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How to complete a business application
To capture a business application we follow the same steps to complete a customer application – but there are 
two differences:

1. The business information captured is different from a customer application.

2. KYC requirements:  in addition to the (1) copy of the NIN or Passport & (2) proof of address – you must also 
obtain and upload the (3) proof of business registration (this is specifically required for a business 
application).

In summary:

1. Capture the business details

2. Check service coverage

3. Create a quote

4. Upload the required KYC documents (x 3 as above)

5. Generate a Contract

6. Complete a manual signed acceptance or request an online contract acceptance

7. Check the status for Head Office approval

8. Check the status for the upfront payment from the customer

9. Schedule and book the customer installation



Business application: (1) Capture a new lead

By clicking ‘New Lead’ you create a new customer.



Business application: (1) Capture Organisation details

It is important to note that the fields highlighted 
in red are mandatory

Enter the required information – see example on 
next slide …

Choose ’Organisation’ from the drop-down box

Choose ‘Company Number’ from the drop-down box

The business registration # format is always RC + 6 digits



Business application: (1) Capture a new lead

Scroll down to complete the Postal Address section



Once all fields have been completed
click ‘Create Lead’

Business application: (1) Capture a new lead



Business application: (1) Capture a new lead

Scroll down …..



Business application: (1) Capture a new lead

Click ‘Continue’



Business application: (1) Capture a new lead

The new customer has been created

We now move on to the next step i.e. check coverage and 
generate a Quote - Click ‘New Quote’



Business application: (2) Generate a quote

Click on ‘Open Map’



Business application: (2) Generate a quote

Click ‘Check Coverage’

Use the “Map” or “Satellite” option.
Move the red location pin to the area where the 

installation must take place.  Use the ‘+’ to zoom in 
to find the exact location.  

Or
Type in the address under “Location Details”



Business application: (2) Generate a quote

Yes! Coverage is available – click the ‘x’ to close the 
window



Business application: (2) Generate a quote

Click ‘Capture Coordinates’



Business application: (2) Generate a quote

The exact location has now been pin-pointed and is 
automatically entered 

Next complete the Product Selection by choosing 
the relevant Service from the drop down list.  By 

default, the associated  Hardware will appear in the 
Hardware drop down list.

Scroll down ….

Click ‘Create Quote’



Business application: (2) Generate a quote

Scroll down & click ’Continue’



Business application: (2) Generate a quote

The Quote has been created – now generate the Contract ….
Click ‘Open Ticket’. 

Should the customer want a copy of the quote – click 
“Download Quote” to save to your desktop or click  “Email 

Quote” to the customer

On the next screen click ‘Edit Ticket’.



Business application: (3) Create Contract

Scroll down & complete the mandatory fields in the 
Business Details section – example on next slide



Business application: (3) Create Contract

Scroll down & check the Primary Contact & Postal 
Address section – example on next slide



Business application: (3) Create Contract



Business application: (3) Create Contract

If the Physical Address is the same as the Postal 
Address – tick the box

Make sure the ”Check for Cash” box is ticked.

Click “Upload Documents”



Business application: (3) Create Contract

Don’t forget the additional KYC document required 
for a Business application – see example on the next 

slide

Upload the required KYC document.
Assign the relevant label.

Click “Upload KYC / Vetting Document”



Business application: additional documentation

Click “Close”
Then  scroll back down to the bottom of the screen . . 



Business application: (3) Create Contract

Click “Update Customer”



Business application: (3) Create Contract

Scroll down to the bottom . . .



Business application: (3) Create Contract

Click “Generate Contract”



Business application: (3) Create Contract

Example of Contract

TO NOTE:

If the customer has requested a manual 
acceptance:
1. Download the Contract to your desktop
2. Print the Contract
3. Give the Contract to the customer to sign 
4. Upload the signed contract (which is 

covered in “Contract Acceptance”



Click “Proceed”

Business application: (3) Create Contract



Business application: (3) Create Contract



Let’s recap . . . 

We have now:

1. Captured a business customer (created a Lead)
2. Checked service coverage
3. Created a quote
4. Uploaded the required KYC documents
5. Generated a Contract

Now we move on to Contract Acceptance!  
The contract can be accepted manually or online.

Let’s find your customer first . . . the sequence is always the same:
Search Customer | Open Customer | Open Ticket | Edit Ticket . . . 



Contract Acceptance: (4) Find your customer

Click “Search”



Contract Acceptance: (4) Find your customer

Click on the Customer Name



Contract Acceptance: (4) Find your customer

Scroll down and click “Open”



Contract Acceptance: (4) Find your customer

Click “Open Ticket”



Contract Acceptance: (4) Find your customer

Click “Edit Ticket”



Contract Acceptance: (4) IF Manual Acceptance

Click “Upload Documents” to upload the signed 
contract

Once the signed contract has been uploaded – click 
“Manual Acceptance Received”

Upload the manual signed customer contract here

We now await Head Office approval – the sales process part is complete!!



Contract Acceptance: (4) IF Manual Acceptance

Test Test



Contract Acceptance: (4) IF Manual Acceptance

Test

Test

Test

Test



Contract Acceptance: (4) IF Manual Acceptance
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Business application: (4) IF Online Acceptance

To request an online acceptance
Click “Online Acceptance” this will take you to the 

email that will be sent to the customer as shown on 
the next slide . . . 



Business application: (4) Request online acceptance

Click “Request Online Acceptance”

xxx



You have now emailed the customer requesting an 
online acceptance.  Click “Close”

Business application: (4) Request online acceptance

xxx



Contract Acceptance: (4) Check Online Acceptance
Check if your customer has signed the ONLINE ACCEPTANCE
Search Customer | Open Customer | Open Ticket | Edit Ticket . . .

Yes! The customer has returned the online acceptance!!
The green blocks indicate the actions that have been completed

We now await Head Office approval – the sales process part is complete!!



Head Office approves the Contract

When Head Office approves the contract  - they send an email is sent to the customer 

advising the customer of:

1. The upfront payment required for the requested service

2. The attached proforma invoice for the upfront payment

3. The order will not be completed until the customer has made the upfront payment

Now we await Head office to 
approve the Upfront Payment



How to check the status of pending customers

On this menu under “Quotes” you can view and check the status of the quote (sale in progress) for all your customers:

• Waiting for Contract Acceptance from customer

• Waiting for Contract Approval from Head Office

• Waiting for Upfront Payment from the customer



There are 2 ways to check if the customers 
upfront payment has been received?

OPTION 1:  Search Customer | Open Customer | Open Ticket | Edit Ticket . . .

YES!!! The green block indicated the action is complete – the customer has paid the upfront payment!

We now need to Schedule the installation for our customer!



There are 2 ways to check if the customers 
upfront payment has been received?

YES!!! DONOTINSTALL LTD is waiting for Installation – which means he has paid the upfront payment
we are good to go . . . We now need to Schedule the installation for our customer!

OPTION 2:  Click on the JOBS menu – and go to “Installation Tickets”



Schedule the job: (5) for installation

Click “Create Job”



Schedule the job: (5) for installation

Click “Create Job”



Schedule the job: (5) for installation

Scroll down and click “Continue”



Schedule the job: (5) for installation

Scroll down and click “Schedule Job”

Select the Engineer & timeslot in the calendar



Schedule the job: (5) for installation

Scroll down and click “Continue”



Schedule the job: (5) for installation

If you wish at any time to know what the status is of the installation – always refer to Queued Jobs for the Job status i.e.
• Assigned to Contractor Person – in Installation queue
• In progress – installation in progress
• Requires Sign-Off – the installation is complete and awaiting Head Office sign-off



WELL DONE!  YOU HAVE COMPLETED A BUSINESS APPLICATION

To recap we completed the following steps from start to finish:

1. Captured a customer

2. Checked service coverage

3. Created a quote

4. Uploaded the required KYC documents

5. Generated a Contract

6. Completed a manual signed acceptance or requested an online contract acceptance & checked the status

7. Checked the status for Head Office approval

8. Checked the status for the upfront payment from the customer

9. Scheduled and booked the customer installation


