Create and Send a Service Contract

Last Modified on 10/01/2024 5:34 pm EDT
Pathway: Accounts > Search > Account (Customer Service Screen) > Orders, Quotes and Contracts

This article details the process of creating a service contract. A service contract is a legally binding agreement
between a service provider and a customer. It outlines the terms and conditions under which a specific service will
be provided. There are two options to create a service contract: convert an existing proposal to a contract, or
create it new. Once a contract is created, it is tracked in the following CRM tools:

e Sales Pipeline Summary
e Sales Pipeline Opportunities
e User Activities

Convert a Proposal to a Service Contract

If there is an existing proposal, it can be converted into a contract by updating the Document Format field to one of
the available service contract options.

EDIT PROPOSAL - 3810 » @

Settings Attachment Master Agreement

ACCOUNT 41273/ Example Account

DOCUMENT FORMAT DOCUMENT TYPE STATUS SOURCE
Service Contract + | Add-Change in LOB/Equipme + Open v v
SALES REP SOLD BY FORM CONTACT Linked Leads (0)
Jse Account (House Account) + use Account (House Account) -
TITLE PO NUMBER
EFFECTIVE DATE DELIVERY DATE ESTIMATED CLOSE DATE CLOSE PROBABLITY
05/24/2023 i 05/24/2023 i 05/24/2023 ZE Medium -
TERM RENEWAL TERM
PRINT EST. SURCHARGE PRINT EST. TAX GROUP METHOD MULTIPLE START DATES PRINT EST. WO CHARGES
No No Site v

NOTE

DELIVERY INSTRUCTION

PAYMENT REQUIRED AT CUSTOMER SIGNATURE
Not Required -

CUSTOM FIELD1 TEXT

e

How to Convert a Proposal to a Service Contract

1. Select the proposal from the Orders, Quotes and Contracts section of the account and the Edit Proposal popup
window will display.
2. Select one of the contract options listed for theDocument Format field.
o Document formats are set up and maintained in Setup > Document Formats.


https://help.navusoft.net/docs/pipeline-summary
https://help.navusoft.net/docs/pipeline-opportunities-2222620853
https://help.navusoft.net/docs/user-activities-2221703188

3. Select the Document Type from the drop down list of options.

o Document types are set up and maintained in Setup > Document Formats > Type.

4. Select a Renewal Term from the drop down list of options.
5. Click Save when finished.

Create a New Service Contract

To create a contract independent of an existing proposal, or in the absence of a proposal, the option to create a new
contract document is available. Review the following sections below which outline the various tabs and their

functionalities when creating a new contract.

Settings

The Settings tab establishes the basics of the document and qualifies it as either an 'Opportunity’ or
'Quote'. Because a contract includes a signature section it is considered a quote and tracked in the Pipeline
Opportunities dashboard using the 'Quote' filter option.

»]» 0 X
Settings Attachment Master Agreement
ACCOUNT 41902/ Example Account 1
DOCUMENT FORMAT DOCUMENT TYPE STATUS SOURCE
Service Contract - signature ~ + v Open v v
SALES REP SOLD BY FORM CONTACT Linked Leads (0)
House Account (House Accou Aliena Somers (Admin-NS) v v
TITLE PO NUMBER
EFFECTIVE DATE DELIVERY DATE ESTIMATED CLOSE DATE CLOSE PROBABLITY
09/06/2023 09/06/2023 i 09/06/2023 Medium v
TERM RENEWAL TERM
60 Months ~ 60 Months
PRINT EST. SURCHARGE PRINT EST. TAX GROUP METHOD MULTIPLE START DATES  PRINT EST. WO CHARGES
No No Site v
NOTE
DELIVERY INSTRUCTION
PAYMENT REQUIRED AT CUSTOMER SIGNATURE REQUIRED PAYMENT AMOUNT
Specific Amount v 100.00
CUSTOM FIELD1 TEXT
. . .
Field Descriptions
o o 4.
Field Description

Document Format

Identifies the document's format (proposal formats do not include a signature section

where as contracts do) and determines how/where it will be tracked in the Sales
Pipeline CRM tools.

Form Format setup is located in Setup > Document Formats > Format.



Document Type

Status

Source

Sales Rep

Sold By

Form Contact

Indicates a reason code for the service contract (the purpose this contract serves).
Example: Change In Service, New Business, Increase in Service, etc.

Document Type setup is located in Setup > Document Formats > Type.
Indicates the current status of the contract and will automatically update if the
contract is sent, viewed or signed in the system. Status options include:
e Lost
o Select Lost to indicate the contract was lost (i.e. went with a competitor).
o 'Lost'status prevents edits to fields in the Settings tab.
e Open
o Applies once a contract is created.
o 'Open’status allows for edits to fields in the Settings tab.
e Refused to Sign
o Manual status change to indicate the customer is not interested in signing
the contract.
o Refused to Sign contracts do not move forward in the sales process.
e Submitted to Client
o Displays after the contract has been emailed from the system to the
customer or prospect.
o 'Submitted to Client' status allows for edits to fields in the Settings tab.
e Sold
o Displays once a signature has been received for the Agreement via a
browser link. If the contract was printed and signed, the status must be
manually updated to sold and the signed agreement uploaded as a PDF.
s When the status is marked as Sold, and no signed PDF exists, an
attachment button displays to attach the signed pdf to.
o 'Sold'status prevents edits to fields in the Settings and Services tabs.
e Submitted to Client
o Displays as soon as the contract was emailed to the client.
e Verbal Approval
o Manuel status change if the contract was verbally agreed upon.
o Verbal approval treats the contract as sold but still allows the customer to
sign.
¢ Void
o Select Void to indicate the contract was either created in error, or is no
longer being pursued.
o 'Void'status prevents edits to fields in the Settings tab.

Indicates how the sale originated (referral, internal, employee, and etc.).

Identifies the sales representative responsible for the contract. Form notifications,
dashboard tracking and credit for a sale/approval are sent to the sales representative
selected.

Identifies who made the sale. Provides flexibility to record who made the sale if it was
someone other than the sales representative.

Identifies the account contact the contract will be sent to. Account contacts must be
created first or they will not display as a drop down selection.

Related Article: Add Account Contact


https://help.navusoft.net/docs/add-account-contact-2183004236

Linked Leads

Title

PO Number

Effective Date

Delivery Date

Estimated Close Date

Close Probability

Term

Renewal Term

Note

Delivery Instruction

Custom Field1 Text

Payment Required at
Customer Signature

Option to link an existing lead service to the contract agreement. Linked leads
reduces double entry by allowing a user to copy services from the lead to the quote.

*Important - Leads will continue to populate in the Sales Pipeline - Leads dashboard
until linked. Linking to a document closes the lead.

Related Articles: Add a Lead; Pipeline Leads

Option to enter the title for the Form Contact.

Option to enter a PO number if one exists.

The date contracted services and billing will begin.

Indicates the customer’s preferred date to receive service equipment.

The expected date the sale will close and drives the Sales Pipeline Opportunities
dashboard.

Probability of a successful sale (identified by the sales representative).

The initial term length of the service agreement.

Indicates the automatic renewal term length.

Notes added here display in the Comments section of the contract.

Internal note that displays on the delivery work order for the driver to see and does
not appear on additional service work orders.

Open field to print additional information not otherwise included on the contract
agreement. Field name can be customized in Setup > Document Format > Formats
(Settings tab).

Option to require a deposit for services to begin. If a payment is required, the signed
contract can not be saved until payment has been collected using either a bank
account or Credit Card. Payment requirement options include:
¢ Not Required (default)
o Customer and Sales Rep can sign the contract without collection of a
deposit.
e Specific Amount
o Upon signing, the customer will be required to enter a payment using
either a bank account or credit card. If selected, a "Required Payment
Amount" field is displayed to enter the required amount.
e One Month Recurring Fees Including Taxes and Surcharges
o System calculated based on service rates, and the taxes and surcharges
that apply.
e One Month Recurring Fees
o System calculated based on the service rates.


https://help.navusoft.net/docs/add-a-lead-2277244980
https://help.navusoft.net/docs/pipeline-leads-2221998106

Option to display estimated surcharges on a printed proposal. Defaults to 'No' for
service contracts.
Print Est. Surcharge Surcharge group must be assigned to site prior to adding services to the proposal. To
re-calculate the estimated surcharges the service rate must be updated or removed
and re-added to the form.

Print Est. Tax =~ Option to print the estimated tax on the contract. Service fees must be entered on the
Services tab to calculate.
Option to group services/charges on the contract by Site, Line of Business (LOB) or
Group Method  Material.

. Allows the user to define a unique start date for each service added to the form and is
Multiple Start Dates . .
primarily used for broker agreements and not a regular sales contract.

R Option to include the (estimated) work order charges on the contract.
Print Est WO Charges

Services

The Services tab displays the included service(s) and any extra fees in the service contract. Services can be added by
copying from a lead or manually entering them.

EDIT SERVICE CONTRACT - 3811

Settings Services o History L Attachment Master Agreement

o - € MAP SERVICE LOCATIONS | Copy Lead
SITE ID START DATE QrTY SERVICE CODE FREQUENCY RATE 'VENDOR RATE
+ 41273001 1 10 Yard Open Top Service Monthly $0.00 month (—)
ADD SERVICE
SITE Example Account (Active) LEXINGTON DRIVE BLDG v
Qry EQUIPMENT SERVICE CODE FREQUENCY PER UNIT SERVICE FEES
1 25 Yard Compactor 25 Yard Compactor Service - 1x per week - 0.0000 0.00 month
DISPLAY ALL LINE OF BUSINESS
INUIUT DEAay v
Map ~
»—g— 1 €xas'State Aquarium
. ) , ghnan
SERVICE DAYS /] Mon Tue Wed Thu Fri Sat sun I W ’ I'Istl
{
 +
]
g 4 S
] —_ ) gie Park
v CENTRAL CITY
Googla 2
< Keyboard shortcuts Map data ©2023 INEGI  Terms of Use = Report a map error
SERVICE CHARGES RATE uom NO CHARGE ESTQTY MINIMUM TYPE MINIMUM MAX WEIGHT OVER MAX WEIGHT RATE WORK
QrY TYPES
.
Add Service

1. Click the green '+'icon from the Services screen.
2. Select the Line of Business the service is for.
3. Enter a Quantity amount for the equipment.



Select the Equipment the service requires.
Select the Service Code.
Select the Frequency the site will be serviced.

N o » oA

Enter arate in the Per Unit field. The amount entered here will be multiplied against the value entered in the
QTY field to calculate the Service Fees.
8. Optional: if a daily inactivity rental fee applies to the equipment, enter it in theDaily Rate field.

Add Service Charges to a Service

Add additional rates in the Service Charges section for anything the customer may call in and request. The account
is only charged when the added service is used.

1. Select the green '+'icon displayed in the Service Charges section of the Add Service screen (bottom grid).

2. Select the service charge you would like to add.

3. Click within the Rate column of the service charge line item to enter a rate for the service.

Copy Lead

If alead was previously created for the account, and the service(s) recorded in the lead matches the service
contract, select Copy Lead to auto-fill the fields in the Add Service screen.

EDIT SERVICE CONTRACT - 3811

) . ’ 1
Settings Services o Attachment Master Agreement
o - € MAP SERVICE LOCATIONS | Copy Lead
SITEID  START DATE Qry SERVICE CODE FREQUENCY RATE VENDOR RATE
+ 41273001 1 10 Yard Open Top Service Monthly $0.00 month (—)
Total $ 0.00 $0.00
P
SITE LEAD SERVICE 7 9
LoB QUANTITY SERVICE CODE FREQUENCY RATE
+ Roll Off 1 25 Yard Open Top S... On Call 125.00 Copy Lead

1. Select Copy Lead from the Services tab of the Add/Edit Contract screen.

2. Review the service(s) displayed in the customer service 'Site Lead Service' screen and select Copy Lead link
for the service you would like copied. Upon selection, the 'Add Service From Lead' screen will open.

3. Review the service information copied into the 'Add Service From Lead' screen and edit and/or complete
additional fields as needed.

4. Select Save when finished.

Map Service Locations

Select ‘Map Service Locations’ to display a Satellite or Map view of the sites included in the contract.
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When the map opens, a location pin displays over each site. If needed, use the drag and drop feature to relocate a
site's pin to the approximate location the site should be serviced from. For example, if the service container is
located on the west side of the parking lot, drag and drop the pin in that location to direct the driver where to go.

History

The History tab provides a log of actions performed on a document, ensuring full transparency and accountability.
It captures key activities such as:

e Email history

e Eachinstance the contract was viewed

e The date the contract was approved

e The signature date the contract was signed



EDIT SERVICE AGREEMENT - RUSSO - 18101

CREATED ON 09/06/2022 CREATED BY Dave Pike
APPROVED ON 09/06/2022 APPROVED BY Dave Pike
REVIEWED ON 09/06/2022 REVIEWED BY
PERIOD ID 2022-09
Search
DATE L USER TYPE DESCRIPTION
® 09/06/2022 9:54am  Dave Pike Proposal Approved Proposal or Service agreement 18101 - Approved.
Site: Example Account at address 1234 126th Avenue North,
.z, 09/06120229:50am  Dave Pike Proposal Signed Proposal or Service agreement 18101 - SIGNED.
Site: Example Account at address 1234 126th Avenue North, ...
B4 09/06/2022 9:50 am Example Account (510581...  Email sent to davep@navusoft.com Dave, Proposal P18101 w...
® 09/06/2022 9:48 am Dave Pike Proposal Viewed Proposal or Service agreement 18101 - VIEWED.
Site: Example Account at address 1234 126th Avenue North, ...
® 09/06/2022 9:47 am  Dave Pike Proposal Approved Proposal or Service agreement 18101 - Pre-Authorized.

Site: Example Account at address 1234 126th Avenue North, ...

Pre-Authorized by Dave Pike at 09/06/2022 09:47 am

Attachment

Use the Attachments tab to attach and save PDF documents with the contract.



i
EDIT SERVICE CONTRACT - 3782

Settings History 2 Attachment Master Agreement

D DESCRIPTION CREATED BY DISPLAY FOR CREATED ON
APPROVAL

ADD ATTACHMENT 2 9

ADD ATTACHMENT BROWSE...

DESCRIPTION

DISPLAY FOR PROPOSAL

Send/Sign Contract

You can choose from three options to sign a contract: Printing it out and providing a manual signature, signing it
through email, or capturing a signature on a handheld device.

Email Contract for Signature

Upon selecting Email from the Edit Service Contract screen, the Email Proposal screen will display. Follow the
process outlined below to send the email and any attachment forms along with it.



EDIT SERVICE CONTRACT - SIGNATURE (NEW) - 3820

EMAIL PROPOSAL

SEND TO (EMAIL) = customer/prospect@email.com

EMAIL TO CONTACTS - SOURCE
SUBJECT Please Sign QA Waste Service Agreement - v -
FORMS r Linked Leads (0)
INCLUDE ATTACHMENT? CC SALES REP CC SENDER -

Dear

/o behalf of QA Waste Solutions, I would like to personally thank you for using our services. We sincerely hope we

lexceed your expectations for this and upcoming projects. Please sign and date below and our Customer Service team will
ontact you to set up delivery specifics.

(Click here to review and sign your service agreement. 3

If you have any questions or if we can further assist you in any way, please feel free to contact me.

[Have a great day!
ART DATES  PRINT EST. WO CHARGES

Michael Hunt, Account Manager

Michael@Qaservices.com

[QA Waste Services - CORPUS
PO BOX 12345 |
Corpus Christi, TX 78426

g
PAYMENT REQUIRED AT CUSTOMER SIGNATURE
Not Required v

CUSTOM FIELD1 TEXT

“ PRINT m ACCOUNT SIGNATURE Saved at 1:24 pm.

1. Enter the email address of the person contracts are signed by in theSend to (Email) field if they are not listed
as a contact in the "Email To Contacts" drop-down; otherwise, select a contact from the drop down.

2. Select an email template from the Subject drop down. This will populate the message in the Body section of
the email.

3. Select to Forms drop down to add a form such as a Credit Card Authorization form or anything else you would
like a customer to have along with the contract.

4. Review the body of the email message and edit as needed. Click Send when the contract is ready to be sent.

Account Signature (In Person Option)

The Account Signature option is available if the signature is being captured in a face-to-face setting where the sales
rep can capture the signature on their tablet. If payment is required, the contract cannot be submitted until bank or
credit card information has been provided.



EDIT SERVICE CONTRACT - SIGNATURE (NEW) - 3820

e A AEREET

ACCOUNT 41902/ Example Account 1

DOCUMENT FORMAT

Service Contract - signature ( A D Q 1/of3 — <+ Automatic Zoom v »

SALES REP —
6 A QA Waste Services - CORPUS
TITLE Corpus Christi TX
FORMAT 1 - PAGE 1 - (@61 289.5568 I —
FORMAT 1 - PAGE 2 e
EFFECTIVE DATE DELIVERY DAT]| Exclusive contract made effective Jun 8, 2023 , by and between QA Waste, Inc. (hereafter QA Waste) whose principal place of
FORMAT 1 - PAGE 3 business is located at Houston, TX and the below generator:
06/08/2023 06/08/2023 Generator Information: Contact:
TERM RENEWA Example Account 1
et

PRINT EST. SURCHARGE PRINT ES} Biling Address Line 2

No N Corpus Christi ™ 78411
° SIGN & ACCEPT g Adéress iy s £

NOTE

QA Waste will pick up, transport, treat and dispose of in a manner consistent with all State and/or Federal Laws, the Generator's

regulated medical waste. QA Waste shall pick up Generators regulated medical waste according to a schedule agreed upon by
SERVICE LOCATION MAP the parties in accordance with Generator's disposal needs. QA Waste shall provide containers for Generator's use in such quanti-
ties and sizes as agreed upon in accordance with Generator's needs; these containers remain the property of QA Waste. QA

Waste will provide Generator with written instructions relating to proper methods and procedures of containerizing Generator's
regulated medical waste. QA Waste will provide to Generator an electronic copy of the manifest which will reflect completed
treatment and disposal of waste picked up by QA Waste.

DELIVERY INSTRUCTION

1. Generator's obligations are as follows:
Generator will containerize and seal the regulated medical by thi in ided by QA Waste
and in accordance with QA Waste's instructions and applicable law. Generator will have such containers as it wishes to have dis-
posed of sealed and ready for pick up at the times agreed upon by the parties for pick up. Each pick up wil be accompanied by a
manifest that s signed by of and the treatment of the container by QA Wasto

PAYMENT REQUIRED AT CUSTOMER SIGNATURE
Not Required v

CUSTOM FIELD1 TEXT

Contract Example - Customer Display

The following is an example of a printed or emailed contract. Contracts will vary dependent on your template setup.
If payment is required, the contract cannot be submitted until bank or credit card information has been provided.



QA

FORMAT 1 - PAGE 1
FORMAT 1 - PAGE 2

FORMAT 1 - PAGE 3

SIGN & ACCEPT

SERVICE LOCATION MAP

@

Q TV

1/ 0f3

A

A
Waste

Exclusive contract made effective Jun 8, 2023 , by and between QA Waste, Inc. (hereafter QA Waste) whose principal place of
business is located at Houston, TX and the below generator:

Generator Information:

Example Account 1

Billng Address Line 2

Corpus Christi
Biling Address City

— 4 Automatic Zoom v

T et A »

QA Waste Services - CORPUS
Corpus Christi TX

QA Waste will pick up, transpof
regulated medical waste. QA W|
the parties in accordance with
ties and sizes as agreed upon i
Waste will provide Generator

regulated medical waste. QA W|
treatment and disposal of wast]

1. Generator’s obligations arqg
Generator will containerize and
and in accordance with QA Wa:
posed of sealed and ready for

manifest that is signed by the

Generator shall place only regul
Sharps containers before placir]
invoices, net 30 days. Custome|
failure to pay invoiced amount:
due within fifteen (15) days of
to terminate this agreement wil

2. QA Waste's right to inspeq
QA Waste shall have the right
instructions, or that cannot in

3. Liabilities:

Contact:
X 78411
st 7
@A o QY 2 of3 — |+ AuomaticZoom v, SO emA »
o [ .- |
FORMAT 1 - PAGE 1 4. Terms:

‘This agreement is effective as of the Effective Date for a term of 60 months. This agreement shall thereafter be automatically
renewed as of the anniversary date for successive term of 60 months unless written notice of termination is given by either
party to the other not less than sixty (60) days prior to the expiration of the then current term and sent by U.S. Certified mail.

FORMAT 1- PAGE 2

FORMAT 1 - PAGE 3

5. Termination:

siGN&AccePT  fmy

SERVICE LOCATION MAP

B ELECTRONIC SIGNATURE

4 ELECTRONIC SIGNATURE By signing below, you are
1 () agreeing to the change in service described in the Service Agreement below,

(i) acknowledging receipt of the current Terms and Conditions accompanying the Service Agreement, and
J (i) agreeing to be bound thereto.

] rease seLecr sionaTURE METHOD Sign (=) Type

NAME

6. Non-Waiver of Breach:
Awaiver of any breach or breaches of this agreement shall not be construed as a waiver or breach of any other instance. The
parties have executed this agreement as of the above date. By signing below, | acknowledge that | am an authorized officer or

agent, and | have the authority to bind the aforesaid Generator to the terms and conditions of this agreement.

Authorized Signature Authorized Signature

Printed Name: Printed Name:

Title: Title:
Generator: Example Account 1 QA Waste, Inc.
Date: Date:

PDF Window Button

Send Message

Sign & Accept

Service Location Map

Description

Upon receiving an electronic version of the contract, customers can choose to
send a message to the assigned sales representative with questions,
comments or concerns. Once a message is sent, the sales rep will be notified
with a blue notification containing the message. The message will also display
in their Recent Activities and on the Customer Service screen. Sales reps are
not able to message the customer back using the same process and must use
an alternative means of communication.

Upon selection, an Electronic Signature popup will display. Customers have
two options for signing: they can either use their mouse or mouse pad to sign
('Sign' radio button), or they can type their name and title as signature ('Type'
radio button).

The Service Map Location button only displays if the address for the site
location is geo coded. By selecting the button, customers will see a map of the
location the contract is intended for with service location markers.



Related Articles

This article is related to the Sales CRM Workflow that includes the following process:
e Create Prospect Accounts and Leads
® Proposals and Service Contracts
e Manage Sales Pipelines and Followups
e Closing a Sale and Lost Sales
e Next Steps - Servicing Hand-Off


https://help.navusoft.net/docs/step-1-create-prospect-accounts-and-leads-sales-crm-workflow
https://help.navusoft.net/docs/step-3-proposals-and-agreements-crm-sales-workflow
https://help.navusoft.net/docs/step-2-manage-leads-crm-sales-workflow
https://help.navusoft.net/docs/step-4-closing-a-sale
https://help.navusoft.net/docs/next-steps

