Emil Request

CONTRACT

EMAIL REQUEST

Requests can be emailed to your clients for month end meter readings.
The meter reading requests will be sent out in bulk.

The Contract Item Contact person needs to be set to Contact

Method:'EMAIL', and have a valid email address set up.

The email request will be mailed from the email address of the employee who

selects the option to Send Meter Reading Requests.

The email request will be sent to the 'Contract Item Contact' and cc'd to the
'Copy To' person in the Service Manager (if configured). The 'Contract Item

Contact' group email address field is not used.

A unique Meter Reading Request email message template can be configured
in Contract Configuration : Subject, Email Contact, Meter Detail and Email

Salutation.

Ribbon Access: Contract > Meter Usage

BPO: Version 2.4.0.11 - Example Company RN ES

| Eauipment { Locstions II Contract || Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procrement  Sales  Service  Reporfng  Utiities

o
@%@wiﬁmiluw@@%ﬁ@

ShortTerm | Meter | Release  Biling CI aug Awaiting  Per d Adhoc  Escalation Uprcessd Man \c trct c ntract  Balances
riod redit Notes

Contracts Usage | Biling Period Contract Escalations Escalations Notificaions ~ Meters ~ Inwoice  CreditMotes | Preview

1. The Meter Processing screen will be displayed.
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Email Request

SEND REQUEST FOR ALL METERS

2. If you wish to send a meter reading request for all of the equipment

item meters then click on the 'All items' check box in the column

header row.

v Meter Processing - BPO: Version 2.1.0,65 - Example Company - o
ome | Equpmentandlocations  Contract  Fnanceand MR Inventory  Maintemance andProjects  Manufacturng  Procursment  Sales  Service  Reportng  Utiities - & x
P OoGE M O 28 B/ & T
Flagltems SetTo SetTo SetTo ReleaseTo  Emal  Rebuld | Savelayout Workspaces | Refresh | Export |
'Frmr cal  Average  Biling  Request Lt -
Pracess 4| ur Print
/ % Captured 0.00 Value 0.00
IsReleased | ProcessFlag | Serialio PartCode  PartDesc MeterCode | ContractNo  CustomerName ReadingDate | MeterReading PriorReading  Usage
¥
Nl =] 1912102032 SP19-123456  SP13-12 Colour Copier Mono_41  CODO00044  Bothas Networkinginc 000 364451 0.0
[u] 2020-103053  SP2020 SP2020 Sprint Colour Multi Functional Copier ~ Mono_163  CO0000043  Hope Works 000  2890.74 0.0
D 2020-103053 SP2020 SP2020 Sprint Colour Multi Functional Copier Colour_163 CO0000043  Hope Works 0.00 1015.00 0.00
D 2020-10204 SP2020 SP2020 Sprint Colour Multi Functional Copier Mono_50 CO0000018  Office Supplies Unlimited 0.00 1300.00 0.00
D 2020-10204 SP2020 SP2020 Sprint Colour Multi Functional Copier Colour_50 CO0000019  Office Supplies Unlimited 0.00 840.00 0.00
D 19-12/1202 5P19-123456 5P 19-12 Colour Copier Mono_37 CO0000018  Samanthas Diner 0.00 2700.00 0.00
El 19-12/1202 SP19-123456 5P 19-12 Colour Copier Colour_37 CO0000018  Samanthas Diner 0.00 6704.40 0.00
D 1912-102031 SP19-123456 SP19-12 Colour Copier Mono_40 CO0000018 Samanthas Diner 0.00 3273.00 0.00
D 20-147258 SP2020 SP2020 Sprint Colour Multi Functional Copier Colour_2 CO0000018 Samanthas Diner 0.00 187160 0.00
D SP204 SP204 Colour Copier Mono_107 CO0000031  Young Electric 0.00 550.00 0.00
D SP204 SP204 Colour Copier Colour_107 CO0000031  Young Electric 0.00 200.00 0.00
D SP2020 SP2020 Sprint Colour Multi Functional Copier Mono_320 CO0000031  Young Electric 0.00 650.00 0.00
D SP2020 SP2020 Sprint Colour Multi Functional Copier Colour_320 CO0000031  Young Electric 0.00 300.00 0.00
o
; :
Open Windows ~ | | 170ct2018 y

1. This will auto populate the check boxes in all the meter rows.

2. Click on Email Request.
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@ = Meter Processing - BPO: Version 2.1.0.65 - Example Company — ] x

- _} Home | Equipmentandlocations  Confract  Financeand MR Inventory  Maintenance andProjects  Manufacturing  Procurement  Sales  Service  Reporting  Utlities - & x
a = = = = =
FPOAE @29 B o T
Flagltems SetTo SetTo SetTo  ReleaseTo| Emal |Rebuld | Savelayout Workspaces | Refresh | Export
Prior  Call Average  Biling | Request | List -
Process d Format 4| Curi.,
/ %% Captured 0.00 value 0.00
W IsReleased ProcessFlag  Seriallo PartCode  PartDesc MeterCode  Contractto  CustomerName ReadingDate | MeterReading  PriorReading  Usage
¥

| 1912-102032  SP19-123456 5P15-12 Colour Copier Mono 41  CODOODO44  Bothas Networkinginc 0.00 364451 0.00
= 2020-103053  S5P2020 5P2020 Sprint Colour Multi Functional Copier Mono_163 ~ COOO00043  Hope Works 0.00 2890.74 0.00

) 2020-103053  SP2020 SP2020 Sprint Colour Multi Functional Copier  Colour_163  CO0000043  Hope Works 0.00 101500 0.00

W 2020-10204  SP2020 SP2020 Sprint Colour Multi Functional Copier  Mono_50 €O0000019  Office Supplies Unlimited 0.00 1800.00  0.00

=4 2020-10204  SP2020 5P2020 Sprint Colour Mulfi Functional Copier  Colour 50 CO0000018  Office Supplies Urlimited 0.00 840.00 0.0

¥4 19-121202  SP19-123456 SP15-12 Colour Copier Momo_37  CODO0DOIS  Samanthas Diner 0.00 270000 0.00

v 18-12/1202  SP18-1234%6 SP18-12 Colour Copier Colour_37 ~ CODO0DO18  Samanthas Diner 0.00 670440 0.00
=} 1812-102031  SP18-123456 SF18-12 Colour Copier Momo_40  CODOO0OIS  Samanthas Diner 0.00 3278.00  0.00

W 0-147258  SP2020 5P2020 Sprint Colour Multi Functional Copier  Colour_2 ~ CO0000018  Samanthas Diner 0.00 187160  0.00

4 5P204 5P204 Colour Copier Mono_107  COO0DDO31  Young Electiic 0.00 55000 0.00

) P04 5P204 Colour Copier Colour_107 ~ CODOD0O31  Young Electric 0.00 20000 0.00

W SP2020 5P2020 Sprint Colour Multi Functional Copier  Mono_320  CO0000031  Young Electric 0.00 65000 0.00

¥4 SP2020 SP2020 Sprint Colour Mulfi Functional Copier  Colour_320  CO0000031  Young Electric 0.00 30000 0.00

0
‘ »
Open Windows ~ | | 170ct2018 Y

SEND REQUEST FOR INDIVIDUAL METERS

1. If you wish to select individual meters, then click on the check box in
the row of each Serial No. that you wish to send a meter reading
request for.

2. Click on Email Request.
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@ = Meter Processing - BPO: Version 2.1.0.65 - Example Company - o b
WP | tome | Equpmentandlocstions  Contact  FinanceandHR  Inventory  MantenanceandProects  Manufacturing  Procurement  Ssles  Service  Reporting  Utities - & x
= = ; E —
P OEE O |2 & S
Flag Items  SetTo SetTo  ReleaseTo | Emal |Rebuld | Savelayout Workspaces | Refresh | Export
Prior Average  Biling | Request | List -
\ % Captured 0.00 | Vvalue 0.00
[E  1sReleased | ProcessFlag | SerialNo PartCode | PartDesc MeterCode  Confractto  CustomerName ReadingDate | MeterReading | PriorReading  Usage
¥
1912-102032  SP19-123456 5P15-12 Colour Copier Mono_41  CODO0O44  Bothas Networking inc 0.00 364451 0.00
2020-103053  SP2020 5P2020 Sprint Colour Multi Functional Copier ~ Mono_163  CODOD0D43  Hope Works 0.00 2890.74  0.00
» 2020-103053  SP2020 SP2020 Sprint Colour Multi Functional Copier  Colour_163  CODDD0043  Hope Works 0.00 101500 0.0
2020-10204  SP2020 5P2020 Sprint Colour Multi Functional Copier  Mono_s0 CO0000013  Office Supplies Unlimited 0.00 1800.00 0.0
2020-10204  SP2020 5P2020 Sprint Colour Multi Functional Copier  Colour_50  CO0000018  Office Supplies Unlimited 0.00 840.00  0.00
19-121202  SP19-123456 S5P19-12 Colour Copier Momo_37  CODOD0O18  Samanthas Diner 0.00 2700.00  0.00
18-12/1202  SP18-1234%6 SP18-12 Colour Copier Colour_37 ~ CODOODO18  Samanthas Diner 0.00 670440 0.0
1812-102031  SP18-123456 SP18-12 Colour Copier Morta_40 COD000018  Samanthas Diner 0.00 3278.00  0.00
20-147253 SP2020 5P2020 Sprint Colour Multi Functional Copier  Colour_2 CO0000018  Samanthas Diner 0.00 187160 0.00
5P204 5P204 Colour Copier Mono_107 ~ CODOO0O31  Young Electric 0.00 550.00 0.0
o P04 SP204 Colour Copier Colour_107 ~ CODO00031  Young Electric 0.00 20000 0.00
[u] SP2020 5P2020 Sprint Colour Multi Functional Copier ~ Mono_320  CO0000031  Young Electric 0.00 §50.00  0.00
[} SP2020 SP2020 Sprint Colour Multi Functional Copier  Colour_320  CO0000031  Young Electric 0.00 30000 0.00
0
‘ »
Open Windows ~ 17 0ct 2018 Y

1. An Input validation message box will pop up, asking:

° This will send an email to the equipment contact as con-
figured on the contract for all selected meters. Is this cor-

rect?

2. Click on Yes.
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TECHNOLOGTES Email RequeSt

= Meter Processing - BPO: Version 2.1.0.65 - Example Company — o b
| Home | Equpmentandlocations  Contact  FinanceandHR  Inventory  MaintenanceandProjects  Manufactring  Procuwement  Sales  Service  Reportng  Utiifies - & x
== o =
POA&E QO 4 B/
Flsgltems SetTo SetTo SetTo  ReleaseTo  Emal  Rebuld | Savelayout Workspaces | Refresh | Export
Prior  Call Average  Biling  Request  List -
Process . Format L g, | print o
%% Captured 0.00 value 0.00
[E  1sReleased | ProcessFlag | SerialNo PartCode | PartDesc MeterCode  Confractto  CustomerName ReadingDate | MeterReading PriorReading  Usage
¥
] 1912-102032  SP19-123456 5P15-12 Colour Copier Mono_41  CODO0O44  Bothas Networking inc 0.00 364451 0.00
[N} 2020-103053  SP2020 5P2020 Sprint Colour Multi Functional Copier ~ Mono_163  CODOD0D43  Hope Works 0.00 2890.74  0.00
yo W 2020-103053  SP2020 SP2020 Sprint Colour Multi Functional Copier  Colour_163 00000043 Hope Works 0.00 101500 0.0
[u] 2020-10204  SP2020 5P2020 Sprint Colour Multi Functional Copier  Mono_s0 CO0000013  Office Supplies Unlimited 0.00 1800.00 0.0
[} 2020-10204  SP2020 5P2020 Sprint Colour Multi Functional Copier  Colour_50  CO0000018  Office Supplies Unlimited 0.00 840.00  0.00
O 19-121202  SP19-123456 S5P19-12 Colour Copier Momo_37  CODOD0O18  Samanthas Diner 0.00 2700.00  0.00
[m] 18-12/1202  SP18-1234%6 SP18-12 Colour Copier Colour_37 ~ CODOODO18  Samanthas Diner 0.00 670440 0.0
[m] 1812-102031  SP18-123456 SP18-12 Colour Copier Morta_40 COD000018  Samanthas Diner 0.00 3278.00  0.00
O 20-147253 SP2020 5P2020 Sprint Colour Multi Functional Copier  Colour_2 CO0000018  Samanthas Diner 0.00 187160 0.00
[u] 5P204 5P204 Colour Copier Mono_107 ~ CODOO0O31  Young Electric 0.00 550.00 0.0
[ P04 SP204 Colour Copier Colour_107 ~ CODO00031  Young Electric 0.00 20000 0.00
[u] SP2020 5P2020 Sprint Colour Multi Functional Copier ~ Mono_320  CO0000031  Young Electric 0.00 §50.00  0.00
[} SP2020 SP2020 Sprint Colour Multi Functional Copier  Colour_320  CO0000031  Young Electric 0.00 30000 0.00
This will send an email to the equipment contact as
configured on the contract for all selected meters, Is this
correct?
.—> No
0
‘ - »
Open Windows ~ | | 170ct 2018 A
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Email Request

View Meter Contact and Contact Method

To view the contract item meter contact person and their contact method,

navigate to the Contract Listing screen in BPO.

Ribbon Access: Contract > Contracts

- BPO: Version 2.1.0.65 - Example Company — ] X
Equipment and Locations FranceandHR  Inventory  Maintenance andProjects  Manufacturing  Procurement  Sales  Serviee  Reporting  Utiities
= o) — 2 ! Y
; _ <) -
) 8 =« B @ 2 & [
Contracts | ShortTerm | Meter  Release  Bling CloseBilng Awaitng _ Period Adhoc  Escalation  Unprocessed Manual Contract _ Contract Bling
Contracts | Usage  Billng Period Perid  Contract Escalaons Escalations MNotifications  Meters Invoice CreditNotes | Preview
Master 7 Pr sing 4 4
1. The Contract Listing screen will be displayed
3. Click on Edit
- Contract Listing - BPO: Version 2.1.0.65 - Example Company - o %
| Home | Equipmentandlocatins  Contract  FinanceandHR  Inventory  MainteranceandProjects  Manufacturing  Prourement  Sales  Service  Reporting  Utlities =
P = = = 5
Ep E " [l save Layout +fj¢ Hold Durban {5 Find Serial . lﬁ 1 ‘—_I
%= Workspaces » | %% Suspend Active - LH
add | edt |o = = i Print  Export | Reports
F, save Filter [ Release [ Approve Cont ot | A Rekesh A2 P Contract - Z
Processing Format « Status Processing s Current : print JRe
Links [
2
ContractMo  ContractType Location | CustomerCode  Customerhame ContractTypeDesc | Crderhio StartDate  EndDate  Departmentdame  Period  PeriodTypeDes:
Functions ¥
COo000014  CPC Durban Area TIADDL Titan Group Cost Per Copy 16May 2014 16 May 2019 Sales Department 60 Months
Notes CO0000016  CPC Main TIAOD1 Titan Group. Cost Per Copy 1332014 13Jun 2019 Sales Department 60 Months
CO0000018  CPC Main SAMOO01 Samanthas Diner Cost Per Copy 091u/2014 0932018  Sales Department 80 Months
CONDO001S  CPC 8PO_TEL  OFFO0L Office Supplies Unlimited Cost Per Copy 283u2014 2832018 Sales Department 50 Months
Con0000Z0  CPC Durban Area HOPOOL Hope Warks Cost Per Copy 013an2011 31Jan 2016 Sales Department 60 Months
COD0000Z8  CPC Main HAC001 Hack PC - IT Shop Cost Per Copy 25302015 253un 2020 Sales Department 60 Months
CO0000031  CPC Durban Area YES001 Young Electric Cost Per Copy 24Mar 2016 24Mar 2021 Sales Department 80 Months
[— CODDO0038  CPC Durban Area SAMOD1 Samanthas Diner Cost Per Copy 23302016 233n 2021 Sales Department 50 Months
CoDO00041  CPC Main PANDOL pands Copiers Cost Per Copy 052ul2016 053u 2021  Sales Department 60 Months
Co0000042  CPC Main HOPOO1 Hope Warks Cost Per Copy 075ep 2016 07 Sep 2021 Technical 60 Months
connooods  cpe Main HOPOO1 Hope Works Cost Per Copy 01Aug 2016 07Sep 2021 Sales Department 50 Months
CO00004  CPC Main BOTO001 Bothas Networkingine  Cost Per Copy 250ct2016 250ct 2021 Sales Department 60 Months
Processing
Invoices
Credit Notes
“ »
Open Windows 17 0ct 2018 oA
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TECHMNOLOGSTES

Email Request

1. The Maintenance for Contract No.: [ ] screen will be displayed.
2. Check the Serial No. to locate the correct machine.

3. Click on the expand button in the row of that machine.

= .—._p Maintenance for Contract No, : COD000043 - Status : A - BPO: Version 2,1.0.65 - Exemple Company - o x
| Home | Equpmentandlocatons  Contract  FranceandHR  Imventory  Mantenanczond Projects  Manufocturing  Procurement  Sales  Service  Reportng  Utdites = x
(Ll A
B o
L]
Save Back | Savelayout Workspaces
Process . Format a
o || Links x
g
& [[[Enter text to search. .
g PartCode Description ModelNo |Serialo  |AssetRegho | LocationDesc |Location  ShippingAddress COSAccountCode | SLAHours | TraveRadius  TravelChar
2| Functions v
= » E sP2020 SP2020 Sprint Colo... SP2020  [lo1234 AREGD00169 Reception  Plot 91LeafRoad, Forest ... | 2101 8.00 0
g Lo o sP2020 SP2020 Sprint Colo... SP2020 | 2020-102041 Reception  plot 91 LeafRoad, Forest .. 2101 8.00 0
H SP2020 Sprint Colo... SP2020 | 2020-103053 | AREGDO0D48 FirstFioor 1 Postal, Address, postal 3... 2101 8.00 0
5
Bl
g|
=
2
ES
Ex
el o History
Processing
,
Open Windows ~ | [170ct2018 P

1. The Items frame will be expanded.

2. Click on the Item Contacts tab.
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TECHMNOLOGTES Email Request

- Maintenance for Contract Mo, : CO0000043 - Status: A - BPO: Version 2.1.0.65 - Example Company — O X
| Home | Equpmentandlocations  Contract  FnancesndHR  Inventory andProjects  Manufactuing  Procurement  Sales  Senvice  Reporting  Utiities - & x
HOo & &
Save Back | Savelayout Workspaces
. Format ”
o
g
Z
g PartCode  Description ModelNo  SerialNo AssetRegho | LocationDesc | Location | ShippingAdress COSAccountCode | SLAHours | TraveRadiug
= 7
E;
= B SP2020  SP2020 Sprint Colour Multi Functional Copier  SP2020 101234 AREG000159 Reception  Plot 91LeafRoad, ... 2101 2.00
' SP2020  5P2020 Sprint Colour Multi Functional Copier  5P2020  2020-102041 Reception  Plot 91LeafRoad, ... 2101 3.00
3
2 » B SP2020 _ SP2020 Sprint Colour Multi Functional Copier 2020-103053 FirstFloor 1 postal, Address, 2101 8.00
> Item Fees | ItemMeters | Item Indusions || Item Contacts
= Q Marked FeeType FesTypeDesc  ChargeAmount AccountCode COSAccountCode InvoiceDescription StartDate  EndDate Period PeriodType BlingCyce BilingPeriod Escal
1 B
v O [E Evergreen Rental 0.00| 1202 01Aug 2016 07Sep 2021 60 Months | Quarterly 5
Hold History o e Loan 0.00 1200 01Aug 2016 07 Sep 2021 60 Months  Quarterly 5
O = Bank Rental 0.00 1204 01Aug 2016 07 Sep 2021 80 Months | Quarterly 5
O |s Service 0.00 1101 01Aug 2016 07Sep 2021 60 Months | Quarterly 5
Simpend Hiatory O |c Inhouse Rental 0.00 1201 01Aug 2016 07 Sep 2021 60 Months  Quarterly 5
M N Insurance 632.50 1203 2101 Insurance 01Aug 2016 07 Sep 2021 60 Months | Quarterly 5
O ren Standard Rentals 0.00 1202 01Aug 2016 07 Sep 2021 60 Months  Quarterly 5
O w Renew Fee 0.00 1101 01Aug 2016 07 Sep 2021 60 Months Quarterly 5
632.50
v
4 v
Open Windows ~ | | 170ct 2018 4

1. The Items Contacts frame will be expanded.
2. Here you can view the Contract Item Meters Contact and the Contact

Method.
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& Msintenance for Contract No. : CO0DO0043 - Status: A - BPO: Version 2.1.0.65 - Example Company - O *
| Home | Equpmentandlocations  Contract  FnancesndHR  Inventory andProjects  Mamufacturing  Procurement  Ssles  Service  Reporting  Utilties =

7 -

Mo

Save Back | Savelayout Workspaces

Proces ormat ,

o R

g

= £

gr PartCode Description ModelNo | SerialNo AssetReghNo  LocationDesc | Location ShippingAddress COSAccountCode | SLAHours | TravelRadiu
EX 7

B

: SP2020 Sf Sprint Colour Multi Functional Copier  SP2020 01234 AREG000169 Reception Plot 91 Leaf Road, ... 2101 8.00
= 2020 5P2020 Sprint Colour Mult Functional Copier  5P2020 | 2020-102041 Reception  Plot 91 LeafRoad, ... 2101 .00

g » B sP020 SP2020 Sprint Colour Multi Functional Copier  SP2020 2020-103053 AREG000048 First Floor 1Postal, Address, ... 2101 8.00

= Item Fees | Item Meters | Item Inclusions | Ttem Contacts |

= a ContactName ContactType ContactMethod ContactEmail ContactPhoneNumber ContactMobile IsMeterContact
g Sammy Hope Meter Clicks Contact Email standard@noemall.coza 031 123 4567 [m]

b= Select contract type... Select method. ..

B —

=" Hold History %

nd History
Open Windows | 170ct 2018 7

METER READING REQUEST EMAIL EXAMPLE

Subject: Meter Usage for ABC123
Mail detail:

Dear John Smith Please supply the meter readings for the fol-

lowing device for the month of June

Model No.: SP1212 Serial no.: ABC123 Location: Reception,
Address: ABC Shoes, Dun Street, Crystal Office Park, Midrand.
Readings are required for: Meter: Mono meter, Meter: Colour
Meter.

Your assistance is greatly appreciated.

Copier Business Systems.
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