Step-by-step user guide for Microsoft Business Central's
Service Contract functionality:

The
service

contract
specifies:

The common -

transactions °
for managing
signed service
contracts are: .

* The customer

* The starting date of the contract

* The service period

® The response time

¢ The bill-to customer

* The invoice period

¢ The annual amount charged

* How the annual amount is calculated
e Whether the contract is prepaid

* The prepaid and income accounts

Changing the owner of a service contract.
Adding a contract line to a service contract.
Copying contract lines to a service contract.

Updating the annual amount of a service
contract.

Invoicing a service contract directly.

Removing a contract line from a service contract.
Canceling a service contract.

Creating a credit memo for a service contract.



e (Create Contract Invoices

Five batch jobs ¢ Create Contract Service Orders
on service e Update Contract Prices
contracts: e Post Prepaid Service Contract Entries

e Remove Contract Lines

You invoice a service contract directly from the Service Contract
window if the work date is not earlier than the next invoice
date on the contract.

For prepaid service For non-prepaid

contracts service contracts

¢ The next invoice ¢ The next invoice
date is the first date date is the last date
of its invoice period. of its invoice period.

Step 1: Setting up Service Contracts

To set up service contracts in Microsoft Business Central, navigate to the Service
Contract Template page. Here, you can create a service contract template by entering
details like start date, end date, customer, service type, and pricing.
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Step 2: Creating a Service Contract

Once we've set up our service contract template, we can create a new service contract
from the Service Contracts page. Select the customer and fill out the required details

like start date, end date, and service type.
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items, we need to provide other details:
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Step 3: Adding Service Items

Add service items to the contract, along with their prices, and any other relevant
information.
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Step 4: Create a service order based on the actual requirements.

We can create service orders based on the scheduled dates or actual requirement.



We can do this by running a report named Create Contract Service Orders. We need
to specify starting and end dates, and specify the service contract numbers if needed.
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We can view all service orders created from a service contract.
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Step 5: Creating Invoices

Create invoices for the service contract based on the billing frequency, like monthly
or quarterly. This can be done either manually or using automatic invoicing.
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Step 6: Tracking Service Contract Performance

Track the performance of the service contract, including service lines completed,
invoicing, and revenue. This will help you stay on top of your service contract
obligations and profitability.

6 Contract Statistics /o =g :_ (=1

SC-00002

General

Resources Items Costs & G/L Accou... Service Contracts Total

Invoiced Amount 0.00 0.00 0.00 0.00 0.00
Discount Amount 0.00 0.00 0.00 0.00 0.00
Cost Amount 0.00 0.00 0.00 0.00 0.00
Profit Amount 0.00 0.00 0.00 0.00 0.00
Profit % 0.00 0.00 0.00 0.00 0.00
Prepaid Amount 0.00 0.00
Total Amount 0.00
Profit Amount 0.00
Profit % 0.00

Step 7: Renewing Service Contracts

When the service contract is about to expire, we can choose to renew it, which will
create a new contract with the same details as the original one.



Overall, service contract functionality makes it easy to manage and track service
contracts with customers. By following these steps, we can effectively use this feature
to streamline our service contract management processes.

Notes:

1. Service Contract CR/Adj Notes:
We can use a contract service CR/Adj Note when a customer cancels a prepaid
service contract or removes a service item from a prepaid contract. We can also
use it to correct an erroneous service invoice.
To automatically create a CR/Adj Note when contract lines are removed from a
service contract, on the Service Contract page, on the Invoice Details FastTab,
select the Automatic CR/Adj Notes check box.
To manually create a CR/Adj note when contract lines are removed from a
service contract, on the Service Contract page, choose the CR/Adj Note action.
2. Updating and evaluating contracts:
Sometimes we have to change the terms of a contract after it has been
created. In most cases, we can open the relevant contract on the Service
Contract page, and change it as necessary.

We can change the status of the contract, initially set to Locked, add and
remove contract lines, and cancel a contract. If We want to see how our
business is doing as measured by gain and loss, we can do quick business
analysis using the contract statistics feature.

3. Changing the Service Contract Status:
After the service contract is signed, the Change Status field value is
automatically set to Locked. If we want to modify information in the service
contract or service contract quote, first we have to change the status of the
contract from Locked to Open. We cannot create service invoices for the service
contract with the Open change status. After the contract is modified, we have
to change the status back to Locked to make it possible to create service
invoices and ledger entries for the service contract, which includes the changes
that we made to it.

4. To cancel a service contract:
We may need to cancel a service contract when the contract has expired or has
been cancelled by us or the customer.
In the Cancel Reason Code field, choose the relevant reason code. To add more
reason codes, choose the Advanced action.
If the check box in the Use Contract Cancel Reason field on the Service Mgt.
Setup page is selected, we must specify a cancel reason code when cancelling
contracts.
In the Status field, choose Cancelled.



5.

If there are unposted invoices, CR/Adj Notes, or opened prepaid entries for the
contract, a confirmation message will appear. In the message box, choose No
to return to the contract and post the documents, or Yes to continue the
cancellation process.

Add a contract discount to service contract:

We can add contract discounts on services for service contracts. The discounts
can be on spare parts in particular service item groups, on resource hours for
resources in particular resource groups, and on particular service costs.
Change the owner of a service contract:

We may need to change the owner of a service contract. If a service item in a
service contract is registered in noncancelled multiple contracts owned by the
same customer, then the owner of all service contracts that include this service
item and of all other service items included in these contracts is updated
automatically.

Service items and contracts can be related. Changing the owner of a service
contract can affect these relationships.

For example, suppose service item No. SERITEM-8232 is included in contracts
SC-00002 and SC-00003. Contract SC-00003 also contains service item No.
SERITEM-7522, which is also included in the contract SC-O0005. In this case, the
owner for all three contracts and service items will be changed.

Post prepaid contract entries:

We must regularly post prepaid contract entries, thereby transferring the
prepaid payments from the prepaid contract accounts to the regular contract
accounts. For this we need to use Post Prepaid Contract Entries report.
Multiple Contracts:

Depending on your service level agreements with a customer, we may have to
handle a service item under more than one service contract.

By handling a service item under multiple contracts, we can do the following:

e Issue different contracts for the same service item.

e Service parts separately.

e Consider different skills that are required to service different aspects of a
service item.

o Specify different response times and frequencies in servicing different
parts of a service item.

e Address different kinds of activities to be performed on a service item
when the service item requires different types of service in different time
periods.

e Select and assign an appropriate contract number to a service item line
when you are creating a service order.

¢ Handle relevant financial information about service items and service
level agreements.



Key Reports:

1. Service Contract Detailed Report.
2. Service Contract Customer Report.
3. Service Contract Salesperson Report.



