Contract Insight — Demo Script Car Lease Agreement

http://www.4demo.co.uk/contractl2 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. Toview past/future months’ Tasks/Actions click < or = (seec® )

March 2014

2. ‘filter by status’ o 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 O
b. Select Add Contract
c. Select a Type - Car Lease Agreement (drop down list)

d. Click ‘Continue’



ontract Insight 2012 &, - Enterprise Edition

Powered By: CobbleStone Systems Corp.)

G0/ Claire Almond Apr 04 2014 11:35:34

Application Version: 12.6.3.131025

Add New Car | ease Agreement

Contract Type | Car Lease Agreement vl

Department/Division |IT Glasgow Vlk

Employee [Oracle, Sally vl

Contract Title | Mini Caoper

Customer/Vendor Name [BMW Lease Finance V]

MOT Renewal Date | 04/04/2017

Status |Awaiting Approval Vl

Term/Occurrence |5 Year Vl

Vehicle Registration | CEA 1234

Location [Glasgow v

Dates

Effective Date | 04/04/2014

Expiration Date | 04/04/2019

Record Info

y |Almond, Claire V]

Updated By [Almond, Claire 4

4, - To Add Documents to a Contract

5.

a.

Go to Attachments

5% +Company
@ Cancel

You now need to enter/Confirm the data

1. Contract Type: Car Lease Agreement
Department/Division: IT Glasgow
Employee: Sally Oracle
Contract Title: Mini Cooper
Customer/Vendor Name: BMW Lease Finance
MOT Renewal Date: Enter date +3yrs
Status: Select Awaiting Approval from list
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

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

O N R WN

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

[oN

Select Company Motor Policy

d. Attach documents and click on Save

- Logout Process

Go to ‘Home’ and select My Calendar

As Administrator you will see Task assigned to Tom Charles Peters O 3 days from the entry
date (3 days is the default time allowed for the next person to approve — this is customisable)




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 O

ontract Insight 2012 ®, - Enferprise Edition Powered By: CobbleStone Systems Corp)
lication Version: 12.6.3.131025 Go| Tom Charles-Peters Apr 03 2014 13:02:05

ome =My | tions M Contracts Requests | Purchasz Orders =" Employex % Compani | Reports/Search ons %F Manage/Setup (DHelp  Log Out

Task & Event Details - Contract Title: Mini Cooper

“, Print
L‘J_1Assign Employees
™ View History

Task Notification Details 2

Task Name Approval by Head of Department @ Back to Record Details
Employee Assigned To Charles-Peters, Tom

Start Date Apr 03 2014

End Date Apr 06 2014 .

Notify Days 1] 0 Reject

Details

Notes X Delete

Amount

Is Task Complete
Role or Group
Status Task Complete
Task Complete Date Apr 03 2014
Escalate To

Escalate After (Days)
Alternate Email

[ Add New Task

‘4 dddd.L.

Task has been completed,

Order Number 0.00

Task ID 440

Entered By

Date Entered 03/04/2014 12:06:13
Updated By Charles-Peters, Tom
Date Updated 03/04/2014 12:54:14
Contract ID 32

Alert Others (to this task alert)

Repeat/Recur (make this task repeat from the end date)
Recur cvery: )] [Days) ] for [1_fimes

Related Tasks

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



15.

16.

17.

18.

19.

Task Notification Details

Task Name Apprave by Finance
Employee Assigned To Money, Toby
Start Date Apr 04 2014
End Date Apr 06 2014
Notify Days 0

Details

Notes

Amount 0.00

Is Task Complete No

Role or Group

Status

Task Complete Date
Escalate To

Escalate After (Days) 0

Alternate Email

Order Number 0.00

Task ID 441

Entered By

Date Entered 03/04/2014 12:54:14
Updated By

Date Updated 03/04/2014 12:54:14
Contract 1D 32

[Alert Others (to this task alert)

Repeat/Recur (make this task repeat from the end date)
Recur every: [0 |[Day(s)  w|for [0 fumes

Related Tasks

Complete/Approve O

See the second task in the list

‘Activate Contract’ Task, click on View

Go| Toby Money Apr 03 2014 13:10:23
% Mana . ®Help  logOouwr

& Print
[ Assign Employees
o View History

@ Back to Record Detai

 Complete/Approve

SiLEeject

Complete/Approve — Contract has now been activated and all related actions/tasks have been assigned

Tasks, E-mails, Workflow, Alerts

[ Tasks, Alerts, Events, & Workflow

Approval by Head of Department Tom Charles-Peters 04/04/2014 07/04/2014 0

Approve by Finance Toby Money 05/04/2014 07/04/2014 0

Activate Car Lease Agreement Toby Money 05/04/2014 07/04/2014 0

Review Company Motor Policy sally Oracle 05/04/2014 07/04/2014 0 07/04/2014 Open
B ALY LIS LSS L L G S AL GapuyeusT wigueusT v wepycust e
Monthly Mileage Returns Sally Oracle 04/05/2014 14/05/2014 0 14/05/2014 Open
Monthly Mileage Returns Sally Oracle 04/05/2014 14/06/2014 0 14/06/2014 Open
Monthly Mileage Returns Sally Oradle 04/05/2014 14/07/2014 0 14/07/2014 Open
Monthly Mileage Returns sally oradle 04/05/2014 1408/2014 0 14/08/2014 Open
Monthly Mileage Returns sally oradle 04/05/2014 14/09/2014 0 14/09/2014 Open
Monthly Mileage Returns sally Oradle 04/05/2014 14/10/2014 0 14/10/2014 Open
Monthly Mileage Returns sally oradle 04/05/2014 14/11/2014 0 14/11/2014 Open
Monthly Mileage Returns sally Oracle 04/05/2014 14/12/2014 0 14/12/2014 Open
Monthly Mileage Returns sally Oracle 04/05/2014 14/01/2015 0 14/01/2015 Open
Monthly Mileage Returns Sally Oracle 04/05/2014 14/02/2015 0 14/02/2015 Open
Monthly Mileage Returns Sally Oracle 04/05/2014 14/03/2015 0 14/03/2015 Open
Vehicle Service Reminder Paul Lawrie 28/02/2015 30/03/2015 0 30/03/2015 Open
Monthly Mileage Returns Sally Oradle 04/05/2014 14/04/2015 0 14/04/2015 Open
Monthly Mileage Returns sally oradle 04/05/2014 14/05/2015 0 14/05/2015 Open
Monthly Mileage Returns sally Oradle 04/05/2014 14/06/2015 0 14/06/2015 Open
Monthly Mileage Returns sally Oradle 04/05/2014 14/07/2015 0 14/07/2015 Open
Monthly Mileage Returns sally oradle 04/05/2014 14/08/2015 0 14/08/2015 Open
Monthly Mileage Returns sally Oracle 04/05/2014 14/09/2015 0 14/09/2015 Open
Monthly Mileage Returns sally Oracle 04/05/2014 14/10/2015 0 14/10/2015 Open
Monthly Mileage Returns Sally Oracle 04/05/2014 14/11/2015 0 14/11/2015 Open
Monthly Mileage Returns Sally Oracle 04/05/2014 14/12/2015 0 14/12/2015 Open
Monthly Mileage Returns Sally Oracle 04/05/2014 14/01/2016 0 14/01/2016 Open
Monthly Mileage Returns Sally Oracle 04/05/2014 14/02/2016 0 14/02/2016 Open
Monthly Mileage Returns sally oradle 04/05/2014 14/03/2016 0 14/03/2016 Open
vehicle Service Reminder Paul Lawrie 28/02/2015 30/03/2016 0 30/03/2016 Open

- Logout Process
a. Go to ‘Home’ and select My Calendar

b. Then Log out

07/04/2014 Task Complete 04/04/2014 11:38:43 View
07/04/2014 Task Complete 04/04/2014 11:39:36 View
07/04/2014 Task Complete 04/04/2014 11:40:05 View

View




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

Tasks, E-mails, Workflow, Alerts ~
[Tasks, Alerts, Events, & Workflow  add rask
Name Assigned To Start End/Due  Notify days Alert Date _Status Task Complete Date
Vehicle Service Reminder Paul Lawrie o Open Vview
Monthly Mileage Returns sally Oracle 0 Open Vview
Approval by Head of Department Tom Charles-Peters 03/04/2014 06/04/2014 0 06/04/2014 Task Complete 03/04/2014 12:54:14 View
Approve by Finance Toby Money 04/04/2014 06/04/2014 0 06/04/2014 Task Complete 03/04/2014 13:14:22 View
e , Tobi o Zack e iaiis.aa
Review Company Motor Palicy sally Oracle 04/04/2014 06/04/2014 o 06/04/2014 Open Vview
Supply Driving Licence Details to Administration Sally Oracle 04/04/2014 06/04/2014 0 06/04/2014 Open view
MoT eomiog, - 020002 o0 2 4 "
MOT Reminder Paul Lawrie ©4/03/2017 24/03/2018 0 24/03/2018 Open View
MOT Reminder Paul Lawrie 04/03/2017 24/03/2019 0 24/03/2019 Open Vview
Checkists / Milestones. ~
Milestone and Checklists  Add Cheddist
| Budget / Funding Line Items ~
Budget / Funding Line Items Details  Add Budoet Line rtem ™ Export
Price / Cost Line ftems ~
Price / Cost Details  Add Price/Cost xtem ™ Import Price/Cost Data _Export Price/Cost Data
| Notes, Comments, Diary Log ~

File Notes & Comments J
Enter Notes Below and/or optionally enter a subject: Internal
EE A8

Ua - ¥ [FontNeme -[size-| B £ U

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. Goto ‘Home' and select My Calendar

b. Then Log out



27. = Login as ‘Transport Manager — Paul Lawrie’ (login ‘pl’, password ‘pl’)

28. Click on ‘My’, select ‘Task List’

ontract Insight 2012 ®, - Enferprise Edition Powered By: CobbleStone Systems Corp)
lication Version: 12.6.3.131025 Go | paul Lawrie Apr 04 2014 10:43:09

ome = My [ Solicitations _ ® Contracts __ Re < M Purchase Orders  -* Fmploye: . Compani | Reports/Search "8 Negotistions 4+ Manage/Setup (D Help  Log Out

My Tasks betweengISIeETen 30/04/2019 EI For Arca: D

[1] of 1,tems 1 to 8 of &
ID Alert Name End Date Days Until Due Status Employee

\ Y T T T Y T

35 Vehicle Service Reminder  30/03/2015 360 Lawrie, Paul View

35 Vehicle Service Reminder  30/03/2016 726 Lawrie, Paul View

35 MOT Reminder 25/03/2017 1086 Lawrie, Paul View

35 Vehicle Service Reminder  30/03/2017 1091 Lawrie, Paul View

35 MOT Reminder 25/03/2018 1451 Lawrie, Paul View

35 Vehicle Service Reminder ~ 30/03/2018 1436 Lawrie, Paul View

35 MOT Reminder 25/03/2019 1816 Lawrie, Paul View

35 Vehicle Service Reminder  30/03/2019 1821 Lawrie, Paul View

[1] Page 1of 1, items 10 B of 8

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)

HitGo O

The MOT and Service reminders populate automatically and are displayed

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 Aimond (login ‘cea’, password ‘cea’), Administrator.
2. Select Contracts
3. Select Find/Search Contracts

4. Select View All



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
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 AlImond (login ‘cea’, password ‘cea’), Administrator.
2. Select Manage/Setup
3. Select Field Manager

4. Select Manage Fields

See circled
area below




0 3 g 0 = 0 — bble -

Go imond Apr 04 2014 11:46:45

pplication Version: 12.6.3.131025

_*Manage/Setup |—~ ) Help " Log Out
Field Manager » i
Today is 04 April 2014 2| . Departments/Divisions
ril 2014 # Locations
- - Ap : \ - nager
= = = - = & S
=i Lettter from Desk Supplier ks based o the end date and
21y ", Contract Status  diary note, select the aumber
(&} Contract Occurrence -
Auto Extract Settings
z 8 92 10 11 12 Contract Categories
‘Contract Tasks:
5| Activate Car Lease £ Employees/Users
Task Complete; « Document Templates »
Money, Toby )
74 Review Company Motor © Manage Security Groups
" Bolicy (Mini Cooper) a .
Task Complete; Oracle, & Company List
sally : N
) Supply Driving Licence il Clause Library
@ Image Library
5 Approve by Finance (Mini 4| Solicitation Types
Cooper) ; Task Complete; -
Mooy Toby T ' Workflow Manager
=5 Approval by Head of B
Department (Mini /% Account Maintenance
Cooper); Tazk Complate & Application Configuration
Catalog M: »
14 15 16 17 18 19 =i Catalog Manager
. Newsletters
[ Contract Batch Entry
21 2 23 24 2 26 27
28 29 a0

5. Select Table
6. Select Contract Details

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

Select a table to manage:

Contract Details v|

Display Name Field Group

Down Contract Title i Manage Fields by Contract Type
Down Customer/Vendor Name View History

Down Employee

Down Department/Division

Down Contract Type
Down Description How do

Down Renewal Notes fi € Create & Manage Fields
Down Collaboration Type i 9 Quick Tutorial

Down Renewed

Down Location

Down Status

Down Term/Occurrence

Down Category

Down MOT Renewal Date

Down Vehicle Registration

Down Salary

Down Holiday

Down Weekly Hours

Down Pension Contribution

Down Job Description

Down Company Car
Down Start Date
Down Effective Date Dates

Down Expiration Date Dates
Down Contract Notify Days Dates
own Annual Review Date Dates

Up
Up
up
Up
up
Up
Up
Up
up
Up
up
Up
Up
29 Up Down Certification of Intent
Up
up
Up
up
Up
Up
Up
up
Up
up
Up
Up
Up

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

9. Click Save



10. Click ‘got back to field manager’

Add Field

Select a table to add a field to: [Contract Details V|
Add fields below
Field Name: |Fuel Type (no spaces and non-standard characters)

Field Group: l:l (optional: will group and order fields on display screen on Contract, Vendor, & Employee Screen)

Field Type: [Drop Down Box v

[Diesel, Hybrid, Unleaded |

Default Value:

Required:

Help Description:

field column added successfully, go 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

Manage/ Assign Fields

1. select a Table (Screen): [Contracts | Selected object: Contracts
2. select a Type: [Car Lease Agreement v| Copy Fields
Note: i/s\ase be sure fo assi the rﬁuired fields stated in the i fo the n'i.‘?f in addition to the user defined fields
Assigned Fields (Remove All} Available Fields Manage/Add Fields
Field Group Display Name Field Name
Contract Type Contract_Type_ID Up Down Remove Annual Review Date  Add|
Dapartmenty/Division Department ID  Up Down Remove Anticipated Legal Costs Add| Tip
Employee Employee 1D Up Down Remave Arbitration Hearing  Add| The following fields should be
Contract Title Contract_Title Up Down Remove Barrister Add| assigned for each type:
Customer/\endor Name Vendor ID Up Down Remove Budget Amount Add| Contract Amount, Contract ID,
MOT Renewal Date  u_MOTRenewalDate Up Down Remove Category Add| Contract Notify Days, Contract
Status Status_ID Up Down Remove Certification of Intent Add| Title, Contract Type,
Term/Occurrence OccurrencelD  Up Down Remove Claim Status Add Customer/Vendor Name, Date
Vehicle Registration  u_VehicleRegistration Up Down Remove Collaboration Type — Add| ENtEFEd, Date UPdBtEU,
Lacation Location_ID Up Down Remave Company Car Add| Department/Division, Effective
Dates Effactive Date Contract Start Date Up Down Remove Contract Amount Add| Dat?' E_mp\ﬂvee, Entered By’
3 Expiration Date, Status, Updated By
Dates Expiration Date Contract_End Date Up Down Remove Contract Netify Days  Add|
Record Info Entered By EnteredBy Lp Down Remove Contract Request 1D Add|
Record Info Contract ID Contract_ID Up Down Remave Court Date Add| M
Record Info Updated By UpdatedBy Up Down Remove Date Entered Add| ¥ Manage Fields by Contract Type

Date Letter Recieved Add|
Date of Response /|
Date Updated dd|
Description feie]
Expiration Warning Date Add|
External Solicit

Holiday

Job Description Add|
Legal Cost to Date  Add|
WName of Claimant  Add|




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

10

19. Select Manage/Setup

Select Workflow Manager <>

ontract Insight 2012 ® - Enterprise Edition

20.

ion Version: 12.6.2.131025

Powered By: CobbleStone Syst

caHome = My [Solictations @ Contracts @ Requests 1 Purchase Ord

Go| Claire Almond Apr 04 2014

3 Manage/Setup (M1} IR A

[Contract Details

Field Manager

% Departments/Divisions t
DNy 2 - Link
Contract Type: Car Lease Agreement... # | Locatians
Department/Division: IT Glasgow . 1| Contract Types
Employee: Oracle, Sally R . Contract Status
Contract Title: Mini Cooper . (& Contract Occurrence e
Customer/Vendor Name: BMW Lease Finsnce .. o Extract et fems
MOT Renewal Date: 04/04/2017 w o Btract Settings )
Status: Active B | Contract Categories anies
Term/Occurrence: 5 Year . & Employees/Users nts
Vehidle Registration: CEA 1234 . 7' Document Templates .
Location: Glasgow B
Fuel Type: N & Manage Security Groups
& Company List
Dates i Clause Library
Effective Date: 04/04/2014... (@ 1mage Library
Expiration Date: 04/04/2019... T Salicitation T
2 Workflow Manager
A A i
Record Info
= Application Configuration  »
Entered By: Almond, Claire
,
ContractID: 36 = Catalog Manager Drder
Updated By: £ Newsletters
@ Contract Batch Entry ising:
~ | single Documents

SupplerReview (Add)

SupplerReview
No items in this list.

| Basic Templates
/ External Esign Manager

/% cobbleStone E-Z Signing
Document Packages

Complaints Litigation Actions

Complaints Litigation Actions (Add)
No items in this list.

4 | standard Packages

(% External Documents

21. Right Hand Side of Screen under Actions....

22. Workflow Manager Screen will appear

X Delete Contract

Select



11

ontract Insight 2012 &, - Enterprise Edition
Application Version: 12.6.3.131025

Powered By: CobbleStone Systems Corp.)
G0/ Claire Almond Apr 07 2014 09:49:18

Workflow Manager

Applies to (Module) [Contract Details v @ Cancel
Workflow ID [ |
Workflow Name [inform of Hybrid Vehicle *
Active Yes v .
Run Job on Contract Update POpUIate the fleIdS.
Enteredty 1. Applies to: Contract Details (drop down box)
DateEntered . .

| ‘ 2. Workflow Name: Inform of Hybrid Vehicle
UpdatedBy
DateUpdated \ | 3. Active: Yes
4. Run Job on Contract Update: Yes

5. Click on Continue

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

Back
View uistory

X Y

Delete

© Create & Manage Workflow

Select Employee: Paul Lawrie

Task Title: Inform of Hybrid Vehicle

Set the task start date: O days, after, Date
Updated

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

Select




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

Files / Attachments -~

|Attached Files, Documents, Images ¥ pefresn

Select File Browse. Notes: Save | [Attach v|[Internal ~
[ Page 1 of 1, items 1to 1 f 1.
View File Notes Entry Date Entered By Collaboration Type Checked Out To _ Last Viewed By _Last View Date _ Ver.
T T E T T T T W= T
®d  Motor Policv.odr 04/04/2014 11:37:38  Almond, Claire Internal ~ - 1
o P ——————
Tasks, E-mails, Workflow, Alerts -~

Tasks, Alerts, Events, & Workflow  ada vas B Bulk Delete

Name

Assigned To Start End/Due  Notify days Alert Data  Status Task Complate Date

12

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

Select Manage/Setup

Select Manage Fields

Select Contract Details

Scroll down the list and find Fuel Type

Select Edit

On Right Hand Side of Screen, select Delete Field

Prompt will appear underneath Yes, delete

inTorm of Hyona venicle raul Lawrie U/ U4 2014 UD/UAY 2014 u US/U472UL4 Upen view
Approval by Head of Department Tom Charles-Peters 04/04/2014 07/04/2014 o 07/04/2014 Task Complete 04/04/2014 11:38:43
Approve by Finance Toby Money 05/04/2014 07/04/2014 0 07/04/2014 Task Complete

Activate Car Lease Agreement Toby Maney 05/04/2014 07/04/2014 0 07/04/2014 Task Complete

Review Company Motor Policy sally Oracle 05/04/2014 07/04/2014 0 07/04/2014 Task Complete 04/04/2014 11:42:40 View
Supply Driving Licence Details to Administration Sally Oracle 05/04/2014 07/04/2014 0 07/04/2014 Task Complete 04/04/2014 11:42:52 View
Manthiv Mileana Raturns Sallv Oracle N4/05/2014 14/05/72014 n 14/05/2014 Onen

Monthly Mileage Returns sally Oracle 04/05/2014 14/06/2014 o 14/06/2014 Open

Monthly Mileage Returns sally Oracle 04/05/2014 14/07/2014 0 14/07/2014 Open

Monthly Mileage Returns sally Oracle 04/05/2014 14/08/2014 o 14/08/2014 Open

Monthly Mileage Returns Sally Oracle 04/05/2014 14/09/2014 o 14/09/2014 Open

Monthly Mileage Returns sally Oracle 04/05/2014 14/10/2014 0 14/10/2014 Open

Monthly Mileage Returns sally Oracle 04/05/2014 14/11/2014 0 14/11/2014 Open

Monthly Mileage Returns Sally Oracle 04/05/2014 14/12/2014 0 14/12/2014 Open

Monthly Mileage Returns sally Oracle 04/05/2014 14/01/2015 0 14/01/2015 Open

Monthly Mileage Returns sally Oracle 04/05/2014 14/02/2015 o 14/02/2015 Open

Monthly Mileage Returns Sally Oracle 04/05/2014 14/03/2015 0 14/03/2015 Open

Vehicle Service Reminder Paul Lawrie 28/02/2015 30/03/2015 0 30/03/2015 Open
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Field Name: u_FuelType

Display Name: [Fuel Type | (text charactars only; do not add non-standsrd charactars)

Field Group: | | optional: will sroup and arder filds an display screen for Contracts, Employses, and Vendars)

Drop Down Type: | List Values
Field Type |Drop Down Box V| resosomes |5

samen - NO W

Required: Show on E-mail Alerts:

Diesel, Hybrid, Unleaded

Default Values:

rop dovin fisld valuss are ssparstad with commas

Help Description:

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.

—

Back to Field Manager

Delete Field

This field is assioned 2 times.
Are = you want to delete this field and remove any
stored data in this field?

Yes, delete  No, cancel

Fiald assigned to:
Total Records: 2

Custom Lists: 0
Freld Restrictions by Employse: 0
Fiald Restrictions by Sseurity Group: D
Custom Mapped Fields/Tables: 0
Contract Typs Templates: 0

Fields Assigned By Contract Type: 1

Workflow Configuration
|Are you sure you want to delete this record?
” Yes, delete it | ‘ No, cancel the delete. |
Applies to (Module) Contract Details e
Workflow ID 24
Workflow Name Inform of Hybrid Vehicle
Aclive Yes
Run Job on Contract UpdateYes
EnteredBy Almond, Claire
D d 07/04/2014 09:50:39
UpdatedBy Almond, Claire
DateUpdated 07/04/2014 09:50:39

Pre-defined Workflow Events
Add Workflow Ci

] SlarC addy End Noti |Alternate|Ind Default| [ Set Value to (Sodal
oy | 22t cod] Date Dar ET mployees Note et OnComplete 2
Days|Field _[Days|Field [t lonComplete P onReject]

Inform
of Paul Date Date

s Hybrid Lawrie Updated Updated 0 0 [l BID
Vehicle

Note when editing: Scroll up on edit

View History
Copy Workflow

FEYa
[==]
&
1=

X

Delete

% create & Manage Workflow



