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Product Overview

The WSM Contract Management module will effectively manage the accurate recording of all

Contract details and documents as well as manage the many critical dates that are a result of this activity.
The management of these dates are often costly when they are missed and thus this feature alone can
pay for the WSM Contract Management module in its first few months.

The WSM Contract Management module has been created for organisations who are looking to manage
and provide effective administration for their Contract Management process via WSMplannet. Some of our
existing clients were managing their contract information on spreadsheets or on home developed systems
which are not intuitive enough to raise flags when critical dates or actions are to be addressed .

The solution has been designed to simply adapt to upgraded technical environments and to the ever
changing needs of the facilities management market. The state of the art technology and the flexibility of
this design means that the WSM Contract Management system can either be a stand alone application or
it can seamlessly integrate with other WSM modules such as to Asset, Works, Room Event
Management, Visitor Management, Property Lease Management, Vehicle Management or Space Man-
agement. Should clients already have these solutions in place, this system can share data with other ex-
isting (non WSM) corporate systems so our clients do not need to change their current business rules or
processes.

Some of the functional aspects of the Contract Management module are:

. Managing new contracts

. Managing existing contracts

. Managing contract types and classifications

. Monitoring and managing critical dates in each of the above functions
. Managing scanned documents related to specific contracts
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The Contract Management module has been developed as an enhancements within WSMplannet version
4.6.0. This brand new Contract Management System is developed to assist with the management of

Accessing Contract Management

contracts.

After logging in to WSMplannet click on the contract management tab to open up the section.

.7 Favarites | D w3tplannet

« +Y Home

FM-Work

REM

Sustainability

Vehicle Booking
Vehicle Administration
Locations

Asset Management
Reporting

Visitor Management
Contacts

Relocation

OHES

Document Library
Contract Management

9 Mew Contract
"4 Contract List

’ Reference Data

My Details

a User ! Anna Tester

Worlk Order Summary
Ad Hoc Regquests raised today

Outstanding Requests
Overdue Regquests

Completaed Regquests

Planned Jobs
Planned Jobs next 7 Days

Planned Jobs in Progress
Overdue Planned Jobs

Completed Planned Jobs

Vehicle Booking Administrator
Outstanding Vehicle Requests

Outstanding Voucher Reguests

Bookings for Today

Click on Contract
Management to open
the section
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Workflow process

In the Contract Management module when a new contract is created the status of the contract goes through a
workflow process from going out to tender, managing the life of the contract then reviewing and renewing contracts.
There is also a number of automatically generated notification emails sent to the notify person when the expiry dates
in Expiry Notification tabs are expired. When the escalation Notify Date is expired the notification is sent to the
person who the Notify person reports to.

New Contract

.7 Favarites |BWSMpIannet | |

&« +% Home a User : Annz Tester Logout
FM-Work - ) ) ) )
Confract Details | Sites  Expiry Motification
REM
Ref No |
Sustainability
Name |
Vehicle Booki
s . Classification |- Select Classification - Vl
Vehicle Administration Type |- Select Contract Classification - Vl
Locations Supplier Selaect Supplier -
Asset Management Owner |Anna Tester Vl
. Contract Start Mull -
Reporting
Visitor Management Contract Expiry Hull -
Contacts Their Ref | |
Ralocation Annual Amount
OHES Payment Frequency |- Select - Vl

Document Library

Contract Management

|o New Contract |

"4 Contract List

0 Reference Data

My Details
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When a new contract is created the default status is Proposed. The status can be changed via the respective button
in Manage Contract Status. The status changes (Out To Tender, Cancelled, In Progress, Renewed, Under Review,
Terminated, Expired) are logged. Documents relating to the contract can be uploaded in the Documents tab.

77 Favorites | @ wsMplannet | |

« 2% Home a User : Anna Tester Logout
Contract Details | Sites  Expiry Motification  Documents  Log
Ref No [c-oo01 Status Type [Pending |
Sustainability
Name [Clezning Contract Status [Proposed |
Vehicle Booking
Manage Contract Status
Vehicle Administration Classification | Procurement vl Cancel _| | Out To Tender |
Locations Type |Servi|:e B Maintenance v|
Asset Management Supplier - Select Supplier -
Reporting Owner |Anna Tester Vl
Visitor Management Contract Start 15/02/z201||*
Contacts Contract Expiry 19/02/201|| =
Relocation Their Ref |s&0-co-007
Annual Amount
Docurment Library Payment Frequency
Contract Management
9 New Contract
. Contract List Save Il Back |
’ Reference Data
My Details
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Workflow process ( continued )

Once the status is changed to In Progress and the Contract Start Date, Contract Expiry Date, Annual Amount and
Payment Frequency is entered the Schedule of Rates can be generated using Generate Schedule of Rates button.

77 Favorites | @ wsMplaninet | |

« B Home a User : Anna Tester Logout

FM-Wark
ContractDetails | Sites  Expiry MNotificaton  Documents Log  Schedule of Rates

Ref No [8510 Status Type [Active |

Sustainability

Name |Squee|-c|',r Clean Cleaning | Status |In Frogress |

Vehicle Booking
= Manage Contract Status

vehicle Administration Classification |- Select Clazzification - v| || Under Review |
Locations Type |- Select Contract Type - v|
Asset Management Supplier |Squee|-c',r Clean Cleaning Vl

Owner |- Select Qwner - v|

Reporting

Visitor Management

Contract Start

1/07/2003| *

30/06/201|w

Contacts Contract Expiry
Relocation Their Ref |901.2 |
Annual Amount
Document Library Payment Frequency | - Select - w | | I Generate Rate Schadule I |
Contract Management
e Mew Contract
".‘ Contract List Save | | Back

’ Reference Data

My Details
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Schedule of rates

The schedule of rates will be generated based on the Start date, Expiry date, Annual amount and Payment
frequency and will provide that details like Amount due ,Notify date and Notify person. Notification emails will be sent
to the Notify person automatically. The Notification dat

77 Favorites | D wstplannet

« % Home 8 User : Anna Tester Logout
FM-Wark ; . . ; )
Contract Details  Sites  Expiry Motification  Documents  Log  Schedule of Rates
Al
Sustainability Start Period End Pericd Ambunt Motify Person Notify Date Motified =
Vehicle Booking =
— i ijoi/201i0 21/01/2010 £5,000.00 Anna Tester ijoijz010
Vehicle Administration L
2 i/o2/2010 28/02/2010 £5,000.00 Anna Tester 1/02/2010
Locations
3 1/03/z010 31/03/2010 £3.,000.00 Anna Tester 1/03/2010
Asset Management
£ 1/04/2010 30/04/2010 53,000.00 Anna Tester 1/04/2010
Reporting
L — =1 1/05/z010 31/05/2010 $3,000.00 Anna Tester 1/05/2010
Visitor Management
=} 1/06/2010 30/06/2010 53,000.00 Anna Tester 1/06/2010
Contacts
7 1/07/z2010 31/07/2010 £3,000.00 Anna Tester 1/07/2010
Relocation
8 1/08/2010 31/08/2010 £5,000.00 Anna Tester 1/08/2010
- sianinar A Antaninas A #= ann an PR S IR LY P el
Docurment Library _ R
Sat Notify Date l:l days before Start Pariod
Contract Management
- | Save Schedule of Rates |

9 Mew Contract

. Contract List

’- Reference Data | Save | | Back |

My Details
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Workflow process ( continued )

When the Status is changed to Renewed, Cancelled, Under Review or Terminated reason has to be entered for the
status to change.

57 Favorites | ) w3Mplannet | |

« “ Home a User : Anna Tester Logout

FM-Waork

S EM Enter reason for Renewal and press Save to renew the Contract

Sustainability

Vehicle Booking Reason

Vehicle Administration

Locations Save | | Back

Asset Management
Reporting

Visitor Management
Contacts

Relocation

OHES

Document Library

Contract Management
0 Mew Contract
L, Contract List

0 Reference Data

My Details
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Workflow process ( continued )
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When a contract is renewed the previous contract from which it came can be viewed using View Previous Contract
button. The renewed contract will have the same reference no as the previous contract and will have a status In

Progress.

¢ Favorites | e WaMplannet

« 2¥ Home

Sustainability

a User : Anna Tester

Contract Details | Sites

Logout

Expiry Notification

Documents Log

Schedule of Rates

Ref No

Name

[oo010

| I View Previous Contract I

[client - HzEE

Status Type

[Active |

Status

| In Progress |

Manage Contract Status

Document Library

Contract Management

() New Contract

“\ Contract List
@ Reference Data

My Details
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c e F c i b = 3
Vehicle Administration Classification | Pracurement | Renew Terminate | | Under Review |
Locations Type |Servi|:e B Maintenance v|
Asset Management Supplier |- Select Supplier - v|
Reporting Owner |Anna Tester Vl
o f03/ -
Visitor Management Contract Start 18/03/201
Contacts Contract Expiry MNull -
Relocation Their Ref [Fag-2010 |
Annual Amount 560,000.00
Document Library Payment Frequency | Monthly Vl | Generate Rate Schedule
Contract Management
9 New Contract
| Contract List Save || Back
’ Reference Datz
My Details
i Favorites |°W5Mp\amgt ‘ | f - B [ @ - Page- Safety - Too
&4 User : Anna Tester Logout
eropozed Cout To Tender [lin prograss Frensved
Status
Cunder review Cezncelled [hrerminsted Cescpired
Sustainability
Name Classification Type Status Start Date End Date Supplier
Vehicle Booking
WVehicle Administration ACCS Dry Food Procurement Strategic Purchasing In Progress 5/04/2010 4/03/2011
Locations o010 Clisnt - HSBE Procurement Service & Maintenance Renewed 1/01/2010 31/12/2012 $180,000.00
Asset Management 00010 Client - HSBE Procurement Service & Maintenance In Progress 18/03/2010
Reporting PC-0809-00010 Flumbing Contract - Paacafull In 1/07/2008 30/06/2010 Handy Plumber
Visitor Managemeant CON-08-020 Info-Fast Technolgy 2008-2010 In Prograss 4/08/2008 3/08/2010 Info-fast Technology
Contacts ELE020 Shock Electrial - 2 yr In Progress 18/08/2008 18/08/2010 Shock Electrical
Relocation 8910 Squeskly Clezn Cleaning In Brogress 1/07/2009 30/06/2012 Squeeky Clean

Cleaning
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Contract List Summary Screen

Click on contract list to see view screen with details

57 Favarites |°W5Mp\annet | ‘ M- [ @=h - Page~ Safety~ Too
&4 User : Anna Tester Logout m
[eropozes Cout To Tender [t~ progre== [Frenew=d
[under Review Cezncslled [Chrerminated Cexpired
Name Classification Type Status Start Date End Date Supptier Total Value
Vehicle Administration Accs Dry Food Procurement  Strategic Purchasing In Progress 5/04/2010 a/03/2011
Lacations ooo10 Client - HSEE Procurement  Service & Maintenance Renewed 1/01/2010 31/12/2012 £180,000.00
Y P — 00010 Client - HSBE Procurement  Service & Maintenance In Progress 18/03/2010
Reporting PC-0809-00010 Plumbing Contract - Peacsfull In Progress 1/07/2008 30/06/2010 Handy Plumber
Visitor Management CON-08-020 Info-Fast Technolay 2008-2010 In Progress 4/08/2008 3/08/2010 Info-fast Tachnelogy
ELE020 Shock Elactrial - 2 yr In Progress 18/08/2008 18/08/2010 Shock Electrical
Relocation 810 Squeekly Clean Cleaning In Progress 1/07/2009 30/06/2012 gﬁ:::i:; Clean

Document Library

Contract Management

erence Datz

My Details

Reference Data

Reference data is used to define Contract Classification and Contract types.

57 Favarites |°W5Mplannet | |

« % Home ﬁ User : Anna Tester Logout
Contract Classification | Contract Types |

Sustainability Classification Active

Vehicle Booking

Client
Vehicle Administration

Other
Locations

Procurement

Asset Management

Receivables
Reporting

Visitor Management

Contacts

Relocation

Document Library

Contract Management

9 New Contract

[ Contract List

My Details

Add |[ Edit ][ Delete

Note: If you have Contract Management module then new contracts can be added and the existing ones can be
edited from WSMPlannet .The Budgets for these contracts can be added from WSMenterprise by editing the
contract.
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Documents
WSM Contract Management can store vital documents relating to specific contracts within the system.
These can be quickly retrieved in just a few short steps. Store any kind of Document (Word, CAD Plans,

Pictures as JPG/GIF/etc, Excel Spreadsheets, Email Correspondence, etc) in the
database.

~

Reports

Reports relating to contracts can be easily generated with all contract fields able to be included; by type
and/or by status, owner, site, dates, and supplier.

Data Export

The Contract Management module has the ability to export information into Excel so that a list can be pub-
lished on SharePoint. The information included in the list are contract number, contract name, supplier,
expiry date, owner, type and status.
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