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How to identify contract rejection notes

In this section we will learn how to:

1. Select Sales to view Notifications

2. Check the status history

3. Edit the Ticket – upload and process the order



Awaiting Head Office contract approval . . . 

We have captured the order for this client and await 
contract approval from Head Office. . .

Where do we find notification that Head Office 
rejected the contract?



How to identify contract rejection notes

All contract rejection notes will always be listed in 
the SALES menu in the “Actions Required” Tab

Find your customer & click “Open”



How to identify contract rejection notes

Before you move to “Edit” the Ticket  …
– please do the following –
Check the STATUS HISTORY

The “Status History” will advise why the contract 
has been rejected e.g. outstanding or incorrect 
documents submitted. 

If this is the case - once you have obtained the 
required / correct documentation - move on to 
Edit Ticket               see next slide for example . . .

1

2 1

2

In this case there is no action as the 
contract was rejected because the owner of 
the business is under debt review.



How to identify contract rejection notes

Re-upload the relevant document/s
Assign the relevant label

Add then click “Process Order”
The status will then revert back to “awaiting Head 

Office approval”



The End


