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Auto Bill Flag Selected

CONTRACT

AUTO BILL FLAG SELECTED

Contract billing has 2 steps:

1. Creating the billing batch
2. Running the billing (which will generate the contract invoices), if the

Auto Bill flag is selected in the Contract Configuration).

Important Note: The Auto Bill flag

* If the Auto Bill flag is unselected in the Configurator, when the
contract billing batch is created and saved, the contract invoices
will be not be created by the system. Refer to Contract Billing -

Auto Bill flag unselected.

The process set out below depends on the Auto Bill flag being selected in the
Configurator. The contract invoices will be auto-created on running the
billing batch. The Invoices action button will be inactive in the Contract

Billing screen throughout this whole process.

If you run your Contract Fees and Contract Meters billing separately (e.g.,
Rental at the beginning of the month, and Meter Charges at the end of the
month), ensure that you select the correct fee type when you create the
billing batch.

Ribbon Access: Contract > Billing
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1. The Contract Billing screen will be displayed.

2. Select the site.

° In this image Durban has been selected.

CURRENT PERIOD & INVOICE DATE

3. Current Period This will reflect the current billing period (not financial

period).

4. Invoice Date: Ensure you select the correct invoice date - this is the

date that will reflect on the contract invoices.

5. Note: The Invoice action button is currently 'inactive' (greyed out).

s - Contract Billing - BPO: Version 2.3.0.6 - Example Company o) ]
‘iliHome Eguipment and Locations  Contract Finance and HR.  Inventory Maintenance and Projects  Manufacturing Procuremen  Sale  Servic  Reportin  Utilitie - F X
P = ]
M | & @B E
b Durban il by
Save Back |Invoice Save Layout Workspaces Print  Export
- jin} # Name
Process off Bl Format Print 4| ﬂl g;i:s i
2 Pretoria
Current Period | 9 d—. 5 [Eriow
4 Johannesburg o CustomerCode CustomerMame ContractType | ContractTypeDe|
Invoice Date| 13-02-2020  ~ Iq—. o0 g oo o0
Billing Day | hd x )50 HoPooL Hope Warks CPC Cost Per Copy
B CO000001s  OFFODL Office Supplies Unlimited CPC Cost Per Copy
rContract Types to be Invaiced
E CO0000031  YESOO1 ‘Young Electric CPC Cost Per Copy
fidMarked | ContractTypeDesc | ContractNoPrefix | NextContractMo | AutoContracthlc
» Tl Cost Per G o 66| Yes @ CO0000012  TIADO1 Titan Group REN Rental Contracts
= Prepaid Conract. | PC 3| vee W coooooots  TIADOL Titan Group cPe Cost Per Copy
vl Rental Contracts REN 201| Yes ¥4 CO0000044  BOTO001 Bothas Metworkinginc ~ CPC Cost Per Copy
K coooooois  SAMOO1 Samanthas Diner cPC Cost Per Copy
< B
rFee Types to be Invoiced
Code | CodeDescription |
»-IFEE  ContractFees |
Fee Types |
D.l fidMarked \ fldCode ‘ fidCodeType ‘ fldCodeDescription |
7 & | K3 E:3
» vl E FEE Evergreen Rental
vl ELY TFEE Electricity
vl 1 FEE Inhouse Rental
vl N FEE Insurance
vl R TFEE Bank Rental
Il REM IFEE Standard Rentals
vl RF IFEE Renew Fee
vl s IFEE Service
B R |Usage Charges |
Fee Types |
"-\l fidMarked ‘ fdCode | fidCodeType | fidCodeDescription |
| FEEE:] [n@e |- |
» vl Maono IMTR. Mana meter
vl Colour IMTR. Colour Meter
vl MonoA3 | IMTR Mano A3
¥ ColourA3 | IMTR. Colour A3
v ClearA3 | IMTR. Clear A3 7of7
v Colour A2 |IMTR. Colour A2 Meter 7 ¥
Open Windows ~ | User : AbigaiM | 13-02-2020 | Version:2.3.0.6 | Example Company
=l
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BILLING DAY

This is an optional selection - and will give you the ability to select contracts

by the Billing Day configured on the contract. It can be used as a filter in this

screen.

1. Click on the drop-down arrow in the Billing Day text box to display the
Day selection list.

2. You may have contracts configured to bill on the 1st, 25th and 30th

, as in this example. This will give you the option to multi-select on the

contract that you wish to bill currently.

b4 Contract Billing - BPQ: Version 210,69 - Example Company - [m] x
iHome | Eguipmentand Locations ~ Contract FinanceandHR  Inventory  Maintemance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utlites — & X
OF @ B %
= . Durban b4
Save  Back Save Layout Waorkspaces Print  Expart
Frocess i ‘ Format . | Print i ‘ urrent
Current Period 9 ’ r
. .21 Contractho CustomerCode | CustomerMame ContractTypeDesc HasFees HasMeters
Invoice Date 19 Dec 2018 b n ¢
il :
Billing Day & | v & CoDoDODSO  HOROO1 Hope Works Cost Per Copy Yes No
Day # Day v coooooois  OFF0O1 Office Supplies Unlimited  Cost Per Copy No Yes
|- Contract Types to be Invoiced 0 = —
e : - W Coo000031  YESOODL Young Electric Cost Per Copy Yes Yes
Vo e 25 5 s ¥ CoDO000012  TIAQOL Titan Group Cost Per Copy Yes No
R o Copy
= 30 30 0 T
m ] = ? CO0000044  BOTOO0O1 Bothas Networkinginc ~ Cost Per Copy Yes Yes
& Rental Contracy 5 ¥4 C€O0000018  SAMDOL Samanthas Diner Cost Per Copy Yes Yes
=2 7
1 = »
\\
| Fee Types to be Invoiced "
Select... Code CodeDesdiption
v N FEE Contract Fees
M MR Usage Charges
Open Windows ~ | | 18 Dec 2018 0
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ALL CONTRACTS CHECK BOX

1. All contracts are initially selected by default,

unless the Billing Day is selected.

3. Use the select All Contracts check box to quick select or deselect all

contracts as required.

$ - Contract Billing - BPO: Version 2.3.0.6 - Example Company =JfElEe]
| g EHnme} Equipment and Locations Contract Finance and HR  Inventory Maintenance and Projects  Manufachuring  Procuremen  Sale  Servic  Reportin  Utilitie = i)
. - == —
Ao = B W
— Durban -
Save Back Invoice Save Layout Waorkspaces Print  Export
-
Process al Format 4| Print 4| Current | @
Current Period 79
___' ContractMo CustomerCode  CustomerMame ContractType ContractTypeDe
Invoice Date | 13022020  ~+ 4 =] 0 o0 o0 o0 o
Billing WVE 3 W | cooooooso  HoPooi Hape Works cPe Cost Per Copy
m CO0000019  OFFDOL Office Supplies Unlimited CPC Cost Per Copy
r Contract Types to be Tnvoiced
@ CO0000031  YESOO1 Young Electric CPC Cost Per Copy
fidMarked | ContractTypeDesc | ContractiNoPrefix | NextContractNo | AutoContractic
» 7l CostPer Copy ‘co 66| Yes @ CO0000012  TIAOOL Titan Group REN Rental Contracts
¥ Prepaid Contract [ 3 Yes m CO0000016  TTADO1 Titan Group (2 Cost Per Copy
vl Rental Contracts REN 201|Yes m CO0000044  BOTODO1 Bothas Networkinginc ~ CPC Cost Per Copy
| ‘ | % CO0000018  SAMOO1 Samanthas Diner CPC Cost Per Copy
4 3
=l
rFee Types to be Invoiced
Code | CodeDescription |
e Contract Fees |
Fee Types |
°.|ﬁdMarked | fidcode ‘ﬂdCodeType ‘ﬂdCcdaDascnpﬁon |
g @ [ [ n@e [v@e
» vl E IFEE Evergreen Rental
vl ELY TFEE Electricity
vl 1 IFEE Inhouse Rental
vl N IFEE Insurance
vl R FEE Bank Rental
v REM IFEE Standard Rentals
vl RF IFEE Renew Fee
vl 5 IFEE Service
EE T }Usaga Charges |
Fee Types |
o fidMarked | fidCode | fidCodeType | fidCodeDesaription |
W B [0 [& | |
» Il Mono IMTR Mono meter
v Colour IMTR. Colour Meter
vl MonoA3 | IMTR Mono A3
vl ColourA3 | IMTR. Colour A3
vl ClearA3  |IMTR. Clear A3 70f7
Il Colour A2 |IMTR. Colour A2 Meter 7y e
Open Windows v | User : AbigailM | 13-02-2020 | Version:2.3.0.6 = Example Company o
=1

CONTRACT TYPES

1. Select the Contract Types to be billed.

2. All Contract Types are initially selected by default. Deselect individual

Contract Types that you do not wish to bill at this time.
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s - Contract Billing - BPO: Version 2.3.0.6 - Example Company = Em ]
| & ||Home| Equipment and Locations Contract FinenceandHR Inventory  Maintensnce and Projects Manufacturing Procuremen  Sele  Servie  Reportin Uit - & x
R = =
HO R R DB
- Durben -
Save Back Invoice Save Layout Waorkspaces Print  Export
-
Process al Format Print al Current [
Current Period |9
M ContractNo CustomerCode = CustomerMName ContractType ContractTypeDe
Invoice Date  13-02-2020 - ® o Wl A Wl aflc
Billing Day | A b (% CO0000050  HOPOOL Hope Warks cPC Cost Per Copy
W CO000001%  OFFDOL Office Supplies Unlimited CPC Cost Per Copy
rContrac Types to be Invoiced
@ CO0000031  YESDO1 Young Electric CPC Cost Per Copy
‘ ContractTypeDesc | ContractNoPrefix | NextContractMo | AutoContractic = E i
= & o 5
» M Per o 66 Yes CO0000012  TIADO1 Titan Group REN Rental Contracts
¥ Prepaid Contract [ 3 Yes m CO0000016  TTADO1 Titan Group (2 Cost Per Copy
vl \ Rental Contracts REN 201 Yes %] CO0000044  BOTOOD01 Bothas Metworkinginc  CPC Cost Per Copy
M CO0000018  SAMOO1 Samanthas Diner CPC Cost Per Copy
i i
Fee Types to be Invoiced
Code ‘ CodeDescription |
bl FEE | Contract Fees |
Fee Types |
o fidMarked | fidCode | fdCodeType ‘ fidCodeDescription |
El 7] e [ ol [ v@:
» vl E IFEE Evergreen Rental
vl ELY TFEE Electricity
vl 1 IFEE Inhouse Rental
vl N IFEE Insurance
vl R FEE Bank Rental
Il REM IFEE Standard Rentals
Il RF IFEE Renew Fee
vl 5 IFEE Service
WSk }Usaga Charges |
Fee Types |
o fidMarked | fidCode | fidCodeType | AidCodeDescription
7 ©E |8 | oBe | @3-
» Il Mono IMIR. Mono meter
v Colour IMTR. Colour Meter
Il MonoA3 | IMTR Mono A3
[l ColourA3 | IMTR Colour A3
¥  |Clearaz TR Clear A3 Fof7
Il Colour A2 |IMTR. Colour A2 Meter x ¥
Open Windows + | User : AbigailM | 13-D2-2020 | Version:2.3.0.6 | Example Company A

FEE

TYPES

Select the contract Fee Types to be billed.

You will note that upon opening the Contract Billing screen, that both

Fee Types sub grids; (FEE: Contract Fees and MTR: Usage Charges) are

auto expanded.

All Fee Types are initially selected by default.

Deselect any Fee Type(s) that you do not wish to bill at this time.
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$ - Contract Billing - BPO: Version 2.3.0.6 - Exemple Company =aimde]
| & ||Home| Equipment and Locations Contract FinenceandHR Inventory  Maintensnce and Projects Manufacturing Procuremen  Sele  Servie  Reportin Uit - &
HON B B &% .. —
- - Durben -
Save Back Invoice Save Layout Waorkspaces Print  Export
-
Process A Format i Print 4 Current 4 &
Current Period |9
m ContractNo CustomerCode = CustomerMName ContractType ContractTypeDe
Invoice Date  13-02-2020 - ® o Wl A Wl aflc
Billing Day | A b (% CO0000050  HOPOOL Hope Warks cPC Cost Per Copy
M CO0000019  OFFDOL Office Supplies Unlimited CPC Cost Per Copy
rContract Types to be Invoiced
@ CO0000031  YESDO1 Young Electric CPC Cost Per Copy
fidMarked | ContractTypeDesc | ContractNoPrefix | NextContractMo | AutoContractik - E i
& o 5
» | Per o 66| Yes CO0000012  TIADO1 Titan Group REN Rental Contracts
¥l  |PrepaidContract  |PC 3| Yes K coooooots  TIADOY Titan Group cpPe Cost Per Copy
vl Rental Contracts REN 201 Yes %] CO0000044  BOTOOD01 Bothas Metworkinginc  CPC Cost Per Copy
M CO0000018  SAMOO1 Samanthas Diner CPC Cost Per Copy
| B
Fee Types to be Invoiced < .
Code ‘ CodeDescription |
¥ |-l IFEE Contract Fees |
Fee Types |
9,| fidMarked !e fidCodeType | fidCodeDescription
7 [l (s ]d e Al
r“ E IFEE Evergreen Rental \
7.4 MRS TFEE Electricity _
IFEE Inhouse Rental
M [N FEE._ Insurance
vl R TFEE [BarkRental
Il REM IFEE Standard Rentals
Il RF IFEE Renew Fee
vl 5 IFEE Service _A
T EmMmR }Usaga Charges |
Fee Types |
5 fidMarked | fidCode | fidCodeT, fidCodeDescription
7 |8 | aBc | @3- &~
—
» Il Mona IMIR. Mono meter
v IMTR. Colour Meter
Il MonoA3 | IMTR Mono A3
[l ColourA3 | IMTR Colour A3
v | |clearaz TR Clear A3 Fof7
Il Colour A2 |IMTR. Colour A2 Meter x ¥
Open Windows 7 | User : AbigaiM | 13-02-2020 | Version: 2.3.0.6 | Example Company
=l

THE CONTRACTS FRAME

1. This frame lists all Contracts that are available for billing.

2. Note: All Contracts are initially selected by default.

3. You can use the All Contracts checkbox to 'quick' deselect all Contract
(s)

4. or deselect check boxes individually for the contracts that you do not

wish to bill at this time.
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Contract Billing - 57 n2 ; ==
|Home | Equipment and Locations Contract Finance and HR Inventory Maintenance and Projects Manufacturing Procuremen  Sale  Servic Reportin  Ufiite - & x
O F =R @ W
- Durben -
= Save Layout Waorkspaces Print  Export
-
Format 4 Print af Current af , [
Current Period |9
ContractNo CustomerCode = CustomerMName ContractType ContractTypeDe,
Invoice Date  13-02-2020 - S =] o Wl A Wl aflc
Billing Day | A 3 [%ij CO0000050  HOPOOL Hope Warks cPC Cost Per Copy
M CO0000019  OFFDOL Office Supplies Unlimited CPC Cost Per Copy
rContract Types to be Tnvoiced
¥ CO0000031  YESOO1 Young Electric CPC Cost Per Copy
fidMarked | ContractTypeDesc | ContractiNoPrefix | NextContracto | AutoContracti - m i
& o 5
» ol Per o 66 Yes - CO0000012  TIADO1 Titan Group REN Rental Contrac
¥ Prepaid Contract [ 3 Yes m CO0000016  TIADO1 Titan Group (2 Cost Per Copy
vl Rental Contracts REN 201 Yes %] CO0000044  BOTOOD01 Bothas Metworkinginc  CPC Cost Per Copy
| | M CO0000018  SAMOO1 Samanthas Diner CPC Cost Per Copy
4 3
| B
Fee Types to be Invoiced
Code \ CodeDescription |
b -] IFEE Contract Fees |
Fee Types |
9| fidMarked | fidCode ‘ fidCodeType ‘ fidCodeDescription |
El 7] e [ ol [ v@: |
» vl E IFEE Evergreen Rental
vl ELY TFEE Electricity
vl 1 IFEE Inhouse Rental
vl N IFEE Insurance
vl R FEE Bank Rental
Il REM IFEE Standard Rentals
Il RF IFEE Renew Fee
vl 5 IFEE Service
BEEL }Usaga Charges |
Fee Types |
5| fidMarked | fidCode | fidCodeType | AdCodeDescription |
7 ©E |8 | oBe | @3- |
» Il Mono MR Mono meter
v Colour IMTR. Colour Meter
Il MonoA3 | IMTR Mono A3
[l ColourA3 | IMTR Colour A3
¥  |Clearaz TR Clear A3 Fof7
Il Colour A2 |IMTR. Colour A2 Meter y ¥
Open Windows + | User : AbigailM | 13-D2-2020 | Version: 2.3.0.6 | Example Company 4|
d

RENTAL / SERVICE CHARGE BILLING

(if running separately)

1. Under Fee Types, make sure only IFEE (Contract Fees) are selected.
2. IMTR Usage Charges must be deselected.

® Note: This will only generate billing for contracts which have
Rental or Service charges set up.
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$ - Contract Billing - BPO: Version 2.3.0.6 - Example Company i -
| |Home | Equipment and Locations Contract Finance and HR Inventory Maintenance and Projects Manufacturing Procuremen  Sale  Servic Reportin  Ufiite - & x
HOFE E &
- Durben -
Save Back Inv Save Layout Waorkspaces Print  Export
-
Process al Format Print al Current al [
Current Period |9
E ContractNo CustomerCode = CustomerMName ContractType ContractTypeDe
Invoice Date  13-02-2020 - ® = o Wl A Wl aflc
Billing Day | A b (% CO0000050  HOPOOL Hope Warks cPC Cost Per Copy
i} CO0000019  OFFDOL Office Supplies Unlimited CPC Cost Per Copy
rContract Types to be Invoiced
@ CO0000031  YESDO1 Young Electric CPC Cost Per Copy
fidMarked | ContractTypeDesc | ContractNoPrefix | NextContractMo | AutoContractik - E i
& o 5
» ™ Per o 66 Yes CO0000012  TIADO1 Titan Group REN Rental Contracts
¥l  |PrepaidContract  |PC 3| Yes [l coooooots  TIADOi Titan Group cpPe Cost Per Copy
vl Rental Contracts REN 201 Yes [} CO0000044  BOTOOD01 Bothas Metworkinginc  CPC Cost Per Copy
[m] CO0000018  SAMOO1 Samanthas Diner CPC Cost Per Copy
< B
Fee Types to be Invoiced
i Code ‘CcdeDesanhon |
|| IFEE | Contract Fees e
Fee Types |
o|fdMarked | fidCode | fidCodeType | fidCodeDescription '::.
o = e [ ol [ v@: / g
W =] E TFEE EvergreenRernl |
vl ELY T Electricity
ol | |IFEE Inhouse Rental
v N IFEE Insurance
vl R FEE Bank Rental
Il REM IFEE Standard Rentals
Il RF IFEE Renew Fee
v 5 IFEE Service
}|[] MTR TUsaga Charges |
Fee Types |
5| fidMarked | fidCode | fidCodeType | AdCodeDescription |
Bl =] | 8- | oBe | @3-
O Monga IMTR. Moneo meter
O [coowr 2R Colou Metee | ®
O |sttmermrs=TATR Mono A3
[ ColourA3 | IMTR Colour A3
| |clearas R Clear A3 10f7
T ] Colour A2 | IMTR Colour A2 Meter 1 ¥
Open Windows + | User : AbigailM | 13-D2-2020 | Version:2.3.0.6 | Example Company A
=l

COST PER COPY BILLING

(if running separately)

1. Under 'Fee Types', make sure only IMTR (Usage Charges) are selected.
2. IFEE Contract Fees must be deselected.

® Note: This will only generate billing for contracts which have cost
per copy charges set up.
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$ - Contract Billing - BPO: Version 2.3.0.6 - Example Company =imdEe]
| g |Home | Equipment and Locations Contract Finance and HR Inventory Maintenance and Projects Manufacturing Procuremen  Sale  Servic Reportin  Ufiite - & x
. - == —
4o = S W
- Durben -
Save Back Invoice Save Layout Waorkspaces Print  Export
-
Process Al Format Al Print Al Current il &
Current Period |9
E ContractNo CustomerCode = CustomerMName ContractType ContractTypeDe
Invoice Date  13-02-2020 - ® = o Wl A Wl aflc
Billing Day | A b ] CO0000050  HOPOOL Hope Warks cPC Cost Per Copy
M CO0000019  OFFDOL Office Supplies Unlimited CPC Cost Per Copy
rContract Types to be Invoiced
@ CO0000031  YESDO1 Young Electric CPC Cost Per Copy
fidMarked | ContractTypeDesc | ContractNoPrefix | NextContractMo | AutoContractik
» ol Cost Per Capy o 66 Yes D CO0000012  TIADD1 Titan Group REN Rental Contracts
¥l  |PrepaidContract  |PC 3| Yes K coooooots  TIADOY Titan Group cpPe Cost Per Copy
vl Rental Contracts REN 201 Yes %] CO0000044  BOTOOD01 Bothas Metworkinginc  CPC Cost Per Copy
| | M CO0000018  SAMOO1 Samanthas Diner CPC Cost Per Copy
4 3
| B
Fee Types to be Invoiced
Code \ CodeDescription |
b | IFEE | Contract Fees |
Fee Types |
o fidMarked | fidCode | fdCodeType ‘ﬂdCodeDescnphon |
7 FE:3 [ B [ vl:
[ [O E IFEE Evergreen Rental
] ELY FEE Electricity
(i) 1 IFEE Inhouse Rental .
ol Tin FEE Insurance
] R FEE Bank Rental
O REM IFEE Standard Rentals
1] RF IFEE Renew Fee
[z} 5 IFEE Service
=] IMTR. |Usage Charges ‘-.__l______
— 1|
Fee Types | m
o fidMarked | fidCode | fidCodeType | AidCodeDescription
] ® [0 [& |
= Mono IMIR Mong mater—
vl Colour Colour Meter
¥l | 0RoAS | IMTR Mono A3
[l ColourA3 | IMTR Colour A3
| |clearaz TR Clear A3 5of7
3 Il Colour A2 | IMTR Colour A2 Meter x ¥
Open Windows + | User : AbigailM | 13-D2-2020 | Version:2.3.0.6 | Example Company 4|
=

SAVE BILLING BATCH AND CREATE INVOICES

Once you have selected the:

. Contract Types,
Contracts and

Fee Types that you wish to bill,
Click on Save.

S N N AR N RN

. Note: At this point, the Invoice action button is still inactive (greyed

out).
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$ - Contract: Billing - BPO: Version 2.3.0.6 - Bxample Company
@ ||Home | Equipment andLocations Contract Finance and HR_Tnventory  Maintenance and Projects  Manufacturing Procremen Ssle  Servic Reportin Uit - & x
HOE| R &
! Durben -
Save Back | Invoice Save Layout Waorkspaces Print  Export
-
Process | Format W Print W curent i) @
Current Period |9 I
. m ContractNo Customer... « CustomerMName ContractType ContractTypeDe
Invoice Date  13-02-2020 - ® o Wl A Wl aflc
Billing Day | A b [} CO0000044  BOTOOO1 Bothas Networkinginc ~ CPC Cost Per Copy
i} CO0000050  HOPOO1 Hope Waorks CPC Cost Per Copy
rContract Types to be Tnvoiced
¥pe [m] CO0000019  OFFO00L Office Supplies Unlimited CPC Cost Per Copy
ContractTypeDesc | ContracthoPrefix | NextContractMo | AutoContracthk = E
r o 5
S E o o e | CO0000018  SAMO01 Samanthas Diner CPC Cost Per Copy
] " Prepaid Contract [ 3 Yes a CO0000012  TTADO1 Titan Group REN Rental Contracts
| Rental Contracts REN 201 Yes i} CO0000016  TIADO1 Titan Group CPC Cost Per Copy
CO0000031  YESDO1 ‘Young Electric CPC Cost Per Copy
' i
Fee Types to be Invoiced
Code ‘CcdeDescnphon |
b | IFEE ‘Cunhad Fees |
Fee Types |
o fidMarked | fidCode | fdCodeType ‘ﬂdCodeDescﬂphon |
w = e [ B [ vl: |
JEE R IFEE sergreen Rental
vl ELY FEE Electricity
vl 1 IFEE Inhouse Rental
| N IFEE Insurance
&l IR TFEE Bank Rental
Il REM IFEE Standard Rentals
Il RF IFEE Renew Fee
v 5 IFEE Service
WSk }Usaga Charges |
Fee Typesl
5| fidMarked | fidCode | fidCodeType | AdCodeDescription |
7 ©E |8 | oBe | @3- |
O Monga IMTR. Moneo meter
O Colour IMTR. Colour Meter
[ MonoA3 | IMTR Mono A3
|3 ColourA3 | IMTR Colour A3
| |clearas TR Clear A3 10f7
3 O Colour A2 |IMTR. Colour A2 Meter x ¥
Open Windows + | User : AbigailM | 13-D2-2020 | Version:2.3.0.6 | Example Company A

1. A Check Billing Batch Creation message box will pop up, asking;

° Are you sure you want to create the billing batch?

2. Click on Yes.
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$ - Contract Billing - BPO: Version 2.3.0.6 - Example Col 1y ;
| & ||Home| Equipment and Locations Contract FinenceandHR Inventory  Maintensnce and Projects Manufacturing Procuremen  Sele  Servie  Reportin Uit - & x
BOE R &
S Durban -
Save Back Im Save Layout Waorkspaces Print  Export
-
Process al Format i Print al Current al [
Current Period |9
m ContractNo Customer... « CustomerMName ContractType ContractTypeDe
Invoice Date  13-02-2020 - ® o Wl A Wl aflc
Billing Day | A b [} CO0000044  BOTOOO1 Bothas Networkinginc ~ CPC Cost Per Copy
i} CO0000050  HOPOO1 Hope Waorks CPC Cost Per Copy
rContract Types to be Tnvoiced
pe [m] CO0000019  OFFO00L Office Supplies Unlimited CPC Cost Per Copy
fldMarked | ContractTypeDesc | ContractNoPrefix | NextContractMo | AutoContractik - T
r o 5
» vl o o & Yes | CO0000018  SAMO01 Samanthas Diner CPC Cost Per Copy
1 |PrepadContract  |PC 3| Yes [1  cooooooiz  TIADO1 Titan Group REN Rental Contracts
| Rental Contracts REN 201 Yes [} CO0000016  TIADO1 Titan Group CPC Cost Per Copy
M CO0000031  YESDO1 ‘Young Electric CPC Cost Per Copy
< B
Fee Types to be Invoiced
Code ‘ CodeDescription |
b | IFEE ‘Cunhad Fees
Fee Types |
o fidMarked | fidCode | AidCodeType | fidCodeDescription | Check Billing Batch Creation
9| 7] e [ B [ vl: |
» ¥ E IFEE Evergreen Rental .
= = e Flectridty Are you sure you want to create the billing batch.
vl 1 IFEE Inhouse Rental
vl N IFEE Insurance
vl R IFEE Bank Rental .—b Mo
Il REM IFEE Standard Rentals
Il RF IFEE Renew Fee
vl 5 IFEE Service
WSk }Usaga Charges |
Fee Types |
5| fidMarked | fidCode | fidCodeType | AdCodeDescription |
7 ©E |8 | oBe | @3- |
O Monga IMTR. Moneo meter
O Colour IMTR. Colour Meter
[ MonoA3 | IMTR Mono A3
|3 ColourA3 | IMTR Colour A3
| |clearas TR Clear A3 10f7
3 O Colour A2 |IMTR. Colour A2 Meter x ¥
Open Windows + | User : AbigailM | 13-D2-2020 | Version:2.3.0.6 | Example Company A

1. If all meters have not been released to billing - a Meters still to be
Released message box will pop up asking:
° There are still [ ] meters to be released to billing. Do you

want to proceed?
2. Click on Yes.
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¥ Contract Billing - BPO: Version 2.1.0.69 - Example Company = [m] X

iHDI’I’IE! Equipment and Locations  Contract Finance and HR  Inventory Maintenance and Projects Manufacturing  Procurement  Sales  Service Reporting  Utiites — & X

=z s

Durban hd
Save Layout Warkspaces Print  Export
-
Format a i Current i
Current Period 2 I
E Contracto CustomerCode | CustomerMame ContractTypeDesc HasFees HasMeters
Invoice Date 05 Feb 2019 = ¢
Billing Day 25 i v i COD00OOSD  HOPOOL Hope Works Cost Per Copy Yes Mo
m CO0000018  OFF001 Office Supplies Unfimited Cost Per Copy Mo Yes
[Coe e B b o j CO0000012  TIADO1 Titan G Rental Contracts Vi N
Select... ContractTypeDesc  ContractMoPrefix  NextContractMo  AutoC] E bbbt £7! ki == 5
CO0000044  BOTOOO1 Bothas Networking i st Per G Vi
M CostPer Copy co 63 Yes RS SRRy 5 e
] Prepaid Contract PC 3 Yes
» [ Rentsl Contracts REN 200 Yes
= 3
[-Fee Types to be Invoiced 2
Select... Code CodeDescription ./
» M EE Contract Fees There are still 12 meter readings to be released to billing. Da
m IMTR. Usage Charges you want to proceed?
o— =
Open Windows ~ | 05Feb 2013

1. A Run Billing message box will pop up informing you that:
* The invoicing has been run successfully.
2. Click on OK.
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$ - Contract Billing - BPO: Version 2.3.0.6 - Example Company =Jfelx]
| & ||Home| Equipment and Locations Contract FinenceandHR Inventory  Maintensnce and Projects Manufacturing Procuremen  Sele  Servie  Reportin Uit - & x
BOE R &
S Durban -
Save Back Invoice Save Layout Waorkspaces Print  Export
-
Process al Format Print al Current al [
Current Period |9
M ContractNo Customer... « CustomerMName ContractType ContractTypeDe
Invoice Date  13-02-2020 - ® o Wl A Wl aflc
Billing Day | b » []  coooooos4  BOTOOOL Bothas Netwarkinginc ~ CPC Cost Per Copy
i} CO0000050  HOPOO1 Hope Waorks CPC Cost Per Copy
rContract Types to be Tnvoiced
pe [m] CO0000019  OFFO00L Office Supplies Unlimited CPC Cost Per Copy
fidMarked | ContractTypeDesc | ContractNoPrefix | NextContracto | AutoContracti - T
r o 5
» vl o e & Yes | CO0000018  SAMO01 Samanthas Diner CPC Cost Per Copy
(] Prepaid Contract [ 3 Yes a CO0000012  TTADO1 Titan Group REN Rental Contracts
] Rental Contracts REN 201|Yes [} CO0000016  TIADDL Titan Group CPC Cost Per Copy
M CO0000031  YESDO1 ‘Young Electric CPC Cost Per Copy
| B
Fee Types to be Invoiced
Code ‘ CodeDescription |
b | IFEE | Contract Fees |
Fee Types |
9| fidMarked | fidCode ‘ fidCodeType ‘ fidCodeDescription | Run Hilling s
El 7] e [ B [ vl:
» ¥ E IFEE Evergreen Rental
Sl The invoicing has been run successfully.
v ELY IFEE Electricity
vl 1 IFEE Inhouse Rental
vl N IFEE Insurance
Il REM IFEE Standard Rentals
Il RF IFEE Renew Fee
vl 5 IFEE Service
WSk }Usaga Charges |
Fee Types |
5| fidMarked | fidCode | fidCodeType | AdCodeDescription |
7 ©E |8 | oBe | @3-
O Mono IMTR. Mona meter
O Colour IMTR. Colour Meter
[ MonoA3 | IMTR Mono A3
|3 ColourA3 | IMTR Colour A3
| |clearas TR Clear A3 10f7
3 O Colour A2 | IMTR Colour A2 Meter x ¥
Open Windows + | User : AbigailM | 13-D2-2020 | Version:2.3.0.6 | Example Company A
=l

The screen will refresh:

1. The list of contracts will be auto selected.

2. The Select All Contracts check box will be auto selected.
3. All of the Contract Types will be auto selected.

4. All of the Fee Types will be auto selected.

Invoice Button Remains Inactive

1. Note:The Invoice action button remains inactive (greyed out) as the
contract invoices have been auto-created by the system as a result of

the Auto Bill flag in the Configurator being ticked.

Help v2.5.1.4 - Pg 13 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential


#3

TECHMNOLOGTES Auto Bi” Flag Selected

$ - Contract Billing - 57 i 2.3.0.6 - Example Con ; :
\i"Hume\ Equipment and Locations  Contract Finance and HR  Inventory Maintenance and Projects  Manufacturing  Procuremen  Sale  Servie  Reportin  Utitie - & x
M = @B
Save Save Layout WOrkspaces Print  Export
Process Format i Print al Current al [
%nt Period 9 ‘
- ContractNo Customer... « CustomerMName ContractType ContractTypeDe
Invoice Date |13-02-2020 | 7 ] e o o e o
Billing Dav * » M CO0000044  BOTOOO1 Bothas Netweorkinginc ~ CPC Cost Per Copy
" M CO0000050  HOPOO1 Hope Waorks CPC Cost Per Copy
j;comtiadt Tyves inibe Tvdhed @ CO0000019  OFFO00L Office Supplies Unlimited CPC Cost Per Copy
fidMarked | ContractTypeDesc | ContractNoPrefix | NextContractMo | AutoContractik
» = Cost Per Capy e & Yes ¥4 CO0000018  SAMO01 Samanthas Diner CPC Cost Per Copy
E. Prepaid Contract  |PC 3| Yes i | cooooootz  TIADOY Titan Group REN Rental Contracts
Ramzl Confracts REN 201|Yes m CO0000016  TIAOD1 Titan Group CPC Cost Per Copy
ﬂ M CO0000031  YESDO1 ‘Young Electric CPC Cost Per Copy
Fee Types o be In\ml(a.
‘ CodeDescription
» |_. IFEE Contract Fees |
Fee Types |
o fidMarked | fidCode | fdCodeType ‘ fidCodeDescription |
o = e [ ol [ v@:
‘;-_' vl E IFEE Evergreen Rental
vl ELY TFEE Electricity
v 1 IFEE Inhouse Rental
| N IFEE Insurance
&l IR TFEE Bank Rental
= REM IFEE EEM:QRemaIs
Il RF IFEE Renew Fee
vl 5 IFEE Service
:El_rMTR }Usaga Charges | )
Fee Types |
5| fidMarked | fidCode | fidCodeType | AdCodeDesarigfion |
7 |8 | oBe | @3- |
3 vl Mona IMTR. My(;eter
vl Colour IMTR. “Colour Meter
| Mooz |mMTR 7 Mono A3
W |  colourAz |mMTR Colour A3
| |clearaz TR Clear A3 Fof7
Il Colour A2 |IMTR. Colour A2 Meter x ¥
Open Windows + | User : AbigailM | 13-D2-2020 | Version:2.3.0.6 | Example Company A

VIEW AUTO-CREATED INVOICES IN PRINT QUEUE

1. To view the auto-created invoices select the Utilities tab.

2. In the Utilities toolbar, select Print Queue.
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a ¥ Contract Billing - 57 ion 2.3.0.6 - Example Company
| g Home Equipmentand Locations Confract Finance and HR  Inventory Maintenance and Projects  Manufactiring Procurement  Sales  Service Repor
4 © i = E E m &
Quit Application Reset Tle Cascade Horizontal | Document Print | Print Queue Print Queue  Emai Queue TechConnect Send SMS User Manual
Password Search Queue Viewer Reprint Viewer Process Exceptions
Al View a| Search 4 Queues | SMSProcessing .| Help . &
CurrentPeriod (8
M ContractNo Customer... « CustomerMName ContractType  ContractTypeDes
Invoice Date  13-02-2020  ~ . 7 e o o e o
Billing Day | A b (% CO0000044  BOTDOO1 Bothas Networkinginc ~ CPC Cost Per Copy
" M CO0000050  HOPOO1 Hope Waorks CPC Cost Per Copy
j;comtiadt Tyves inibe Tvdhed @ CO0000019  OFFO00L Office Supplies Unlimited CPC Cost Per Copy
fidMarked | ContractTypeDesc | ContractNoPrefix | NextContractMo | AutoContractik
» = Cost Per Capy e & Yes ¥4 CO0000018  SAMO01 Samanthas Diner CPC Cost Per Copy
¥l  |PrepaidContract  |PC 3| Yes K cooooooiz  TIADOY Titan Group REN Rental Contracts
vl Rental Contracts REN 201 Yes %] CO0000016  TIADO1 Titan Group CPC Cost Per Copy
M CO0000031  YESDO1 ‘Young Electric CPC Cost Per Copy
| B
Fee Types to be Invoiced
Code ‘ CodeDescription |
»oIFE Contract Fees |
Fee Types |
o fidMarked | fidCode | fdCodeType ‘ fidCodeDescription |
7 7] e [ ol [ v@: |
» vl E IFEE Evergreen Rental
vl ELY TFEE Electricity
vl 1 IFEE Inhouse Rental
vl N IFEE Insurance
vl R FEE Bank Rental
Il REM IFEE Standard Rentals
Il RF IFEE Renew Fee
vl 5 IFEE Service
_|[Emm }Usaga Charges |
Fee Types |
5| fidMarked | fidCode | fidCodeType | AdCodeDescription |
7 ©E |8 | oBe | @3- |
» Il Mono IMIR. Mono meter
v Colour IMTR. Colour Meter
Il MonoA3 | IMTR Mono A3
v ColourA3 | TMTR Colour A3
¥  |Clearaz TR Clear A3 Fof7
Il Colour A2 |IMTR. Colour A2 Meter x ¥
Open Windows + | User : AbigailM | 13-02-2020 | Version:2.3.0.6 | Example Company

1. The Print Queue screen will open.
2. Select the Site that you initiated the contract billing from.
3. Set the Type to Contract Invoices.

$ - Print Queue - 5P g
\il Hume! Equipment and Locations  Contract  Finance and HR  Invenitory Maintenance and Projects  Manufacturing  Procurement  Sales Service Reporting  Utiities - & x
E W @ All Sites - ‘_.
Save  Back Save Layout Workspaces Select type... v ||+ .
Process 4| Format 4 Current 4 @
a
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1. The data grid will refresh to display the Contract Invoice(s) that were
auto-raised when you created the billing batch in the Contract Billing

screen.

2. Close the screen when you are done.

For more information regarding the functionality of this screen, refer to Print

$ - Print Queue - BPO: Version 2.3.0.6 - Example Company =dJbmlix]
‘il Home! Equipmentand Locations  Contract Finance and HR  Inventory Maintenance and Projects  Manufacturing  Procurement Sales Service Reporting  Utlities - & E
= R —
E @ Durban -
Save Back | Savelayout Workspaces | [contractinv.. -
Process | Format Current >

()| fidInvoiceMao fldCustomerCode fidCustomerMame fidInvoiceDate fidCurrency fidTotal
7 3 o e = o

v [ moooosss YESD01 Young Electric 11-02-2020 ZAR 3,890.53 Iq—.

Open Windows =

| ‘User ; AbigaiM | 13-02-2020 | Version: 2.3.0.6 | Example Company %

MNU.117.001
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