Add a Maintenance Service to a Contract, Agreement or Purchase
1. Click the Contract Agreements & Purchases Quick Link
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2. Click on the Add a new Purchase button on the right
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Device Mzintenance
Dell Computer Set
Pens - General Use
Microsoft Visio 2016
Vizor 2017
SharePoint CAL 201t
Vector Issue Tracke!
Windows 7 Professic
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Microsoft Office 201
Salesforce
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Microsoft Office 201
Microsoft Office 365
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Microsoft Office 201
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Adobe Photoshop €2
Vector Issue Tracke!

Microsoft Office 201

Type

Purchase
Purchase
Purchase
Purchase
Purchase
Purchase
Purchase
Purchase
Purchase
Purchase
Purchase
Agreement
Purchase
Purchase
Purchase
Purchase
Purchase
Purchase
Purchase
Purchase

Purchase

Date

8/5/2010
8/5/2019
3/1/2019
2/24/201
2/22/201
2/15/201
2/2/2019
1/4/2019
1/1/2019
12/28/20
12/12/20
12/5/201
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PO Number L:\::.i‘c;r Supplier ;:)t(a\ with| Status E:rs;ar AR
Agreement

- 16546126854 Microsoft Corporatio § 20,000.0( Active /F — Sl -

- - Dell $ 27,685.00 Active/F - S ] Add New
7532 - Amazon $210.00 Active/F - Purchase
5684522 52353464 Insight $ 6,751.00 Active /F - S~

351211 - <Direct from Vendor $ 2,200.00 Inactive -- S

657654 - «<Direct from Vendor § 9,000.00 Active /F Cost Cen i~}

764322 - <Direct from Vendor $ 1,800.00 Inactive - S

868757 - Softchoice $4,725.00 Active /[F -- S~

PO111 INV111 - $4,500.00 Active /F Cost Cent 1

P0920282 - Microsoft Corporatio § 540.00 Active /[ F - S~}

823745 - <Direct from Vendor § 27,000.0( Active /[ F - S ]

- - <Direct from Vendor 0 Active [ F -- S~

POB39211 INV4549 Insight $1,980.00 Active /F - S~

546457 - <Direct from Vendol $ 11,440.0( Inactive -- S

2207 - <Direct from Vendor § 17,475.0( Inactive -- Sl

76578 - SHI International $1,500.00 Inactive - S

756567 - <Direct from Vendor $ 2,016.00 Active/F -- S~

53463464 - <Direct from Vendor $ 1,400.00 Active/F -- i)

6456 - SHI International $2,275.00 Inactive -- S~}

324456 - <Direct from Vendor § 1,800.00 Inactive -- S~

PO123022 - Microsoft Corporatio $ 1,500.00 Active /F -- S~
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3. Fill in the information for the Maintenance service

Contract Asreements & YO VIZOR

Add New Purchase

Enter the information for the new Purchase.

Name: | Status

PO Number: | | See More Details:

E Supplier:

Purchase Date |

Auto Renew Purchase:  to | T ves

»

|Adive / Received % |
No L-, Yes

Line Items:
Line # ‘ Asset Type | Product ‘ Quantity ‘ Unit Price Total ‘ Description Start Date
Add..
Edit...
Edit Alerts...
Remove
Total: 50.00
Comments:
¥
Taxes | $0.00 |
Total with Tax: | $0.00 |

* This color indicates a required field

Finish ‘ Close ‘




4. Click the Add button on the right in the Line Items section

-y

Add New Purchase
Enter the information for the new Purchase.

Name -
vame Device Maintenance
PO Number:

Purchase Date:

8/6/2019

Auto Renew Purchase: »
Line Items
Total: $0.00
Comments
Taxes $0.00
Total with Tax £ 0.00

This color indicates a required field

5. Click OK on the dialog to save the current Purchase. The alert simply warns you to save
the currently open purchase first before creating new line items

Status:
See More Details

Supplier:

Active / Received
»

Microsoft Corporation

Add.

Edit...

Edit Alerts...

Remove

Finish

Close



6. A new window will open for the new Line item. Fill in the information for the
Maintenance service. Make sure to enter the Duration, the start and end dates and the
unit price with the quantity for proper tracking in VIZOR

b Add Mo Durchaca ik *
/ L]
Y . = Fory
Add New Line Item
Enter the information for the new Line Item.
MName
PO Numbe
1
Purchase [
Maintenance H Status: Active / Received
Auto Reney )
.............. Sarvices : Product Code:
Line ltems .
10 Unit Price. $350.00
Microsoft maintenance for Device Assets
¥
D
Duraton Temporary
Start Date; 8/6/2019 =  EndDate 8/6/2022 =
Department IT Infrastructure i Location:
Project: $ License Server:
GL Account: . Reference ID
Total:
Comments
Taxes:
Total with
* This color indicates a required field Finish Close
Finish Close

This color indicates a required field

NOTE Make sure that the sub type is set to Maintenance



7. Click on Finish. This will save the new Line item and close the window

Add Mo Durchaca

Name:

PO Numbe
Purchase [
Auto Reney
Line ltems.

Line #

Total:

Comments|

Taxes

Total with

—

= )
' Add New Line Item
Enter the information for the new Line ltem.
Ling ltem Number: [ |
Sub Type: ‘ Maintenance | Status. ‘Acﬁve,’ Received : |
Asset Type: ‘ Services | Product Code: \ |
Quantity: 20 | Unit Price: [ 350.00 |
Description: Microsoft maintenance for Device Assets
P

Duration; \ Temporary : |
Start Date; 8/6/2019 | End Date; 8/6/2022
Department; (I Infrastructure {] Logation; \ d
Project: ‘ | License Server: ‘ {]

GL Account: ‘ ; | Reference ID

* This color indicates a required field

Finish | Close

* This color indicates a required field

| Finish ||

Close

8. Click OK on the alert that pops up. The alert reminds you that the line item will be

created in the background which can be used later




9. Click Finish to save the changes to the purchase and close currently open window

Add New Purchase
Enter the information for the new Purchase. LERY
Name: ‘ Device Maintenance ‘ Status. |Ac|jvef Recaived H ‘
PO Number: ‘ ‘ See More Details No \../- Yes
Purchase Date ‘8{6{2019 ‘ = Supplier |Micmsuft Corporation i ‘
Auto Renew Purchase:  No ( JED  Yes
Line Items:
Line # Asset Type Product Quantity Unit Price Toral Descriptian Start Date
o Add...
1 Services 30 $ 350.00 $10,500.00 Microsoft maintenance for Device Assets
Edit...
Edit Alerts...
Remove
[Total- $10,500.00
Comments:
Pl
Taxes: ‘ $0.00 ‘
Total with Tax ‘ $ 10,500.00 ‘
* This color indicates a required field Finish Close




