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Contract Insight – Demo Script Car Lease Agreement 

http://www.4demo.co.uk/contract12_63_client 

 

1. → Default Login as Claire Almond (login ‘cea’, password ‘cea’), Administrator. 

a. Default screen is either Calendar or Dashboard. (Will display the last screen when you logged out) 

b. View of Tasks/Actions and Diary Notes Displayed in the Calendar 

c. To view past/future months’ Tasks/Actions click ≤ or ≥ (see        )   

 

 

 

2. ‘filter by status’                 enables you to change the view of Tasks/Actions in the calendar i.e. Task Complete, 

In Negotiation, Legal Letter Received 

3. → To Create/Add a Contract 

a. Select Contracts  

b. Select Add Contract 

c. Select a Type → Car Lease Agreement (drop down list) 

d. Click ‘Continue’ 
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4. → To Add Documents to a Contract 

a. Go to Attachments 

b. Browse for documents to attach (suggest you set up a Demo Documents folder on PC) 

c. Select Company Motor Policy  

d. Attach documents and click on Save 

5.  → Logout Process 

a. Go to ‘Home’ and select My Calendar 

b. As Administrator you will see Task assigned to Tom Charles Peters                    3 days from the entry 

date (3 days is the default time allowed for the next person to approve – this is customisable) 

c. Then Log out 

 

 

You now need to enter/Confirm the data 

1. Contract Type: Car Lease Agreement 

2. Department/Division: IT Glasgow 

3. Employee: Sally Oracle  

4. Contract Title: Mini Cooper 

5. Customer/Vendor Name: BMW Lease Finance 

6. MOT Renewal Date: Enter date +3yrs 

7. Status: Select Awaiting Approval from list 

8. Term/Occurrence: 5 Year (it’s a 5yr lease 

agreement) 

9. Vehicle Registration: Enter a car reg 

10. Location: Glasgow 

11. Effective Date: Today’s date 

12. Expiration Date: Enter date + 5yrs 

13. Press →Continue 

 

NB: Status will reflect the workflow that has been 

installed. For this demo it is Awaiting Approval, 

however you can show the other options available 
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6. → Now Login as Employee Manager Tom Charles Peters (login ‘tcp’, password ‘tcp’) 

a. Prior to this an email will have been sent to Tom Charles Peters to say that he has a task to view 

7. See the Task in the calendar ‘Approve by Employee Manager’. Click on Task 

8. Task will appear and click on View 

9. Action options will appear on the Right Hand Side of the screen 

10. Select Complete/Approve. This will update the status of the contract at this stage 

 

 

11. → Logout Process 

a. Go to ‘Home’ and select My Calendar 

b. Then Log out 

 

12. → Now Login as ‘Toby Money’ Financial Controller (Login ‘tm’, password ‘tm’) 

a. Prior to this an email will have been sent to Toby Money to say that he has a task to view 

13. Select task in the Calendar. Click on task  

14. Task will appear and click on View 
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15. Complete/Approve 

16. See the second task in the list  

17. ‘Activate Contract’ Task , click on View 

18. Complete/Approve – Contract has now been activated and all related actions/tasks have been assigned 

 

 

19. → Logout Process 

a. Go to ‘Home’ and select My Calendar 

b. Then Log out 
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20. → Login as ‘Sally Oracle’ (login ‘so’, password ‘so’) 

a. Prior to this an email will have been sent to Sally Oracle to say that she has a task to view 

21.  Select ‘Review of Company Motor Policy’ in the Calendar 

 

 

 

 

22. Complete task of ‘Review Company Motor policy’ by clicking on View button 

23. Complete/Approve Task 

24. Complete Task of ‘Supplying Driving Licence Details’ by clicking on View button 

25. Complete/Approve Task 

26. → Logout Process 

a. Go to ‘Home’ and select My Calendar 

b. Then Log out 
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27. → Login as ‘Transport Manager – Paul Lawrie’ (login ‘pl’ , password ‘pl’) 

28. Click on ‘My’, select ‘Task List’  

 

 

29. → Logout Process 

a. Go to ‘Home’ and select My Calendar 

b. Then Log out 

 

END OF DEMONSTRATION 

 

 

HOUSEKEEPING 

This is a live demo, hosted on the Four server. All data is stored so at the end of each demo, remember to delete the 

demo data you have just entered. 

1. → Default Login as Claire Almond (login ‘cea’, password ‘cea’), Administrator. 

2. Select Contracts 

3. Select Find/Search Contracts 

4. Select View All 

You will need to change the date range to encompass the 3yr MOT dates and the Vehicle Service 

Reminders (so remember what dates you have used at the beginning) 

Hit GO 

The MOT and Service reminders populate automatically and are displayed 
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5. Find the contract you have added (BMW Lease Finance) 

6. Select View 

7. On the Right Hand Side of the screen there will be a list of options/actions. Scroll down until you see X Delete 

8. Select Delete 

9. Prompt will appear at the top of the screen to confirm Delete 

10. Confirm    Yes, delete it 

11. → Logout Process 

a. Go to ‘Home’ and select My Calendar 

b. Then Log out 

12. The system is now ready for the next client demonstration 

 

 

 

Adding a new Field Type and link a Workflow to that Field (this is an admin function) 

 

1. → Default Login as Claire Almond (login ‘cea’, password ‘cea’), Administrator. 

2. Select Manage/Setup  

3. Select Field Manager 

4. Select Manage Fields 

 

See circled 

area below 
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5. Select Table 

6. Select Contract Details 

7. Go to Actions… on Right Hand Side of screen and select Add Field 

 

 

8. Add in Details for the new field: Fuel Type, Drop Down Box, Diesel, Hybrid, Unleaded (see below) 

9. Click Save 
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10.  Click ‘got back to field manager’ 

 

 

11.  Right Hand Side of Screen under Actions…, select Manage Fields by Contract Type 

12.  Select Car Lease Agreement 

13.  Find Fuel Type on the list and  click Add .                           Fuel Type will now appear in the Assigned Fields 

table on the Left Hand Side of the screen 
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14. Now to add a Workflow to that new field 

15. Select Contracts & Select Find/Search Contracts 

16. Select View All 

17. Find the BMW Lease Finance entry and click View 

18. You will see that Fuel Type has been added to the Details section 

19. Select Manage/Setup 

20. Select Workflow Manager 

 

21. Right Hand Side of Screen under Actions….  Select  +Add 

22. Workflow Manager Screen will appear 
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23. Select Contract Details 

24. Select Car Lease Agreement – View 

 

25. Add workflow criteria : Select Fuel Type from (drop down list) 

26. equals : Hybrid (drop down list) 

27. Select Add Workflow Criteria and details will expand 

 

 

 

 

28. Select Contracts & Select Find/Search Contracts 

29. Select View All 

30. Find the BMW Lease Finance entry and click View 

Select Employee: Paul Lawrie 

Task Title: Inform of Hybrid Vehicle 

Set the task start date: 0 days, after, Date 

Updated 

Set the task end date: 1 days, after, Date 

Updated 

Select Add 

 

Populate the fields: 

1. Applies to: Contract Details (drop down box) 

2. Workflow Name: Inform of Hybrid Vehicle 

3. Active: Yes 

4. Run Job on Contract Update: Yes 

5. Click on Continue 
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31. Manually add in Hybrid to Fuel Type in Details section 

32. Scroll down and see that a task has been added for Paul Lawrie 

 

 

NB: Remember to go back in as Administrator and delete the added field and workflow after the 

demonstration 

 

How to Delete the Workflow and the Field Type 

 

Field Type 

 

1. Select Manage/Setup 

2. Select Manage Fields 

3. Select Contract Details 

4. Scroll down the list and find Fuel Type 

5. Select Edit 

6. On Right Hand Side of Screen, select Delete Field 

7. Prompt will appear underneath  Yes, delete  
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Workflow 

 

1. Select Manage/Setup 

2. Select Workflow Manager 

3. Under WorkflowName, find Inform of Hybrid Vehicle 

4. Select Edit 

5. On Right Hand Side of Screen  Select  X Delete 

6. Prompt will appear at top of screen  Yes, delete it. 

 

 


