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Add New Contract - Item Contacts

CONTRACT

ADD CONTRACT ITEM CONTACTS

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

This person will be the contact when enquiring about the item and is espe-

cially important for items with meter charges.

ITEM CONTACTS

* Ensure you have the contract item selected and then click on the
Item Contacts tab.
* The Item Contacts frame will be expanded.

@ | fome | Equpment/Locatons  Contact  Fnance /MR Inventory  Mantenance /Projects  Manufactring  Procement  Saes  Sevice  Reportng Ui
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Save Back | Savelayout Workspaces
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2] [unks # | [ contract 1nfo
vIIE » g
3 PartCode  Description SerialNo | AssetRegho | LocationDesc | Location ShippingAdress COSAccoun... SLAHours | TraveRady §
)| runctions Contract o (000000016 v e o o o o e 0 0 - - i
g Contract Type  Cost Per Copy ~1* | B spis-12.. P19-12Colowr Coper  SP19-12185. Reception 658 Dime Road, South Riding, ,... 2101 8.00
H ContractCass - i Fees | e Metrs | i inchsrs | T Contocs
= Contract Category - 2 Contactiame ContactType Contactieth...| Contactemai ContactPhoneNu...| ContactMoble | IsMeterCon.
2| StartDate 13052014+ O S e et 8

End Date  13/06/2019 hd

Period 6 3*

Period Type Months
Department |Sales Department
Contract Manager Caroina Suzzetta Lourens vande ..~ *
Salesman Belinda Sharman
Aggregate Billing ]
Hide Fee Detail

Contractinfo | CustomerInfo  BingInfo  Rental Info

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

You can add up to 3 types of contacts, depending on your requirements:

* Manager Contact: the client contact who manages the contract

or relevant contract item
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» Meter Clicks Contact: the client contact who will provide meter

readings.

* User Contact: the client contact who can be called with regards

to user queries.

ADD A CONTACT

* Right click anywhere in the first row of the Item Contacts frame.

* A Process menu will pop up.
* Click on Contact - Add a contact.
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I | tome | Equpment/locatons  Contract  France[HR  lnventory  Mantenance [Projects  Manufactrng  Proaxement  Sdes  Sevie  Reporting  Utites
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Save Back | Savelayout W

Links # |[ Contract Info

PartCode  Desaription SeriaNo  AssetReglo  LocationDesc  Location
O e 0 o 0 0 0 0
» B SP15-12. SP19-12 Colour Copier  SP19-12185 Reception

ContractNo |CO0000016
Contract Type | Cost Per Copy 658 Dime Road, South Ridng, ,... 2101
Contract Class

Contract Category

Oula posea sy || owbaby

ContactPhoneu... | ContactMobile  IsMeterCon.

StartDate |13/06/2014 a

ShippingAddress COSAccoun... SLAHours

EndDate 1306201~
Period I

Period Type Months

Department |Sales Department
Contract Manager |Coroina Suzzetia Lourens vande .~ *
Salesman Beinda sharman
Aggregate Billng ||
Hide Fee Detail []

| convactinfo ["Customerinfo  BlingInfo  Rentallnfo | |

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

PauLRa 25N

* A Process Validation message box will pop up asking:

* Are you sure you want to add a contact to this item

- [Serial Number or Location Description]?
e Click on Yes.
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s - +A - BPO: Version 2.5:1.4 - Example Company
§ Home: Equipment / Locations Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities.

- e x
HOo ®}
=

Save Back | Savelayout Workspaces

—J(&)x

Process Format

o
2] [unks # | [ Contract 1nfo * ¢
(8 [[ Enter text to seard L 2
2 PartCode  Descrption SersNo | AssetRegho | LocationDesc | Location ShippngAddress COSAccoun... SLAHous | TraveRade g
)| functions Comtract s [COD0DOD0 v e ) o 0 ) e 0 o = = Ed
g Contract Type |Cost per Copy » B SP19-12.. SP15-12 Cokour Copler  SP19-12185, Recepton 658 Dime Road, South Ridg, .. 2101 .00
§ Contract Class Ttem Fees | ltem Meters | Ttem Incusions | Item Contacts
& Contract Category  Contacieme | ContaciType Contactiveth...| ContactEmai ContactPhonelu._. | Contactoble | IsveterCon
H StartDate [Tp6/018 ~ » Select contract typ... Select metho. a
Endvate [pems - - I I I N
period EE
Period Type Months - Input Validation

Department |sses Department
Contract Manager B Are you sure you want to add a contact tothis tem -
ger | Corolina Suzzetta Louens van de. ° Areyou sure you
Salesman seinds shaman
Aggregate Biling ||

=l =
Hide Fee Detail | |

| contactinfo [Customerinfo  snginfo  Rentaltnfo |
(Open Windows v | User:Bianca = 03/02/2023 | Version:2.5.1.4 Example Company
* A Select a contact pop up screen will appear.
* Click on the row selector in front of the contact you wish to add.
.
* Click on Ok.
$ - Maintenance for Contract No. : CO0000016 - Status : A - 570 Version 2.5.1.4 - Example Company (=SEGE
@ | fome | Equpment/Locatons  Contact  Fnance /HR  Inventory  Mantenance /Projects  Manufactring  Proement  Saes  Sewvice  Reportng  Utities - & x
Ho
=
Save Back Save Layout wed\:.paoes
§’ Links 2 || contract Info 2 §
.g PartCode  Descripton SerialNo | AssetRegho | LocationDesc | Location Shppngaddress COSAccoun.. | SUitours  TraveRad 8
5 Contract o [Cos000016 S = - - > - o e = - |z
g Contract Type | Cost Per Copy N j»EsPlg—xz 5P19-12 Colour Copier  SP19-12185. Reception 658 Dime Road, South Riding, ... 2101 8.00
g Contract class Ttem Fees | ttemMeters | Ttem Indusions | Tom Contacts
; Contract Category 2 ContactName ContactType ContactMeth... ContactEmail ContactPhoneNu... ContactMobie IsMeterCon.
H StartDate 130672015~ » Select contract typ... Select metho. "
EndDate | 13062019~ - a5 Select a contact. (—J(aJ(x]
perod | @ 2] ome |
Period Type Months - -
Department  Sales Department - eﬂ ? g Sav%wt
Contract Manager Carolina Suzzetta Lourens van de. .. ‘
Salesman Belnda Sharman =l Tom w

Aggregate Billing ]

e Fee Detad [ ParentCantactiame. ContactType E Contacthome
o o o o o 0
oLl ACCOUNTS Accounts Contact Jacke Sutherand Jackce Sutherland

| ——_—
ContractInfo | CustomerInfo  BilngInfo  Rentalinfo |

Open Windows

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

* Contact Name: This will now be populated with the
selected contact's name.
* Contact Email: This will auto populate with the email

address already set up on the selected contact.
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* Contact Phone Number:This will auto populate with

the phone number already set up on the selected con-

tact.

* Contact Mobile: This will auto populate with the

mobile number already set up on the selected contact.

Period Type | Months

Department Soles Department

Salesman Belinda Sharman
Aggregate Billing ]
Hide Fee Detail [ |

Contract Manager |Carolna Suzzetta Lourens van

| contactinfo [Customerinfo  BimgInfo  Rentaltnfo |

® - B00:verst (=
@ | fome | Equpment/Locatons  Contact  Fnance /MR Inventory  Mantenance /Projects  Manufactring  Procement  Saes  Sewvice  Reportng  Uties - & x
H
=
Save Bk | Savelsyout Workspaces
P i Fomat &
2| unks # |[Contract tnfo
3 |[ Enter text to seard L i
g PartCode  Description seriaiNo AssetRegNo | LocationDesc | Location ShippingAddress COSAccoun... SLAHours | TraveRady| §
. Contract o g
Functions (s o 0 - - o - 0 o 5 S i
g Contract Type | Cost Per Copy * ||» B sP19-12.. 5P19-12Colour Copier  SP19-12185. Reception 658 Dime Road, South Riding, .. 2101 8.00
£ Contract clss L T
g Contract Category A Contactame | ContactType Contacteth...| ContactEmai ContactPhoneu..__ Contactoble __ IsMeterCon
H Start Date 13062015+ » [acke Sutheriand contactemal@exampled.. 0318529632 083 456 789
. Select contract typ... Select metho. a
Endpate 1306201
period D ! ! [ | |
Hold History

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

* Click in the Contact Type text box to reveal a drop-down arrow.
* Click on this arrow to display a Contact Type drop-down menu.
* Click on the contact type you wish to assign to this Item.
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® = i : i — &)k
“ Home | Equpment/Locations  Contact  Finence /HR  Inventory  Mantenance /Projects  Manufactring  Proarement  Sales  Service  Reportng  Uties - & x
HO =
Save Back Save Layout Wudsvoamzs
Process Format i a
§ Links. 2 || contract Info 2 §
H S 2 PartCode | Descripton Seridlo | AssetRegho  LocationDesc  Location ShopngAddress COSAccoun SUatours  TraveRad §
| Functions Comtract Mo [ v o o o o o o0 o z
g Contract Type | Cost Per Copy *1* |y B 1912 sP19-12Colowr Coper  SP19-12185. Reception 658 Dime Road, South Riding, ,... 2101 8.00
g Contract Class - Ttem Fees | Ttem Meters | Ttem ndusions | ftem Contacts
; Contract Category - 4 ContactName ContactType ContactMeth... ContactEmail ContactPhoneNu... ContactMobie IsMeterCon.
35 Start Date 13/06/2014 - a H 0318529632 083 456 7896
D ot oo [ ]
period “-” Contact
Period Type Months. v
Department  Sales Department v*
Contract Manager Carolina Suzzetta Lourens vande . ~ *
prr— P -
Aggregate Billing | |
Hide Fee Detail [ ]
Processing
| contoctinfo ["Customerinfo  linginfo Rentolinfo || 5
Open Windows ~ | User:Bianca = 03/02/2023 | Version: 2.5.1.4 Example Company
* Click in the Contact Method text box to reveal a drop-down
arrow.
* Click on this arrow to display a Contact Method drop-down
menu.
* Click on the preferred contact method you wish to use.
* In this image Email has been selected.
$ - 4 == x|
ﬁ Home | Equipment / Locations. Contract Finance /HR. Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utiites - & X
2o &
Save Back Save Layout weris'oa:zs
Proces: | Format &
H : PartCode  Desapton SeraNo  AssetRegho  LocatonDesc  Location Shopngaddress COSAccoun...| SLAHours | TraveRadk| |
% functions Comtract No (o0 v e e 0 o o 0 o 0 - - H
E Contract Type | Cost Per Copy » B SP19-12. SP19-12Colour Copier  SP19-12185. Reception 658 Dime Road, South Riding, ,... 2101 8.00
i - Conrctclss - e [ [ | nncen
ki Contract Category - 4 Contactiiame: ContactType ContactMeth... ContactEmai ContactPhoneNu... | Contactioblle _ IsMeterCon.
5 StartDate ‘13062014~ I Jackie Sutherland  Meter Clicks Contact 2 0318529632 083456 7896
EndDate 13062019~ * I s o= o L
Period &0 3 =
Hold History Period Type Months -
Department Sales Department -
Contract Manager Carolina Suzzetta Lourens van de. -
pys— —— =
Aggregate Billing [ |
Hide Fee Detail [ ]
| contractinfo | Customerinfo  BiingInfo _ RentalInfo |
Open Windows ~ | User:Bianca = 03/02/2023 | Version: 2.5.1.4 | Example Company
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* Is Meter Contact: Select this check box for the main
meter contact - this is important where meter charges
have been linked to the contract item, as this contact
will display in the Meter Capture screens (Unpro-

cessed Meters and Meter Usage) and will be used

when sending Meter Reading Email Requests.

v Add a new Contract - BPO: Version 2.3.0.4 - TEST ALPHA - JUDITH PC LOCAL (== 3|
| rome | Equpmentandlocations  Contract  FranceandHR  Inventory  MantenanceandProjects  Manufoctrng  Proawement  Sdes  Serice  Reporting  Uflites - & x
=
Mo
=
Save Back Savelayout Workspaces
Process Format [
Links 4 || Billing Info ¥
text o gearch ) :
# PartCode Desaiption SerialNo CategoryDesc ModeNo  AssetRegNo  LocationDesc Location  ShippingAddress
Functions Billing Cycle Manths halh R 3 - e @ e o 3 o A
Billing Period 6x) » Bl SPI020MFC  SP2020 Sprint MFC | 2020-553900  Hardware SP2020  AREGAS00 Recepton 26 Lavendar , 544 Crompton __ e
BilingDay 0 1 [ ttem Fess | ttemMeters | ftem Indlusions | Ttem Contects |
Escalation Type |Percentage -l= 9 Contactiame ContactType -+ ContactMethod ContactEmail ContactPhoneNumber  ContactMabile IsMeterContact
< I Jane Alrich Meter Clicks Contact [] judth.mudzeng... 031123 4567 083 456 7891 ]
= Escalation Period 6%
Escalation Amt 0=
0T I N I
Currency  South African Rand -+
Exchange 1.00
Tax Rate 15.00 e
Processing
Contract Info Customer Info ] Biling Info [ Rental Info
- Open Windows v | User :JudithM | 04/12/2019 | Version:2.3.0.4 | TEST ALPHA - JUDITH PC LOCAL ZJ

* You can add further contacts to this frame by right clicking any-
where in a row of the Item Contacts frame and following the
same process as above.

* In this image a second contact has been added.
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$ = B —J(&](x
‘ @ | tome | Eaupment/locations  Contract  Fance /R Inventory  Mantenance /Projects  Manufachring  Proarement  Soes  Servie  Reportg  Utities - & x
HOo ®}
save Back | Savelayout Workspaces
Process Format &
2| [inks # |[Customer Info » =
Enter text to searc » 2
3 PartCode  Descrpton SerialNo | AssetRegho | LocationDesc | Location ShppngAddress COSAccoun... SlaHours | TraveRade| §
5| Functions Castomer [ GO P e]ome 0 s 0 0 s 0 o - - z
= Ao o » »[B 91512 | S15-12 Cobour Coper  SP19-12185. Reception 658 Dime Road, South Ridng, ,.. 2101 500
g Item Fees | Item Meters | Item Incusions | Item Contacts
- 1478 2 Contactiame. ContactType ContactMeth... | ContactEmai ContactPhonelNu... Contactioble | IsveterCon
H Orderfio Jackie Sutherland  Meter Cicks Contact Email contactemail@exanpled . 0318529632 083456 7896 4
Required » Mary Jones Manager Contact  Telephone  contactemail @exampled.. 0318529632
a— ot onvat . st I -
Location |Man <

- | N N N

CreditNotes.

Contractnfo | Customerinfo | BilingInfo  Rental Info

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

DELETE A CONTACT

* You can also delete a contact if required.
* Right click in the row of the contact you wish to delete.
* The Process menu will pop up.

Click on Delete - Delete the contact.

& - —=]0x
‘ @ | tome | Eaupment/Locatons  Conbact  Fnance /MR Inventory  Mantenance [Projects  Manufactring  Proarement  Sses  Servke  Reportng  Uitles - & x|
HO =}
]
Save  Back Save Layout Workspaces
Proces 4 Format @
»] | Links # || customer Info » e
g 5 g
§ PartCode  Desaription SerialNo AssetRegNo  LocationDesc ~ Location ShippingAddress COSAccoun.. SLAHours  TraveRady 2|
3| runctions Customer | Ttan Group 2l |yl ,u, o 0 - o 0 o H
E Address | O » » B P15-12. SPI9-12Colour Coper  SP19-12185 Reception 658 Dime Road, South Rng, .. 2101 500
g tom Fees | tom Meters | Ttemindusios | ttem Contacts
k= 1478 2 Contacthiame ContactType ContactMeth...  ContactEmai ContactPhoneNu... | ContactMoble  IsMeterCon
H Order o Jackie Sutherland _ Meter Clicks Contact _ Email contactemail@exampled... 0318529632 083 456 7896 4
Re o] b Mary Jones Manager Contact | Telephone | contactemail@exampled... 0318529632 [u]
B * Select contract typ... Selectmetho..| Process ]
Location |Man MM

g | | |

-, Contact
9 Adda contact

Delete
O Defete the contact

CreditNotes.

I

Contractinfo | Customerinfo | BiingInfo  RentalInfo |

| User:Bianca | 03/02/2023 | Version: 2.5.1.4 | Example Company
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* A Delete Row message box will pop up asking:

* Are you sure you want to delete this item contact

[Serial Number or Location Description]?
* Click on Yes.

Ao =
Save  Back Save Layout Wuisvoac:s

Format

ContractInfo | Customer Info

@ | rome | Equpment/Locatons  Contract  Finance /HR

P
= 2 || customer Info
e
H K
| Customer Titan Group
= Address (658 Dime Rosd
7 South Ridng
{ ,m
H Order o

Required

Location Man

Blinginfo  Rentallnfo |

A - BPO: Version 2.5.1.4 - Example Company

Inventory  Mantenance /Projects  Manufactuing  Proasement  Sales  Service  Reportng  Utities

PartCode  Description SeralNo | AssetRegho | LocationDesc | Location

v o e e e e

» B SP19-12.. SP19-12Colour Copier  SP19-12185. Reception

i Fee | temetes | i inciors | i Cartacs

2 ContactName ContactType ContactMeth... ContactEmail
Jackie Sutherland  Meter Clicks Contact Email

» Mary Jones Manager Contact Telephone

« I s orvoct .. sctmeto

Delete Row

contactemai@exampled... 0318529632
contactemai @exampled... 0318529632

[

ContactPhoneNu. . Contacthobie

ShippingAddress
0 e -
658 Dime Road, South Ridng, .

é

paupa sn | | ¥

IsMeterCon
083456 7896

Open Windows v | User:Bianca = 03/02/2023 | Version:2.5.1.4 = Example Company
* The contact has now been deleted from the Items Contacts
frame.
& - : — e )ix
‘ E Home | Equipment / Locations Contract Finance /HR. Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities. - & x
HO =
Save Back Save Layout wodsvoums
Process 4 Format a
- EEE Partcode  Desrption SeriNo  AssefRegio | LocatonDesc | Locaton Sppngaderess COSAccoun.. Stitous | TraveRack) §
T Customer Titan Group 2l eloge 0 0 0 e 0 0 0 _ _ i
Bl Address (SRR » [ B2, io12ciar coper  sp1o-12185 Recepton 653 Dme Road, SouthRidng, .. 2101 500
H TiemFess | iamMetwrs | tiam indions | Tiem Contacts |
= 1478 A Contactiiame ContactType ContactMeth...| ContactEmal ContactPhoneNu... ContactMobie | IsMeterCon.
H orderto 5 [¥eter Chcs Contact | Emad 082063 083456 70% i
e » I - s o st | 5
o

Contractnfo | Customerinfo | BilingInfo  Rental Info

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

Next: Save the Contract
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