Adding a Contract in VIVE for Site

Conditional Renewals

1 Click on contracts.
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2  Click "ADD CONTRACT"
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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."
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5 Use the date of the General Liability Policy as the "Contract Expiration Date."
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Use one month prior to the insurance expiration as the "Cancellation Alert
Reminder Date."
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Contracts - Add Contract
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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.
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9 Click "SAVE AND CONTINUE"
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Search for and select the property. We should enter a new contract for each site
10 . :
that had a signed exception form for the vendor.

Contracts - Choose Site
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= Below, select a site to attach contract to.

= Once site is selected, a form will be populated with the Site’s Primary Contact

= You can edit the form to use your own contact for this contract if you would like.
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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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Choose Primary Site Contact

First Name* Last Name* Job Title
Haley Flannigan AE
Mobile / Primary Phone* Ext. Work / Secondary Phone Ext. Email*
(617) 532-8656 | E, S hflannigan@barkanca.com
Address™ Address 2 City* State* Zip Code*
7 Wells Ave. Newton Massachusetts ~ 02459
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12 Select the vendor.

w7 MYy INVOICES » wr parkan ivanag ~ < parkan mManag ~ > rowerrorm si » " Reserve runa A % OCINDE | Works Ead MVE Vive A 2
app.getvived.com/client/228/contract/1081/vendorSelection

Select a Vendor

« Below Select a Vendor to assign Contract to.
« Once a Vendor is selected, a vendor contact form will appear with the vendor's primary contact info populated.
« Edit the Contact info with a different contact if you wish.
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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"

tact Info
o Boatwright's Loop District LA
Haley Last Name: Flannigan Job Title: AE
re: (677) 532-8656 Ext:
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7 Wells Ave. Address 2:
Newton Zip Code: MA Zip Code: 02459
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