Contract Insight — Demo Script Supplier Review

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 - Service Agreement (drop down list)

d. Click ‘Continue’
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G0/ Claire Almond Apr 16 2014 09:56:29

up ®Help  Log Out

Add New Service Agreem

Contract Type |Service Agreement My
Department/Division [Information Systems vl
Employee [Almond, Claire ]
Contract Title | Hardware Support .
Customer/Vendor Name [Access Support Systems vl
Technical Support for PC and Display Units
Description
Status [Active ]
Term/OQccurrence |1 Year Vl
Dates
Effective Date | 01/04/2014 8
Expiration Date | 21/03/2015 E:)
Contract Matify Days | 50
Record Info
Entered By [Almond, Claire v

|Almond, Claire

53 +Company
@ Cancel

You now need to enter/Confirm the data

1. Contract Type: Service Agreement
Department/Division: Information Systems
Employee: Claire Almond

Contract Title: Hardware Support
Customer/Vendor Name: Access Support Systems
Description: Optional

Status: Select Active from drop down list
Term/Occurrence: 1 Year (it’s a 1yr support
agreement)

9. Effective Date: Today’s date

10. Expiration Date: Enter date + 1yr

NB: Status will reflect the workflow that has been
installed. For this demo it is Active, however you can
show the other options available

N A WN

Once Continue has been clicked you will see that the quarterly reviews on this contract have been

automatically set up in the system. :

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

Single Documents A
_) Basic Templates

/ External Esign Manager

I g E-7 Signing
Supplier Review “ | Document Packages
Supplier Review (Add) &% standard Packages
No items in this list. l{* External
¥ Delete Contract

Files / Attachments 2

Attached Files, Documents, Images ¥ gefresn

Select File Browse. Notes: Save | |Attach V||Intemnal v
Tasks, E-mails, Workflow, Alerts ~

Tasks, Alerts, Events, & Workflow  Add Task | | Bulk Delete

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

Supplier Review Claire Almond 01/04/2014 30/06/2014 0 30/06/2014 Open View

Supplier Review Claire Almond 01/04/2014 30/09/2014 0 30/09/2014 Open View

Supplier Review Claire Almond 01/04/2014 30/12/2014 0 30/12/2014 Open View

Supplier Review Claire Almond 01/04/2014 30/03/2015 0 30/03/2015 Open View

‘Checklists / Milestones 2

Milestone and Checklists  Add Chedidist

Budget / Funding Line ltems A~

Budget / Funding Line Items Details  Add Budget Line Trem ™  Export  Bulk Delete

Price / Cost Line ltems o

Price / Cost Details  Add Price/Cost Item ™ Import Price/Cost Dota  Export Price/Cost Data  Bulk Delete

~

Notes, Comments, Diary Log

File Notes & Comments I




5. Now select Home - My Calendar

6. Select the date for the first quarterly review :

7. The task “Supplier Review” is now in the calendar. Prior to this a reminder email will have been sent to drive

the reviewer to the task

Powered By: CobbleStone Systems Corp.
Go| Claire Almond Apr 16 2014 09:59:53

ontract Insight 2012 ®, - FEnterprise Edition

Version: 12.6.3.131025

e =My [ Solictations & Contracts & Request:

[ Find Contract

1 y Dashboards
5 My hboard

Today is 16 April 2014 Go to: [EVIEINFES EH oo -filter by status-

June 2014

il

Ti: this calendar displays alerts based on the end date and

oty days of 2 record, To add a diary note, select the number
of the day in the calendar,
Recent Contract Activity on your
* contracts:
2 3 4 5 ] L 8
E] 10 i1 12 13 14 is

Contract Tasks:

73 Quarterly Review of
Building Cleaning [Office
Cleaning - Slough Office] ;
i Fredericks, Sandra

16 iz 18 19 20 21 22

i Supplier Review

" [Hardware Support)

8. Click on the task in the calendar

9. You will then see the task list and select the one for the first quarterly review by clicking on View (to the right
of the task)

10. The screen below will appear

Supplier Reviow & Back 1o Reword Details
T Almond, Ci
Apron Jma
d D: Jun 30 2011 / Completesapprove
N . i B ter
Notes
Amount 0.00 X Delete
15 Task Completa No
R roup . O Add New Task

0.00
843

T6/1a/7014 944

16/04/2014 09:58:33
s4

lalert OUrers (1o Uiis Lask alert)

[Repeat/Recur (urake Uiis Lask repeat from Uie end date)

Recur every: [0 for[0_fumes | Add

Related Tasks

11. Click on Complete/Approve




12. The task in the task list will show as ‘Complete’. This is date and time stamped (for audit purposes)

« Financials

Record Info ~ |
i Company Info
Entered By: Almond, Claire B Co
Contract ID: 54 = Lomy
Date Entered: 16/04/2014 09:58:33 Email
Date Updated: 16/04/2014 10:02:06 \. View Ratings
Updated By: < Create Purchase Order
Complaints Litigation Actions ~ | Document Processing:
Complaints Litigation Actions (Add] Single Documents
No items in this list. 11 Basic Templates
/ External Esign Manager
i ¢ E-7 Signing
Supplier Review “ |Document Packages
Supplier Review (Add) ' standard Packages
No items in this list. % External
X Delete Contract
Files / Attachments -
Attached Files, Documents, Images ¥ petresn
Select File Browse. Notes: Save | |Attach v||Internal W
Tasks, E-mails, Workflow, Alerts ~
Tasks, Alerts, Events, 8 Workflow  Add Task =] Bulk Delete
Assigned To  Start End/Due  Notify days Alert Date Status Task Complete Date
Supplier Review Claire Almond 01/04/2014 30/06/2014 0 30/06/2014 Task Complete 16/04/2014 10:02:06 View
Supplier Review Claire Almond 01/04/2014 30/09/2014 0 30/09/2014 Open
Supplier Review Claire Aimond 01/04/2014 30/12/2014 o 30/12/2014 Open
Supplier Review Claire Almond 01/04/2014 30/03/2015 0 30/03/2015 Open
‘Checklists / Milestones -
estone and Checklists  Add cheddist
1
|| tt Ademo.co.uk/contract12_63_client/SubGridAdd aspx?ID=54&tab=SupplierReviewsfrom=ContractDetails.aspx N
| !
13. Now scroll up the page to the Supplier Review section (this is a table) and click on (Add) - see

above screen shot

*

14. Now fill in the details of the review. Boxes marked with an ™ are mandatory and select your choice from the

drop down lists

15

Then Click on Continue

ontract Insight 2012 &, - Fnferprise Fdition Powered By: CobbleStone Systems Corp)

Application Version: 12.6.3.131025 G0/ Claire Almond Apr 16 2014 10:02:43

[Add Suppl

Suppe e S Syems v G
Department L

Date of Review 30/06/2014 8*

Reviewed By [Claire Amond ~[*

Response Time (TA) [cThour v

Fix Time (IA) [cTday v
QOverall Performance God v
Technical Performance Good v

Overall Good Response and Support|

Detail of Comment /

Complaint

=3
Company —select one-
Is Deleted select one- v

Date Entered

Date Updated
Entered By Almond. Claire
Updated By Almond, Claire

SupplierReviewID
Contract_ID

Il

) ConTINuE



16. The details enter will appear in the Supplier Review table. Reports can be run off the table and used during

17.

18.

the quarterly reviews

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

Document Processing:

Single Documents
_l Basic Templates

¢ External Esign Manager
_?f“ Ci E-Z Signing

Supplier Review
Supplier Review (Add)

Fix Time
(18)

Overall
Performance

Response Time

Supplier Department | Date of Review Reviewed By

Claire
Almaond

20/06/2014
00:00:00

Access Support

Technical

ocument Packages

{* standard Packages

»
| External Documents
Detail of Comment / Complaint ) SEEAE AR

Files / Attachments

Attached Files, Documents, Images ¥ petresn
Select File Browse. Notes: Save | |Attach v||Internal W

Tasks, E-mails, Workflow, Alerts

Tasks, Alerts, Events, 8 Workflow  Add Task | <] Bulk Delete

Start Notify days Alert Date Status Task Complete Date
30/06/2014 Task Complete 16/04/2014 10:02:06 View
30/09/2014 Open
30/12/2014 Open

30/03/2015 Open

Assigned To End/Due
Supplier Review Claire Almond 01/04/2014 30/06/2014
Supplier Review Claire Almond 01/04/2014 30/09/2014
Supplier Review Claire Almond 01/04/2014 30/12/2014
Supplier Review Claire Almond 01/04/2014 30/03/2015

e o o o

Chedkdists / Milestones

Milestone and Checklists  Add Chedidist

Budget / Funding Line ltems Details Export Bulk Delete

Budget / Funding Line ltems
Add Budget Line Item

Price / Cost Details  Add Price/Cost Ttem Export Price/Cost Data  Bulk Delete

Price / Cost Line ltems
Import Price/Cost Data

Performance
Overall Good Response and . Delete Contract
Support
~
~
~
~
~

Now select the next review to complete (will be the next quarter review)

This time X Reject the task

19. This will prompt another task which will ask you to add the
will also change the Status from ‘Active’ to ‘Under Review’ (you can scroll to the top of the screen to show

this)

Rejection Reasons to the Supplier Review table.

Task Notification Details

Task Name
Employae Assigned To
Start Date

Rejection Reasons
Almond, Claire
Apr 16 2014

4

Notify Days
Details
Notes

0
Add Details of Rejection in Supplier Review Table

Is Task Complete
Role or Group
Status

Task Complete Date
Escalate To

Escalate After (Days) 0
Alternate Email
order Number
Task ID
Fntered Ry
Date Cntered
Updated sy
Date Updated
Contract 1D

|Alert Otners (to this task alert)

Repeat/Recur (make this task repeat from the end date)
Recur every: [0__| for[0Jumes

Related Tasks

0.00
847

16/04/2014 10:04:55

16/04/2014 10:04:55
54

(5 Assign Employees
" View History

& Back to Record Details

</ Complete/Approve
D Rejeat

¥ Delete

O Add New Task

t



Add New Contract
Create Contract & Link

& i

Contract Type: Service Agreement
Department/Division: Information Systems
Employee: Almond, Claire .
Contract Title: Hardware Support s .
Customer/Vendor Name: Access Support Systems Price/Cost Line Items
Description: Technical Support for PC and Display Units Assign Employees
Status: Under Review Add(itional) Companies
\l’:rmIO(mrrenu: 1 Year Assign Departments
—— — Assign Locations

ERNE]

3

S — A |i Notes
Effective Date: 01/04/2014 ... -
Expiration Date: 31/03/2015 .. =
Contract Notify Days: 60 =
-
Record nfo ~ | Einancials
i company Info
Entered By: Almond, Claire = con
Contract ID: 5¢ = ceny
E-mail

Date Entered: 16/04/2014 09:58:33

Date Updated: 16/04/2014 10:04:55 View Ratings

&

Updated By: Create Purchase Order
Complaints Litigation Actions ~
Complaints Litigation Actions (Add) Single Documents
No items in this list. 1 Basic
/ External Esign Manager

I o E-Z Signing
Supplier Review “ | Document Packages
Supplier Review (Add) & standard Packages

i External Documents

Suppiier eviewed By mment / Complaint

esponse Time
1A)

|Access support. N 20/06/2014 Claire .. - . - . [ . X Delete Contract

20. Now scroll up the page to the Supplier Review section again (this is a table) and click on (Add)

21. Now fill in the details of the “Poor” review. Boxes marked with an * are mandatory and select your choice

from the drop down lists. Click on Continue

[Aecass Support Systems 71" & Cancel
Department T ~J*
Date of Review [30/09/2014 =*
Reviewed By [Claire Aimond — ~*
Response Time (IA) [<Thour T
Fix Tirme (IA) G iweek v
Overall Perforimance [Complaint
Technical Performance Poor v
Detail of Comment / puditivual Treining Reauised]
Complaint .
Company [selectone-  [v]
Is Deleted [Eeleetona~]

Date Fntered
Date Updated
Entered By [Aimond, Claire [~
Updated By [Fimond, Claire—— [~]
SupplierReviewID I
Contracl_ID I

© Conminue

22. The details of the “Poor” review will appear in the Supplier Review table.
23. Now go and View the next quarter Supplier Review
24. Complete/Approve this task

25. Enter details of the “Good” Supplier Review to the table as before and click on Continue.

SupplierReviewID
Contract_ID

B
Supplier [Aceoss Support Systems w]* & cancet
Department g ~ =
Date of Review [30r 14 =E*
Reviewed By [Clairs Almond __~1*
Response Time (TA) [Fihour w*
Fix Time (1A) [S3hous —w
Overall Performance [Gooda
Technical Performance: Excellent  ~[¥
Detall of Comment / Lespmacal gnowiedge gEeatiy ampreves
Complaint L
Company = o
Is Deleted [eiesrona~]
Dote Frtered
Date Updated
Entered By [Aimond, Claire T~
Updated By R —
I
I

| Conmmue |



26. This will a) appear in the|Supplier Review tablel(and good visually to show) and b) will return the Status to

‘ B ’
Active
Complaints Litigation Actions ~ | Document Processing:
Complaints Litigation Actions (Add] Single Documents
No items in this list. 11 Basic Templates
/ External Esign Manager
M c E-7 Signing
Supplier Review “ | Ddcument Pack
Supplier Review (Add) " standard Packages
5] i ) Exte | D its
Department|Date of Review Response Time (F]I:)T'me Detail of Comment / Complaint « bxiemal Doquments
oo | ACCESS Support 30/06/2014 Claire %] Delete Contract
view| o oms T 00:00:00 Almond <1 hour <1day |Good Good Overall Good Response and Support
i |ACCESS SuppOrt 30/09/2014 Claire N Poor Technical Knowledge Additional Training
vieW| o rems T Frormam e <1 hour > 1week |Complaint Poor ]
view Access Support T 20/12/2014 Claire <1 hour <3 hours |Good Excellent Training Completed Tachnical Knowledge
Systems 00:00:00 Almond greatly improved
Files / Attachments o
(Attached Files, Documents, Images ¥ gerresn
Select File Browse... Notes: Save | |Attach v||Intemnal
Tasks, E-mails, Workflow, Alerts -~
Tasks, Alerts, Events, & Workflow  AddTask Bl Bulk Delete
Assigned To  Start End/Due  Notify days Alert Date Status Task Complete Date
Rejection Reasons Claire Almond 16/04/2014 17/04/2014 0 17/04/2014 Task Complete 16/04/2014 10:05:55 View
Supplier Review  Claire Almond 01/04/2014 30/06/2014 0 30/06/2014 Task Complete 16/04/2014 10:02:06 View
Supplier Review  Claire Almond 01/04/2014 30/09/2014 0 30/09/2014 Rejected 16/04/2014 10:04:55 View
Supplier Review  Claire Almond 01/04/2014 30/12/2014 0 30/12/2014 Task Complete 16/04/2014 10:08:07 View
Supplier Review  Claire Almond 01/04/2014 30/03/2015 0 30/03/2015 Open View
‘Checklists / Milestones o
Milestone and Checklists  Add Chedd:
~

‘ Budget / Funding Line ltems

obbleStone

ms Corp)
Claire Almond Apr 16 2014 10:09:51

Contract Type: Service Agreement
Department/Division: Information Systems
Employee: Almond, Claire
Contract Title: Hardware Support
Customer/Vendor Name: Access Support Systems
Description: Technical Support for PC and Display Unij

Status: Active
erm/Occurrence: 1 Year

—

Dates

Effective Date: 01/04/2014 .

Expiration Date: 31/03/2015
Contract Natify Days: 60

Record Info
Entered By: Almond, Claire
Contract ID: 54
Date Entered: 16/04/2014 09:5833
Date Updated: 16/04/2014 10:08:07
Updated By:

Complaints Litigation Actions

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

Supplier Review
Supplier Review (Add)

Department(Date of Review Reviewed By

Access Support Claire

Technical
Performance

Overall
Performance

Response Time
(18)

Fixx Time
(1)

|Delai\ of Comment / Complaint

Add New Contract

< Create Contract & Link

~ Attachments
7= Tasks & E-i
& Checiist
[ Price/Cost Line Items
Assign Employees
Add(itional) Companies
Assign Departments
Assign Locations
Notes
Print
Refresh
Link Contract
View History
Financials
Company Info
Copy
E-mail
View Ratings
Create Purchase Order

B

FHEA L VAl

Document Processing:

Single Documents

_) Basic Templates

/ External Esign Manager
/¥ CobbleStone E-Z Signing

Document Packages

Jf‘, Standard Packages
4% External Documents

‘X Delete Contract



27. Creating a table from the Supplier Review data

28. Go to Reports/Searches and select Ad-Hoc Reports/Searches

29. Select My Ad-Hoc Reports/Searches
30. A list will appear of all the reports that exist

31. Select the one that is for Access Support Systems (NB that any demo data that has ever been entered against
this contract will appear in the table)

32. Click on Export to Word. ‘ Word will open with the table displayed. You can now incorporate this
table into any documents, presentations, email

Powered By:
'557 Claire Almond Apr 24 2014 0
"% Negotiations % Manage/Sctup @ Help __ Log Out

Simple Searches

= Back to Report List S Edit This Report = | Export to Excel @ Create an Ad-Hoc Report/Search
Report Overview « Stats 18 My Ad-Hoc Reports/Searches
% Report Designer |
Report ID: 84
Report Name: Access Support Systems
Report Description: Support Performance Report
Report Is Active: True

Uses Conditions Prompt: True

|2 Reset/Refresh Report |

Supplier Department Date of Review Response Time (IA) Fix Time (1) Overall Performance  Technical Performance Do of Comment /
m [ m ]I BN m [ m ] m ]I = ] =
Training Completed ~
Access Support Systems 1T 301272014 <1 hour <3 hours Good Excellent Technical Knowiedge
greatly improved
[y mm—y
Access Support Systems [T 301272014 <1 hour <3 hours Good Excellent T
=ty frmrsees)
Access Support Systems m 30/09/2014 <1 hour > 1 week Complaint Poor ﬁ:f;;z‘;z:j“’:gﬂw'“ge
T ———
Access Support Systems m 30/00/2014 <1 hour =7 et Complaint Poor Additional Training
Required
Overall Good Response and
Access Support Systems 1T 30062014 <1 hour <1 day Good Good Qe
Access Support Systems m 02/06/2014 <1 hour <lday Eres) Good Overall Good Performance
Access Support Systems 1T 16/04/2014 <1 hour <1 day Good Good rigigkok
16/04/2014 <1 hour e Complaint Poor EoztEinte Arenil
. =y —— T e
cessSuppoTTSySTemE——— T 16/04/2014 <3 hours > 1 week Complaint Poor [

[] O AccessSuppcrtSystem?'ﬁicmsuﬂWcra_r_—"“"'—l
[ fome | mset  Pagelamjout  References  Maiings  Review  View | Design  Layout S
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[ fsupplier | Department | Date of Review | Response Time (14) | Fix Time (I4) | Overall Performance | Technical Performance Derail of Comment / Complaint

[ [

[Access Support Systems 1T 301122014 Good Excellent Training Completed Technical Knowledge greatly improved

[Access Support Systems 1T 301122014 Good Excellent Training Completed Technical Knowledge greatly improved

[Access Support Systems 1T 301092014 > 1 week (Complaint Poor Poor Technical Knowledge Training Required

[Access Support Systems 1T 301092014 > 1 week (Complaint Poor Poor Technical Knowledge Additional Training Required

[Access Support Systems 1T 30062014 Good Good Overall Good Response and Support

[Access Support Systems 1T 02062014 Good Good Overall Good Performance

[Access Support Systems 1T 16/04/2014 Good Good higigkgk)

[Access Support Systems 1T 16/04/2014 > 1 week Complaint Poor Poor Technical Knowledge Training Required

|Access Support Systems 1T 16/042014 > 1 week |Complaint Poor hjkahfjfhalk

o
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33. - Logout Process
a. Go back into the Contract Insight Screen
b. Go to ‘Home’ and select My Calendar

c. 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 : Access Support Systems - Hardware Support
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




