
USER MANUAL CREATE  
CONTRACT

The Create Contract page lets you set up customer rental agreements by entering contract details, customer information, office and 
billing addresses, and billing contact details before proceeding to the next step.



Create Contract

This is the “Create Rental Bin Contract” 
menu.
 In this menu, you can perform the following 
actions:

1. Customer Lookup
2. Fill in the Form and click “Next 

Step”
3. Add Bin Site
4. Accept Contract
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Customer Lookup

Use this feature to quickly find an existing customer. It helps you pull up their details instantly, making it 
easier to continue with the contract process.



Customer Form

Form Rules

● All fields marked with (*) are 
mandatory. Make sure these are filled 
in before moving forward.

● Once you’ve completed all customer 
order details, click the “Next Step” 
button to continue to the payment 
process.



Add Bin and Site

● After you finish filling in the order details form, click “Add Bin and Site”.
● Complete the Add Bin and Site form, then click the “Add Bin and Site” button at the bottom right 

corner.
● Once all details are added, click the “Next Step” button to continue.



Contract Review

● After reviewing the contract, click “Decline Contract” or “Accept Contract” to 
complete creating the Rental Bin Contract.

● The “Action” button provides two options: Open Page Contract and Resend 
Contract.

● The “Three Dots” button gives three options: Add Service Pricing, Resend 
Contract, and Add Comment.


