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INTRODUCTION

What are Contracts?
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SETTING UP CONTRACTS

Contract Classes
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Contract Defaults
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Contract Settings
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Customer Contract Defaults
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Item Description Type
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Renew Contracts
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ENTERING CONTRACTS
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Printing Contracts
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Inspecting and Approving Contracts
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Creating Invoices
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CONTRACT QUOTATIONS
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Printing Contract Quotations
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Contract Status
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Service Agreements
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MAINTENANCES
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Cancel Unpaid Contracts
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Create Contract Invoices
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>0<4:�70D8<6� 58@AB� A4:42B43�H(0:4A�!4364@I� 5@=;�B74�"=3C:4A�;4<C	��>>@=D8<6�0<3�>@8<B8<6� 8A�2=D4@43�;=@4�34B08:43
8<�B74�H(0:4A�!4364@I�;0<C0:	
-=C�20<� @C<� B74� �<D=82401:4��=<B@02BA� @4>=@B�145=@4�G=C�CA4�B78A� 5C<2B8=<� 85 �G=C�E0<B� B=�>@4D84E�B74� �<D=824A� B70B�E8::
14�2@40B43	

Renew Contracts
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0� A>4285843�30B4� �8	4	�E7827� 70D4�4F>8@43�1G� B70B� 30B4�� 0<3�3C>:820B4A� B74;	� )74�3C>:820B4A� 70D4� B74� A0;4��=<B@02B
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Service Agreement

)78A�5C<2B8=<�2@40B4A��2B8D8B84A�5@=;�(4@D824��6@44;4<BA�4<B4@43�8<��=<B@02B�'468AB4@	

Update Contracts

)78A�5C<2B8=<�C>30B4A�B74��=<B@02B�@468AB4@�E8B7�<4E�34B08:A�5@=;�B74��B4;��%@824�0<3��CAB=;4@�@468AB4@A	
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REPORTS

�A�E8B7�0::�;=3C:4A��B=�>@8<B�0�@4>=@B� 8<�B74��=<B@02BA�;=3C:4��2:829�.'4>=@BA/� 8<�B74�"0AB4@��=<B@=:�>0<4:	�)74�94G1=0@3
A7=@B2CB��B@:�'�=@�L�'�20<�0:A=�14�CA43	�)74<��3=C1:4�2:829�B74�0>>@=>@80B4�8B4;�8<�B74�:8AB	

Contract Contacts

)78A � @4>=@B � 20<� 14� CA43� B=� >@=3C24� :8ABA � =5� �=<B02BA� 5=@ � B74� �=<B@02BA� 8< � B74� AGAB4;	� �=@ � 4027� �=<B@02B� � 8B � A7=EA
�CAB=;4@�#C;14@�0<3�#0;4���=<B@02B�#C;14@���=<B02B�#0;4�0<3�)4:4>7=<4�#C;14@	
�5 � G=C�70D4�CA43� B74��4>0@B;4<B� 584:3� 8<� B74��=<B@02B�74034@� B=� @42=@3� B74��4>0@B;4<B� 8<� G=C@�=E<�2=;>0<G� B70B� 8A
@4A>=<A81:4�5=@�4027��=<B@02B��B78A�584:3�20<�14�CA43�B=�>@=3C24�A4>0@0B4�2=<B02B�:8ABA�5=@�4027�34>0@B;4<B	

Contract History

)78A � @4>=@B� 8A � 0� :8AB � =5��=<B@02BA� >4@��CAB=;4@	 � )74� �<D=824A� B70B� 70D4�144<� @08A43�0608<AB� 4027��=<B@02B�0@4� :8AB43�
A7=E8<6�B74��<D=824�)=B0:�0<3�B74�0;=C<B�>083	�
,74<� >@8<B43� B=� A2@44<�� B74��=<B@02B� �8AB=@G� 70A� �0<A0,=@:3� �@8::�3=E<� 540BC@4	� �:829� =<� 0<G� �<D=824� =@� �=<B@02B
#C;14@�B=�=>4<�0<�8<38D83C0:��<D=824�=@��=<B@02B�@42=@3	

Contract Item Statistics

)78A�@4>=@B�A7=EA�AB0B8AB82A�01=CB��B4;A�CA43�=<�2=<B@02BA	�

Contract List

)78A � @4>=@B� 8A � 0� A8;>:4� :8AB � =5� B74��=<B@02BA� 4<B4@43� 8<� B74� AGAB4;	� )74� :8AB � 8A � A=@B43�1G��=<B@02B�#C;14@	� �=@ � 4027
�=<B@02B��B74��=<B@02B�#C;14@���CAB=;4@�#C;14@�0<3�#0;4��(B0@B�0<3��<3��0B4A�0<3�:0AB� �<D=824��0B4�0@4�A7=E<	

Contract/Quotation Status

)78A � @4>=@B � 8A � 0� :8AB � =5� @42=@3A� 8< � B74� �=<B@02B� &C=B0B8=<� @468AB4@� � A7=E8<6� &C=B0B8=<� #C;14@� � �=<B@02B� #C;14@�
�CAB=;4@�#C;14@�0<3�#0;4��(B0@B�0<3��<3��0B4A�0<3�B74�30B4A�5=@�&C=B0B8=<��224>B0<24�0<3��=<B@02B�A86<0BC@4	

Contract Worth

)78A� @4>=@B� A7=EA�7=E�;C27� @4D4<C4�20<�14�64<4@0B43� 5@=;�B74��=<B@02BA� 8<� B74�AGAB4;�3C@8<6�B74� @4>=@B�>4@8=3	��=@
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B74�@4>=@B�>4@8=3��0<3�58<0::G�B74�>=@B8=<�=5�B74�2=<B@02B�>4@8=3�B70B�50::A� 8<�B74�@4>=@B�>4@8=3	�

Create Commission Invoices

)78A�@4>=@B�A7=EA�B74�8<D=824A�B70B�E=C:3�14�2@40B43�E8B7�;08<B4<0<24��@40B4��=;8AA8=<��<D=824A	

Factoring Customers' Contract History

)78A� 8A �0� :8AB�=5��=<B@02BA�E7=A4� �<D=824A�0@4� B=�14�A4<B� B=�0� B78@3�>0@BG� �4	6	�0�>0@4<B�2=;>0<G�=@�0� :40A8<6�2=;>0<G�
9<=E<�0A�B74�J�<D=824�)=��CAB=;4@K�	�)74A4�0@4��=<B@02BA�E7=A4��<D=824�)=�584:3�=<�B74�H%0@B<4@AI�20@3�2=<B08<A�0
D0:C4	�)74�:8AB� 8A�A=@B43�1G��<D=824�)=��CAB=;4@��;098<6�8B�40AG�B=�0<0:GA4�E7=�8A�148<6�270@643�5=@�G=C@��=<B@02BA	�
,74<�>@8<B43� B=� A2@44<�� B78A� @4>=@B�70A��0<A0,=@:3��@8::�3=E<� 540BC@4	��:829�=<�0<G��CAB=;4@�=@��=<B@02B�#C;14@� B=
=>4<�0<�8<38D83C0:��CAB=;4@�=@��=<B@02B�@42=@3	

Factoring Customers' Invoices 

)78A� 8A�0� :8AB�=5� �<D=824A� @08A43� 5@=;��=<B@02BA�E7=A4� �<D=824�)=� 584:3�=<�B74�H%0@B<4@AI�20@3�2=<B08<A�0�D0:C4	�)74A4
0@4� �<D=824A� B70B�E4@4�A4<B� B=�0� B78@3�>0@BG� �4	6	�0�>0@4<B�2=;>0<G�=@�0� :40A8<6�2=;>0<G�	�)74� :8AB� 8A� A=@B43�1G� �<D=824
)=� �CAB=;4@� � 0<3� B74� =CBAB0<38<6� 10:0<24� =5� 4027� �<D=824� 8A � A7=E<� �;098<6� 8B � 40AG� B=� 0<0:GA4� E7827� �<D=824� )=
�CAB=;4@A�0@4�C>�B=�30B4�E8B7�B748@�>0G;4<BA	
,74<�>@8<B43�B=�A2@44<��B78A� @4>=@B�70A�B74��0<A0,=@:3��@8::�3=E<�540BC@4	��:829�=<�0<G� �<D=824�=@��=<B@02B�#C;14@�B=
=>4<�0<�8<38D83C0:� �<D=824�=@��=<B@02B�@42=@3	

Invoiceable Contracts

)78A� @4>=@B�A7=EA�B74��=<B@02BA�3C4�5=@� 8<D=828<6�0B�0�A>428582�30B4�=@�>4@8=3	� �B�20<�14�CA43�B=�083�20A7�5:=E�>@4382B8=<
1G�4AB8;0B8<6�B74�;=<B7:G� :4D4:�=5� 8<D=828<6	�)74�@4>=@B�20<�14�>@=3C243�0B�0<G�B8;4��0<3�3=4A�<=B�270<64�0<G�30B0� 8<
B74�@468AB4@A	�
)78A� @4>=@B�20<�14�CA43�B=�>@4D84E�B74� �<D=824A�B70B�E8::�14�2@40B43�1G�B74�AC1A4?C4<B�@C<<8<6�=5�B74�H�@40B4��=<B@02B
�<D=824AI�"08<B4<0<24� 5C<2B8=<	� �B � 8A � B7CA� @42=;;4<343� B70B� B78A� @4>=@B� 8A �>@=3C243�145=@4� @C<<8<6� B70B� 5C<2B8=<�� B=
;094�AC@4�B70B�B74��=<B@02B�A4:42B8=<�8A�2=@@42B	
�7429�1=F�J(98>��=<B@02B�#=	�=<� 8<D=824K��� 85 � B78A�27429�1=F� 8A�=<���=<B@02B�<C;14@�E8:: �<=B�14�A>4285843� 8<� 8<D=824�A
;0B@8F�58@AB�@=E	
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SALES PROCESS

)74��=<B@02BA�;=3C:4� 8A � 34A86<43� 5=@ � CA4� 1G� 2=;>0<84A� AC>>:G8<6� >@=3C2BA� =@� A4@D824A� B70B� 0@4� 8<D=8243� 0B� @46C:0@
8<B4@D0:A�� AC27�0A� @4<BA�� AC1A2@8>B8=<A�=@�;08<B4<0<24�2=<B@02BA	� )74�;=3C:4�0:A=�>@=D834A� B==:A� 5=@� B74�;0<064;4<B�=5
?C=B8<6� 0<3� B4<34@8<6� 5=@ � �=<B@02BA	 � �4:=E� G=C� 20<� 58<3� A7=@B � =CB:8<4� =5� A0:4A� >@=24AA� 5=@ � (C1A2@8>B8=<A� �@4>4B8B8D4
18::8<6�	

,74<4D4@�G=C�64B�0�<443�B=�A4B�C>�0�<4E�2=<B@02B��>:40A4�5=::=E�B78A�E=@95:=E�
�	 �@40B4�0�<4E�J�=<B02BK�20@3�8<�;=3C:4�J�'"K��20<�0:A=�14�0224AA43�B7@=C67�;=3C:4�J�=<B@02BAK�
�	 '4?C4AB�;0<064;4<B�B=�0>>@=D4�0<3�A4B�2@438B� :8;8BA
>0G;4<B�B4@;A�5=@�B74�<4E��=<B02B�@468AB4@43�
	 '4:40A4��=<B02B�022=C<B�1G�C<B8298<6�J$<��=:3K�27429�1=F�=<��=<B02B�20@3�
�	 �@40B4�%@4��6@44;4<B���J�=<B@02B�&C=B0B8=<K�0A�34A2@8143�01=D4�8<�B78A�;0B4@80:�
�	 %@8<B � %@4��6@44;4<B� ��J�=<B@02B�&C=B0B8=<K�E8B7� )4@;A����=<38B8=<A� 3=2C;4<B��E7827� G=C� 70D4�>@4�A4B

>@4D8=CA:G�B7@=C67�J�=2C;4<BAK�=<�"0AB4@��=<B@=:�>0<4:�
�	 �@40B4�J�=<B@02BK�5@=;�J�=<B@02B�&C=B0B8=<K�0A�34A2B@8143�01=D4�8<�B78A�;0B4@80:�
�	 (20<�0<3�0BB027�A86<43�3=2C;4<BA�B=�J�=<B@02BK�@42=@3�
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QUESTIONS

�	 ,70B�@4>=@B�A7=EA�G=C�B74�:8AB�=5��=<B@02BA�E7=A4��<D=824A�0@4�B=�14�A4<B�B=�0�B78@3�>0@BG�
�	 ,70B�@4>=@B�A7=EA�G=C�B74��<D=824��1:4�2=<B@02BA�
	 ,70B� 8A � B74� <0;4�=5� B74� A4BB8<6�E74@4� G=C� A4B� 3450C:BA� 5=@ � �02B=@� ��:0AA� � %4@8=3� )G>4�0<3
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APPENDIX 

Terminology between different versions of english language

British USA Canada Austraia + New

Zealand

Singapore

Cheque Check Cheque Cheque Cheque

Colour/coloured Color/colored Colour/coloured Colour/coloured Colour/colo

ured

Credit Note(CN) Credit Memo (CN) Credit Memo (CM) Credit Note (CN) Credit Note

Dialogue Dialog

Instalment Installment

Jewellery Jewelry Jewellery Jewellery Jewellery

Licence (noun) License Licence Licence Licence

Mileage Claim Miles Way Lists Mileage Claim Mileage

Claim

Miles Miles KM KM KM

Mobile Cell Mobile Mobile Mobile

Nominal Ledger (NL) General Ledger (GL) General Ledger (GL) General Ledger (GL) General

Ledger

(GL)

Post Code ZIP Code Post Code Post Code  Post Code

Purchase  Ledger Payable (PL = AP) Payable (PL = AP) Purchase  Ledger Purchase

Ledger

Sales  Ledger Receivable (SL=AR) Receivable (SL=AR) Sales  Ledger Sales

Ledger

Salesman Salesperson Salesperson Salesman Salesperso

n

Stock Inventory Inventory Stock Inventory

Stocktake Inventory Count Inventory Count Stocktake Inventory

Count

Stock Depreciation Inventory Adjustment Inventory Adjustment Stock Depreciation Inventory

Adjustment

Supplier Vendor Vendor Supplier Vendor

VAT Sales  Tax or Tax Tax (ideally GST/PST) GST GST/SST/

HS
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