).
° Minimum billing is a fixed charge; charged on copies up
to and including the Minimum Quantity. For example,
a minimum billing fee of R250 for a minimum quantity
of 1000 copies means R250 will be charged for any
number of copies made from the first copy up to and
including 1000.
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Add a New Contract

° If no minimum billing should be applied, leave the
MinBilling and MinQuantity fields as O.

° For a more detailed explanation, read this important
note on Minimum Billing and Meter Charge Setup

* Min Quantity: Type in the minimum quantity (the copies that are
included in the minimum billing amount).

* Account Code: This will auto populate with the Sales GL Account
code set on the meter 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 meter as configured for the contract
type. This code can be changed if required, but ensure a valid gen-

eral ledger code is used.

Ho =

Save Back | Savelayout Workspaces

Pros

@ | tone | Eqipment /Locatons

- BPO: Versi
Conract  Finance /MR Inventory  Maintenance /Projects _ Manufactuing  Proasement  Sales  Service  Reportng  Utitis

|‘i
m‘E
x [x

=]

S

2] [unks # | [ contract info *

| e f

g PartCode  Description serialNo AssetRegNo | LocationDesc | Location ShippingAddress COSAccoun... SLAHours | TraveRady| 8

. Contract o i

Functions 000000035 v ok e e 0 0 e 0 0 = = 3

< Contract Type |Cost Per Copy |y B2 i-12colow Coper P19-12185. Recepton 658 Dime Road, South Riding, ... 2101 8.00

£ Contract Class. Exampl Contract Ciass RtemFees | temMeters | Ttem Incusions | item Contacts

= Contract Category |Example Contract Category a Marked MeterCode  StartReading ReadingDate Mingiing MinQuantity AccountCode COSAccoun... EscalaionP.. EscalatonT.. EscalationA.. CustomerCode Cus

H StartDate ‘13062014~ LA I = = = = 3 0 = - = o 0

EndDate (305215~ | ¥ momo 250.000 01/02/2023 250.000  1000[3] 1101 2101 | 5 ercentage 5.000

[0 colour 0.000 01/01/1900 0.000 0 1101 2101 5 Percentage 5.000
Period 6 3*

Period Type | Months

“" |« I N I

Contract Manager |Carolna Suzzetta Lourens vande... + *

Department Soles Department

Salesman Belinda Sharman
Aggregate Biling ]
Hide Fee Detail [ |

i
| convctinfo [ CustomerInfo g o Rentallnfo |

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

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

Add a New Contract

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

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

select an alternative escalation amount if required.

@ | tome | Equpment/Locatons  Conact  Finance/HR  Iventory  Mantenance [Projects  Manufactrng  Proement  Sales  Servie  Reportng  Utites

5 [2

Lx )
x

Period Type | Months

Salesman Beinda Sharman
Aggregate Billing ]
Hide Fee Detail []

| —_—
ContractInfo | Customerinfo  BilingInfo  Rental Info

Department Sales Department v

Contract Manager |Carolna Suzzetta Lourens vande... + *

g ' ' | |

HO ®|
=]
Save  Back Savelayout Workspaces
Process Format a
é Links 2 || contract Info §
Enter text to sear 5
§ PartCode  Description serialNo AssetRegNo | LocationDesc | Location ShippingAddress. COSAccoun... SLAHours  TraveRadu|§
H . Contract o g
" Functions 00000035 o 0 £ 0 0 0 0 - - H
g Contract Type |Cost Per Copy SP19-12.. | SP19-12 Colour Coper _ SP19-12185 Recepton 658 Dime Road, South Riding, ... 2101 .
H Contract Class |Example Contract Class Item Fees | ItemMeters | Item Incusions | Item Contacts
i Contract Category |Example Contract Category Q. Marked MeterCode  StartReadng ReadngDate MinBilng  MnQuanbty AccountCode COSAccoun.. EscalatonP.. EscalatonT.. EscalationA.. CustomerCode  Cud
H StartDate 13062014~ CIE:S - = = o 0 = = = o ol
EndDate 13062018~ M Mono 250,000 01/02/2023 250.000 10003 1101 2101 5 Percentage 5.000
] colour 0.000 01/01/1900 0.000 0 1101 2101 5 Percentage 5.000
Period 60 3"
Hod History

Open Windows +

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

Billing Customer

e Only populate these 2 fields if another party (a separate billing

customer) is going to pay the Item Fees on behalf of the
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#BillInfo
#BillInfo
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Add a New Contract

customer.
* 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.

$ - i : — & )ix
@ | tome | Equpment/Locatons  Contract  Fnance/HR  Inventory  Mantenance /Projects  Manufactrng  Proarement  Saes  Service  Reportng  Utiies - & x
=]
Ho
Save Back | Savelayout Workspaces
P a
=/ 2 |[ contract 1n fo )
HIE §
2 PartCode  Description SerialNo | AssetRegho | LocationDesc | Location ShippingAddress COSAccoun... SLAHows | TraveRadu) @
L Contract Mo [ v o o 0 0 o 0 T o = = z
g Contract Type |Cost Per Copy "7 | » B P12 | P19-12Coour Coper  sP19-12185 Reception 658 Dime Road, South Ridng, ... 2101 8.00
g Contract Class |Exampe Contract Class - Ttem Fees | Item Meters | Item Incusions | Ttem Contacts
g Contract Category |Exanpie Contract Category - 2 COSACcoun... | EscalationP...  EscalationT... | Escalation...¥ | CustomerCode | Customerame SupplerCode | Supplerhiame |FinanceAmo...|OrderNo | Isactve | Amendd{
H StartDate |1306/2014  ~ L 0 o 0 e e 0
End Date [06705 < » 2101 5 Percentage ) I | 0.000 Yes o1oy/18
2101 5 percenta 5000 0.000 o o1oy/18
per == ! o 0
Ferod Tvpe (onte *" |- I N I N
Department |Sales Department v
Contract Manager |Corolna Suzzetta Lourens vende .~ *
Salesman Beinda Sharman
Aggregate Billing
Hide Fee Detail []
' .
Contactinfo | Customer o BingInfo  RentalInfo |
Open Windows ~ User :Banca | 01/02/2023 | Version :2.5.1.4 | Example Company

* 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

* Click on Ok.
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‘ i it 2A - BPO: Version 2.5.1.4 - Example Company -2 x
@ | tome | Eaupment/locations  Contract  Fance /MR Inventory  Mantenance /Projects  Manufachring  Proarement  Sdes  Servie  Reportig  Utities - & x
HO = &8
Save  Back Save Layout werlu;pums
2| [nks  |[contract nfo a ¢
g S PartCode  Description SerialNo | AssetRegho | LocationDesc  Location ShippingAddress COSAccoun... SLAous | TraveRade§
L] Comtract N [ e o o 0 o o 0 o - - z
g Contract Type | Cost Per Copy ~* | » B sP19-12.. SP19-12 Colour Copler  SP13-12185. Reception 658 Dime Road, South Riding, .. 2101 8.00
§ Contract Class. Exanple Contract Class - [ Ttem Fees | Ttem Meters | Ttem Incusions | ftem Contacts
Contract Category Example Contract Category - 2 COSAccoun... | EscalationP... EscalationT... | EscalationA... |CustomerCode  CustomerName SupplierCode | SupplierName  FinanceAmo... OrderNo. IsActive. AmendDd
2 StartDate | 1306/2014  ~ L3 = = = o0 0 ) e - I o =
—— e N m—— o e s
2101 5 Percentage 5.000 0.000 No 010118
Period &0 3* . .
Period Type | Months ~I* Is
Department  Sales Department -* 85 Select a billing customer L —la ] x|
Contract Manager |Carolina Suzzetta Lourens van de... + * Home |
Salesman  Belinda Sharman v “ @
Aggregate Biling ] /' Ok | Back | saveLayout
Hide Fee Detail | |
o/ Process | Format 2
CustomerCode CustomerType CustomerName Deptiame Currency SiteDesaption’ C
v o o o0 o e L3 =
ABCXYZ123 ™ ABC SHoe Co ZAR Durban
e > AANOD0D1 ACC Head Office ZAR Durban
Dwoom RE Apple Juice Inc ZAR Durban
BEADO1 LEG Bearing and Shoe 28R Durban .
| contactinfo [Customerinfo  BMnginfo  Rentainfo | .
Open Windows + | User:Bianca | 01/02/2023 | Version:2.5.1.4 | Example Company
* 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.
3 3 =2 x|
[ | Home | Equpment/locatons  Conract  Finance /HR  Inventory  Mantenance /Projects  Manufactring  Proarement  Sales  Service  Reportng  Utites - & x
e -
.
Contract Info » %
PartCode  Descrption SeridNo | AssetRegho | LocationDesc | Location Shppgaddress COSAccoun.. | SUaHours  TraveRadk 8
Contract o |C00000016 v o o e 0 o e o0 o - - H
Contract Type | Cost Per Copy ~* | » B sP19-12.. SP19-12Colour Copier  SP19-12185. Reception 658 Dime Road, South Riding, ,... 2101 8.00
Contract Class Exampe Contract Cess 2 Item Fees | Ttem Meters | tem Incusons | Item Contacts
Contract Category Example Contract Category - 2 COSAccoun... | EscalationP... EscalationT... | EscalationA... |CustomerCode  CustomerName SupplerCode | SupplierName  FinanceAmo... OrderNo. TsActive AmendD{
StartDate 1305/2014  ~ K3 - - - 0 L3 e E - e e -
e e spme | so[ce [ resione | oom e o
2101 5 Percentage 5.000 0.000 No 010115
Period &0 :* . »
Period Type [Mants g [ |

Department  Sales Department -*

Contract Manager Carolina Suzzetta Lourens vande . v *

Salesman [gelnda Sharman v °
Aggregate Billing ||
Hide Fee Detail [ ]

———
| contractinfo [ Customerinfo BlingInfo  RentalInfo

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

Open Windows
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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

$ - : — & x
‘ Home | Equipment /Locations Contract  Finance /HR Inventory Maintenance / Projects. Manufacturing Procurement Sales Service Reporting Utiities. - & x
HO ®|
Save Back | Savelayout Workspaces
E S
2|[u # | ontract 1o o
HIE £
2 PartCode  Desarption SerialNo | AssetRegho | LocationDesc | Location ShipngAddress COSAccoun... SLAHows | TraveRadu §
| Comtract Mo [CON000K v 3 e e o o 0 o 2
“5. Contract Type  Cost Per Copy * | v B 1912, sP19-12C0kur Copler  SP19-12185. Reception 658 Dime Road, South Ridng, ,... 2101 8.00
g Contract Class |Exampe Contract Class - Item Fees | Item Meters | Item Incusions | Item Contacts
| Contract Category |Example Contract Category - 2 )SAccoun... EscalationP... EscalationT.. EscalationA.. CustomerCode  CustomerName SupplierCode  Supplierhame. FinanceAmo... OrderNo. IsActive
H Startpate [0g018 ~ v - - - o (3 3 3 o o
EndDate 13082015~ 101 5 Percentage 5.000 [ANODOO1 _|»+] Head Office [ 0.000 ves
o1 5 percentage 5.000 000 No
Period 60 3* .

——— 7| O N N N
Department ' Sales Department -
Contract Manager Carolina Suzzetta Lourens vande... ~ *
=
Aggregate Billing
Hide Fee Detail | |

=

| contactinfo ["Customerinfo  snginfo  Rentaltnfo |

| User:Bianca | 04/02/2023 | Version: 2.5.1.4 | Example 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.
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$ - A - BPO: Version 2.5.1.4 - Example Company. —J(&)x
@ | tome | Eaupment/locations  Contract  Fance /MR Inventory  Mantenance /Projects  Manufachring  Proarement  Sdes  Servie  Reportig  Utities - & x
Save  Back Save Layout Workspaces
Process Format o
A= # |[contractnfo a 5
5 —= == PartCode  Desarption SerialNo | AssetRegho | LocationDesc | Location ShppngAdaress COSAccoun... SAHows | TraveRady §
L Contract No |C00000016 v o 0 0 o o 0 0 o = = Ed
g Contract Type | Cost Per Copy ~ " |» B 1912 SP19-12Colowr Copler  SP1-12185. Reception 658 Dime Road, South Ridig, ,... 2101 8.00
i Contract Class Exanple Contact Csss - [ TtemFess | ttem Meters | ftem Incusons | ftem Contacts
o Contract Category Example Contract Category - a)SAccoun... EscalationP.. EscalationT.. EscalationA.. CustomerCode  CustomerName SupplierCode  SupplierName. FinanceAmo... OrderNo IsActive
3 Start Date [T+ v - - - o0 0 o o0 - o 0
End Date [GREED < 101 5 Percentage 5.000 ANODOO! Head Offce 0.000 Yes
01 5 Percentage 5.000 0.000 No
Period 60 3 * B '
- 7 |- —
85 Select a finance party (=Jlallx]
Department  Sales Department -*
Home
Contract Manager Carolina Suzzetta Lourens vande ..+ * - -
Salesman sends sharmn o 006 ®
Aggregate o Ok Back Save Layout
Hide Fee Detail |1 Process | Fomat | a
SupplierCode  SuppherName " ContactName SupplierType Status Class VATNo MinOrderAmt  Fr)
v [ I | 0 s 0 0 = r
e__,_.uomm Office Automation Financing Teddy Jones  FINH A Ps 123456789 0.00
X V] Contans([Supplertiame], fiancing) EditFiter
e
| convactinfo [Cistomerinfo  BMnginfo  Rentainfo | .
Open Windows + | User:Bianca | 01/02/2023 | Version:2.5.1.4 | Example Company
* Supplier N : This will I h li de h
upplier Name: This will auto populate once the supplier code has
- L =) x ]|
| @ | tome | Equpment/Locatons  Conbact  Fnance/HR  Inventory  Mantenance [Projects  Manufactrng  Proaxement  Saes  Servie  Reportng  Utites - & x

Ho ®/

Back | Savelayout Workspaces

@
€' Contract Info » §
g PartCode  Description SeralNo | AssetRegho | LocationDesc | Location ShippingAddress COSAccoun... SLAHours | TraveRade) @

Contract o H
co0000016 B o e o o e o o - - i
g Contract Type | Cost Per Copy T |y B P92, i-12coou coper  sPis-t218s Recepton 658 Dime Road, South Ridig, ,... 2101 8.00
£ Contract Class |Example Contract Class - [ TtemFees | ftem Meters | Ttem incsions | ftem Contacts |
= Contract Category |Example Contract Category - a)SAccoun... EscalationP... EscalationT.. EscalatonA.. CustomerCode CustomerName SupplierCode  SupplierName. FinanceAmo... OrderNo IsActive
2| Startate 13062014+ ve = - - o o o o = o 0
EndDate (305215~ 101 5 Percentage 5.000 ANODDO1 Head Office 0.000 Yes
L o1 5 Percentage 5000 0.000 No
Period &0 5 »
Period Type Months v

o ——O |
Department  Sales Department v|*
Contract Manager Carolina Suzzetta Lourens vande . v *
Salesman GelndaSharman v *
Aggregate Biling ]
Hide Fee Detail ]

T ——
| contractinfo [ Customerinfo  BlingInfo  RentalInfo

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

Open Windows

* Finance Amount: Click in this text box and either type in or use

the arrow indicators to select the finance amount.
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$ - :
\ﬁ Home | Equpment/Locaions  Contract  Finance /MR Inventory  Mantenance /Projects  Manufacturing  Prorement  Sales  Service  Reportng  Utiies

Ho @ H '

Save Back | Savelayout Workspaces

(=283

Process Format

a
Links # | Contract 1nfo »
HIE 1
g PartCode  Desapton SeralNo | AssetRego | LocatonDesc | Locaton Shppngaddress COSAccoun...| SLAHours | TraveRadk| &
S runctions Costract Mo 000000016 B o o o o e 0 o = = Ed
B Contract Type Coster Copy VBB, | 19120000 Coper_ spis-i2is Recepton 658 Dme Road,SoutRiig . 2101 [
§ Contract Class |Exampe Contract Cless - Item Fees | Item Meters | Item Incusions | Item Contacts
o Contract Category |Example Contract Category - stionP... Escalation... EscalationA... CustomerCode  Customeriame SuppherCode  SupplierName. FinanceAmo... OrderNo IsActive. AmendDate
H Start Date [T06/018 ~ . - - o o o o o o
End Date [GREED < » 5 Percentage 5000 ANOOOO1 Head Offce 0AF001  Offce Automation Fiancng Yes 01/01/1900
N = 5 Percentage 5.000 0.000 No 01/01/1500
eriod 60 3

Period Type | Months

.
[ I N N
Department  Sales Department -
Contract Manager Carolina Suzzetta Lourens vande ..+ *
Salesman Belinda Sharman
Aggregate Billing ||
Hide Fee Detail ||

| —_——
ContractInfo | CustomerInfo  BllngInfo  Rentalinfo |

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

Additional Details

e 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.
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& - : — = )0x
‘ E Home | Equipment /Locations Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utiities. - & x
Ho =
=
Save  Back Save Layout Workspaces
Process . Format o
Links # | [ Contract 1nfo *
HIE 1
g PariCode  Desaption SeraNo | AsseiRegho | LocationDesc | Location ShippngAddress COSAccoun... SLAHous | TraveRade g
L Contract No |C00000016 v o 0 0 o o 0 0 o = = Ed
B Contract Type Coster Copy 1t [V E s | enncos cme s Recepton 658 Dme Road,SoutRiig . 2101 [
§ Contract Class |Example Contract Class - Ttem Fees | Item Meters | Ttem Incusions | Item Contacts
o Contract Category Example Contract Category - stionP... Escalation... EscalationA... CustomerCode  Customerlame ¥ SuppherCode _ SupplerName. FinanceAmo... OrderNo IsActive. AmendDate
H Start Dabe [ < . = = o 0 o 0 - o 0 -
End Date [GREED < » 5 Percentage 5.000 ANOO0O1 Head Office OAF01  Office Automation Financing 20.000[pos214 ves 01/01/1900
5 Percentage 5.000 0.000 No 01/01/1900
Period 6 3 .
- | ——
Department  Sales Department -*
Contract Manager Carolina Suzzetta Lourens vande ..+ *
Salesman Belinda Sharman -l
Aggregate Billing ||
Hide Fee Detail |1
| [ ———
ContractInfo | Customerinfo BiingInfo  Rental Info
Open Windows v | User:Bianca = 01/02/2023 | Version: 2.5.1.4 = Example Company

Add Meter Levels

* Scroll left to return to the Marked column.
* Right click in the row of the 'active' item you wish to add a
meter level to.
* In this image the Mono meter has been selected.
* A Process menu will pop up.
* Click on Add - Add a level.

$ - : — & ](x
!m\wlmmnm/mmym/mmm*mmm - & x
A
HO ®
=
Save  Back Save Layout Workspaces
Process . Format S
| [Links # | [ Contract Info »
e K
2 PariCode  Desaription SeraNo  AssefRegNo  LocationDesc _ Location ShippingAddress. COSAccoun... SLAHours | TraveRadu| @
8]l Functions Contract Ho |CO0000016 v 0 o o 0 0 o e 5 5 z
< Contract Type | Cost Per Copy T |y B w12, P19-12Colowr Copler  SP19-12185 Reception 658 Dime Road, South Ridig, ... 2101 8.00
§ Contract Class |Example Contract Class - Item Fees | Item Meters | Item Indusions | Item Contacts
& Contract Category |Example Contract Category - A Marked MeterCode  StartReadng ReadingDate Mniling MinQuantity | AccountCode COSAccoun... EscalationP.. EscalationT.. EscalationA.. CustomerCode Cud
H StartDate 13062014+ v B = = - - - o o - - - o a
EndDate [1305/2015  ~ » M iMoo | 250.000 01/02/2023 250.000 1000 1101 2101 5 Percentage 5.000 ANOO0OL Hez
Colour 0 ’ 0.000 0 1101 2101 5 Percentage 5.000
Period 60 2
Period Type |Months - e
Department  Sales Department. v

Delete

Contract Manager Carolina Suzzetta Lourens vande... + %

Salesman Belinda Sharman -]
Aggregate Billng ]
Hide Fee Detail [ |

———
ContractInfo | Customerinfo  BingInfo  Rental Info

Open Windows > User : Bianca | 01/02/2023 | Version : 2.5.1.4 | Example Company
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Add Meter Levels - For A Meter with Minimum Billing

* The Meter Charges frame will be expanded.

1. In this image, the mono meter has a minimum billing set up
of a R250 charge for the first 1000 copies (Minimum Quant-
ity). BPO calculates the usage charges by first calculating
the minimum billing set up. In this example, it means in BPO,
a fixed charge of R250 will be applied for any number of
mono copies made on this contract item the first copy up to
and including 1 000 thereafter a unit charge per copy will be
applied i.e from 1001.

2. From Quantity: This is the number from which the
unit charge will be effective.

* The first row in the Meter Charges matrix,
is static at 0. This means if there is min-
imum billing set up on the meter, the first
row looks incorrect as the From Quantity
field is static at O.

* If there is minimum billing set up on the
meter, BPO does not read the From Quant-
ity in the first row as O (although it displays
as 0) but starts counting from (Minimum
Quantity + 1). In this case, since (minimum
billing level) is up to and including 1000,
BPO will start counting from 1001.

* For a more detailed explanation, read this
important note on Minimum Billing and
Meter Charge Setup.

3. Major Currency Charge: (only viewable for standard

meter set up) Once the Unit Charge has been input as
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cents, the Major Currency Charge will automatically
round the value to two decimal places.

Unit Charge: Type in the unit charge for the meter
(charge per copy) - this needs to be input as the cents
value.

Finance Amount: This should only be populated if
there is a Back to Back Deal with a third party who is
set up in BPO as Supplier.

- BPO: Versi
Conract  Finance /MR Inventory  Maintenance /Projects _ Manufactuing  Proasement  Sales  Service  Reportng  Utitis

X x

$ -
@ | tome | Equpment/Locations

Ho ®]

=]
Save Back | Savelayout Workspaces

1 ‘i
w2

®

Contract Info

Contract No |C00000016

Contract Type |Cost Per Copy

Buljig paseg 341 | | 262160y

PartCode  Description

SeriaiNo

AssetRegNo | LocatonDesc _ Location

ShippingAddress

COSAccoun... SLAHours

v o ' o 0 o e

| b

pauaq 25

Salesman |elnda Sharman

Contract Manager |Carolna Suzzetta Lourens vande... + *

ac__________| | |

Pro J Format
Links # | [ Contr:
Enter text tosearch... )
Functions
» B SP19-12.. SP19-12Cobour Coper  SPIS-12185 Recepton 658 Dime Road, South Ridg, ... 2101 8.00
Contract Class Item Fees | Ttem Meters | item Incusons | Item Contacts
Contract Category . Marked MeterCode  StartReadng ReadingDate MinBiling MinQuantity AccountCode COSAccoun... EscalationP.. EscalationT.. EscalationA.. CustomerCode  Cug
StartDate |13/06/2014 a8 o = = = = 0 0 = = = o 0
EndDate 13062018~ »8 M Moo 0.000 02/02/2023 250.000 1000 | 1101 2101 5 Percentage 5.000 ANODOOL Hez
pen =] Meter Charges
@ FromQuantty UnitCharge  MajorCurrencyC.. FinanceAmount
Hold History Period Type |Months i o 10.000 0.100] 0.500/=
Department |Sales Department O coour 0.000 01/01/1900 01 5 percenta ™ 0o

Aggregate Billing ]
Hide Fee Detail [ |

i
| convactinfo [ Customerinfo g o Rentallnfo |

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

Add Meter Levels - For A Meter with No Minimum Billing

* The Meter Charges frame will be expanded.
* Note: The Colour meter will be used as an
example.

1. There is no minimum billing set up on this meter. This means
the usage calculation will only be based on what's set up in
the Meter Charges matrix.

2. From Quantity: This is the number from which the unit
charge will be effective.
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* The first row in the Meter Charges matrix, is
static at O.

* For a more detailed explanation, read this
important note on Minimum Billing and Meter
Charge Setup.

3. Finance Amount: This should only be populated if there is a
Back to Back Deal with a third party who is set up in BPO as
a Supplier.

4. Major Currency Charge:Once the Unit Charge has been
input as cents, the Major Currency Charge will automatically
round the value to two decimal places.

5. Unit Charge: Type in or use the arrow indicators to select
the unit charge for this additional meter (charge per copy) -
this needs to be input as the cents value. This charge will

usually increase with each new level.

Add Meter Levels - For A Meter with No Minimum Billing

* The Meter Charges frame will be expanded.
* Note: The Colour meter will be used as an
example.

1. There is no minimum billing set up on this meter. This means
the usage calculation will only be based on what's set up in
the Meter Charges matrix.

2. From Quantity: This is the number from which the unit
charge will be effective.

* The first row in the Meter Charges matrix, is
static at O.

* For a more detailed explanation, read this
important note on Minimum Billing and Meter

Charge Setup.
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3. Finance Amount: This should only be populated if there is a
Back to Back Deal with a third party who is set up in BPO as
a Supplier.

4. Major Currency Charge:Once the Unit Charge has been
input as cents, the Major Currency Charge will automatically
round the value to two decimal places.

5. Unit Charge: Type in or use the arrow indicators to select
the unit charge for this additional meter (charge per copy) -
this needs to be input as the cents value. This charge will

usually increase with each new level.

& - A 2 — = )0x
‘ Home: ‘Equipment / Locations Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utiities. - & x
Ho
Save  Back Save Layout Workspaces
Process Format o
2| [unks # | [ Contract 1nfo ¢
Enter text to se » g
3 PartCode  Descripton SeridNo | AssetRegho | LocationDesc | Location ShippngAddress COSAccoun... SlaHours | TraveRade| §
3l Functions Contract o [GO0000036 v o o o 0 o o 0 o = = e
g Contract Type |Cost Per Copy T |V B P12 Pis-12C0kur Coper  sP1s-12185 Recepton 658 Dime Road, South Ridig, ,... 2101 8.00
g Contract Class - Item Fees | Item Meters | Item Incusions | Item Contacts
= Contract Category - Q Marked MeterCode  StartReadng ReadngDate MinBiling MinQuantity  AccountCode COSAccoun... EscalationP... EscalationT.. EscalationA.. CustomerCode  Cug
5 Startpate peis - v B - - - - o o - - - o 0
EndDate 13062015~ B M Moo 0.000 02/02/2023 0.000 0| 1101 2101 5 Percentage 5.000 ANODODL Hez
Meter Charges
HadHetory Period Type Hnirs - | D) o100 o]
Department |Sales Department O |coowr 0.000 01/01/1900 0.000 0 101 2101 5 percentage 5.000
Contract Manager Carolina Suzzetta Lourens vande ..+ * .
Salesman (sends sharman <1+ |« I
Aggregate Billing ||
Hide Fee Detail

| [T ——
ContractInfo | CustomerInfo  BllngInfo  Rentalinfo |

period EIE
& FromQuanttyUnitCharge _ MajorCurencyC... _ FinanceAmount ‘

User :Bianca | 02/02/2023 | Verson: 2.5.1.4 | Example Company

Add an Additional Charge Level

Right click anywhere in the row of the item that you wish to add
anothermeter level to. (You can do this whilst the meter charges
matrix is open or closed).

The Process menu will pop up again.

Click on Add - Add a level.
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| @ | rome | Eqvoment/locatons  Contract_France /R
Sove  Back | Savelayout Workspaces

Links 3 |[ contract Info

Period Type | Months

:
e

g’ Contract No

i o

g Contract Type Cost Per Copy

g Contract Class

‘; Contract Category

H StartDate [1306/2014  ~

EndDate (13062019~
period I

i - & x
Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities. - & x
o
a §
PartCode  Description SeriaNo | AssetRegho | LocationDesc | Location ShippngAddress COSAccoun... SAHows | TraveRady| §
v e o 0 0 0 0 0 o - H

* |» B P12, P13-12Cokour Copler  SP15-12185. Reception 658 Dime Road, South Riding, ,... 2101 8.00

TtemFees | ltem Meters | Ttem Incusions | Ttem Contacts

a Marked MeterCode  StartReadng ReadingDate MinBiling MinQuantity  AccountCode COSAccoun... EscalationP.. EscalationT.. EscalationA.. CustomerCode  Cus
v B = = - = 0 0 = = = 3 L
»B M Moo 0.000 02/02/2023 0.000 0 1101 2101 5 Percentage 5.000 ANODOOL Hed

2| FromQuantty | UnitCharge  MajorCurrencyC... | FinanceAmount

o

Department Seles Department

Salesman  Belinda Sharman
Aggregate Biling ]
Hide Fee Detail [ |

Contract Manager |Carolna Suzzetta Lourens vande... + *

| —_———
Contractinfo | Customerinfo BlingInfo  Rental Info “

e roroes ‘

0 coor ﬁu o 101 201 s Percentage s000

Open Windows v

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

* A second level has now been added to the Meter Charges matrix.

* From Quantity: Type in or use the arrow indicators to
select the number of copies from which this charge will
be effective.

* For a more detailed explanation, read this
important note on Minimum Billing and
Meter Charge Setup.

* Finance Amount: This should only be populated if
there is a Back to Back Deal with a third party who is
set up in BPO as a Supplier.

* Unit Charge: Type in or use the arrow indicators to
select the unit charge for this additional meter (charge
per copy). This charge will usually increase with each

new level.

e Repeat this process to add more meter

charges as required.
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® = : (=J&)x
‘ E Home | Equipment /Locations Contract. Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities. - & X
Ho ®
=]
Save  Back Save Layout Workspaces
Process Fomat &
2| [nks # |[Contract 1afo »
g [[ Enter te » £
2 PartCode  Desaption SeralNo | AsseRegho | LocatonDesc | Location Shopngaddress COSAccoun... SLAHours | TraveRadk| §
% Functions Contract o |C00000016 o 0 - o e e 0 o = 5 i
E Contract Type [CostPerCopy ot | Ewni | e tacoms coner 1218 Receoton 653 Dme Road, St e, .. 2101 s
i ContractClass - )] i eters [T [Ee e
= Contract Category v . Marked MeterCode  StartReadng ReadngDate MinBiling MinQuantity  AccountCode COSAccoun... EscalationP.. EscalationT.. EscalationA.. CustomerCode  Cus
z Startpate pemis - v ] e - = = = 0 oo = = = o oo
EndDate 13062015~ »B M Moo 0.000 02/02/2023 0.000 0 1101 2101 5 Percentage 5.000 ANODODL Hez
R % Meter Charges
erod 4 FromQuantiy UntCharge | MajorCurrencyC... | FnanceAmount
Period Type Months e 0 10.000 0.100 0.500
Department |Sales Department ~l* | 1000 50.000 0.500 0.0007%]
Contract Manager |Cardina Suzzetta Lourens vande... + O coour 0.000 01/01/1500 0.000 0 101 201 5 percentage 5.000
Salesman Belinda Sharman v . '
Ragregate piling || - I N N
Hide Fee Detail []
| —_—
ContractInfo | Customerinfo BiingInfo  Rental Info . N
(Open Windows v | User:Bianca = 02/02/2023 | Version: 2.5.1.4 = Example Company
* Wh have finished k the Meter Charge Levels
€n you have rinisned working in the X
lick on the Hide button to close the sub grid
$ - Z (=& x|
@ | tome | Equpment/Locatons  Conact  Finance/HR  Inventory  Mantenance [Projects  Manufactrng  Proaement  Saes  Service  Reportig  Uties - & x
o =]
Save  Back Save Layout Workspaces
Proc ormat &
L # |[Contract 1afo »
B §
g PartCode  Description serialNo AssetRegNo | LocationDesc | Location ShippingAddress COSAccoun... SLAHours | TraveRady| 8
Contract o |C000000:6 e 0 - - o 0 - o 5 5 i
< Contract Type |Cost Per Copy T |y B2 Pi9-12coor Coper  Pis-12185. Recepton 658 Dime Road, South Riding, ... 2101 8.00
H Contract class - tempees | Hemeters |t inusors | i Contoc
ol Contract Category v . Marked MeterCode  StartReadng ReadingDate MinBiling MinQuantity  AccountCode COSAccoun... EscalationP.. EscalationT.. EscalationA.. CustomerCode  Cus
H stortoate oo | DN - - - - o [ - - o o
EndDate 13062018~ B ¥ Mmoo 0.000 02/02/2023 0.000 0 1101 2101 5 Percentage 5.000 ANODOO1 Hez
L [ Meter charges
@ FromQuantity UnitCharge  MajorCurrencyC... FinanceAmount
Period Type Months M 0 10.000 0.100 0.500
Department |Saes Department B , 00 s0.000 0.500 0.000f%]
(Contract Manager Carolina Suzzetta Lourens vande... v * [n] Colour 0.000 01/01/1900 0.000 0 1101 2101 5 Percentage 5.000
Salesman Belinda Sharman v N .
Aogregate Biling [] - I N N
Hide Fee Detail ]
| contractinfo [ Customerinfo  BlingInfo  RentalInfo -
Open Windows v | User:Bianca = 02/02/2023 | Version:2.5.1.4 = Example Company

Delete A Meter Level

* The final option in the Add Meter Level Process menu is Delete
the Charge.
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* Right click in the row of the meter level that you wish to delete
from the meter.

* The Process menu will pop up.

* Click on Delete - Delete the Charge.

$® - : — & )x
i Home | Equpment/Locatons  Contract  Finance /HR  Inventory  Mantenance /Projects  Manufactring  Proasement  Sales  Service  Reportng  Utiies - & x
A
Ho =
=
Save Bk | Savelayout Workspaces
Proces Format o
| [ Links # || contract Info L)
ez 5 £
2 PartCode  Descripton SeriaNo | AssetRegho | LocationDesc | Location ShippngAddress COSAccoun... SAHows  TraveRady §
8| runctions Contract o [C00000015 v o 0 o e o 0 0 o = = z
< Contract Type | Cost Per Copy ~" |y B2, 19-12cdouw coper  sp19-12185 Recepton 658 Dime Road, South Riding, , .. 2101 8.00
i Contract Class ~ Item Fees | Ttem Meters | Item Incusons | Item Contacts
2 Contract Category B @ Mked MeterCode StariResdng ReadngDate Mndiling  MinQuanbly | AccountCode | COSAccoun.. | EscalaborP.. |Escalatin . | EscaationA . CustomerCode  Cul
H StartDate [0+ v B @ [ [ [ o
EndDate 130601~ B M Mo 0.000 02/02/2023 0.000 0 101 2101 5 Percentage 5.000 ANODOO1 Hed
peri e Meter Cherges
| FromQuantty UntCharge | MajorCurrencyC.. | FinanceAmount
Hold History Period Type | Months T 0 10.000 0.100 0.500
Department  Sales Department - 1000 50.000 0.500 0.000
Contract Manager |Corolna Suzzetta Lourens vende .~ * 200 120.000] 1200, 0.000
[—— Satesman G5, =h T cdow o] Procss tm o 101 201 e s
Aggregate Billing || ————— Add a level
Hide Fee Detail [] s
© Delete the charge
| —_—
ContractInfo | Customerinfo BlingInfo  Rental Info
Open Windows ~ | User:Bianca | 02/02/2023 | Version: 2.5.1.4 = Example Company

* The selected meter level will now be removed from the Meter
Charges matrix.
* Click on the Hide button to close the Meter Charges matrix.

- i —[E)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 S
2] [ume # | [ contract info *
Bl Enter text to seard ) §
g PartCode  Description seriaiNo AssetRegNo | LocationDesc | Location ShippingAddress COSAccoun... SLAHours | TraveRady| §
. Contract o i
Functions 000000036 v ok e L3 0 0 e 0 0 = = 3
< Contract Type |Cost Per Copy T |y B P12 | P19-12Coo Coper  SP19-12185 Recepton 658 Dime Road, South Riding, ... 2101 8.00
H Contract Class - RtemFees | temMeters | Ttem Incusions | item Contacts
s Contract Category - Q. Marked MeterCode  StartReadng ReadngDate MnGiing  MnQuantity | AccountCode COSAccoun.. | EscalationP.. |EscalationT... | EscalationA... CustomerCode | Cud
H StartDate ‘13062014~ LA - = = = = 3 s = - = o 0
EndDate 13062018~ »la ¥ Moo 0.000 02/02/2023 0.000 0 1101 2101 5 Percentage 5.000 ANOD0O1 Hez
L [ Meter charges
@ FromQuantity UnitCharge  MajorCurrencyC... FinanceAmount
Period Type Months 0 10.000 0.100 0.500
Department |Sales Department o » 00 s0.000 0.500 0.000f%

Contract Manager |Cerolna Suzzetia Lourens ven de O coour 0.000 01/01/1500 0.000 0 101 2101 5 Percentage 5.000

Salesman |elnda Sharman =
Aagregate bilng ] g ' ' | |

Hide Fee Detail ]

Contactinfo | CustomerInfo  BlingInfo  Rental Info

| User:Bianca | 02/02/2023 | Version: 2.5.1.4 | Example Company
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Item Inclusions Frame

e Click on the Item Inclusions tab.

The Item Inclusions frame will be expanded.

* |n the Item Inclusions frame, you can add all Contract Inclusions
(items which are included in the contract and not billed sep-
arately).

* These are tasks, items, actions, services, etc. that are specifically
“included” in the contract and are covered by a set contract fee
agreed between the customer and service provider.

e Although they are included, you can have a breakdown of each
individual inclusion. This breakdown is achieved by utilising the
Link Fee panel within the Item Inclusion panel. For more inform-

ation, refer to the Link Fee topic.

. i Maintenance for Contract No. : CO0000041 - Status : A - BPO: Version 2.5.1.4 - Example Company
@ | tome | Equpment/Locstons  Contract  Finance/HR  Inventory  Mantenance [Projects  Manufactrng  Proement  Saes  Service  Reportng  Utites

|‘i
m‘E
x [x

40
=]
Save Back | Savelayout Workspaces
P a
2 Contract Info
e g
g PartCode  Description serialNo AssetRegNo | LocationDesc | Location ShippingAddress COSAccoun... SLAHours | TraveRady| 8
Contract o 2
|C00000041 v o o 0 0 o 0 o o - - i
g Contract Type | Cost Per Copy T |» B Pan 52020 Sprnt Colow .. 2020-103050 AREGO00046 Recepton 25 Lonestar Road, Ranchvile, ... 2100 24.00
g Contract Class - e e | tem Metrs | i insers | e cantacts
= Contract Category - < Code Desaiption SUAType | Quantity |FeeType
al Start Date 05072016+

EndDate 05/07/2021  ~

Period 60 2 *
Period Type Months
Department |Sales Department
Contract Manager [Banca Du Tott
Salesman Bianca Du Toit
Aggregate Biling ]
Hide Fee Detail [ |

| convctinfo [ CustomerInfo g o Rentallnfo |

| User:Bianca | 03/02/2023 | Version: 2.5.1.4 | Example Company
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Add Item Inclusions

* Right click anywhere in a row of the Item Inclusions frame.
* A Process menu will pop up with the following options:

e Part:Add Part Inclusion
* BOM:Add Bill Of Materials Inclusion
e Craft:Add Craft Inclusion

Service:Add Service Inclusion
Link Fee:Link A Fee To An Inclusion
Delete:Delete Inclusion

‘ i Maintenance for Contract No.: C00000041 - Status : A - BPO: Version 2.5.1.4 - Example Company - | & x
‘ Home | Equpment/Locaons  Contract  Finance /HR  Inventory  Maintenance [Projects  Manufactring  Procwement  Sdles  Service  Reporting  Utiites - & x
HO ®
=
Save  Back SaveLayout Workspaces
P a
§’ Links 2 || contract Info » ’§
E d
2 PartCode | Desaription serialNo AssetRegNo  LocationDesc _ Location ShipingAddress COSAccoun.. SlAHours  TraveRady 8|
H . Contract o g
Functions (CON000AL v 0 o 0 L3 0 L3 0 = = 3
n; Contract Type Cost Per Copy MM NCEZ) SP2020 Sprint Colour 2020-103050  AREGO00046 Reception 25 Lonestar Road, Ranchville, 2100 24.00
Notes B
g ContractClass ttemFees | ttemMeters | Hteminksers | ttemContac
= Contract Category - 4 Code Desaription SLAType  Queniity  FeeType
H StartDate 0507/~ ) :
End Date 05/07/2021 - L. part
P 0 2|* % AAdd Part Indusion
Hold Histos Period Ty BOM
old History 'ype [Months ¥ AddBom Induson
Department Sales Department Craft
Contract Manager Bianca Du Toit “ Add Craft Indusion
[——

Salesman Bianca Du Toit

Suspend Histc
Aggregate Billing ]

Hide Fee Detail ]

| Service

‘Add Service Indusion
elete

[ Joms

f LinkFee

Processing
Invoices
E
| contactinfo ["Customer oo Blinginfo  Rentalinfo ||
Open Windows v

| User:Bianca | 03/02/2023 | Version: 2.5.1.4 | Example Company

Add Part Inclusion

¢ Click on Part - Add Part Inclusion.
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Maintenance for Contract Ho. : 00000041 - Status : A - BPO: Version 2.5.1.4 - Example Company.

s - — &
| @ | tome | Eospment/Locatons  Conbiact  France /MR Inventory  Montenance [Projects  Manufactring  Proaement  Sdes  Seke  Reportng  Uites - & x
HO ®|
=]
Save  Back | Savelayout Workspaces
Proces Format a
2| Links 2 || Contract Info » [
HIES » g
§ PartCode | Desaription SeriaiNo. AssetRegho  LocationDesc _ Location ShippingAddress COSAccoun... SLAHours  TraveRadu 8|
b Contract o 2
J C00000041 e e o o 0 o o o H
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End Date |05/07/2021
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Salesman Banc Du Tott
Aggregate Billing ||
Hide Fee Detail ]

| Service
‘Add Service Incusion

——
| contoctinfo ["Customer o g Info  Rentalinfo |||

* An Input Validation message box will pop up asking:
* Are you sure you want to add a part inclusion to this
item - [Serial Number or Location Description]?

* Click on Yes.

® - Maintenance for Contract No. : COD000041 - Status : A - 5P0: Version 2.5.1.4 - ¢ - —® ) x
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* A Select a part screen will pop up.
* Click on the row selector in front of the part you wish to add to
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this contract as an inclusion
e Click on Ok.

$® - Maintenance for Contract No. : C00000041 - Status : A - 5P0: Version 2.5.1.4 - Bxample Company 3
@ | fome | Equpment/Locatons  Contiact  Fnance /MR Inventory  Mantenance /Projects  Manufactring  Proement  Saes  Sewvice  Reportng  Utities - & x
==
=<
=]
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| contractinfo [ Customerinfo  BlingInfo  RentalInfo .
Open Windows + | User:Bianca | 03/02/2023 | Version:2.5.1.4 = Example Company

* The selected part will be added to the Item Inclusion frame.

* Code: This field will auto populate with the code of the
selected item.

» Description: This field will auto populate with the
description of the selected item.

* SLA Type: This field will auto populate with the SLA
type of the selected item.

* Quantity: Type in the quantity included for the selec-
ted part.

* Fee Type: This field will only be populated if you link a

fee to the inclusion.
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Add Bill of Materials Inclusion

* Right click anywhere in a row of the Item Inclusions frame.
* The Process menu will pop up.
* Click on BOM - Add BOM Inclusion.
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* An Input Validation message box will pop up asking:
* Are you sure you want to add a BOM inclusion to

this item - [Serial Number or Location Description]??
e Click on Yes.

$ - Maintenance for Contract No.: CO0000041 - Status: A ~570: Verion 2 —&)ix
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* A Select a bill of material screen will pop up.
e Click on the row selector in front of the BOM you wish to add to

this contract as an inclusion.
e Click on Ok.
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Add a New Contract
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| User:Bianca | 03/02/2023 | Version: 2.5.1.4 | Example Company

The selected BOM will be added to the Item Inclusions frame.

Code: This field will auto populate with the code of the selected

item.

Description: This field will auto populate with the description of

the selected item.

SLA Type: This field will auto populate with the SLA type of the

selected item.

Quantity: Type in the quantity included for the selected BOM.
Fee Type: This field will only be populated if you link a fee to the

inclusion.

Help v2.5.1.4 - Pg 61 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHNOLOGTES Add a NeW ContraCt
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Add Craft Inclusion

* Right click anywhere in a row of the Item Inclusions frame.
* The Process menu will pop up.
* Click on Craft - Add Craft Inclusion.
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* An Input Validation message box will pop up asking:
* Are you sure you want to add a Craft inclusion to

this item - [Serial Number or Location Description]?
e Click on Yes.

s - Maintenance for Contract No. C00000041 - Status: A - ¢ 2 &=
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* A Select a craft screen will pop up.
e Click on the row selector in front of the craft you wish to add to

this contract as an inclusion.
e Click on Ok.
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* The selected Craft will be added to the Item Inclusions frame.

e Code: This field will auto populate with the code of the
selected item.

* Description: This field will auto populate with the
description of the selected item.

* SLA Type: This field will auto populate with the SLA
type of the selected item.

e Quantity: Type in the number of hours included for
the selected Craft.

* Fee Type: This field will only be populated if you link a

fee to the inclusion.
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Add Service Inclusion

* Right click anywhere in a row of the Item Inclusions frame.
* The Process menu will pop up.
* Click on Service - Add Service Inclusion.
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* An Input Validation message box will pop up asking:
* Are you sure you want to add a Service inclusion to

this item - [Serial Number or Location Description]?
e Click on Yes.
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* A Select a service screen will pop up.
e Click on the row selector in front of the service you wish to add
to this contract as an inclusion.

e Click on Ok.
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Home |
Salesman Banca Du Toit - - @
Aggregate Billing || / “ @
o | Back | savelayout
Hide Fee Detail || e
ServiceCode  SeviceDescrption Type Cass Rate units ToxType  TaxCode 1|
e o o 0 - o 0 o
st Short Term Contract Deposit e SR 10,00 ea VAT 1
ST Instaliaton Fee T £ 3.0 ea var 1
0— = Delvery Fee nr SR 150.00 ea var 1
DA Dealer Service Fee et s 350.00 ea VAT 1
ser Settements T F: 500.00 ea var 1
| e \
Contractinfo | CustomerInfo  BlingInfo  Rentallnfo |
Open Windows ~ | User:Banca | 03/02/2023 | Version: 2.5.1.4 | Example Company

* The selected Service will be added to the Item Inclusions frame.

e Code: This field will auto populate with the code of the
selected item.

* Description: This field will auto populate with the
description of the selected item.

* SLA Type: This field will auto populate with the SLA
type of the selected item.

* Quantity: Type in the quantity included for the selec-
ted Service.

* Fee Type: This field will only be populated if you link a
fee to the inclusion.
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$ - Maintenance for Contract No. : CO0000041 - Status : A - BPO: Version 2.5.1.4 - Example Company — (& Jx
\ﬁ Home | Equpment/Locaons  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufactring  Proawement  Sales  Service  Reportng  Utiies - & x
HOo ®}

=]
Save Back | Savelayout Workspaces

Process 4 Format

S
Links # || Contract Info *
HIE 1
|| PartCode  Descrption SersNo | AssetRegho | LocationDesc | Location ShippngAddress COSAccoun... SLAHows | TraveRade g
7| Functions Contract No | CO0000041 v o o o o e o 0 o = z
g Contract Type |Cost Per Copy T " |y B2 P02 Sprint Colowr .. 2020-103050 AREGO00046 Recepton 25Lonestar Road, Ranchvile, .. 2100 24.00
Notes -
§ Contract Class Item Fees | Item Meters | ltem Indusions | Item Contacts
b Contract Category - 2/ Code Descrption SAType | Quantty | FeeType
H StartDate (050772015~ 2%783-101 101 Black Toner PART
TONERS ‘Toners Induded BOM
End Date 05/07/2021 hd

2
1

TECH Techriden RFT 2

Period 60 3" 1

NES Delvery Fee SERV
Period Type | Months - -

Department [SaesDeparment ago || | |

Contract Manager Bianca Du Toit

Salesman |Bianca Du Toit
Aggregate Billing |
Hide Fee Detail ]

=,

| contractinfo [Customerinfo  BlingInfo  RentalInfo

| User:Bianca | 03/02/2023 | Version: 2.5.1.4 | Example Company

" Note: You can add more than one of each type of item

inclusion to the contract.

Link a Fee to an Inclusion

* Right click in the row of the item inclusion that you wish to link a
fee to.

* In this image IT Technician has been selected.
* The Process menu will pop up.

e Click on Link Fee - Link Fee to this Inclusion.
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. A Maintenance for Contract No.: C00000041 - Status : A - BPO: Version 2.5.1.4 - Example Company =& x|
‘ghm\wmmnmmm/mmmmlmmmmwmmmu - & x
HO R E&
=

Save  Back Save Layout Workspaces

Process . Format i S
z Links # || Contract Info L] ?
|| EEEXEE PartCode  Desapton SeralNo | AssetRego | LocatonDesc | Locaton Shopnoadress COSAccoun... SLAHours | TraveRadk| §
5| runctions Contract No [C00000041 v o 0 o e e o o - - i
5 Contract Type  Cost Per Copy | B a0 SP2020 Sprint Colour 2020-103050  AREGD00046 Reception 25 Lonestar Road, Ranchville, 2100 24.00
i ContractClass - . Ty
= Contract Category - . Code Desaption SLAType | Quantity | FeeType
H Start Date (05/07/2016 » 26789-101 101 Black Toner PART

v 2
TONERS Toners Induded ‘5oM 1
EndDate [0507/2021  ~
TECH Technician cRFT 2
period ® =Y Delvery Fee sy 1
pened e ot [ — o

Department [SaesDeparment ;e |

Craft
. & Add CraftIncusion

Contract Manager (Bianca Du Toit
Salesman Bianca Du Toit
Aggregate Billng || Delete
Hide Fee Detail || © oeiteincsion

[ Link Fee
Link Fee to this Indusion

| Service
'Add Service Indusion

T
| contractinfo [Customerinfo  BlingInfo  RentalInfo

Open Windows ~ | User : Banca | 03/02/2023 | Version : 2.5.1.4 | Examgie Company

* A The Fee Lookup List screen will pop up.
* Click on the row selector in front of the fee you wish to add to
this inclusion.
* Click on Ok.
* Note:Only the fees that you selected in the
Item Fees Frame will be displayed in this
screen, and the fee can only be linked to

one inclusion.

‘ - 2A - BPO: Version 2.5.1.4 - Example Company - & x
@ | tome | Eaupment/locatons  Contract  France /R Inventory  Mantenance /Projects  Manufachring  Proarement  Soes  Servie  Reportrg  Utities - & x
840 e
=]
Save  Back Save Layout Workspaces
Process Format ) &
2] [unks # | [ contract info 2 £
Enter text tosearch... )
§ PartCode  Desaption SeraNo | AsselRegho | LocationDesc | Location Shopngadress COSAccoun... SLAHours | TraveRadt g
Functions Contract No |C00000016 v o o o - o 0 e 0 - - i
g Contract Type | Cost Per Copy ~1* |y B spis-12.. P19-12Colowr Coper  SP19-12185. Reception 658 Dime Road, South Riding, ,... 2101 8.00
i Contract class - i Poss [ iomets | o incisers | i G
S Contract Category - . Code Description SLAType | Quantity | FeeType
H StartDate [1306/2014  + » TONERS Toners Induded BoM 1
DEL Delivery Fee SERV 1
End Date  13/06/2019 A - 2
period o 26789-101 101 Black Toner PART 2
pened e bt - [ ——
Department [SdesDeparment aae____
Contract Manager |Caroina Suzzetta Lourens vande... + * B oiectn soe Fo have Mokeid 1o Ths lochish — = =
Salesman Belinda Sharman vt Home ‘
o 00 &
Hide Fee Detail [ |
/‘ Back Save Layout
e/ Process .| Fomat S
FeeType FeeTypeDesc ChargeAmo... AccountCode COSAccoun... InvoiceDesc... StartDate EndDate Period PeriodType
e - = o o 0 - - = 0
N Insurance 450.00 1203 2203 MonthlyIns... 13/06/2014  13/06/2024 60 m
[—
O | FF e mmun o eme e e e
I
| contractinfo [ Customernfo  BlingInfo  RentalInfo .
Open Windows + | User:Bianca | 03/02/2023 | Version: 2.5.1.4 | Example Company
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* The The Fee Type field will be populated with the selected fee

type.

* In this image, S - Service was selected, since the selec-
ted inclusion is covered by the Service Fee, in this
example.

® - Maintenance for Contract No. : C00000016 - Status : A - 590: Version 2.5.1.4 - Example Company —)E)x
@ | fome | Eupment/Locatons  Contact  Finance /MR Inventory  Mantenance /Projects  Manufactring  Proement  Saes  Sewvice  Reportng  Utities - & x
B R
Save  Back Save Layout Weds.mms
§ T2 PartCode  Desaption SeralNo | AsseRegho | LocationDesc  Locaton Shiopngadress COSAccoun... SLAHours | TraveRadk| 8
Functions Contract No |C00000016 B e 0 0 0 0 o o . . i
g Contract Type | Cost Per Copy v | v B sp19-12.. P19-12Colour Copier  SP19-12185. Recepton 658 Dime Road, South Riding, .. 2101 8.00
z - Conroctcloss e T i [T
; Contract Category - Q Code Desaiption SLAType Quantity  FeeType
H Start Date ‘13062015 +| TONERS Toners Induded BoM 1]
period Ly 26789-101 101Black Toner PART 2
HoldHstory Period Type Honths - « I I
Department [saesDeparment ———~|* | | I I
Contract Manager Carolina Suzzetta Lourens van de. v
.
Aggregate Billing ||
Hide Fee Detail | |
| contactinfo [Customerinfo  BimgInfo  Rentaltnfo |
Open Windows | User:Banca | 03/02/2023 | Version: 2.5.1.4 | Example Company

View the linked Inclusion on the Fee Detail

Note: that for this step you will need to save the contract first and then come

back to view the Fee's linked Inclusion.

* Click on the Item Fees frame.

* Click on the Expand button on the fee you linked to an inclusion.
* The Fee Inclusions frame will be displayed.

* You can now view the details of the inclusion.

* You can change the Quantity of the inclusion in this frame if

required.
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s - i : i —J[=)x
| @ | toe | Eosbment/Locatons  Conbiact  Fance/PR  Inventory  Mamtenance [Projects  Manufachring  Proaxement  Saes  Sevke  Reportng  Utites - & x
HOo ®}
=]
Save Bak | Savelayout Workspaces
Process Format . o
2| [inks 3 |[Contract Info » =
3 —== PartCode  Descripton SeridNo | AssetRegho | LocationDesc | Location ShppngAddress COSAccoun... SlaHours | TraveRade| §
3l Functions Contract o [GO0000036 v o o o 0 o o 0 o - - z
< Contract Type |Cost Per Copy T |y EPsn ] 19-12Coou Coper  sP19-12185 Reception 658 Dime Road, South Ridg, ... 2101 8.00
i Contract lass ~ | @ [eness J v | tmincusons | temconiocs
= Contract Category - % Marked  FeeType  FeeTypeDesc ChargeAmo.. AccountCode COSAccoun. InvokeDesrpton | StariDate  EndDate | Period PeriodType | BilngCyce
H Start Date [T+ v 8 0 0 - 0 0 o - - - . - <
End Date [TpmB - (S Evergreen 0.000 1202 202 13/06/2014  13/06/2019 60 Months  Months
perod - (= Inhouse Re. 0.000 1201 201 13/06/2014  13/06/2019 60 Months  Months
T
O Loan 0.000 1200 2200 13/06/2014  13/06/2019 60 Months. Months
Period Type | Months ~* M N Insurance 450.000 1203 203 Monthly Insurance F... | 13/06/2014  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 Carolina Suzzetta Lourens van e = O ren StandardR. 0.000 1202 2202 13/06/2014 | 13/06/2019 60 Months Months
o s Service 750.000 1101 2101 Monthly Service Fee  13/06/2014  13/06/2024 60 Months  Months
Salesman Belnds sharman Be 4 y 6 061
. Fee Indusions
Aggregate Billng |1 o % SiAType | Code |Desaigton  Quantty
Hide Fee Detadl [ » BoM TONERS _Toners Induded 15
0w — Maon umtam L sumepaia aanemnia | en Mowhe Monthe
1,200.00
- | N
| —_——
Contractinfo | CustomerInfo  BlingInfo  Rental Info “
Open Windows ~ | User:Banca | 03/02/2023 | Version: 2.5.1.4 | Example Company

Delete Inclusion

* Another option in the Item Inclusions Process menu is Delete
Inclusion.
* Right click in the row of the item inclusion that you wish to
delete from the contract.
* In this image INST - Installation Fee has been selected.
* The Process menu will pop up.
* Click on Delete - Delete Inclusion.
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s - . : i e x
‘ @ | tome | Equoment/locatons  Contract  France/MR  Inventory  Mantenance /Projects  Manufoctring  Procsement  Saes  Service  Reportng  Utites - & x
N
HO [/
=]
Save Back | Savelayout Workspaces
Process . Format a
| [ Links # || Contract Info 2| e
HE 5 §
2 PartCode  Descripton SeialNo  AsseRego  LocationDesc  Location ShippingAddress COSAccoun... SuAours  TraveRad |
%) Functions Comtract Mo [ v e 0 o o o 0 o o - - H
g Contract Type | Cost Per Copy ~* |y B spis12. sP19-12Colour Copler  sp19-12185. Reception 658 Dime Road, South Ridng, , .. 2101 8.00 i
§ Contract Class - Item Fees | ltemMeters | Ttem Indusions | Ttem Contacts
2l Contract Category - [ Code Description SAType | Quantity | FeeType
H StartDate |13/06/2014 TONERS Toners Induded BOM 15
oeL Deivery Fee = 1
EndDate 13062019~
TECH Technican RFT 2
period L » 26789101 101 Block Toner PART 2
Period Type Months - . i
5 part
—— 7 | N | o
Contract Manager | Caroina Suzzetta Lourens vande . v * e
Salesman Geinda Sharman -
o Gt
Aggregate Billing | Add Craft Indusion
Hide Fee Detail [ ] | Service
'Add Service Indlusion
1<
Processing Delete Incusion
f Link Fee
B
———
| contractinfo [ CustomerInfo  BlingInfo  RentalInfo .
Open Windows | User:Banca | 03/02/2023 | Version: 2.5.1.4 | Example Company

* An Input Validation message box will pop up asking:
* Are you sure you want to delete this item inclusion -
[Serial Number or Location Description]?
* Click on Yes.

® - +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
Mo =@
==
@ ==
Save Bak | Savelayout Workspaces
Process . Format &
2| Links # || Contract Info )
M| S » £
2 PartCode  Descripton SeridNo | AssetRegho | LocationDesc  Location SippingAddress COSAccoun... SLAvous | TraveRadu %
)| Functions Contract o [ v 0 o 0 o o 0 o - - z
H Contract Type | Cost Per Copy T |y B2, 19-12c0ou coper  sp19-12185 Reception 658 Dime Road, South Riding, ,... 2101 8.00
§ Contract Class M Ttem Fees | Ttem Meters | Item Incusions | Ttem Contacts
L Contract Category - [ Code ton SAType | Quantity | FeeType
H StartDate '1305/2014  ~ TONERS ‘Toners Induded BOM 1s
Delvery F v
EndDate (13062018~ L) pr= = :
TECH Technician RFT 2
period L » 26789101 101 Back T PaRT 2
Period Type | Months . * Delete Row | ]
Department |sdes epartment < e r
Contract Manager [Caroina Suzzetta Lowers vande . ~|* o Areyou e you want o et s eemincson
Sallesman Belnda Sharman -
Agaregate illng ||
g [
Hide Fee Detail []
| —_———
ContractInfo | CustomerInfo  BlingInfo  Rental Info
Open Windows ~ | User:Banca | 03/02/2023 | Version: 2.5.1.4 | Example Company

* The selected item will now be removed from the Item Inclusions

frame.
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® - o
\ﬁ Home | Equpment/Locaions  Contract  Finance /MR Inventory  Mantenance /Projects  Manufacturing  Prorement  Sales  Service  Reportng  Utiies

& )x]
- & x
HO ®|
=
Save Back | Savelayout Workspaces
Process Format a
2] [unks # | Contract 1nfo O ¢
Enter text to seard b 2
i | |Patcode  Descrpton SeralNo | AssetRego | LocatonDesc | Locaton Shppngaddress COSAccoun...| SLAHours | TraveRadk| &
S runctions Costract Mo 000000016 B o o o o e o o = = Ed
5 Contract Type  Cost Per Copy * ||» B sp19-12.. sP19-12Colour Copier  SP19-12185. Reception 658 Dime Road, South Riding, ,... 2101 8.00
§ Contract Class [ ttem Fees | ttemMeters | Htem Incusons | ftem Contacts
b Contract Category - 2/ Code Description SLAType | Quantity | FeeType
H StartDate [1306/2014  ~ » o TR ou A
DEL Delivery Fee SERV 1
End Date  13/06/2019 -
TECH Tedmican RFT 2

period EIE
Period Type |onths

Department Sales Department
Contract Manager Carolina Suzzetta Lourens vande... ~ *
Salesman Belnda Sharman
Aggregate Billing ||
Hide Fee Detail ||

| —_——
ContractInfo | CustomerInfo  BllngInfo  Rentalnfo |

| User:Bianca | 03/02/2023 | Version:2.5.1.4 = Example Company

ITEM CONTACTS

* Ensure you have the contract item selected and then click on the
Item Contacts tab.

* The Item Contacts frame will be expanded.

e - =
Home | Equpment/Locations  Conbact  Finance /HR  Inventory  Mantenance /Projects  Manufactring  Proasement  Sales  Service  Reportng  Utities —
Ho =
=]

Save Back | Savelayout Workspaces

Process Format

o
2] Links 2 |[ contract nfo 2

| S » f
§ | PartCode  Descipton SerialNo AssetRegNo | LocationDesc | Location ‘ShippingAddress COSAccoun... StAHours  TraveRady 8
B . Contract o

* | Functions 0000015 Q3 L3 L3 0 0 0 0 o 3
g Contract Type | Cost Per Copy ~" |y B2, P19-12cdow coper  sP19-12185 Reception 658 Dime Road, South Riding, .. 2101 8.00

H Contract class - e Fees | ttem Meters | tem indusons | T Cotocts |

; Contract Category - 4 ContactName ContactType ContactMeth . ContactEmail ContactPhoneNu... ContactMobie IsMeterCon.

H StartDate 13062014~ 3l | select contract typ..._ Selectmetho. ®

EndDate | 13062015~ L)

period I

i

Period Type Months
Department |Sales Department
Contract Manager Carolna Suzzetta Lourens vande . v *
Salesman Belinda Sharman
Aggregate Billing ||
Hide Fee Detail [ ]

———
| contactinfo [ Cistomerinfo  Bnginfo  Rentainfo |

Open Windows

| User:Bianca | 03/02/2023 | Version: 2.5.1.4 | Example Company

You can add up to 3 types of contacts, depending on your requirements:

Help v2.5.1.4 - Pg 73 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cC(O=
Add a New Contract

* Manager Contact: the client contact who manages the contract
or relevant contract item

* Meter Clicks Contact: the client contact who will provide meter
readings.

» User Contact: the client contact who can be called with regards

to user queries.

ADD A CONTACT

* Right click anywhere in the first row of the Item Contacts frame.
* A Process menu will pop up.

e Click on Contact - Add a contact.

$ - : =
@ | fome | Equpment/Locatons  Contact  Fance /MR Inventory  Mantenance /Projects  Manufactrng  Procsrement  Ssles  Seice  Reporing  Utiites - & x
P i =
o =/
Save  Back Save Layout Workspaces
P o
3| [Links # |[Contract 1afo
(e » g
2 PartCode  Desarpton SerialNo  AssetRego  LocationDesc _ Location ShippingAddress COSAccoun.. SLAHows  TraveRady 2|
LI Contract No |C00000016 ) 0 0 0 o 0 o 0 = 3
;: Contract Type  Cost Per Copy » Bl SP19-12.. SP19-12Colour Copier  SP19-12185. Reception 658 Dime Road, South Riding, ,... 2101 8.00
Ed

6u)

StartDate 3062014 - » Select contract typ... Select metho. a
Endoate pemis - g |

-, Contact
Period 60 2 * %9 Add a contact

Period Type | Months

"
p
Contract class - i e [ tometes | i ks |t Cotacs |
Contract Category - 2 ContactName ContactType ContactMeth... ContactEmail ContactPhoneNu... ContactMobile IsMeterCon.

Delete
© Deete the contact
Department Saes Department T ———

Contract Manager |Carolna Suzzetta Lourens vande... v *

e Salesman Beinda Sharman
Aggregate Billing ||

Hide Fee Detail ]

nctions
Notes
Hold History
Suspend History

CreditNotes.

| _—
Contractinfo | CustomerInfo  BillngInfo  Rentalinfo |

o

User : Banca | 03/02/2023 | Version : 2.5.1.4 | Example Company

* A Process Validation message box will pop up asking:
* Are you sure you want to add a contact to this item

- [Serial Number or Location Description]?
e Click on Yes.
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s - +A - BPO: Version 2.5:1.4 - Example Company
§ Home: Equipment / Locations Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities.

- e x
HOo ®}
=

Save Back | Savelayout Workspaces

—J(&)x

Process Format

o
2] [unks # | [ Contract 1nfo * ¢
(8 [[ Enter text to seard L 2
2 PartCode  Descrption SersNo | AssetRegho | LocationDesc | Location ShippngAddress COSAccoun... SLAHous | TraveRade g
)| functions Comtract s [COD0DOD0 v e ) o 0 ) e 0 o = = Ed
g Contract Type |Cost per Copy » B SP19-12.. SP15-12 Cokour Copler  SP19-12185, Recepton 658 Dime Road, South Ridg, .. 2101 .00
§ Contract Class Ttem Fees | ltem Meters | Ttem Incusions | Item Contacts
& Contract Category  Contacieme | ContaciType Contactiveth...| ContactEmai ContactPhonelu._. | Contactoble | IsveterCon
H StartDate [Tp6/018 ~ » Select contract typ... Select metho. a
Endvate [pems - - I I I N
period EE
Period Type Months - Input Validation

Department |sses Department
Contract Manager B Are you sure you want to add a contact tothis tem -
ger | Corolina Suzzetta Louens van de. ° Areyou sure you
Salesman seinds shaman
Aggregate Biling ||

=l =
Hide Fee Detail | |

| contactinfo [Customerinfo  snginfo  Rentaltnfo |
(Open Windows v | User:Bianca = 03/02/2023 | Version:2.5.1.4 Example Company
* A Select a contact pop up screen will appear.
* Click on the row selector in front of the contact you wish to add.
.
* Click on Ok.
$ - Maintenance for Contract No. : CO0000016 - Status : A - 570 Version 2.5.1.4 - Example Company (=SEGE
@ | fome | Equpment/Locatons  Contact  Fnance /HR  Inventory  Mantenance /Projects  Manufactring  Proement  Saes  Sewvice  Reportng  Utities - & x
Ho
=
Save Back Save Layout wed\:.paoes
§’ Links 2 || contract Info 2 §
.g PartCode  Descripton SerialNo | AssetRegho | LocationDesc | Location Shppngaddress COSAccoun.. | SUitours  TraveRad 8
5 Contract o [Cos000016 S = - - > - o e = - |z
g Contract Type | Cost Per Copy N j»EsPlg—xz 5P19-12 Colour Copier  SP19-12185. Reception 658 Dime Road, South Riding, ... 2101 8.00
g Contract class Ttem Fees | ttemMeters | Ttem Indusions | Tom Contacts
; Contract Category 2 ContactName ContactType ContactMeth... ContactEmail ContactPhoneNu... ContactMobie IsMeterCon.
H StartDate 130672015~ » Select contract typ... Select metho. "
EndDate | 13062019~ - a5 Select a contact. (—J(aJ(x]
perod | @ 2] ome |
Period Type Months - -
Department  Sales Department - eﬂ ? g Sav%wt
Contract Manager Carolina Suzzetta Lourens van de. .. ‘
Salesman Belnda Sharman =l Tom w

Aggregate Billing ]

e Fee Detad [ ParentCantactiame. ContactType E Contacthome
o o o o o 0
oLl ACCOUNTS Accounts Contact Jacke Sutherand Jackce Sutherland

| ——_—
ContractInfo | CustomerInfo  BilngInfo  Rentalinfo |

Open Windows

| User:Bianca | 03/02/2023 | Version:2.5.1.4 | Example Company

* Contact Name: This will now be populated with the
selected contact's name.
* Contact Email: This will auto populate with the email

address already set up on the selected contact.
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Add a New Contract

* Contact Phone Number:This will auto populate with

the phone number already set up on the selected con-

tact.

* Contact Mobile: This will auto populate with the

mobile number already set up on the selected contact.

Period Type | Months

Department Soles Department

Salesman Belinda Sharman
Aggregate Billing ]
Hide Fee Detail [ |

| contractinfo | Customer Info  Biing Info

Contract Manager |Carolna Suzzetta Lourens van

® - B00:verst (=
@ | fome | Equpment/Locatons  Contact  Fnance /MR Inventory  Mantenance /Projects  Manufactring  Procement  Saes  Sewvice  Reportng  Uties - & x
H
=
Save Bk | Savelsyout Workspaces
P i Fomat &
2| unks # |[Contract tnfo
3 |[ Enter text to seard L i
g PartCode  Description seriaiNo AssetRegNo | LocationDesc | Location ShippingAddress COSAccoun... SLAHours | TraveRady| §
. Contract o g
Functions (s o 0 - - o - 0 o 5 S i
g Contract Type | Cost Per Copy * ||» B sP19-12.. 5P19-12Colour Copier  SP19-12185. Reception 658 Dime Road, South Riding, .. 2101 8.00
£ Contract clss L T
g Contract Category A Contactame | ContactType Contacteth...| ContactEmai ContactPhoneu..__ Contactoble __ IsMeterCon
H Start Date 13062015+ » [acke Sutheriand contactemal@exampled.. 0318529632 083 456 789
. Select contract typ... Select metho. a
Endpate 1306201
period D ! ! [ | |
Hold History

Rentalinfo |

| User:Bianca | 03/02/2023 | Version: 2.5.1.4 | Example Company

* Click in the Contact Type text box to reveal a drop-down arrow.
* Click on this arrow to display a Contact Type drop-down menu.
* Click on the contact type you wish to assign to this Item.
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® = i : i — &)k
“ Home | Equpment/Locations  Contact  Finence /HR  Inventory  Mantenance /Projects  Manufactring  Proarement  Sales  Service  Reportng  Uties - & x
HO =
Save Back Save Layout Wudsvoamzs
Process Format i a
§ Links. 2 || contract Info 2 §
H S 2 PartCode | Descripton Seridlo | AssetRegho  LocationDesc  Location ShopngAddress COSAccoun SUatours  TraveRad §
| Functions Comtract Mo [ v o o o o o o0 o z
g Contract Type | Cost Per Copy *1* |y B 1912 sP19-12Colowr Coper  SP19-12185. Reception 658 Dime Road, South Riding, ,... 2101 8.00
g Contract Class - Ttem Fees | Ttem Meters | Ttem ndusions | ftem Contacts
; Contract Category - 4 ContactName ContactType ContactMeth... ContactEmail ContactPhoneNu... ContactMobie IsMeterCon.
35 Start Date 13/06/2014 - a H 0318529632 083 456 7896
D ot oo [ ]
period “-” Contact
Period Type Months. v
Department  Sales Department v*
Contract Manager Carolina Suzzetta Lourens vande . ~ *
prr— P -
Aggregate Billing | |
Hide Fee Detail [ ]
Processing
| contoctinfo ["Customerinfo  linginfo Rentolinfo || 5
Open Windows ~ | User:Bianca = 03/02/2023 | Version: 2.5.1.4 Example Company
* Click in the Contact Method text box to reveal a drop-down
arrow.
* Click on this arrow to display a Contact Method drop-down
menu.
* Click on the preferred contact method you wish to use.
* In this image Email has been selected.
$ - 4 == x|
ﬁ Home | Equipment / Locations. Contract Finance /HR. Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utiites - & X
2o &
Save Back Save Layout weris'oa:zs
Proces: | Format &
H : PartCode  Desapton SeraNo  AssetRegho  LocatonDesc  Location Shopngaddress COSAccoun...| SLAHours | TraveRadk| |
% functions Comtract No (o0 v e e 0 o o 0 o 0 - - H
E Contract Type | Cost Per Copy » B SP19-12. SP19-12Colour Copier  SP19-12185. Reception 658 Dime Road, South Riding, ,... 2101 8.00
i - Conrctclss - e [ [ | nncen
ki Contract Category - 4 Contactiiame: ContactType ContactMeth... ContactEmai ContactPhoneNu... | Contactioblle _ IsMeterCon.
5 StartDate ‘13062014~ I Jackie Sutherland  Meter Clicks Contact 2 0318529632 083456 7896
EndDate 13062019~ * I s o= o L
Period &0 3 =
Hold History Period Type Months -
Department Sales Department -
Contract Manager Carolina Suzzetta Lourens van de. -
pys— —— =
Aggregate Billing [ |
Hide Fee Detail [ ]
| contractinfo | Customerinfo  BiingInfo _ RentalInfo |
Open Windows ~ | User:Bianca = 03/02/2023 | Version: 2.5.1.4 | Example Company
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* Is Meter Contact: Select this check box for the main
meter contact - this is important where meter charges
have been linked to the contract item, as this contact
will display in the Meter Capture screens (Unpro-

cessed Meters and Meter Usage) and will be used

when sending Meter Reading Email Requests.

v Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL (== 3|
| rome | Equpmentandlocations  Contract  FranceandHR  Inventory  MantenanceandProjects  Manufoctrng  Proawement  Sdes  Serice  Reporting  Uflites - & x
=
Mo
=
Save Back Savelayout Workspaces
Process Format [
Links 4 || Billing Info ¥
text o gearch ) :
# PartCode Desaiption SerialNo CategoryDesc ModeNo  AssetRegNo  LocationDesc Location  ShippingAddress
Functions Billing Cycle Manths halh R 3 - e @ e o 3 o A
Billing Period 6x) » Bl SPI020MFC  SP2020 Sprint MFC | 2020-553900  Hardware SP2020  AREGAS00 Recepton 26 Lavendar , 544 Crompton __ e
BilingDay 0 1 [ ttem Fess | ttemMeters | ftem Indlusions | Ttem Contects |
Escalation Type |Percentage -l= 9 Contactiame ContactType -+ ContactMethod ContactEmail ContactPhoneNumber  ContactMabile IsMeterContact
< I Jane Alrich Meter Clicks Contact [] judth.mudzeng... 031123 4567 083 456 7891 ]
= Escalation Period 6%
Escalation Amt 0=
0T I N I
Currency  South African Rand -+
Exchange 1.00
Tax Rate 15.00 e
Processing
Contract Info Customer Info ] Biling Info [ Rental Info
- Open Windows v | User :JudithM | 04/12/2019 | Version:2.3.0.4 | TEST ALPHA - JUDITH PC LOCAL ZJ

* You can add further contacts to this frame by right clicking any-
where in a row of the Item Contacts frame and following the
same process as above.

* In this image a second contact has been added.
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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
24O ®
=
Save Back Save Layout Wodsvoums
Process 4 Format gy a
3 S 2 PartCode  Descripton Serido | AssetRegho | LocaionDesc | Locaton ShppngAddress COSAccoun... SLAous | TraveRade§
% functions Customer [[ENICIND 2 o] ) o 0 ) e o D - - z
E Address gﬁm"";;‘;" £ " | E P12 | P1912Cokur Coper  SP19-12185 Recepton 658 Dime Road, South Riding, ... 2101 800
i - e Troas [ imos | ror e
= 1478 A Contactiiame ContactType ContactMeth...| ContactEmal ContactPhoneNu... ContactMobie | IsMeterCon.
H Orderfio Jackie Sutherland  Meter Cicks Contact Email contactemail@exanpled . 0318529632 083456 7896 4
Required » Mary Jones Manager Contact Telephone contactemail @exampled. 0318529632
e || O s crvec . scecoevo. RN =
g [ I | |
Processing
Contractinfo | CustomerInfo | BlingInfo  Rental Info
(Open Windows v | User:Bianca = 03/02/2023 | Version:2.5.1.4 Example Company
. .
* You can also delete a contact if required.
* Right click in the row of the contact you wish to delete.
* The Process menu will pop up.
e Click on Delete - Delete the contact.
& - . : i — & lx
‘ ‘ Home | Equipment /Locations Contract Finance /HR Inventory Maintenance /Projects Manufacturing Procurement Sales Service Reporting Utilites. - & |
HO ®|
Save Back Save Layout Wudsvoacs
§’ Links. 2 || customer Info u ?g—
H o 2 PartCode | Descrpton SeialNo  AsseRegllo  LocationDesc  Location ShiopingAddress COSAccoun.. SUAtours  TraveRad 8|
# ranc Customer | Titan Group 2l |yl ,u, o 0 - o 0 o H
E Address | O £ " |y B sz, P1912Cou Coper  SP19-12185 Reception 658 Dime Road, South Rng, .. 2101 500
z - e T T o
; 1478 4 ContactName ContactType ContactMeth... ContactEmai ContactPhoneNu... ContactMobile IsMeterCon.
§= Order No Jackie Sutherland _ Meter Clicks Contact _ Email ‘contactemail @exampled... 0318529632 083 456 789 4
D I > [Py ones Wanaoer Contact | Tophane | contactemal @exanpled.. 0318529632 5]
—— » Select contract typ... Selectmetho... Process |
o - E——
- I R e
ory 9 add a contact
- Q;::memm
Processing
Contractinfo | CustomerInfo | BlingInfo  Rentalinfo || ~
Open Windows ~ | User:Bianca = 03/02/2023 | Version:2.5.1.4 Example Company
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* A Delete Row message box will pop up asking:

* Are you sure you want to delete this item contact

[Serial Number or Location Description]?
* Click on Yes.

Ho =

Bulig paseg 3y || 31e6a00y |

@ | tome | Equpment /Locatons

Save Back | Savelayout Workspaces

(=)&)
Contract  France /MR Inventory  Mantenance [Projcts  Menufachrng  Proarement  Sees  Servce  Reportng  Utites - & x
]
S
Customer Ink 0 ¢
PartCode  Desapton SeralNo | AsseRego | LocatonDesc | Location ShppngAddress COSAccoun.. SLAvows | TraveRod|§
Qustosser [JEECro) 2 e o o o e e o o - z
Address (0 o » » B SP19-12.. SPI1S-12 Colour Copler  SP19-12185, Recepton 658 Dme Road, South Ridng, .. 2101 .00
R e = o
17 2 Contacthame  ContactType. Contacteth.. | ContactEmad ContactPhonehy.__ Contacthoble | steterCon
Orderto Jacke Sutherand  Meter Cicks Contact  Ema contactemaiexanpled. 031852962 083456 7896
Required » Mary Jones Manager Contact  Telephone  contactemai Gexanpied... 0318529632 3
IR - e —— -
Location Man

ContractInfo | Customer Info

Blinginfo  Rentallnfo |

A - BPO: Version 2.5.1.4 - Example Company

Delete Row

[

| User:Bianca | 03/02/2023 | Version: 2.5.1.4 | Example Company

frame.

* The contact has now been deleted from the Items Contacts

| @ | vome | cosoment/Locatons

Buijjig paseg 3jr || 21062100y

ContractInfo | CustomerInfo | BllngInfo  Rentalinfo |

3 - & x
Contract. Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities. - & X
Ho ®
=]
Save  Back Save Layout Workspaces
Process Fomat &
ks # |[Customer tnfo . 5
er te eard b 2
PartCode  Desaption SeralNo | AsseRegho | LocatonDesc | Location Shopngaddress COSAccoun... SLAous | TraveRade§
Functions Customer [IRMGP 2 OIF 0 0 £ o 0 0 o - - i
Address 55 5 " [ Ewsn. Peucercps  wsms Receton 655 e Rod,Seuth e, 201 s
R T oo
1478 2 ContactName ContactType ContactMeth... ContactEmail ContactPhoneNu... ContactMobie IsMeterCon.
Orderiio » [Meter Cicks Contact | Email 0318529632 083456789 5
— < I - s . .
Location Man

| User:Bianca | 03/02/2023 | Version: 2.5.1.4 | Example Company
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DELETE CONTRACT ITEM

You can delete a contract item if required.

Right click in the row of the contract item you wish to delete.
The Process menu will pop up.

Click on Delete - Delete Item.

@ | fome | Equpment/locatons  Contiact  Fnance /MR Inventory  Mantenance /Projects  Manufactng  Procsement  Ssles  Seke  Reportng  Utites - & x
-
HOo ®}

Save Back | Savelayout Workspaces

P a
3 [Links # |[Customer Info ¢
IIE A g
3 PartCode  Desarption SeriaNo  AssetReglo  LocationDesc Location shepngaddress COSAccoun... SLAHG 8|
7 Customer | Titan Group A Iy 0 0 0 0 0 o 0 - |g
< Address [$530me Rosd » B 102, Pis12CharCoper 1912185 Recepten 658 0me Road, South Rdng, .. 2101
g =] New Green Shopping Centre [ North Brooks “em——n— South Ridng, , .. 2100
5 s - I N — .
= +, Machine
2 Order o ¥ Add New Machine Item

Required > Location

Add New Location Item
Location [Man

ContractInfo | Customer Info | BlingInfo  Rental Info

User : Bianca | 03/02/2023 | Version : 2.5.1.4 | Example Company

* A Delete Row message box will pop up asking:

* Are you sure you want to delete this row for item

[Serial Number or Location Description]?
e Click on Yes.
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$ - :A - BPO: Version 2.5.1.4 - Example Company
@ | tome | Eaupment/locatons  Contract  Frence /MR Inventory  Mantenance [Projects  Manufoctsring  Proarement  Saks  Servie  Reportng  Utites

- = x
HOo ®}

=
Save  Back Save Layout Workspaces

Proce s Format

. a
2| [inks # |[Customer Info 0 =
(8 [[ Enter text to seard L &
2 | partcode  Descrpton Seridlo | AssetRegho | LocationDesc Location ShppingAddress cosacoun g
= Functions Customer [T Grop 21 el o o 0 o o o o B
< Address [s590me Rosd » BP0, PEChurcpe P Recepto 653Dme Roa, South g .. 2101
§ » B New Green Shopping Centre. North Brooks. 658 Dime Road, South Riding, ,... 2100
g wn - I I . —
H Order o

Required | |

Location Main

Delete Row

Are you sure you want to delete this row for item New Green
Shopping Centre?

=l =

Contractnfo | Customerinfo | BilingInfo  Rental Info

* The contract item has now been deleted from the Contract Parts
frame.
$® - e
\lm\wlmmm/mmmlmmmcﬁsmwm— _ & x
Ho X
 m— : :
i e o Py

Contractinfo | Customer Info | BlingInfo  Rentallnfo | |

Open Windows

| User:Bianca | 03/02/2023 | Version : 2.5.1.4 | Example Company

USER DEFINED FIELDS

The inclusion of User Defined Fields is to provide more information within
the Asset, Contract, Customer and Location modules so that associated

work/processes can be carried out more efficiently. It will serve as connective
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tissue between contracts and call center functions to improve call center per-

formance by having readily accessible information.

Version Compatibilityl

* Click on the User Defined dock panel tab to open the panel

Maintenance for Contract No. : COD000018 - Status : A - BPO: Version 2.5.0.9 - Example Company =3 x]

| @ | rome | Equpment/locatons  Convact  Fnance /MR Invemtory  Mantenance fProjects  Manufactrng  Procrement  Sses  Servce  Reportng  Utites - & x

HO R B

Save Back | Savelayout Workspaces

0\

Processing

Format a
= Contract Info n el
¥ PartCode Desaption SeridNo | AsseReglo | LocationDesc | Location ShippingAddress cosaceo] 8
4 Contract lio |CO0000018 EH
= i 0 0 0 0 e 0 o |2
a Contract Type: | CostPer Copy My 5P2020 SP2020 Sprint Colour .. 20-147258 Reception 147 Tar Road, New Town, ,,, .. 2101 ==
Contract Class  Contract Class Example 001 v || » B 5P19-12345  SP19-12 Colour Copier  19-12/1202 Back Office 147 Tar Road, New Town, ,, , .. 2101
Contract Category | Confract Category Example 001 ~ TtemFees | Item Meters | Ttem Inchusions | Ttem Contacts
Startpate 0o0701a v | Marked FeeType | FeeTypeDesc ChargeAmo... AccouniCode |COSAccoun.. | InvoceDesaption | StariDate | EndDate | Period E
e — o s o . o 0 s - - =
End Date 09/07/2018  ~
> [m] E 0.000 1202 09/07/2014  09/07/2019 60 M
Period 60 3*
o 1 0.000 1201 09/07/2014  09/07/2019 60 M
Period Type |Months My o | 0.000 1200 03/07/2014  09/07/2013 60 M
Department |Sales Department Bk M N 356,109 1203 203 Insurance 03/07/2014  03/07/2019 50 M
Contract Manager | Wesley Haynes P o r 0.000 1204 09/07/2014  09/07/2018 50 M
o REN 0.000 1202 09/07/2014  09/07/2019 60 M
Salesman beinda shaman -4
M s 1076671 1101 2100 Monthly service 03f07/2014  09/07/2019 60 M
Aggregate Biling ] o w 0.000 09/07/2014  09/07/2019 60 M
Hide Fee Detail [ | L4278

EEEEEEE——
Contractin.. | CustomerI. Bilinginfo  RentalInfo

SP15-123456  SP19-12 Colour Copier  1912-102031 Room 34 147 Tar Road, New Town, , , , .. 2101

| I N R

Open Windows +

| User : BiancaD | 25/03/2022 | Version : 2.5.0.9 | Example Company

ADD NEW CUSTOM FIELD

New User Defined Customer Fields can be created from here. Any User

Defined field created will be available for update on all contracts.

* Right click in User Defined panel and select Add New Custom

Field

1 BPO2 v2.5.0.8 or higher. " Add Interest Rate " on page 2
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$ - Maintenance for Contract No.: CODOB0D18 - Status : A - BPO: Version 2.5.0.5 - Example Company
(%o T i e G o Gl g et B Srm e DT -
@ &
o
Sove Back | Savelayout Workspaces
Process Format s
] [[Links 2 |[ contract nfo 2 User Defined = e
| [[Enter text to se: £ g
& PartCode Description SerialNo AsseiReg g
a N Contract o | CO0000018 £l
= | Functions i - a2 Code CodeDescription VariableValue z
= Contract Type | CostPer Copy hdy 2020 5P2020 Sprint Colour . 20-147258 L3 o '
= Contract Class | Contract Class Example 001 v ||v B Pro-123986  sP19-12 Colowr Copier 191271202 » CTRT.CODEOL  Contract UDF Free Input Text Example
o ‘Contract Category Contract Category Example 001 = Item Fees ‘ Item Meters | Item Indusions | Item Contacts CTRT_CODE02 Centract UDF Lookup List Example
B StartDate 03072014 ] = Marked FesType  FeeTypeDesc ChargeAmo.. Ac|  CTRT.CODEO3  ContractUDF YesNoExample
. v o o = -0
End Date [09/07/2013
[ — v O -« Evergreen 0.000 12
Period 60 3*
o 1 Inhouse Re. 0.000 12/ - S
= | rocess
Period Type | Months - o = 0.000| 2
Department |Sales Department M N Insurance 356109 12 ' Add New Custom Field
Contract Manager |\esley Haynes —— [m] 3 Bank Rentsl 0.000 12/ e
e e e— O ren Standard R 0.000 12 17 Edit custom Fieid "
Salesman elinda Sharman )4
M s Service 1,076,671 11
g 1 o w Renew Fee 0.000
Hide Fee Detail
a0 143278
SP19-123456  SP19-12 Colowr Coper  1912-102031
« I I N
Credit Note:
EE——
| contractin.. [ Costomer1. Biinginfo  Rentalinfo
Open Windows ~ | User :BiancaD | 01/04/2022 | Version:2.5.0.9 | Example Company

* Type in a Code and Description for the new User Defined Field.
e Select the Input Type.
* Click on the Save button.

‘Add new custom element - BPO: Version 2.5.0.9 - Example Company
Equipment / Locations Contract Finance fHR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utilities - & X
Process &
Code |CTRT_CODED3 -
Description | Contract UDF Yes No Example *
Input Type Yes or No value -l
Type #h Description
FREETEXT Freeinput text
LOOKUP Lookup list
YESNO Yes or No value
x Z
Open Windons ~ | User : BiancaD | 23/04/2022 | Version: 2.5.0.9 | Example Company
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ADD LOOKUP ITEMS

For Lookup Input Variables - the right click context menu includes the option
to add items to the Lookup List.

e Right click on Lookup input type Custom Field and select Add
new lookup item (you may need to scroll down).

(= — Maintenance for Contract fo. : CO0000018 - Status : A - BPO: Version 2.5.0.9 - Example Company [(=J(= <]
¥ add New Custom Field ~
g locations  Contract  Finance [HR  Inventory  Mantenance /Projects  Manufacturing  Procrement  Sales  Service  Reporting  Uiities - & x
r Edit
17 Eit Custom Field
-
= Lookup
= aad ne lookupiem . |lorkspsces
&
| [ Links 2 |[ contract Info ) User Defined [
|| Enter text to search o
g PartCode  Description Serallo  AssetRegho  LocationDesc  Loca
-4 Contract lo
= ontra CO000I0 1B k3 e o ol o o || | code CodeDesaription Variablevaiue
3 Contract Type: | CostPer Copy T "y @200 sPo020 SprintColowr . 20147258 2-1.20-147 Recq| v #c e o0
Contract Class | Contract Class Example 001 v SP18-12 13-12/1202 Bac| | CTRT_CODED1  ContractUDF Fres Input Text Example
Contract Category | Contract Category Example 001 = 5P19-12... 5P19-12 Colour Copier 1912102031 Roof| ) CTRT cODED2  iContract UDF Lookup ListExample |

ajebaibiy

W addr -
StartDate ogfr/mis - « [ I N D N | crrcooeos S Adiew cusionrel

EndDate 03/07/2013  ~

Edit
¥ Edit custom Fieid ‘

Period 6 2%

— Lookup
i S = i
Heriod Ty ot [Mrtie Addnew lookupiten

Department | sales Department

Contract Manager | Wesley Haynes

CERRIREIR

Salesman | Beinds Sharman

Aggregate Billing [
Hide Fee Detail [ |

Processing

P EEEE—
ContractIn... | Customerl. BillngInfo  Rental Info

Open Windows ~ | User i BiancaD | 23/04/2022 | Version : 2.5.0.9 | Example Company

* Type in the lookup item Code and Description.
* Click on the Save button.
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Equipment / Locations

Add new lookup element - BPO: Version 2.5.0.9 - Example Company (=]

Contract  Finance /HR  Inventory  Maintenance /Projects  Manufactuing  Procwrement  Sales  Service  Reportng  Utiities. - & x

Open Windows +

Code

LKOD4

Description |Lookup item 4 example]

| User : BiancaD | 23/04/2022 | Version : 2.5.0.5 | Example Company

UPDATE CUSTOM FIELD

This will update the detail for the User Defined Field for this contract.

* Variable Value: Type in, pick from the Lookup List or Toggle

Yes/No depending on the Input type.
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s - . ontract No. : C A y =i
| @ | Home | Equpment/Locaions  Contract  Fnance /MR Iwventory  Maintenance/Projects  Manufachring  Proarement  Sdes  Service  Reportng  Utiifes - & x
34O =
Save  Back | Savelayout Workspaces
Process Format B &
| [ Links 2 |[ contract Tnfo ) User Defined [
| [Enter text tosearen... o
g PartCode  Description Serallo  AssetRegho  Locatior
& - Contract lo
z| Functions ontra jcosomeln v il e e -3 -3 “ode CodeDescription Variablevalue
£ Contract Type | CostPer Copy M P2020  SP2020 Sprint Colour .. 20-147258  2-1-20-147. v 5l I F
= Contract Class | Contract Class Example 001 - P19-12.. SP19-12 Colow Copier  15-12/1202 CTRT_CODEDI  Contract UDF Free Input Text Example [ Type Text
B Contract Category | Contract Category Example 001+ 5P13-12. 5P19-12 Colour Copier  1512-102031 CTRT_CODED?  Contract UDF Lookup List Example.  [LK00 1.
= StartDate 037004 - + | N N N : crer_covens  Confroct UDF Yes o Exarie o
EndDate [0op7/2008  ~
Period 60 7 *
Period Type | Months -1
Department |Sales Department -
Contract Manager  \esley Haynes Ay
Salesman | elinda Sharman -
Aggregate Billing [
Hide Fee Detail [
EEEE—
| contractin.. [ Costomer1..  BilingInfo  Rentalinfo e S
Open Windors ~ | User : BancaD | 23/04/2022 | Verson : 2.5.0.9 | Exerple Company
* Wh d lick on Save
€N you are done, click on 8
$ - : (&=
@ | tome | Coupment/locatons  Contract  Fnance /R Inventory  Mantenance /Projects  Manufachring  Proarement  Sses  Servie  Reportng  Utities - & x
Save Bak | Savelayout Workspaces
Process . Format
=|| Links 2 || customer Info 2
| S » 1
§ PartCode. Description SeriaiNo ‘ShippingAddress COSAccoun X
H Customer  Titan Group. A el s s o 0 -
g Address 6DmeRoad  p 1+ | 4
S South Ridng I » B P19-12.. SP19-12 Colour Copier  SP19-12185.. 658 Dime Road, South Riding, ... 2101
2 *
H
i 17
H Order o
Required
Location Man v
ContractInfo | Customer Info | BlingInfo  RentalInfo .
Open Windows ~ | User:Banca | 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
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to the Status you last selected.
* Click on the drop-down arrow in the Status field and select the

relevant status.

3 - (=& x|
@ | fome | Equpment/Locatons  Contact  Fance /MR Inventory  Mantenance /Projects  Manufactrng  Procsement  Ssles  Seke  Reporing  Utites - & x
A ==| [q savelayout i Hold. &R For A N Durban v o 2 oo g
= L [ Find Serial No.
Q (2 X 5 S | 2t @i e T )
Add  Edt Delete  View | - N © DedneClosre_Close: = Print  Export | Reports
%, SeveFiter § Release | Appr wract Conmect | @RS | # StahsDesc o 2
For ] New i 4 Repo.. 4 o
Released
Links [ A Actve
. H Hold
B CustomerC... CustomerName CustomerD... CofP ‘Suspend frdero StartDate EndDate Department... Period PeriodType... BilingCyde... BilingPeriod Bl
0 e o ¢ Closed - - 0 - o o - -
u X Deleted -
AL TitanGroup o x B 1306/2014  13/06/2013  Soles Depar 6 Months  Months 4
SAMODL  Semanthes Diner a TR Cs D e 03/07/2014  03/07/2013  Saes Depar 6 Months  Months 5
OFF001 Office Supplies Unlimited cPC CostPer Co... Main 28/07/2014  28/07/2019  Sales Depar. 60 Months Bi-annual 6
YESOO1  Young Sectic cpe Costper Co... Hiarest 24032016 24/03/2021  Sales Depar. 6 Months  Menths 1
PANOO1 Panda Copiers (= CostPer Co... Main 05/07/2016  05/07/2021  Sales Depar. 60 Months Months 5
HOPOOL  Hope Works (Pty)Ltd e CostPer Co... Main 01/08/2016  07/09/2021  Saes Depar. 6 Months  Quartery s
HOPOO1 Hope Works (Pty) Ltd (= CostPer Co... DurbanArea 1234 07/03/2018  07/03/2023  Sales Depar. 60 Months Months. 2
DEROOI  Derton/Technologies e CostPer Co... DubenArea 1234 15/06/2018  15/06/2023  Soles Depar 6 Months  Months 5
PIN00O1 Pink Shoes (=2 Cost Per Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months. 4
PIN00O1 Pink Shoes cpC Cost Per Co... Durban Area 18/06/2018  18/06/2023  Sales Depar. 60 Months Months. 4
OFF001 Office Supplies Unlimited cPC CostPer Co... DurbanCen.. 1234 06/05/2017  06/05/2020 60 Months Months. 2
HOPOOL  Hope Works Pty Ltd e CostPer Co... Durban Area 18/06/2018  18/06/2023  Soles Depar 60 Months  Months 4
Open Windows + | 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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Related Topics

* Release Contract For Approval

e Approve Contract

MNU.112.049

Help v2.5.1.4 - Pg 89 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential






	Bookmarks
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	INVNIncl
	Top
	Top
	Top
	BOMIncl
	Top
	Top
	Top
	CRFTIncl
	Top
	Top
	Top
	SERVIncl
	Top
	Top
	Top
	InclLinkFee
	Top
	Top
	Top
	DELIncl
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top
	Top


