cC o=
Add New Location Contract (post v2.3.0.0)

CONTRACTS

ADD NEW LOCATION CONTRACT (POST
v2.3.0.0)

A Customer Location is required for a Customer Location Contract.

The location item that is being added to the contract is a defined customer

location.

Ribbon Access: Contract > Contracts

a = 3 - TEST ALEH Ui ! CAL o |

[ Equ\pmantandm[ahuns \chhml FinanceandHR _Inventory

Ly el — \ @ F T
b I <= a8 K B = @ » & 4
Contracts | ShortTerm | Meter Release Biling CloseBiling Awaiting Period Adhoc Escalation  Unprocessed Manual Contract  Contract Biling

Confracts Usage  Billing Period Period Contract Escalations Escalations  Motifications Meters Invoice Credit Notes Preview
| |

intenance and Projects  Manufacturing Procurement  Sales  Service  Reporting  Utiities

Mastar Al Processing 4| Preview .| [

The Contract Listing screen will be displayed.

* Select the site that you wish to work in.
* In this image Pretoria has been selected.
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Contract Listing - BPO: Version 2.3.0.3 - TEST ALPHA - JUDITH PC LOCAL ';:,‘ o || x|
E| Equipment and Locations Contract  Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement Sales  Service Reporting  Utilities - & x
[ save Layout v« Hold Durban | K |
S5 Workspaces v | g Suspend D #h Name
%, Save Filter R 0 Al Sites bk Dipat | Reoore
1 Durban |
i 4 2 protora | Repo.. 4| 4|
3 Test
£ East London
Contractho CustomerCode Customeriame CustomerDe| lesc Location
¥ | B B - B 3 A L =
»  CO0D000146 DONOOO1 Dont Run with Scissars Sales Department CPC Cost Per Copy Main
Notes CO0000150 ABCXYZ123 AEC Soe Co Sales Department cpC Cost Per Capy Main
CO0000147 DONOO01 Dont Run with Scdssors Sales Department CPC Cost Per Copy Main
CO0000148 SAMO01 Samanthas Diner Sales Department CPC Cost Per Copy Main
CO0000151 SAMOO1 Samanthas Diner Sales Department CPC Cost Per Copy Main
CCo000152 SAMO01 Samanthas Diner Sales Department CPC Cost Per Copy Main
CO0000154 DONOOO1 Dant Run with Sdssors Sales Department CPC Cost Per Copy Main
C00000155 Jusool Just In Time Sales Department CPC Cost Per Copy Main
CO0000156 Jusool Just In Time: Sales Department CPC Cost Per Copy Main
CO0000157 DON0D01 Dont Run with Sdssors Sales Department EPE Cost Per Copy Main
CO0000159 APPO0OO1 Apple Juice Inc Sales Department CPC Cost Per Copy Main
COD000160 BETOO0O1 Betties Summer Shop at the Beach  Sales Department CPC Caost Per Copy Main
CO0000161 BET0001 Betties Summer Shop at the Beach  Sales Department CcrC Cost Per Copy Gillits
CC0000162 Jusool Just In Time Sales Department CPC Cost Per Copy Main
CO0000163 Jusool Just In Time Sales Department CPC Cost Per Copy Main
00000164 BIGO001 Big Bargains Sales Department cPC Cost Per Capy Main
CO0000165 Jusool Just In Time: Sales Department CPC Cost Per Copy Main
COD000 166 BILODO1 Billys Barn Sales Department CPC Cast Per Copy Main
ke CO0000167 BILOOO1 Billys Barn Sales Department CPC Cost Per Copy Main
CO00001858 ~ BOTOOOL  Bothas Networking inc Sales Department CPC Cost Per Coov Main =
‘. v
Open Windows ~ | User: JudithM | 09/10/2019 | Version : 2.3.0.3 | TEST ALPHA - JUDITH PC LOCAL /;';

1. By default, this screen will list all the Active contracts for the selected
site.
° You do not need to change this status to create a new loc-

ation contract.
2. Click on Add.
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s - Contract Listing - BPO: Version 2.3.0.3 - TEST ALPHA el
‘EHome ! Equipment and Locations Contract Finance andHR  Inventory Maintenance and Projects  Manufacturing  Procurement Sales  Service Reporting  Utllities - & X
7 = 2 —_—— = |
= " . = -
= [l savelayaut T [ Find Serial No, Lg = -_LI
S5 Workspaces v - H
View = i e Print Export | Reports
%, Save Fiter 1§ Release ¥ Find Contract i &
al Format Curres Print. 4| Repo... 4 & |
Contractio CustomerCode CustomerMName CustomerDeptiame ContractType | ContractTypeDesc Location
¥ 0 e e ofc ofc o 1
CO0000233 HOPOO1 Hepe Works Sales Department cpC Cost Per Copy Durban Area
00000240 HOPOO1 Hope Works Sales Department cPC Cost Per Copy Durban Area
CO0000241 HOPOO1 Hape Works Sales Department CPC Cost Per Copy Gillits
C00000244 QUADDL Quality Printers cPC Cost Per Copy Gillts
CO0000245 QUADDL Quality Printers CPC Cost Per Copy Gillits
COD000247 THROO1 The Real CPC Cost Per Copy Gillits
CO0000248 PAMOO1 Pam Holdings CPC Caost Per Copy Durban Area
b
‘ Open Windows ~ | User : JudithM | 09/10/2018 | Version : 2,3.0.3 | TEST ALPHA - JUDITH PC LOCAL _él

* The Add a new Contract screen will be displayed.

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.
* The Contract Info panel will move to the fore.
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K]
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o
[ & Home | Equipment and Locations Contract Financeand HR Inventory Maintenance and Projects  Manufacturing  Procurement Sales  Service  Reporting  Uiities - &

Add a new Contract - BPO: Version 2.3.0.3 - TEST ALPHA - JUDITH PC LOCAL [ =
x

ave  Back
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e ey
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5

Savelayout Workspaces

a Contract Info w

ased a1 a:_eEEﬁE;' |

Buijjig p

Processing

PartCode Description SerialNo CategoryDesc | ModelNo | AssetReaho
v o o o o o
»

Contract No

Contract Type |
StartDate [03/10/2013  +
End Date |03/10/2024  +
Period| 0%

Period Type

Department

Contract
Manager

Salesman

Aggregate Billing | |
Hide Fee Detail [

4 4 4 4

Contract Info I Customer Info Billing Info Rental Info

Open Windows ~

| User: JudithM | 09/10/2019 | Version : 2.3.0.3 | TEST ALPHA - JUDITHPCLOCAL

Contract Info Panel Details

Contract No: The contract number is generated by the system
(if the Auto Contract flag is selected in BPO Configurator).
Contract Type: Click on the drop-down arrow and select the

Contract Type e.g., Cost per Copy.

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 thisis 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 of the contract (life span of the contract).
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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

department.

* Contract Manager: Click on the drop-down arrow and select the
contract manager.

* Salesman: Click on the drop-down arrow and select the sales-
man.

* Aggregate Billing: Click on this check box if the customer will
receive aggregate billing. Refer to aggregate billing for more
information.

* Hide Fee Detail: Select this option if you don't want to show

individual contract invoice fee amounts.

$ - Add a new Contract - BPO: Version 2.3.0.3 - TEST ALPHA - JUDITH PC LOCAL [iliogleed
;Home Equipment and Locations  Contract Finance and HR  Inventory  Maintenance and Projects  Manufacturing Procurement Sales  Service Reporting  Utilities - &8 X
-1
e o e 1
O X/
=
Save  Back Save Layout Workspaces |
-
Pracess Format @ |
= Links 2 || contract mnfo 2
2l Enter text tose 2
fé - PartCode Description SerialNo CategoryDesc  ModelNo  AssetRegho
& b » o o We e Wdc
| £ Contract Type - |* N
@ —_—
E Start Date 09/10/2013 =
@
= End Date |05/10/2024  ~
2 Period [T
Period Type - |*
Department v i%
Contract mrs
Manager
Salesman s i
Aggregate Billing [
Hide Fee Detail ||
Processing
Invoices
" R
Contractinfo | CustomerInfo  BllingInfo  Rental Info ’
Open Windows + | User: JudithM | 09/10/2018  Version : 2.3.0.3 | TEST ALPHA - JUDITH PC LOCAL ﬁ!
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CUSTOMER INFO PANEL

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

the Customer Info tab.

$ - Add a new Contract - BPO: Version 2.3.0.3 - TEST ALPHA - JUDITH PC LOCAL o =T
.8 fe__HHumE‘ Equipment and Locations  Confract Finance and HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Ssles  Service Reporting  Utilities - & x
T ki i 1
N
T
=
Save Back | Savelayout Workspaces |
eroem a |
= 2 || Contract Info 2
a
9 2
fé PartCode Description SerialNo CategoryDesc  ModelMo  AssetRegho
1%l Functions ContractWo v b o ol o o -
= Contract Type | Maintenace Contract - i
& ——
ke Start Date 01/10/2019 =
@
= End Date |01/10/2024 =
a Period BT
Period Type  Months -
Department  Sales Department x5
Contract
Manager Judith Mudzengi 3
Salesman | Judith Mudzeng ™
Aggregate Billing [
Hide Fee Detail [ |
Processing
Invoices
| I_li
Contract Info Customer Info Biling Info Rental Info
Open Windows ~ | User : JudithM | 09/10/2019 | Version:2,3.0.3 | TEST ALPHA - JUDITH PC LOCAL ﬁ!

The Customer Info panel will move to the fore.

Customer Info Panel Details

Customer: Click on the search button and select the customer

from the Select a customer for this contract pop up screen.

Address: This will autopopulate but you can click on the search
button and select the 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 on site.
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e Location: Click on the drop-down arrow and select the customer

location from the menu.

$ - Add a new Contract - BPO: Version 2.3.0.3 - TEST ALPHA - JUDITH PC LOCAL =
| - & x
LW 1

N =

T

=

Save Back | Savelayout Workspaces |

Process Format @ |
RIE Customer Info 2
g e
fé : PartCode Description SerialNo CategoryDesc  ModelMo  AssetRegho
5] Bty Ll ¢ o o oI o e ol
= Address o * ¥
&
Z
£
z
3 Order No

Required | |
Location -|*
Contract Info ICustomEr Info | Biling Info Rental Info 4 .

Open Windows ~ | User : JudithM | 09/10/2019 | Version:2,3.0.3 | TEST ALPHA - JUDITH PC LOCAL ﬁ!

BILLING INFO PANEL

* When you have finished editing the customer info details, click on
the Billing Info tab.
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$ - Add a new Contract - BPO: Version 2.3.0.3 - TEST ALPHA - JUDITH PC LOCAL [ = |
|jﬁ‘;HumE‘ Equipment and Locaions  Contract Finance and HR  Inventory  Maintenance and Projects  Manufactuing  Procurement  Sales Service Reporting  Utiities - & x
I

10 M

=

Save Back | Savelayout Workspaces

Proc Format @
= 2 || Customer Info a
g 5
al" PartCode Description Seriallo CategoryDesc | ModelNo | AssetRegho
7| [— Customer | Hope Works 2 Iy e P s o o -

Address | 26 Lavendar o # »

944 Crompton 5t
Pinetown Central
Pinetown

Buljjig pased 3411

Order No

b Required [
Location |Pretoria 1 - |*
ol ory

Cantract Info Customer Info I Billing Info I Rental Info

| User ; JudithM | 09/10/2019 | Version: 2,3.0.3 | TEST ALPHA - JUDITH PC LOCAL £|

The Billing Info panel will be expanded.

® Note: Some of these details will auto populate but

they can be changed as explained below.

Billing Info panel Details

* 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 eg 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: Type in the day that the customer will be billed (e.g.,
on the 25th of each billing cycle).
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® The Billing Day can be used if you are billing different
contracts on different days or can be used as a filter in
the Contract Billing screen. The Billing Day is limited
to 31. You can type in the day that the customer will
be billed (e.g., on the 25th of each billing cycle) else
leave as O.

* Escalation Type: Search for and Select an escalation type (usu-
ally 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 eg 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 but you can type in an alternative exchange rate.
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e Tax Rate: The system will auto populate with the tax rate set up

but you can type an alternative tax rate.

= - Add a new Contract - BPO: Version 2.3.0.3 - TEST ALPHA - JUDITH PC LOCAL == | =T 2
%_ _\;Hume} Equipment and Locations  Contract  Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement Sales  Service Reporting  Utiities - & x
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5 s : . _—
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8
= Escalation Type Percentage - |*
=
a Escalation Period = 10 o
Escalation Amt 0=
Currency  South African Rand e
Exchange 1.00 *
Tax Rate 15.00 -
Processing
Invoices
ContractInfo  Customer Info IB\\IingInfu IREniaIInﬁ: ;
Open Windows ~ | User : JudithM | 09/10/2019 | Version:2,3.0.3 | TEST ALPHA - JUDITH PC LOCAL ﬁ!

RENTAL INFO PANEL

1. This used for a third party rental contract.

° For more information please refer to Rental Contract.

AGGREGATE PANEL

2. This is used when creating an Aggregate contract or Prepaid / Life
Based contract.
° For more information, refer to Aggregate contract and Pre-

paid / Life Based contract.
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LIFE BASED BILLING PANEL

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

° For more information, refer to Prepaid / Life Based contract.

e - Add a new Contract - BPO: Version 2.3.0.3 - TEST ALPHA - JUDITH PC LOCAL (= |
Lji\;Home‘ Equipment and Locations Contract Finance and HR Inventory  Maintenance and Projects  Manufacturing Procurement Sales Service Reporting  Utilities - & x
"
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]
Save Back | Savelayout Workspaces
ess Format -~
= Links 2 || illing Info o
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S PartCode Description Serialio CategoryDesc | ModelNo | AssetReghio
) Billing Cycle |Months 1 el o o o0 Oe O
= wngperod | %/ I ) S I S
= o . _—
g BilingDay | 0 =
o
o Escalation Type |Percentage <=
2 = Escalation Period 10 5
Escalation Amt 0. 2
Currency | South African Rand -
Hold History Exchange | 1.00
Tax Rate 15.00
Suspend History
Processing T
|
Contract Info Customer Info Biling Info I Rental Info
Open Windows + | User: JudithM | 09/10/2019 | Version: 2.3.0.3 | TEST ALPHA - JUDITH PC LOCAL /!

ADD NEW LOCATION ITEM

* Right click anywhere in the row of the Parts frame.
* A Process menu will pop up.
* Click on Location - Add New Location Item.
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e - Add a new Contract - BPO: Version 2.3.0.3 - TEST ALPHA - JUDITH PC LOCAL =2l )x]
| %__“Hnmel Equipment and Locations  Confract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlities - & X

re > ==
K
=

Save  Back Save Layout Warkspaces

Process Format

|
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|| Links & || Billing Info =

§ — — PartCode Desaiption SerialNo CategoryDesc  Modelbo  AssetRegNo

®|| Functions Billing Cycle Months bR R AT il 3 I3 3 P13 3

%‘ Billing Period 105 N

g Billing Day (= Process

g =

= Escalation Type Percentage -l &y Machine

Add Mew Machine Item

et son =
Escalation Amt b = Add New Location Ttem

Delete
Delete Item

B

Currency | South African Rand ~|*

Exchange 1.00 *

TaxRate | 1500 |®

Ii‘{- I:

Processing

Open Windows ¥

T eI o iing info: TR

| User : JudithM | 09/10/2019 | Version : 2.3.0.5 | TEST ALPHA - JUDITHPCLOCAL

* The Select an item location pop up screen will appear.

* Select the row of the item location description that you wish to
add.

* Click on Ok.
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Add a new Contract - BP0: Version 2.3.0.3 - TEST ALPHA (=gl ) (es)
ome | Equipmentand Locations Contract Financeand MR Inventory Maintenance and Projects  Manufacturing Procurement  Sales  Service Reporfing  Utiites - & x
H ¢ = |
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Save  Back Save Layout Warkspaces ‘
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g .
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@
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Hold Hi Exchange 100 * FEmE & |
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Hope Warks Reception DEDEDE DEDE
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Open Windows = | User: JudithM | 09/10/2015 | Version: 2.3.0.3 | TEST ALPHA - UDITHPCLOCAL |

* The selected item location description will

tion Description text box.

now populate the Loca-

Add a new Contract - BPO: Version 2.3.0.3 - TEST ALPHA - JUDITH PC LOCAL sl (0 (3]
MW} EquipmentandLocations  Contract  FinanceandHR  Inventory  Maintenance andProjects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities = s X%
10 &/ |
| Save Back | Savelayout Workspaces |
I For / il
=| n || Biling Info a
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‘F-T Billing Cycle Months ha bl o ofle i Wl Wl Wl oflc
5—‘| Biling Period | 10 = |* v
g BilingDay 0 % ° | |
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2| Escalation Period 10 +|
Escalation Amt w3
Currency  South African Rand v*
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TaxRate (1500 |*
e tans s i IRPIERE e "
Open Windows ~ | User: JudithM | 09/10/2019 | Version: 2.3.0.3 | TEST ALPHA - JUDITH PC LOCAL AI

* Click in the Location text box.
* Type in a location for this item.
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$ Adid a new Contract - BPO: Version 2.3.0.3 - TEST ALPHA - JUDTTH PC LOCAL =]
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"
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| Cpen Windows ~ | User : JudithM | 09/10/2019 | Version: 2.3.0.3 | TEST ALPHA - JUDITHPCLOCAL |

* Click in the Shipping Address text box.
* An éellipsis button will be revealed.
* Click on this button to display the Select a shipping address pop

up screen.

Add a new Contract - BPO: Version 2.3.0.3 - TEST ALPHA - JUDITH PC ) | =
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Gpen Windows ~

| User: JudithM | 03/10/2019 | Version: 2.3.0.3 | TESTALPHA - UDITHPCLOCAL |

* Select the row of the shipping address that you wish to link to
this location item.
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e Click on Ok.
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* Click in the COS Account Code text box.
* 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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cC o=
Add New Location Contract (post v2.3.0.0)

e - Add a nex Contract - BPO: Version 2.3.0.3 - TEST ALPHA - JUDITH PC LOTAL =Jimix]

| gJ Home | Equpmentandlocations  Contract  FinanceandHR  Inventory  Mantenanceand Projects  Manufactring  Procrement  Sales  Service  Reportng  Utiities - 8 x

HO = HE

Save Back | Savelayout Workspaces

Process &
Links 4 || Billing Info £l

Enter texttosearch.. P

co: tCode | SLAHowrs TraveRadius TravelChargeRate IsExtra  Status
Functions Billing Cycle |Months b RO R0 0e - = - o W0
g Perod | 10 % - 1 ot 8 o, 0 bme
Billing Day [ & -

Escalation Type Percentage -+

Escalation Period | 10

Escalation Amt s

Currency |South Afican Rand -|*

Exchange | 1.00

Tax Rate |15.00

Processing

e
Conbraciinfo || Customer info. | Biling info | Rental Tnfo

Open Windows v | User: JudithM | 09/10/2019 | Version: 2.3.0.3 | TEST ALPHA-JUDITHPCLOCAL .
|

* Click in the SLA Hours text box.
* Type in or use the arrow indicators to select the required call
response time (in hours).
®  Note 1: If this is set up, SLA will apply every time a
call is logged against the contract / contract location.
SLA will be calculated based on the shift pattern (cus-
tomer's trading hours) e.g if the trading hours are from
8am - 5pm and a call is logged at 4pm, SLA will start
calculating 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.
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T=cHNoLoST=S Add New Location Contract (post v2.3.0.0)

e - Add a nex Contract - BPO: Version 2.3.0.3 - TEST ALPHA - JUDITH PC LOTAL =Jimix]
LgJ Home | Equpmentandlocations  Contract  FinanceandHR  Inventory  Mantenanceand Projects  Manufactring  Procrement  Sales  Service  Reportng  Utiities - 8 x
w > ==
Ho
=
save Back | Savelayout Workspaces
Process Format J o
|| Links 2 || Billing tnfo 2
Al e text to search. ]
all— . ShippingAddress COSAccountCode | SLAHowrs TraveRadius  TravelChargeRate IsExira | Status
)| runctions Billing Cycle | Morths L o = = = o oo
5 Billing Period o 26 Lavendar , 94A Crompton St, .. 2101 5.00| 0 0.00 No A
§ Bilng bay | 0 3 * —
= Escalation Type |Percentage -
a Escalation Period | 10 &
Escalation Amt s
Currency | South African Rand -
Exchange 1.00 *
TaxRate 1500 *
Processing
e
Conbraciinfo || Customer info. | Biling info | Rental Tnfo . .
Open Windows ~ | User:JudthM | 09/10/2019 | Version:2.3.0.3 | TESTALPHA-DITHPCLOCAL
4

Click in the Travel Radius text box.
* Type in or use the arrow indicators to select the distance in km's
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 O.

® Note: Travel can always be billed separately, if

required.

= Add a new Contract - 570: Ve

OCAL (===

| @ | tome | Caspmentandlocsions  Contact  FinsnceandHR  Inventory  MantmnancesndProjcts  Manufechwing  Procwement  Seles  Sevice  Reportng  Ubies - & x

HO = E

Save Back | Savelayout Workspaces
Process Format S
Links 2 || Billing Info 2
Enter texttosearch,., R :
COSAccountCode  SLAHours TraveRadus | TravelChargeRate |Isfxtra | Status
Billing Cydle | Months 1 v o = = = s 3

Billing Period oI 26 Lavendar , 34A Crompton St, ... 2101 8.00 a No A
Billing Day = - -

Escalation Type Percentage b 2

Bui||1g paseq 47 | | eqeBaibby

Escalation Period | 10 =

Escalation Amt 03

Currency |South African Rand -+

Exchange | 1.00 -

TaxRate 1500 ¥

I ——— =
Contractinfo  Customer Info | BilingInfo | Rental Info

4 5

| User: JudithM | 03/10/2019 | Version: 2.3.0.3 | TEST ALPHA -JUDITHPCLOCAL /|
d
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cC o=
Add New Location Contract (post v2.3.0.0)

* Click in the Travel Charge Rate text box.
* Type in or use the arrow indicators to select the travel charge
rate (e.g., rands per kilometre).

® Note: If you input a non zero value, each time a call is
logged against the contract location and the technician
travels outside the specified Travel Radius , the
Travel Charge Rate will be applied. You will not be
able to close the call until the travel charges incurred

are invoiced.

= Adda new Contract - BPO: Version 2.3.0.3 - TEST ALPHA - JUDITH PC LOCAL

‘,7%,7‘ Home ‘ Equipment and Locations Contract Finance and HR Inventory Maintenance and Projects Manufacturing Procurem ent Sales Service Reporting Utilities
i R ==
Ao
= (=]
Save Back

Save Layout  Workspaces

Billing Info »

COSAccountCode SLAHours TravelRadius  TravelChargeRate  IsExtra
Billing Cycle |Months - v 0

| ojebaubby
g

= = = e o
= Billing Period | 10 3 * 26 Lavendar , 94A Crompton 5t, 2101 8.00 of  ooo)ne
2 BilingDay | 0 *
a3 —
z Escalation Type Percentage vl
EJ Escalation Period | 10 =
Escalation Amt 0 5
Currency |South African Rand e

Exchange | 1.00

Tax Rate | 15.00

Processing

—— =
e e g oo PR

Open Windows v | User:JudithiM | 09/10/2019 | Version:2.3.0.3 | TESTALPHA-JUDITHPCLOCAL

* The Is Extra and Status fields are static.
» Scroll left, so that you can view the Part Code column again.
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TEcHNoLosTEs Add New Location Contract (post v2.3.0.0)

e - Add a new Contract - 7 3.0.3 - TEST ALPHA - JUDITH PC LOCAL =Jlo]ix]
| & | tome | Equpmentandlocations  Contract  FinanceandHR  Inventory  MaintenanceandProjects  Manufactring  Procrement  Soles  Service  Reporting  Utiities - 2 x
‘

=

save Back | Savelayout Workspaces
Process a Format 4 &
x Billing Info 2
&
=
& o tCode  SLAHours TraveRadus TravelChargeRate IsSxtra | Status
] Billing Cycle |Months b RO R0 0e - = -
= Billing Period | 10 3 * b 26 Lavendar , 94A Crompton St, . 2101 8.00 0 0.00
g BilingDay | 0 = *
= Escalation Type |Percentage v+
a Escalation Period 1003
Escalation Amt 0 3
Currency | South African Rand -

Exchange 100 | *

TaxRate 1500

Processing

e
- Conactinfo  Customerinfo | Blinginfo | RentalInfo

Cpen Windows ~ | User: JudithM | 09/10/2019 | Version: 2.3.0.3 | TESTALPHA-UDITHPCLOCAL
|

e Click on the Expand button in the Part Code text box.

$ - Add a new Contract - 7 3.0.3 - TEST ALPHA - JUDT [ i 3%
| @ | vome | Equpmentandlocaons  Contract  FinanceandHR  Inventory  MantenanceandProjects  Manufacting  Prowement  Sales  Senice  Reportng  Utiies - & x
O =
= =
Save Back | Savelayout Workspaces
Process 2 Format a @
‘,i|uuk; 2 || Billing Info 2
g
ﬁ o PartCode Deseription SerialNo CategoryDesc ModelNo  AssetRegho LocationDesc. Location
& Billing Cycle |Months - el e o o ol s -3 e
Billing Period | 10 1 * Hope Works Pretoria  First Floar
BilngDay | b % *h___-__
Escalation Type |Percentage <=
Escalation Period 1005
Escalation Amt | 10 3
Currency [South Afficanfand v )*
Exchange [ 100 *
Tax Rate 15.00 X
Processing
- Contactinfo  CustomerInfo. | Blinginfo | Rentafnfo | - -
Open Windows | User: i | 03/10/2018 | Version: 23.0.3 | TESTALPHA-JDITHPCLOCAL |

The selected location Item frame will be expanded.

In this frame are 4 different tabs:
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cC o=
Add New Location Contract (post v2.3.0.0)

ITEM FEES

* These are periodic charges e.g., a monthly service fee.

ITEM METERS

* These are meter usage charges.

ITEM INCLUSIONS

* These are items included in the contract, not to bill.

ITEM CONTACTS

* This is the contact person - per location item.

* Follow the processes as set out in the Create A New Contract

manual to add and or delete;

¢ |ocation Item Fees

¢ Location Item Inclusions

¢ Location Item Contacts.

| e || Home | Equpmentandlocations  Contract  FinanceandHR  Inventory  Maintenanceand Projects  Manufacturing  Procuremy ent  Sales  Serviee  Reporting  Utiities - & x

$ - Add a new Contract - FP0: Version 2 A - JUDITH A Lol Wiy 3G,

w = =
Mo

]
Sa

we Back | Savelayout Workspaces

)

4 || Billing Info x
Pl

PariCode Description Serialo CategoryDesc. ModelNo  AssetRego  LocationDesc Location
; p 8
Functions Billing Cycle |Months ¥ O 3 o Al ol -3 L3 13

| Bulljig peseg oy || e62106%

| Billing Period | 10 3 * BE] Hope Works Pretoria  Fist Floar
Motz =
| BilingDay | 0 | rtemrees | rtemmeters [ rtem indusions | 1tem contacts |
tacakoion ivpe [F0RB0E B A Marked  FeeType FeeTypeDesc G tCode | COS tCode | InvoiceDescription | StartDate
— vy B @ o - obc o o =

| Escalation Period | 10 B B B i L L
- » O e 0.00 1202 Evergreen Rental 01/10/2018
A 0 a je 0.00 1200 Lozn 01/10/2019
Currency | South African Rand i O |& 0.00 1204 01/10/2019
Exchange | 1.00 o |s 0.00 1101 01/10/2018
o ate [ 5000 | ¢ 0.00 1201 01/10/2019
O w~ 0.00 1203 01/10/2019

Inveices
Conbraciinfo || Customer info. | Biling info | Rental Tnfo
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#Item_..1089
#3
#4

TECHMNOLOGSTES

Add New Location Contract (post v2.3.0.0)

" Note: In the Item Frame, you will not be able to add ltem

Meters as this is a Location Contract not a Machine Contract and
you cannot link meters to a location.

e - Add a new Contract - BFO: Version 2.2.0.3 - TEST A
| @ | rome | Equementandlocstions  Contact  FnanceandHR  Inventsry

HO = E

LPHA - JUDITH PCLOCAL l=llm ]

Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporfing  Utiities - & x

Save Back | Savelayout Workspaces
Process Format s
|| Links 2 || Billing Info 2
&l — PartCode Description Serialio CategoryDesc ModelNo | AssetRegNo | LocationDesc Location
Bl runciions Billing Cycle |Months = e e s o0e e 0e s o g
Billing Period F e » E Hope Works Pretoriz  First Floor
BilingDay | 0 % | ttem Fees | ttemMeters | rtem ndusions [ item contacts |
—_ o
Escalation Type [Percentage g P Marked MeterCode  StartReading |ReadngDate |Mindling | MinQuantity | AccountCode  COSAccountCode
= [ o x = = = = o o
Escalation Period | 10
fresteten At = I
+
Currency | South African Rand -

Hold History Exchange  1.00

Tax Rate | 15.00

Suspend History

ContractInfo  CustomerInfo | BiingInfo | Rental Info

Open Windows v

| User:JudithM | 09/10/2019 | Version:2.3.0.3 = TEST ALPHA - JUDITH PC LOCAL |
4

* You can continue to add contract location items as required, how-
ever additional items can also be added later.

* You can also delete contract location items if required.

SAVE LOCATION CONTRACT

* When you are finished, click on Save.
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#5

T=cHNoLoST=S Add New Location Contract (post v2.3.0.0)

$ - Add a new Contract - 5P0: ¥ EST =lm]x]
77%77J Home | Equpmentandlocations  Contract  FinanceandHR  Inventory  Mantenanceand Projects  Manufactring  Procrement  Sales  Service  Reportng  Utiities - 8 x
: = |
H|©
Save | Back | Savelayout Workspaces
| Process Format A &
| 2| Links 2 || Billing tnfo 2
& o PariCode Description Serialtio CategoryDesc ModelNo  AssetRego  LocationDesc Location
| Billing Cycle |Months b b F2 - o ol o ot - o i
= Billing Period o » Hope Works Pretoria - First Floor
7
g Bilng bay | 0 3 -+ | I N N N N R
1 Escalation Type Percentage -ls
SJ = Escalation Period | 10 &
Escalation Amt 0 3
Currency | South African Rand -
Exchange 1.00 *
TaxRate 1500 *
S E—— e
Conbraciinfo || Customer info. | Biling info | Rental Tnfo .
Open Windows ~ | User:JudthM | 09/10/2019 | Version:2.3.0.3 | TESTALPHA-DITHPCLOCAL

* The new contract will be saved and you will return to the Con-
tract Listing screen where the status will default to Active.

* Click on the drop-down arrow in the Status field and select the
New status.

Contract Listing - BPO: Version 2.3.0.3 - TEST ALPHA - JUDITH PC LOCAL el lloc]
| Home | Ecupmentandlocstons  Contract  FinanceandtR  Inventory i dProjects 1 Sdles  Service  Reporting  Utiities - & x
= = -
: < F v =1
[] save Layout i« Hold 2 a Pretoria i Find Serial No. & ‘j
2 Workspaces = | B Suspend Actve 1 LH
e % Close Print  Export | Reports
%, Save Filter i P Contract | | Status | # StatusDesc i £
5 N New
s Format 2 t: 7l =z Print 4| R 4 (o)
L i Y Adleased : Leee
A Active
H Hold
Contractiia CustomerCode | Customerhame Customerde] ¥ Deleted pesc Location Ordertio  StartDate
B3 o 3 e s :E;d . 3 s =
» CO0000233 HOPOOL Hope Works sales Depar] x P Durban Area 18/10/2017
00000240 HOPOOL Hope Works Sales Departmem TITEr Copy Durban Area 01/06/2019
00000241 HOPOO1 Hope Works Sales Department fed Cost Per Copy Gilits 01/06/2019
00000244 QuADL Quaity Printers e Cost Per Copy ailits 01/06/2019
CO0000245 QUADDL Quality Printers e Cost Per Copy Gilits 01/06/2019
CO0000247 THROO1 The Real = Cost Per Copy Gilits 01/06/2019
CO0000248 PAMDOL Pam Holdings e Cost Per Copy Durban Area 01/06/2019
Processing
Open Windows ~ | User : JudithM | 09/10/2019 | Version :2.3.0.3 | TESTALPHA - JUDITHPCLOCAL |

¢ The new contract can be found within the New contract status

listing screen.
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Add New Location Contract (post v2.3.0.0)

* From here the contract will need to be Released and Approved

before it becomes active.

$ - Contract Listing - BPO: Version 2.3.0.3 - TEST ALPHA - JUDITH PC LOCAL P | =T )
|7iu Home | Equpmentandlocaons  Contact  Financeand MR Inventory  MaintenanceandProjects  Manufachring  Procrement  Sales  Service  Reporting  Utlities - & x
3 - x i 3 v - 2 =
w E ? * = [€] save Layout f 43, Release For Approval fa= Pretoria 5 Find Serial o g Iqj
— HE workspaces v | 55 — New -
Add Edit Delete  View = = = i Print  Export | Reports
¥, Save Filter 3 & Refresh i e crtract & %
Processing Format Status Processing Current i Print 4| Repo.. 4 @
[ Links 1
Contracthlo CustomerCock [ CustomerDeptht ConlractType  ContractTypeDesc Location OrderNo StartDate  EndDate Departmenthiame
v o B o B s o ol ol = = e
F MTC0000014 HOPOO1 Hape Works Sales Department MIC Maintenace Contract  Pretoria 1 01/10/2019  01/10/2024  Sales Department
Processing
‘ »
| Open Windows = | User : JudithM | 09/10/2019 | Version : 2.3.0.3 | TEST ALPHA - JUDITH PC LOCAL ﬁ}

MNU.112.050
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