ivoices

CONTRACT

INVOICES

The Invoices tile in the Contract Listing screen allows you to create a manual
Contract Invoice, to bill a machine on a contract, for either fees, meters, or
both, within the current billing period. This will prevent a contract invoice

from being raised at month end for the contract (fees and / or meters).

It is important to note, that Manual Contract Invoices should only be used
to fix a problem as a last resort.

This manual provides a brief outline of the process from the Invoices tile in
the Contract Listing screen. For a more thorough explanation, refer to Create

a Manual Contract Invoice, Billing and Short Term Contract Invoice.

Ribbon Access: Contract > Contracts
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1. The Contract Listing screen will be displayed.
2. Select the Site that you wish to work in.
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Contract Listing - BPO: Version 2.4.0.11 - Example Company — o
Home  Eguipment /locations — Contract  Finance /HR  Inventory  Maintemance /Projects  Manufacturing  Procurement ﬁ Service  Reporting 5 9] - & X
|| [ Seve Layout L m [# Find Serial No. Lﬁ % ﬁ ‘
5= Workspaces v | 5 i Active Gad ‘
| %, save Fiter B Rem‘a‘ﬁ\ G Refresh , i Find Contract Prap s e ‘ |
Format _\_‘_‘ Current : Print | Repo s
~
Contractho CustomerC. Customerhame ContractType ContractTypeD... Location Orderho StartDate EndDate Department... Perio
¥ | b #l B L B L L3 = = o0 22
)} COD000002 HOPOO1 Hope Works (Pty) Ltd CRC CostPer Copy  Main 01/03/2014  03/04/2019  Sales Depar.
CO0000003 DEROO1 Derton / Technologies CPC Cost Per Copy Forest Hills ... 01/03/2014  01/03/2019  Sales Depar...
CO0000004 HOPOO1 Hope Works (Pty) Ltd CRC CostPer Copy  ForestHils .. TestComm.. 07/04/2014 07/04/2018  Sales Depar
CO0000005 DEROO1 Derton / Technologies CcPC Cost Per Copy ForestHils ... ContractOr.. 01/03/2014 01/03/2019  Sales Depar...
CO0000006 OFFO01 Office Supplies Unlimited CRC CostPer Copy  Hillrest 1234 15/07/2020  17/07/2025  Sales Depar.
CO0000007 OFF001 Office Supplies Unlimited ~ CPC CostPer Copy  ForestHills .. 07/01/2014  07/01/2018  Sales Depar...
CO0000008 YES001 Young Electric CRC CostPer Copy  Durban Area  abc123 05/02/2019  26/11/2020  Sales Depar.
Hold History CO0000009 DERDO1 Derton / Technologies cPC CostPer Copy  Durban Area 07/05/2014  07/05/2020  Sales Depar...
CO0000010 HOPOO 1 Hope Works (Pty) Ltd cPC CostPer Copy ~ BPO_RSI 05/01/2011  07/01/2016  Sales Depar
CO0000011 WES001 Westwood Dynamic cPC CostPer Copy  Main ContractOr.. 09/05/2014 09/05/2019  Sales Depar...
e 00000012 TIADD1 Titan Group cPC CostPer Copy  Durban Area 16/05/2014  16/05/2018  Sales Depar
CO0000013 TIA001 Titan Group cPC CostPer Copy  Durban Area 16/05/2014  16/05/2019  Sales Depar...
CO0000014 TIA0D1 Titan Group CPC Cost Per Copy Main 16/05/2014  16/05/2019  Sales Depar...
CO0000015 TIADD1 Titan Group cPC CostPer Copy  Main 20/05/2014  20/05/2019  Sales Depar.
CO0000016 TIA0D1 Titan Group CPC Cost Per Copy Main 13/06/2014  13/06/2019  Sales Depar...
CO0000017 TIADD1 Titan Group cPC CostPer Copy  Main 17/06/2014  17/06/2019  Sales Depar.
Processing 00000018 SAMO0L Samanthas Diner cPC CostPerCopy  Main 09/07/2014  03/07/2019  Sales Depar...
CO0000019 HOPOO1 Hope Works (Pty) Ltd CRC CostPer Copy  Main 28/07/2014  28/07/2019  Sales Depar.
CO0000020 HOPOD1 Hope Works (Pty) Ltd CPC Cost Per Copy Durban Area 01/01/2011  31j01/2016  Sales Depar...
CO0000021 YES001 Young Electric CRC CostPer Copy  Main 31/07/2014  31/07/2019  Sales Depar
C00000022 SAMOD1 Samanthas Diner CPC Cost Per Copy Main 05/08/2014  05/08/2019
CO0000023 DEROO1 Derton / Technolodies CPC Cost Per Copv Koof CO1254 07/01/2015  07/01/2020  Sales Depar. hd
1l »

1. This screen defaults to the Active status.

2. Select a different status from the drop-down menu, if required.
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U- Home | Equpment/locstons  Contract  Finsnce/HR  [nwentory  Maintenance /Projects  Manufscturing  Procurement _Ssles  Serviee  Reporting Utiities - & x
i| | [% savelayout of > Al Sites | i Find Seriai No. Lﬁ HEEJ q_‘
= Workspaces ~ & - Active <.
| % save Filter [ et et | e | 8 Statsbesc i e ee PRt A
Format Status Processing L g ;‘:";Esed || NG Repo... . &
A Active L
H Hold
Contracto | CustomerC...  CustomerName ContractType ContractTypeD... | P Suspend EndDate Department... Period | Peria
Functions * |l I o o & : S, A= o - -
» |CoOODODOZ  HOPOOL Hope Works (Pty) Ltd e CostPerCopy | x ) 0302018 SalesDepar.. 60 M
Notes CO0000003  DEROOL Derton { Technologies cpPC CostPerCopy  ForestHils . 0Lj03/2014 01/03/2019  Sales Depar.. 60 Mc
COO000004  HOPDOL Hope Works (Pty) Ltd e CostPerCopy  Foresthils .. TestComm.. 07/04/2014 D0704/2012 SalesDepar.. 60 M
CO0000005  DEROOL Derton /Technolagies cre CostPerCopy  Foresthiils . ContractOr. 01/03/2014 01/03/2013  Sales Depar 60 M
CO0000006 OFF001 Office Supplies Unlimited cPC CostPer Copy  Hillorest 1234 15/07/2020  17/07/2025  Sales Depar 60 M
CO0000007  OFFOO0L Office Supplies Unlimited  CPC CostPerCopy  Foresthils .. 07/01/2014  07/01/2019  SalesDepar.. 60 Mc
COO000008  YESO0L Young Electric e CostPerCopy  DurbanArea  abciZs 05/02/2019  25/11/2020  SalesDepar.. 60 Mc
e COO000003  DEROOL Derton /Technolagies cre CostPer Copy  Durban Area 07/05/2014  07/05/2020  Sales Depar 60 M
CO0000010  HOPOOL Hope Works (Pty) Ltd cre CostPerCopy  BPO_RSI 05/01/2011  07/01/2016  Sales Depar 60 M
CO0000D11  WESOD1 Westwood Dynamic e CostPerCopy  Main ContractOr.. 09/05/201% 09/05/2019  SalesDepar.. 60 Mc
CO0000012  TIADD1 Titen Group e CostPer Copy  Durban Area 16/05/2014  18/05/2012  SdlesDepar.. 60 Mc
CO0000013  TIADDL Titen Group [ CostPerCopy  Durban Area 16/05/2014  16/05/2012  SalesDepar.. 60 Mt
CO0000014  TIADDL Titan Group cre CostPerCopy  Main 16/05/2014  16/05/2013  Sales Depar 60 M
€O0000015 TIADO1 Titan Group cPC CostPer Copy  Main 20/05/2014  20/05/2019  Sales Depar 60 M
CO0000016  TIADD1 Titen Group cre CostPerCopy  Main 13/05/2014  1306/2012  SdlesDepar.. 60 Mc
CO0000017  TIADDL Titen Group cre CostPerCopy  Main 17/05/2014  17/06/2012  SdlesDepar.. 60 Mc
Processing CO0000018 SAMOO1 Samanthas Diner cPC CostPer Copy  Main 09/07/2014  08/07/2018  Sales Depar 60 M
CO0000013  HOPOOL Hope Works (Pty) Ltd cre CostPerCopy  Main 26/07/2014  23/07/2019  Sales Depar 60 M
B CO0000020  HOPOOL Hope Works (Pty) Ltd e CostPerCopy  Durban Area 01/01/2011  31/01/2015  SalesDepar.. 60 Mc
COO0000Z1  YESO0L Young Electric e CostPerCopy  Main 31/07/2014  31j07/2019  SalesDepar.. 60 Mc
CO0000022  SAMDOL Samanthas Diner e CostPerCopy  Main 05/08(2014  05/03/2012 50 M
CO0000023  DEROOL Derton /Technolagies cre CostPerCoov  Kloof co1254 07/01/2015  07/01/2020  Sales Deoar 60 M~
| v

Help v2.5.1.4 - Pg 2 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGTES InVOlCeS

INVOICES FOR CONTRACT SCREEN

* Select the row of the contract where you wish to view the linked
Invoices.

e Click on the Invoices tile.

Contract Listing - BPO: Version 2.4.0.11 - Example Company
| Home | Equpment/locans  Contract  Finance /HR  Iwentory  Maintenance /Projects  Manufacturing  Procurement  Saes  Service  Reporting  Utiities - & x
@ E;Z % = ? Save Layout 'E‘ Hold Durban | @ asee. Q EETQ @
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A D vew | oL s + refrah ¥ FrdContract | Pt Export | Reporss
Processing i Format J Status Processing p Current A Print J| Repo.. . & |
Conracto | CustomerCode  Customerlame ContractType | ContractTypeD... Locaton  OrderNo |StartDate | EndDate = | Department... Period | PeriodT)
% | B o e o ol e e = = o = ol

CO0000012  TIADDL Titan Group cre CostPer Copy  Durban Area 16/05/2014  16/05/2013  Sales Depar 60 Months

00000003 DEROO1 Derton  Technologies cPC CostPer Copy  Durban Area 07/05/2014  07/05/2020  Sales Depar. 60 Months

CO0000042 HOPOD1 Hope Works (Pty) Ltd PRE Prepaid Contract Main 07/09/2016  07/09/2021  Sales Depar 60 Months

CODDODD42  HOPDOL Hope Works (Pty)Ltd ~ CPC CostPer Copy  Durban Area 16/05/2017  16/05/2022  SalesDepar.. &0 Months

COD00ODSD  HOPDO1 Hope Works (Pty)Ltd  CPC CostPer Copy  Durban Area 23/05/2017 23052022  SalesDepar.. 60 Months

CODDOODS2  HOPDO1 Hope Works (Pty)Ltd  PRE Prepaid Contract Durban Area 29/05/2017  29/05/2022  SalesDepar.. 60 Months

COD00ODS3  HOPDO1 Hope Works (Pty)Ltd  CPC CostPer Copy  Durban Cen.. 265/07/2017  25/07/2022 SalesDepar.. 60 Months

— CODDOODS7  HOPDOL Hope Works (Pty)Ltd ~ CPC CostPerCopy  DurbanArea 1234 O5/03/2018  05/03/2023 &0 Months

CO0000071  HOPDDL Hope Works (Pty) Ltd ~ CPC CostPerCopy ~ DurbanArea 1144  07/03/2018  07/03/2023  Sales Depar 60 Months

CO0000072  HOPDDL Hope Works (Pty) Ltd ~ CPC CostPerCopy  DurbanArea 1234 07/03/2018  07/03/2023  Sales Depar 60 Months

CO0000073  HOPDDL Hope Works (Pty) Ltd ~ CPC CostPer Copy  Durban Area 20/05/2018  29/05/2023 60 Months

CO0000073  HOPDDL Hope Works (Pty) Ltd ~ CPC CostPer Copy  Durban Area 18/06/2018  18/06/2023  Sales Depar 60 Months

00000082 HOPOD1 Hope Works (Pty) Ltd cPC CostPer Copy  Durban Area 10/09/2019  10/09/2024  Sales Depar 60 Months

00000083 HOPOD1 Hope Works (Pty) Ltd cPe CostPer Copy  Durban Area 05/02/2020  05/02/2025  Sales Depar. 60 Months

CODD0DDSS  BIGDDO1 Big Bargains e CostPer Copy  Durban Area 15/04/2020  15/04/2025  SalesDepar.. 60 Months

COD00DD0S  OFFOOL Office Supplies Unlimited  CPC CostPer Copy Hllrest 1234 15/07/2020 17/07/2025 SalesDepar.. 60 Months

» CODOODOE4  PINDOO1 Pink Shoes e CostPer Copy Hillrest 09/03/2020  09/03/2027 SalesDepar.. 60 Months
. y

1. The Invoices for Contract No.: [] screen will open.
2. All the invoices linked to the selected contract will be listed.

ADD CONTRACT INVOICE

3. Click on Add.
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| .
Invoices for Contract : COO000084 - BPO: Version 2.4.0.11 - Example Company =8| x|
| % | Home Equrpvrlent,lLoths Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporing  Utiities - & X
3 E @ = W e 8
P! == = gz
@ L = Uhy | [oeten o
Add  View Invoice SaveLayuut Wurlspazes Print  SendInvoices Export | |yep +| Refresh
to Print Queue
Maintain Format Print Current & |

InvoiceNo

CustomerCod c

Curency  ExchangeRate TaxRate InvoiceDate InvoiceTime
¢ ol "0 o Wb o0 = = Y

INODO0S25 N PINDOO1 Pink Shoes ZAR 1.00 15.00 24/11/2020 00:00:00
» INOOOOSS3 P PINDOOL Pink Shoes ZAR 1.00

15.00 31/03/2020 00:00:00

Status
o

Salesmanhiame
o0

Jade Rivers
Jade Rivers

The Maintain Contract Invoice: Add a new invoice screen will display.

Complete the Contract Invoice Header Information:

1. Customer Name: Click on the search button in this field and select the

customer linked to the contract in the previous screen.

2. Contract: Click on the search button in this field and select the row of

the contract that you wish to raise a manual invoice against. This should

be the contract originally selected in image 4.
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e - Manual Contract Invoice : Add a new invoice - BPO: Version 2.4.0.11 - Example Company [=la]lx]
| €| Home | Equipment/lLocations Contract  Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporing  Utiities - @ x
O X | Le
=
Save Back Delete | Caladate | Savelayout
Item | Aggregate
Maintain 4| Processi... | Format i
Customer Name | n|* Invoice No.
Contract L Status N
Invoice Date/Time |06/04/2021  + 00:00:00 o Salesman *
Order No. Invoice Currency
Billing Date |06/04/2021 = Tax Rate
Remove Inactive Lines | | Exchange Rate
LocationltemDesc  Serialo FeeType FeeTypeDesc AccountCode  Due InvoiceLineDescription VAT
v ol ol ol ol Wb = ol =
SerialNo MeterDefCode AccountCode OpeningReading ClosingReading ReadingDate WinBiling MinQuantity Usage Due VAT
v ol o ol = = = = = = = =
Comment e Sub Total 0.00
G T

PRINT CONTRACT INVOICE

1. You can also Print a contract invoice or send a contract invoice to Print

Queue.
2. Click on Back to return to the Contract Listing screen.

MNU.112.060
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