Add New Contract - Item Inclusions

CONTRACT

ADD CONTRACT ITEM INCLUSIONS

You will be following the process below to add each item to be linked to this

contract, where Inclusions apply.

Item Inclusions Frame

* Click on the Item Inclusions tab.
The Item Inclusions frame will be expanded.

* In the Item Inclusions frame, you can add all Contract Inclusions
(items which are included in the contract and not billed sep-
arately).

* These are tasks, items, actions, services, etc. that are specifically
“included” in the contract and are covered by a set contract fee
agreed between the customer and service provider.

* Although they are included, you can have a breakdown of each
individual inclusion. This breakdown is achieved by utilising the
Link Fee panel within the Item Inclusion panel. For more inform-

ation, refer to the Link Fee topic.
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Add Item Inclusions

* Right click anywhere in a row of the Item Inclusions frame.

* A Process menu will pop up with the following options:

Part:Add Part Inclusion

BOM:Add Bill Of Materials Inclusion

Craft:Add Craft Inclusion

¢ Service:Add Service Inclusion
e Link Fee:Link A Fee To An Inclusion
e Delete:Delete Inclusion
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Add Part Inclusion

e Click on Part - Add Part Inclusion.
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* An Input Validation message box will pop up asking:
* Are you sure you want to add a part inclusion to this

item - [Serial Number or Location Description]?
e Click on Yes.
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* A Select a part screen will pop up.

* Click on the row selector in front of the part you wish to add to
this contract as an inclusion

* Click on Ok.
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* The selected part will be added to the Item Inclusion frame.
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* Code: This field will auto populate with the code of the
selected item.

» Description: This field will auto populate with the
description of the selected item.

* SLA Type: This field will auto populate with the SLA
type of the selected item.

* Quantity: Type in the quantity included for the selec-
ted part.

* Fee Type: This field will only be populated if you link a

fee to the inclusion.
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Add Bill of Materials Inclusion

* Right click anywhere in a row of the Item Inclusions frame.
* The Process menu will pop up.
¢ Click on BOM - Add BOM Inclusion.
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* A Select a bill of material screen will pop up.
e Click on the row selector in front of the BOM you wish to add to
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this contract as an inclusion.

e Click on Ok.
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item.

the selected item.

selected item.

inclusion.
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The selected BOM will be added to the Item Inclusions frame.

Code: This field will auto populate with the code of the selected

Description: This field will auto populate with the description of

SLA Type: This field will auto populate with the SLA type of the

Quantity: Type in the quantity included for the selected BOM.
Fee Type: This field will only be populated if you link a fee to the
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Add Craft Inclusion

* Right click anywhere in a row of the Item Inclusions frame.
* The Process menu will pop up.
* Click on Craft - Add Craft Inclusion.
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* An Input Validation message box will pop up asking:
* Are you sure you want to add a Craft inclusion to

this item - [Serial Number or Location Description]?
e Click on Yes.
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* A Select a craft screen will pop up.
e Click on the row selector in front of the craft you wish to add to

this contract as an inclusion.
e Click on Ok.
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* The selected Craft will be added to the Item Inclusions frame.

e Code: This field will auto populate with the code of the
selected item.

* Description: This field will auto populate with the
description of the selected item.

* SLA Type: This field will auto populate with the SLA
type of the selected item.

e Quantity: Type in the number of hours included for
the selected Craft.

Fee Type: This field will only be populated if you link a

fee to the inclusion.
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Add Service Inclusion

* Right click anywhere in a row of the Item Inclusions frame.
* The Process menu will pop up.
* Click on Service - Add Service Inclusion.
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< Contract Type |Cost Per Copy T |y B wan  sa0n0spintcoow .. 2020-103050 AREGO000% Recepton 25 Lonestar Road, Ranchvlle, . 2100 2400
g Contract Class - Item Fees | ItemMeters | Item Indusions | Item Contacts
E Contract Category - . Code Desaiption SLAType  Quantity | FeeType
3 i:| StartDate 05077205~ ’ L

| Service
‘Add Service Incusion

(]

Delete
Delete I

[

Link Fee

Open Windows +

| User:Banca | 03/02/2023 | Version:2.5.1.4 | Example Company

He
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Add New Contract - Item Inclusions

* An Input Validation message box will pop up asking:
* Are you sure you want to add a Service inclusion to

this item - [Serial Number or Location Description]?
e Click on Yes.

s - Maintenance for Contract No.£ C00000041 - Status : A & x
@ | tome | Equpment/Locatons  Contract  Fnace/HR  Inventory  Mantenance /Projects  Manufactring  Prorement  Saiks  Service  Reportng  Utities - & x

Ho =

Save Back | Savelayout Workspaces

f a
|| Links 2 |[ contract mfo L)
g 5 £
2 PartCode  Desarpton SerialNo | AssetRegho | LocationDesc | Location ShippngAddress COSAccoun... SiAHours | TraveRadu§
L Contract Mo [C v o o 0 0 o 0 0 e = = z
< Contract Type |Cost Per Copy "* | BP0 2020 SprintColour .. 2020-103050 AREGO000%6 Recepton 25Lonestar Road, Ranchvile, .. 2100 24.00
i Contract Class Ttem Fees | Item Meters | Item Incusions | Ttem Contacts
g Contract Category -  Code Description SAType | Quantity | FeeType
H StartDate [0507/205  ~ 26789-101 101 Back Toner PART 2
TONERS Toners Induded 8oM 1
EndDate (05072021~
TECH Techrician RFT 2
Period N S
Period Type | Months L P Input Validation ©
Department |Sales Department
Contract Manager |Bianca Du Toit o Aré you sure you want to add a Service Indusion to this item -
20201030507

Salesman Bianca Du Toit
Aggregate Billing
Hide Fee Detail []

[

F
Contractinfo | Customerinfo  BllngInfo  Rentalinfo |

Open Windows User : Bianca | 03/02/2023 | Verson: 2.5.1.4 | Example Company

* A Select a service screen will pop up.
e Click on the row selector in front of the service you wish to add

to this contract as an inclusion.
e Click on Ok.
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Add New Contract - Item Inclusions

$ - Maintenance for Contract No. : C00000041 - Status : A - 5P0: Version 2.5.1.4 - Example Company =J(&]x
@ | tome | Eupment/locatons  Contract  Frence /MR Inventory  Mantenance [Projects  Manufochsing  Proarement  Saks  Seve  Reportng  Utities - & x
HOo |}
=]
Save Bak | Savelayout Workspaces
Process Format . o
2| [inks # | [ Contract nfo » =
3 — e PartCode  Descripton Seridlo | AssetRego | LocationDesc | Location ShppngAddress COSAccoun... SlaHours | TraveRade| §
3l Functions Comtract o [Go00000A1 v o o o 0 o o 0 o - - z
< Contract Type |Cost Per Copy " |y B wm P20 sprintcolowr .. 2020-103050 AREGO000%6 Reception 25 Lonester Road, Ranchvil, .. 2100 2400
§ Contract Class - Item Fees | Item Meters | Item Incusions | Ttem Contacts
= Contract Category - 2 Code Descrption SAType | Quantity | FeeType
H Start Date 05072016+ 26789-101 101 Black Toner PART 2
TONERS Toners Induded soM 1
EndDate [0507/2021  ~
TECH Technician cRET 2
Period EIE R
Hold Hs Period Type |Months N
Department |Sales Department
o ki 5 Select a service (—JCalix
Contract Manager [Bianca Du Toit
Home |
Salesman Banca Du Toit - - @
Aggregate Billing || / “ @
o | Back | savelayout
Hide Fee Detail || e
ServiceCode  SeviceDescrption Type Cass Rate units ToxType  TaxCode 1|
e o o 0 - o 0 o
st Short Term Contract Deposit e SR 10,00 ea VAT 1
ST Instaliaton Fee T £ 3.0 ea var 1
0— = Delvery Fee nr SR 150.00 ea var 1
DA Dealer Service Fee et s 350.00 ea VAT 1
ser Settements T F: 500.00 ea var 1
| e \
Contractinfo | CustomerInfo  BlingInfo  Rentallnfo |
Open Windows ~ | User:Banca | 03/02/2023 | Version: 2.5.1.4 | Example Company

* The selected Service will be added to the Item Inclusions frame.

e Code: This field will auto populate with the code of the
selected item.

* Description: This field will auto populate with the
description of the selected item.

* SLA Type: This field will auto populate with the SLA
type of the selected item.

* Quantity: Type in the quantity included for the selec-
ted Service.

* Fee Type: This field will only be populated if you link a
fee to the inclusion.
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TECHMNOLOGSTES

Add New Contract - Item Inclusions

| @ | vome | cosoment/Locatons

Conbract  Finance /HR  Inventory  Maintenance /Projects  Manufactiring  Procwement  Sales  Service  Reporting  Utitis

Maintenance for Contract No. : CO0000041 - Status : A - BPO: Version 2.5.1.4 - Example Company — (& Jx

- & x
HO ®|
Save Back | Savelayout Workspaces
Process Format o
z Links # || Contract Info * E
3 e PartCode  Descripton Seridlo | AssetRego | LocationDesc | Location ShppngAddress COSAccoun.. SlHours | TraveRady§
)| functions Comtract ¥ [COD0D0DRT v e ) o 0 ) e o ) - z
g Contract Type |Cost Per Copy * |» BP0 P sprntCoour .. 2020-103050 AREGO00046 Recepton 25 Lonestar Road, Ranchvile, .. 2100 24.00
Notes
§ Contract Class Item Fees | ItemMeters | Item Incusions | Item Contacts
o Contract Category ] Code Description SLAType | Quantity | FeeType
H Start Date 05072016+ 26789-101 101 Black Toner PART
TONERS ‘Toners Induded BOM
End Date 05/07/2021 -

period EIE
Period Type |Months
Department |Sales Department
Contract Manager Bianca Du Toit
Salesman |Banca Du Tot
Aggregate Billing ]
Hide Fee Detail [/]

=,

| contractinfo [ Customer Info _ Biing Info

2
1
TECH Technician CRFT 2
1

NES Delvery Fee SERV

ago || | |

Rental Info

| User:Bianca | 03/02/2023 | Version: 2.5.1.4 | Example Company

" Note: You can add more than one of each type of item

inclusion to the contract.

Link a Fee to an Inclusion

* Right click in the row of the item inclusion that you wish to link a

fee to.

COo3

In this image IT Technician has been selected.

* The Process menu will pop up.
* Click on Link Fee - Link Fee to this Inclusion.
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TEcHNoLOGTEs Add New Contract - Item Inclusions

. A Maintenance for Contract No.: C00000041 - Status : A - BPO: Version 2.5.1.4 - Example Company =& x|
‘ghm\wmmnmmm/mmmmlmmmmwmmmu - & x
HO R E&
=

Save  Back Save Layout Workspaces

Process . Format i S
z Links # || Contract Info L] ?
|| EEEXEE PartCode  Desapton SeralNo | AssetRego | LocatonDesc | Locaton Shopnoadress COSAccoun... SLAHours | TraveRadk| §
5| runctions Contract No [C00000041 v o 0 o e e o o - - i
5 Contract Type  Cost Per Copy | B a0 SP2020 Sprint Colour 2020-103050  AREGD00046 Reception 25 Lonestar Road, Ranchville, 2100 24.00
i ContractClass - . Ty
= Contract Category - . Code Desaption SLAType | Quantity | FeeType
H Start Date (05/07/2016 » 26789-101 101 Black Toner PART

v 2
TONERS Toners Induded ‘5oM 1
EndDate [0507/2021  ~
TECH Technician cRFT 2
period ® =Y Delvery Fee sy 1
pened e ot [ — o

Department [SaesDeparment ;e |

Craft
. & Add CraftIncusion

Contract Manager (Bianca Du Toit
Salesman Bianca Du Toit
Aggregate Billng || Delete
Hide Fee Detail || © oeiteincsion

[ Link Fee
Link Fee to this Indusion

| Service
'Add Service Indusion

T
| contractinfo [Customerinfo  BlingInfo  RentalInfo

Open Windows ~ | User : Banca | 03/02/2023 | Version : 2.5.1.4 | Examgie Company

* A The Fee Lookup List screen will pop up.
* Click on the row selector in front of the fee you wish to add to
this inclusion.
* Click on Ok.
* Note:Only the fees that you selected in the
Item Fees Frame will be displayed in this
screen, and the fee can only be linked to

one inclusion.

® - 2A - BPO: Version 2.5.1.4 - Example Company -3

@ | tome | Eaupment/locatons  Contract  France /R Inventory  Mantenance /Projects  Manufachring  Proarement  Soes  Servie  Reportrg  Utities - & x

HOo ®}

Save Back | Savelayout Workspaces

Process Format ) &
2] [unks # | [ contract info 2 £
Enter text tosearch... )
§ PartCode  Desaption SeraNo | AsselRegho | LocationDesc | Location Shopngadress COSAccoun... SLAHours | TraveRadt g
Functions Contract No |C00000016 v o o o - o 0 e 0 - - i
g Contract Type | Cost Per Copy ~1* |y B spis-12.. P19-12Colowr Coper  SP19-12185. Reception 658 Dime Road, South Riding, ,... 2101 8.00
§ Contract Class - [ TtemFees | ftemMeters | Ttem Inusons | ftem Contacts
S Contract Category - . Code Description SLAType | Quantity | FeeType
§ Start Date | 13/06/2014 - » TONERS ‘Toners Induded BOM 1
DEL Delivery Fee SERV 1
End Date  13/06/2019 hd
TECH Techriden RFT 2
period @ 26789-101 101 Black Toner PART 2
pened e bt - [ ——
Department [SdesDeparment aae____
Contract Manager |Caroina Suzzetta Lourens vande... + * B oiectn soe Fo have Mokeid 1o Ths lochish — = =
Salesman Belinda Sharman vt Home ‘
o 00 &
Hide Fee Detail [ |
/‘ Back Save Layout
e/ Process | Fomat a
FeeType FeeTypeDesc ChargeAmo... AccountCode COSAccoun... InvoiceDesc... StartDate EndDate Period PeriodType
v o 0 - o o 0 - - = 0
N Insurance 450.00 1203 2203 MonthlyIns... 13/06/2014  13/06/2024 60 m
Credthotes
O | FF e mmun o eme e e e
I
| contractinfo [ Customernfo  BlingInfo  RentalInfo .
Open Windows + | User:Bianca | 03/02/2023 | Version: 2.5.1.4 | Example Company
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Add New Contract - Item Inclusions

* The The Fee Type field will be populated with the selected fee

type.

* In this image, S - Service was selected, since the selec-
ted inclusion is covered by the Service Fee, in this
example.

® - Maintenance for Contract No. : C00000016 - Status : A - 590: Version 2.5.1.4 - Example Company —)E)x
@ | fome | Eupment/Locatons  Contact  Finance /MR Inventory  Mantenance /Projects  Manufactring  Proement  Saes  Sewvice  Reportng  Utities - & x
B R
Save  Back Save Layout Weds.mms
§ T2 PartCode  Desaption SeralNo | AsseRegho | LocationDesc  Locaton Shiopngadress COSAccoun... SLAHours | TraveRadk| 8
Functions Contract No |C00000016 B e 0 0 0 0 o o . . i
g Contract Type | Cost Per Copy v | v B sp19-12.. P19-12Colour Copier  SP19-12185. Recepton 658 Dime Road, South Riding, .. 2101 8.00
z - Conroctcloss e T i [T
; Contract Category - Q Code Desaiption SLAType Quantity  FeeType
H Start Date ‘13062015 +| TONERS Toners Induded BoM 1]
period Ly 26789-101 101Black Toner PART 2
HoldHstory Period Type Honths - « I I
Department [saesDeparment ———~|* | | I I
Contract Manager Carolina Suzzetta Lourens van de. v
.
Aggregate Billing ||
Hide Fee Detail | |
| contactinfo [Customerinfo  BimgInfo  Rentaltnfo |
Open Windows | User:Banca | 03/02/2023 | Version: 2.5.1.4 | Example Company

View the linked Inclusion on the Fee Detail

Note: that for this step you will need to save the contract first and then come

back to view the Fee's linked Inclusion.

* Click on the Item Fees frame.

* Click on the Expand button on the fee you linked to an inclusion.
* The Fee Inclusions frame will be displayed.

* You can now view the details of the inclusion.

* You can change the Quantity of the inclusion in this frame if

required.
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Add New Contract - Item Inclusions

s - i : i —J[=)x
| @ | toe | Eosbment/Locatons  Conbiact  Fance/PR  Inventory  Mamtenance [Projects  Manufachring  Proaxement  Saes  Sevke  Reportng  Utites - & x
HOo ®}
=]
Save Bak | Savelayout Workspaces
Process Format . o
2| [inks 3 |[Contract Info » =
3 —== PartCode  Descripton SeridNo | AssetRegho | LocationDesc | Location ShppngAddress COSAccoun... SlaHours | TraveRade| §
3l Functions Contract o [GO0000036 v o o o 0 o o 0 o - - z
< Contract Type |Cost Per Copy T |y EPsn ] 19-12Coou Coper  sP19-12185 Reception 658 Dime Road, South Ridg, ... 2101 8.00
i Contract lass ~ | @ [eness J v | tmincusons | temconiocs
= Contract Category - % Marked  FeeType  FeeTypeDesc ChargeAmo.. AccountCode COSAccoun. InvokeDesrpton | StariDate  EndDate | Period PeriodType | BilngCyce
H Start Date [T+ v 8 0 0 - 0 0 o - - - . - <
End Date [TpmB - (S Evergreen 0.000 1202 202 13/06/2014  13/06/2019 60 Months  Months
perod - (= Inhouse Re. 0.000 1201 201 13/06/2014  13/06/2019 60 Months  Months
T
O Loan 0.000 1200 2200 13/06/2014  13/06/2019 60 Months. Months
Period Type | Months ~* M N Insurance 450.000 1203 203 Monthly Insurance F... | 13/06/2014  13/06/2024 60 Months Months
Department _ Sales Department O r Bank Rental 0.000 1204 2204 13/06/2014  13/06/2019 60 Months Months
Contract Manager Carolina Suzzetta Lourens van e = O ren StandardR. 0.000 1202 2202 13/06/2014 | 13/06/2019 60 Months Months
o s Service 750.000 1101 2101 Monthly Service Fee  13/06/2014  13/06/2024 60 Months  Months
Salesman Belnds sharman Be 4 y 6 061
. Fee Indusions
Aggregate Billng |1 o % SiAType | Code |Desaigton  Quantty
Hide Fee Detadl [ » BoM TONERS _Toners Induded 15
0w — Maon umtam L sumepaia aanemnia | en Mowhe Monthe
1,200.00
- | N
| —_——
Contractinfo | CustomerInfo  BlingInfo  Rental Info “
Open Windows ~ | User:Banca | 03/02/2023 | Version: 2.5.1.4 | Example Company

Delete Inclusion

* Another option in the Item Inclusions Process menu is Delete
Inclusion.
* Right click in the row of the item inclusion that you wish to
delete from the contract.
* In this image INST - Installation Fee has been selected.
* The Process menu will pop up.
* Click on Delete - Delete Inclusion.
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TEcHNoLosTES Add New Contract - Item Inclusions

s - . : i e x
‘ @ | tome | Equoment/locatons  Contract  France/MR  Inventory  Mantenance /Projects  Manufoctring  Procsement  Saes  Service  Reportng  Utites - & x
N
HO [/
=]
Save Back | Savelayout Workspaces
Process . Format a
| [ Links # || Contract Info 2| e
HE 5 §
2 PartCode  Descripton SeialNo  AsseRego  LocationDesc  Location ShippingAddress COSAccoun... SuAours  TraveRad |
%) Functions Comtract Mo [ v e 0 o o o 0 o o - - H
g Contract Type | Cost Per Copy ~* |y B spis12. sP19-12Colour Copler  sp19-12185. Reception 658 Dime Road, South Ridng, , .. 2101 8.00 i
§ Contract Class - Item Fees | ltemMeters | Ttem Indusions | Ttem Contacts
2l Contract Category - [ Code Description SAType | Quantity | FeeType
H StartDate |13/06/2014 TONERS Toners Induded BOM 15
oeL Deivery Fee = 1
EndDate 13062019~
TECH Technican RFT 2
period L » 26789101 101 Block Toner PART 2
Period Type Months - . i
5 part
—— 7 | N | o
Contract Manager | Caroina Suzzetta Lourens vande . v * e
Salesman Geinda Sharman -
o Gt
Aggregate Billing | Add Craft Indusion
Hide Fee Detail [ ] | Service
'Add Service Indlusion
1<
Processing Delete Incusion
f Link Fee
B
———
| contractinfo [ CustomerInfo  BlingInfo  RentalInfo .
Open Windows | User:Banca | 03/02/2023 | Version: 2.5.1.4 | Example Company

* An Input Validation message box will pop up asking:
* Are you sure you want to delete this item inclusion -
[Serial Number or Location Description]?
* Click on Yes.

s - +A - BPO: Version 2.5.1.4 - Example Company =& )ix
| @ | rome | Eaupment/locatons  Contract  France/HR  Inventory  Mantenance [Proects  Mowfoctrng  Proaement  Sdks  Service  Reportng Utites - & x
Mo =@
==
@ ==
Save Bak | Savelayout Workspaces
Process . Format &
2| Links # || Contract Info )
M| S » £
2 PartCode  Descripton SeridNo | AssetRegho | LocationDesc  Location SippingAddress COSAccoun... SLAvous | TraveRadu %
)| Functions Contract o [ v 0 o 0 o o 0 o - - z
H Contract Type | Cost Per Copy T |y B2, 19-12c0ou coper  sp19-12185 Reception 658 Dime Road, South Riding, ,... 2101 8.00
§ Contract Class M Ttem Fees | Ttem Meters | Item Incusions | Ttem Contacts
L Contract Category - [ Code ton SAType | Quantity | FeeType
H StartDate '1305/2014  ~ TONERS ‘Toners Induded BOM 1s
Delvery F v
EndDate (13062018~ L) pr= = :
TECH Technician RFT 2
period L » 26789101 101 Back T PaRT 2
Period Type | Months . * Delete Row | ]
Department |sdes epartment < e r
Contract Manager [Caroina Suzzetta Lowers vande . ~|* o Areyou e you want o et s eemincson
Sallesman Belnda Sharman -
Agaregate illng ||
g [
Hide Fee Detail []
| —_———
ContractInfo | CustomerInfo  BlingInfo  Rental Info
Open Windows ~ | User:Banca | 03/02/2023 | Version: 2.5.1.4 | Example Company

* The selected item will now be removed from the Item Inclusions

frame.
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Add New Contract - Item Inclusions

S - +A - BPO: Versi =
‘\I\m\w/mmmlmmm/mmm*mmmu -

HOo ®}

= a
Z| [ Contract Info » 'f
§ = PartCode  Descrpton SerialNo | AssetRegho | LocationDesc | Location ShppngAddress COSAccoun... SlaHours | TraveRade| §
L) Contract Mo | CONO00 v e 0 s 0 0 s 0 o - - z
g Contract Type | Cost Per Copy * |» B 1912 sP1o-12Colour Coper  SP1-12185. Reception 658 Dime Road, South Ridig, ,... 2101 8.00
§ Contract Class - [ ttem Fees | item Meters | Item Incusions | Ttem Contacts |
= Contract Category 2 Code Desaiption SLAType | Quantity | FeeType
H Startpate pemis - » ToNERS Toners Induded oM s
oa Delvery Fee E= 1
EndDate [13/06/201 .
TECH Technician CRT 2
Period EIE

Period Type | Months

Department Sales Department
Contract Manager Carolina Suzzetta Lourens vande... ~ *
Salesman Belnda Sharman
Aggregate Billing ||
Hide Fee Detail ||

——
| contactinfo [ Customerinfo  BlingInfo  RentalInfo | |

| User:Bianca | 03/02/2023 | Version: 2.5.1.4 | Example Company

Next: Link Contract Item Contacts

NUCL.CTRT.004.008
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