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Adding a Contract in VIVE for Site
Conditional Renewals

1 Click on contracts.

https://www.barkanco.com
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2 Click "ADD CONTRACT"

3 Put the vendor's name and "Site Conditional Expiration" as the contract name.
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4 Use the date of the signed Site Conditional form as the "Contract Start Date."

5 Use the date of the General Liability Policy as the "Contract Expiration Date."
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6 Use one month prior to the insurance expiration as the "Cancellation Alert
Reminder Date."

7 Choose E-Mail as the "Delivery Method of Cancellation Notice."
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8 Click "UPLOAD CONTRACT FILES" and attach the signed Site Conditional form.

9 Click "SAVE AND CONTINUE"
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10 Search for and select the property. We should enter a new contract for each site
that had a signed exception form for the vendor.

11 Using the manager or Account Executive as the "site contact" fill out the
manager's info and click "Save and Continue."
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12 Select the vendor.

13 Remove the vendor's contact and put Barkan Support's information so we also get
a copy of the communication. Save and Continue.
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14 Click "FINISH"


