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CONTRACT

AUTO BILL FLAG UNSELECTED

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

* |f the Auto Bill flag is selected in the Configurator, when the con-
tract billing batch is created and saved, the contract invoices will

be auto-created by the system. Refer to Contract Processing.

The process set out below depends on the Auto Bill flag being unselected in
the Configurator. The contract invoices will not be created on running the

billing batch. The Invoices action button will become active in the Contract

Billing screen upon creating and saving the billing batch ready for the user to

process the invoices when convenient.

Example: This scenario may occur when a company has a sub-
stantial number of invoices to be created. Instead of slowing down
the system and running them at the same time as the Billing
Batch, the invoices can be created after hours when the system is

freed up.

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.
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Ribbon Access: Contract > Billing

BPO: Version 2.4.0.11 - Example Company (=)l jlx]
% | Eament,ﬂ.ombonsl Contract I Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiliies

B E [ «BEB8 a B B @ @ # & 5 @

Contracts ShortTerm | Meter  Release | Biing |CloseBilng Awaiting  Period Adhoc  Escalaon  Unprocessed Manual Contract  Contract  Balances Biling
Contracts | Usage  Biling Period Period  Contract Escalations Escalations Motfications — Meters Tnvoice Credit Notes Preview
Master Processing .| Preview @

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 invoice(s).

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

la * Contract Billing - BPO: Version 2.3.0.5 - Example Company [=llajix]
e
12-; ZDZDE |Home‘ Equipmentand Locations. Contract Financeand HR  Inventory Maintenance and Projects Manufacturing Procurement Sales Service Reporting  Utiities - &2 x
HOE = B @@ .. m
- Al Sites
Save  Back | Invoce || Savelayout Workspaces | Print ort
' Y = o jis] # Name
Process Al Format Print il Al Sites =
= i Durban
2 Pretoria
Current Period| 3 4—° 3 S
4 Johannesburg erCode  CustomerName ContractType | ContractTypeDesc
Invoice Date| 11-02-2020  ~ 4—. ol ol 0
biingDay |
ng Day x y
- Contract Types to be Invoiced
ContractTypeDesc | ContractioPrefix | NextContractiio | AutoContractio
» v CostPer Copy co 665 Yes
vl Prepaid Confract  PC 3|Yes
vl Rental Contracts REN 201|Yes
4 ol
- Fee Types to be Invoiced
Code | CodeDescription |
» |- IFEE | Contract Fees I 4]
Fee Types |
2| fidcode | fidcodeDes. . | fidcodeType |fdvarked |
BES | @ 3 =] | =]
yE Evergreen R...| [FEE i~
Y Electricity IFEE W
1 Inhouse Re .. |IFEE ]
N Insurance | IFEE vl |
R Bank Rental |IFEE v
REN Standard Re_..| [FEE v
RF Renew Fee | [FEE ! = | 0ofd
Open Windows | User: AbigailM | 11-02-2020 | Version: 2.3.0.5 | Example Company
=
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BILLING DAY

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

by the Billing Day set up in 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

contracts that you wish to bill currently.

i Contract Billing - BPQ: Version 2.1.0.69 - Example Company - m] X
|Home Equipmentand Locatons ~ Contract  Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utlites — & X
il R [ 1] i o
0E Y
-~ = LH e -
Save Back Invoice | Savelayout Workspaces Print  Export
Process Format i Print Current
Current Period 9
M Contracthlo CustomerCode  Customerhame ContractTypeDesc HasFees HasMeters
Invoice Date  11-02-2020 T ®
Billing Day I'I v & coDODOOSD  HOPOO1 Hope Works CostPer Copy Yes No
oA LiE Vv coo000018  OFFDOL Office Supplies Unlimited Cost Per Copy No Yes
| Contract Types to be Inveiced 0 — 7 Eows = g — o % %
Select... ContractTypeDe| 1 1 toc| || 1 z e AR Shetke ey 5, £5
v o i: ;g g =4 .ccn?nniz mo; Titan Group : Cost Per Copy Yes No
W |Pressid Conbac L g £O0000044  BOTOOO1 BDMNEWM cmt.mcmy Yes Y?;
W Rerta Contracs = COD000018  SAMDO1 Samanthas Diner Cost Per Copy Yes Yes
x
. A,
|-Fee Types to be Invoiced AN
Select... Code CodeDescription
v M FE Contract Fees
M Mm Usage Charges |
Open Windows + | 18 Dec 2018 i
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ALL CONTRACTS CHECK BOX

1. All contracts are initially selected by default,
2. unless the Billing Day is selected.

3. Use this check box to quick select or deselect all contracts as required.

a bd Contract Billing - BPO: Version 2.3.0.6 - Example Company
| g ‘Hume \ Equipment and Locations  Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utilities
o )
Ao |
—— Durban -
Save Back | Savelayout Workspaces | Print  Export
Process il Format Print 4| Current
Current Period |9 ‘/.
___- ConfractMo  CustomerCode CustomerName ContractType ContractTypeDesc
Invoice Date | 12022020 = g o o oc o oo
Billing NVE b =4 COD000050  HOPOO1 Hope Works CPC Cost Per Copy
& coo000013  OFFDO1 Office Supplies Unlimited  CPC Cost Per Copy
- Contract Types to be Inveiced
¥ CO0000031  YESOD1 Young Electric cPC Cost Per Copy
... | ContractTypeDesc | ContractNoPrefix | NextContractNo | AutoContractNo | InvoiceNoP M
¥ vl | CostPer Copy o) 66 Yes ™ C00000012  TIAOO1 Titan Group REN Rental Contracts
¥ [Prepad Contract. | PC 3|Yes PIN ¥ coooooois  TiAooi Titan Group. crC Cost Per Copy
Iw| |Rental Contracts REN 201 Yes RIM =4 CO0000044  BOTOOO1 Bothas Metworkinginc ~ CPC Cost Per Copy
¥4 CO0000018  SAMOO1 Samanthas Diner CPC Cost Per Copy
IR | B
Fee Types to be Invoiced
Code | CodeDescription |
¥ IIFEE ContractFees |
Fee Types ‘
@ fidvarked | fidCode | fidCodeType ‘ fidCodeDescription |
9 © W0c [ "B E:3 |
» ¥ E IFEE Evergreen Rental
W ELY IFEE Electricity
Il I IFEE Inhouse Rental
Il N IFEE Insurance
W R TFEE Bank Rental
Il REN IFEE Standard Rentals
vl RF IFEE Renew Fee
=l 5 TFEE Service
W= ‘Usage Charges |
Fee Types |
o fidWarked | fidcode | fidCodeType | fidCodeDescription |
¥ B [ | r@e -3 |
» Il Mono IMTR. Mono meter
vl Calour IMTR. Colour Meter
Il MonoA3 | IMTR Mono A3
! ColourA3 | IMTR Colour A3
v Cleara3  |IMTR Clear A3
2 Colour A2 |IMTR. Colour A2 Meter Tof7
Open Windows ~ | User: AbigailM | 12-02-2020 | Version: 2.3.0.6 | Example Company 7

CONTRACT TYPES

1. Select the Contract Types to be billed.
2. All Contract Types are initially selected by default. Deselect individual
Contract Type(s) that you do not wish to bill at this time.
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$ - Contract Billing - BPO: Version 2.3.0.6 - Example Company =Jlajix]
|i| Home 1 Equipment and Locations  Contract Finance and HR  Inventory Maintenance and Projects  Manufacturing Procurement Sales Service Reporting  Utilities - &5 Xx
o — - —
= e
b - Durban -
Save Back [nvoice | Savelayout Workspaces | Print  Export
Process al Format i Print Al Current al ad
Current Period |9
E Contractho CustomerCode  Customeriame ContractType ContractTypeDesc
Invoice Date |12-02-2020 = 7 o0 o0 o0 0 o
Billing Day | hd 3 =4 CO0000050  HOPDO1 Hape Works CPC Cost Per Copy.
M COD000018  OFFO01 Office Supplies Unlimited CPC Cost Per Copy
Contract Types to be Invoiced -
E CO0000031  YESOO1 Young Electric CPC Cost Per Copy
| fidMarked ContractTypeDesc | ContractMoPrefix | MextContractMo | AutoContractMo |: = i
» o Cost Per Copy o 66 Yes 1 2] CO0000012  TIADDL Titan Group REN Rental Contracts
I 7] I‘ Prepaid Contract PC 3|yes P M CO0000016  TIADDL Titan Group CPC Cost Per Copy
RefahContracts REM 201|Yes F &  cooooooas  BOTODO1 Bothas Metworkinginc  CPC Cost Per Copy
* \. ¥  coooooois  samool Samanthas Diner cPC Cost Per Copy
| | |
r Fee Types th be Invaoiced
Code ‘ CodeDescription |
' [=IIFEE 5 Contract Fees |
Fee Types |
o|fdvarked |fidCode | fidCodeType | fidCodeDescription |
= [=] ol s Wl |
N E IFEE Evergreen Rental
¥ ELY IFEE Electricity
il 1 IFEE Inhouse Rental
Il N IFEE Insurance
el R IFEE Bank Rental
Il REN IFEE Standard Rentals
Il RF IFEE Renew Fee
vl 5 IFEE Service
= MR }Usage Charges |
Fee Types ‘
4| fidvarked |ﬁdCoda | fidCodeType | fidCodeDesaription |
¥ & [ 3 3 |
» I Mono IMTR. Mono meter
Il Calour IMTR. Colour Meter
vl MonoA3 | IMTR Mono A3
¥ ColourA3 | IMTR Colour A3
Il ClearA3  |IMTR Clear A3
v Colour A2 |IMTR. Colour A2 Meter 70f7
Open Windows ~ | User : AbigaiM | 12-02-2020 | Version: 2.3.0.6 | Example Company

FEE TYPES

1. Select the contract Fee Types to be billed.

2. 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.

3. All Fee Types are initially selected by default.

4. Deselect any Fee Type(s) that you do not wish to bill at this time.
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$ - Comtract Billing - BPO: Version 2.3.0.6 - Example Company =Jlajix]
|£I Home 1 Equipment and Locations  Contract Finance and HR  Inventory Maintenance and Projects  Manufacturing Procurement Sales Service Reporting  Utilities - &5 Xx
. = - —
= e
e i Durban -
Save Back [nvoice | Savelayout Workspaces | Print  Export
Process Format Print Current @
Current Period |9
E Contractho CustomerCode  Customeriame ContractType ContractTypeDesc
Invoice Date |12-02-2020 = 7 o0 o0 o0 0 o
Billing Day | hd 3 =4 CO0000050  HOPDO1 Hape Works CPC Cost Per Copy.
i i M COD000018  OFFO01 Office Supplies Unlimited CPC Cost Per Copy
r Contract Types to be Invaice:
fins E CO0000031  YESOO1 Young Electric CPC Cost Per Copy
fidMarked | ContractTypeDesc | ConfractMoPrefix | MextContractio | AutoContractic
=] Cost Per Copy co 66| Yes M CO0000012  TIADDL Titan Group REN Rental Contracts
& |PrepadContract  |PC 3[Yes W COD0OOOE  TIAOOL Titan Group. cpPe Cost Per Copy
1 vl Rental Contracts. REN 201 Yes ¥4 CO0000044  BOTOOO1 Bothas Metworkinginc  CPC Cost Per Copy
¥4 CO0000018  SAMODO1 Samanthas Diner CPC Cost Per Copy
JET | I
Fee Types to be Invoiced = .
[ Code ‘ CodaDesanhoﬂ |
»/-IIFEE ContractFees |
Fee Types
= Advarke dCode | fidCodeType | fdCodeDescription
% I A Wl Wl
M = 1[e IFEE Evergreen Rental
W [ ||er IFEE Electricity
=2V [z IFEE Inhouse Rental
] |n IFEE Insurance \
Il IFEE Bank Rental ™
I~ REN™,_ | IFEE Standard Rentals
vl RF NEEE Renew Fee
vl 5 FEES_ Service
(-] IMTR ‘Usage Charges |
Fee Types‘
‘-\l fidMarked | fidCode | fidCopéType | fidCodeDescription L3
sl & |0 |8 k-3
» W ||Mono IMTR Mona meter
vl MR Colour Meter
vl lonoA3 | IMTR. Mono A3
I ColourA3 |IMTR Colour A3
Il ClearA3  |IMTR Clear A3
v Colour A2 |IMTR. Colour A2 Meter 70f7
Open Windows ~ | User : AbigaiM | 12-02-2020 | Version: 2.3.0.6 | Example Company

CONTRACTS FRAME

This frame lists all Contracts that are available for billing.
Note:All Contracts are initially selected by default.
You can use the All Contracts checkbox to deselect all Contract(s)

> wwbd R

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

wish to bill at this time.
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$ - Contract Billing - & 3.0.6 - Example C "
|i| Home 1 Equipment and Locations Contract Finance and HR  Inventory Maintenance and Projects  Manufacturing Procurement Sales Service Reporting  Utilities - &5 Xx
HO S § &
Lo Durban -
Save Back In Savelayout Workspaces | Print  Export ‘
Process 4l Format 7| Print af Current al @
CurrentPeriod |3 | ._>
E Contractho CustomerCode  Customeriame ContractType ContractTypeDesc
Invoice Date |12-02-2020 = % E V¥ o o0 o0 e o
Billing Day | % 3 W CO0000050  HOPDO1 Hape Works CPC Cost Per Copy
il CO0000018  OFF0O1 Office Supplies Unlimited CPC Cost Per Copy
rContract Types to be Invaiced -
E CO0000031  YESOO1 Young Electric CPC Cost Per Copy
fidMarked | ContractTypeDesc | ConfractMoPrefix | MextContractio | AutoContractic
= Cost Per Copy o 66| Yes ¥l CO0000012  TIAOODL Titan Group REN Rental Contracts
vl Prepaid Contract PC 3l Yes CO0000016  TIADDL Titan Group CPC Cost Per Copy
1 vl Rental Contracts. REN 201 Yes ¥ CO0000044  BOTOOO1 Bothas Metworkinginc  CPC Cost Per Copy
¥4 CO0000018  SAMOO1 Samanthas Diner CPC Cost Per Copy
I | i3
[ Fee Types to be Invoiced
Code ‘ CodeDescription |
D Contract Fees |
Fee Types |
o|fdVarked |fidCode | fidCodeType | fidCodeDescription |
7 7] ol o Wl \
O Il E TFEE Evergreen Rental
7 ELY IFEE Electricity
il 1 IFEE Inhouse Rental
Il N IFEE Insurance
Il R IFEE Bank Rental
I REN IFEE Standard Rentals
Il RF IFEE Renew Fee
vl 5 IFEE Service
WEET }Usage Charges |
Fee Types ‘
4| fidvarked |ﬁdCoda | fidcodeType | fidCodeDesaription |
% P 3 3 |
» Il Mono IMTR. Mono meter
Il Calour IMTR. Colour Meter
vl MonoA3 | IMTR Mono A3
¥ ColourA3 | IMTR Colour A3
2 ClearA3  |IMTR Clear A3
v Colour A2 |IMTR. Colour A2 Meter 70f7
Open Windows ~ | User : AbigaiM | 12-02-2020 | Version: 2.3.0.6 | Example Company

RENTAL / SERVICE CHARGE BILLING

(if running separately)

1. Under Fee Types, make sure onlylFEE (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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a L4 Contract Billing - = sion 2.3.0.6 - Example C "
|i| Home 1 Equipment and Locations  Contract Finance and HR  Inventory Maintenance and Projects  Manufacturing Procurement Sales Service Reporting  Utilities - &5 Xx
HO S § & T
- Durban -
Save  Back Save Layout Workspaces | Print  Export
Process al Format i Print af Current al (23
Current Period |9
E Contractho CustomerCode  Customeriame ContractType ContractTypeDesc
Invoice Date |12-02-2020 = 7 o0 o0 o0 0 o
Billing Day | hd 3 =4 CO0000050  HOPDO1 Hape Works CPC Cost Per Copy.
] COD000018  OFFO01 Office Supplies Unlimited CPC Cost Per Copy
rContract Types to be Invaiced -
E CO0000031  YESOO1 Young Electric CPC Cost Per Copy
fidMarked | ContractTypeDesc | ConfractMoPrefix | MextContractio | AutoContractic
=] Cost Per Copy co 66| Yes m CO0000012  TIADDL Titan Group REN Rental Contracts
& |PrepadContract  |PC 3[Yes [[]  COD0OOOiE  TIAOOL Titan Group. cpPe Cost Per Copy
» vl Rental Contracts. REN 201 Yes ¥l CO0000044  BOTOOO1 Bothas Metworkinginc  CPC Cost Per Copy
] CO0000018  SAMODO1 Samanthas Diner CPC Cost Per Copy
il |
 Fee Types to be Invoiced
] Code ‘ CodaDesanhon |
» [l IFEE | Contract Fees | —
Fee Types | -;.
o|fdvarked |fidCode | fidCodeType | fidCodeDescription | 8
v [7] ol ol e
W [&] JE TFEE Fuargreen Rental
¥ [EY [FEE—— |Electricity
o | e Inhouse Rental
Il N IFEE Insurance
vl R IFEE Bank Rental
I REN IFEE Standard Rentals
Il RF IFEE Renew Fee
vl 5 IFEE Service
=] IMTR }Usage Charges |
Fee Types ‘
4| fidvarked |ﬁdCoda | fidCodeType | fidCodeDesaription |
% P 3 3 |
o TO] (Mo R Mono meter
O Calour IMTR. Colour Meter
| _|MonoA3 |IMTR Mono A3 .
1] |ColourA3 |IMTR Colour A3
O ClearA3  |IMTR Clear A3
O Colour A2 |IMTR. Colour A2 Meter 4of7
Open Windows ~ | User : AbigaiM | 12-02-2020 | Version: 2.3.0.6 | Example Company

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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a o7 Contract Bifling - BPO: Version 2.3.0.6 - Example Company s o |
|i| Home 1 Equipment and Locations  Contract Finance and HR  Inventory Maintenance and Projects  Manufacturing Procurement Sales Service Reporting  Utilities - &5 Xx
HO - &
— Durban -
Save Back [nvoice | Savelayout Workspaces | Print  Export
Process al Format i Print Al Current al ad
Current Period |9
E Contractho CustomerCode  Customeriame ContractType ContractTypeDesc
Invoice Date |12-02-2020 = 7 o0 o0 o0 0 o
Billing Day | hd 3 a CO0000050  HOPDO1 Hape Works CPC Cost Per Copy.
M COD000018  OFFO01 Office Supplies Unlimited CPC Cost Per Copy
rContract Types to be Invaiced -
E CO0000031  YESOO1 Young Electric CPC Cost Per Copy
fidMarked | ContractTypeDesc | ConfractMoPrefix | MextContractio | AutoContractic
=] Cost Per Copy co 66| Yes ] CO0000012  TIAOOL Titan Group REN Rental Contracts
& |PrepadContract  |PC 3[Yes W COD0OOOE  TIAOOL Titan Group. cpPe Cost Per Copy
» vl Rental Contracts. REN 201 Yes ¥4 CO0000044  BOTOOO1 Bothas Metworkinginc  CPC Cost Per Copy
¥4 CO0000018  SAMODO1 Samanthas Diner CPC Cost Per Copy
[ | |
 Fee Types to be Invoiced
Code ‘CodaDescnphon |
=] IFEE | Contract Fees
Fee Types |
o|fdvarked |fidCode | fidCodeType | fidCodeDescription |
7 7] wlc W Wl \
T I E TFEE Evergreen Rental
O ELY IFEE Electricity
O 1 IFEE Inhouse Rental
O N IFEE Insurance
[l 2 IFEE Bank Rental
O REN IFEE Standard Rentals
[N} RF IFEE Renew Fee
» [m] 5 IFEE Service
M=l IMTR ‘Usage Charges 1.4___;
FaeTypes‘ et
‘-\lﬁdMarked |ﬁdCoda | fidCodeType | fidCodeDesaription D
¥ & [ 3 3 Lt
Il Mono IMTR. MergTister
) |t IMTR Colour Meter
vl MonoA3 | IMTR Mono A3
¥ ColourA3 | IMTR Colour A3
Il ClearA3  |IMTR Clear A3
I vl (Colour A2 IMTR. Colour A2 Meter 5of7
Open Windows ~ | User : AbigaiM | 12-02-2020 | Version: 2.3.0.6 | Example Company

CREATE BILLING BATCH

Once you have selected the:

1. Contract Types,

2. Contracts and

3. Fee Types that you wish to bill,
4. click on Save.
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$ - Contract Billing - BPO: Version 2.3.0.6 - Example Company
|7§ “Hcmal Equipment and Locations Contract Finance and HR  Inventory Maintenance and Projects Manufacturing Procuremen  Sale  Servic  Reportin - Utilitie - F X
= & =
LH Durban *
Save layout Workspaces | Print  Export
-
Process Format a Print / Current i @
Current Period 2
E Confractio CustomerCode | CustomerMame ContractType ContractTypeDe,
Invoice Date 12022020  ~ . o e e e o
Billing Day - m] CO0000050  HOPOO1 Hope Works CPC Cost Per Copy
O CO000001S  OFFO01 Office Supplies Unlimited CPC Cost Per Copy
r Contract Types to be Invaiced
m] CO0000031  YESOO1 Young Electric CPC Cost Per Copy
fidMarked | ContractTypeDesc | ContracthoPrefix | NextContractho | AutoContracthlc
» IEI CostPer G co 56| ¥es ] CO0000012  TIADOL Titan Group REM Rental Contracts
O \ Prepaid Contract PC 3| Yes [m] CO000001e  TIADOL Titan Group CPC Cost Per Copy
[ [Rental Contracts  |REN 201|Yes ] CO0000044  BOTOOO1 Bothas Netwarkinginc ~ CPC Cost Per Copy
» CO0000018  SAMOO1 Samanthas Diner CPC Cost Per Copy
bl v
-Fee Types to be Invoiced
Code ‘ CodeDescription |
-] IFEE | Contract Fees
Fee Types |
%, fidvarked |fidCode | fidCodeType | fidCodeDescription |
| S [ 8
» I E FEE Evergreen Rental
vl ELY TFEE Electricity
vl I FEE Inhouse Rental
[ e e = Insurance
El R Bank Rental
vl REN TFEE Standar
w| [rF IFEE Renew Fee il
w| s FEE Service )
=M }Usaga Charges | jy
Fee Types ‘
o fidvarked | fidCode | fidCodeType | fidCodeDesc
9 B | | e A |
vl Mona IMTR, Mono meter
[ Colour—IMTR. Colour Meter
vl | ##TMonoA3 | MR Mano A3
Iw! ColourA3 |IMTR Colour A3
vl ClearA3 | IMTR. Clear A3 10f7
» vl Colour A2 | IMTR. Colour AZ Meter ) q
Open Windows ~ | User : AbigaiM | 12-02-2020 | Version:2.3.0.6 | Example Company i

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 ¢ y (= x]
| & ||Home| Equipment and Locations Contract FinenceandHR Inventory  Maintensnce and Projects Manufacturing Procuremen  Sele  Servie  Reportin Uit - & x
BOE E &
- Durben -
Save Back Im Save Layout Waorkspaces Print  Export
-
Process | Format Print al Current &
Current Period |9
E ContractNo CustomerCode = CustomerMName ContractType ContractTypeDe
Invoice Date  12-02-2020 - ® = o Wl A Wl aflc
Billing Day | A [} CO0000050  HOPOOL Hope Warks cPC Cost Per Copy
i} CO0000013  OFFDOL Office Supplies Unlimited CPC Cost Per Copy
rContract Types to be Invoiced
[m] CO0000031  YESDO1 Young Electric CPC Cost Per Copy
fldMarked | ContractTypeDesc | ContractNoPrefix | NextContractMo | AutoContractik - i
r o 5
» 7] Per o 66 Yes D CO0000012  TIADO1 Titan Group REN Rental Contracts
1 |PrepadContract  |PC 3| Yes [l coooooots  TIADOi Titan Group cpPe Cost Per Copy
| Rental Contracts REN 201 Yes [} CO0000044  BOTOD01 Bothas Metworkinginc  CPC Cost Per Copy
3 M CO0000018  SAMOO1 Samanthas Diner CPC Cost Per Copy
< B
Fee Types to be Invoiced
Code ‘ CodeDescription |
=] IFEE | Contract Fees |
ez Tvpss | Check Billing Batch Creation 4—.
o fidMarked | fidCode | fdCodeType ‘ fidCodeDescription |
7 7] e [ ol [ v@: |
Are you sure you want to create the billing batch,
» vl E IFEE Evergreen Rental
vl ELY TFEE Electricity
vl 1 IFEE Inhouse Rental ——
vl R FEE Bank Rental
Il REM IFEE Standard Rentals
Il RF IFEE Renew Fee
vl 5 IFEE Service
5 MR ‘Usaga Charges |
Fee Types |
5| fidMarked | fidCode | fidCodeType | AdCodeDescription |
7 ©E |8 | oBe | @3- |
Il Monga IMTR. Moneo meter
v Colour IMTR. Colour Meter
Il MonoA3 | IMTR Mono A3
[l ColourA3 | IMTR Colour A3
¥ |Clearaz TR Clear A3 10f7
3 [l Colour A2 TMTR. Colour A2 Meter 3 ¥
Open Windows + | User : AbigailM | 12-02-2020 | Version:2.3.0.6 | Example Company A
=l

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 - 5P jon 2.3.0.6 - Examg pany -
| & ||Home| Equipment and Locations Contract FinenceandHR Inventory  Maintensnce and Projects Manufacturing Procuremen  Sele  Servie  Reportin Uit - & x
o &
Durban b
Save Layout Waorkspaces Print  Export
-
Process a Format i Print al Current al [
Current Period |9
M ContractNo CustomerCode = CustomerMName ContractType ContractTypeDe
Invoice Date  12-02-2020 - ® o Wl A Wl aflc
Billing Day | A [} CO0000050  HOPOOL Hope Warks cPC Cost Per Copy
i} CO000001%  OFFDOL Office Supplies Unlimited CPC Cost Per Copy
rContract Types to be Invoiced
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1. A Contract Billing message box will pop up informing you that:
* The Billing batch has been successfully created.
2. Click on OK.
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The screen will refresh:

1. The list of contracts billed will clear out.
The All Contracts check box and the remaining contracts 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 NOW ACTIVATED

5. The Invoice action button has now become ‘active’ ready for you to
select it, to create the contract invoices at a convenient time. This but-

ton activation is a result of the Auto Bill flag in the Configurator being
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unticked. Invoices are not auto-created on billing therefore must be

manually created by using this button.
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To see that the invoices have not yet been created, go to Utilities Print
Queue, first select the correct Site and then set the Type to Contract
Invoice. You should not see any invoices relating to the contract that you

released for billing using the process documented here.

MNU.117.002
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