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Agenda
The  guide is for user to create supplier contracts in the Qornerstone Estate (QE) Maintenance Module. 
The Guide will contain 

1. Creation of  New Supplier Contract*

2. Reports

3. Setting up alerts

* Setting up of eFams App has been discussed in 3. Raising a Work Order and would be not be discussed here



Workflow 1.
New Supplier 
Contract

Introduction

There are 2 options to create a supplier 

contract. 

1) Go to Maintenance Module - > Maintenance 

Supplier –Supplier Manager – New Supplier 

Contract

2) Go to Control Panel – > Data Import -> 

Maintenance -> Import Budget Codes as per 

B. 

- This guide will focus on option 1. 

Note: 

- The supplier contract set-up is unique to 

the MCST .

- The supplier listing has to be setup prior 

to creation of supplier contracts. 
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Workflow 1. 
(cont’d)

Creation of a New Supplier Contract

• Go to Maintenance Module - > Maintenance 

Supplier –Supplier Manager – New Supplier 

Contract.

• A new page will appear where the current 

supplier listing is shown .

• User can either manually scroll  under the 

page  to select or use the search button to 

chose the  Supplier 

A
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Workflow 1. 
(cont’d)

Creation of a New Supplier Contract

• Go to Maintenance Module - > Maintenance 

Supplier –Supplier Manager – New Supplier 

Contract.

• A new page will appear where the current 

supplier listing is shown .

• User can either manually scroll  under the 

page  to select or use the search button to 

chose the  Supplier.

• Select the supplier “Sembwaste Pte Ltd & 

input the details . 

Note:

• Items highlighted in Bold are mandatory 

fields to input

• The fields will be explained in the next side



Workflow 1. 
(cont’d)

Mandatory Fields 

1. Project Title: Description of the Supplier Contract

2. Contract Type: Supplier Category. Example: Waste recycling, Cleaning , LEW

3. Contract Start & Contract Expiry: The start & expiry of  the supplier’s contract period. 

4. Contract No: The no is auto generated if the contract is created manually. If the user is using the import template to create the supplier contracts. The format is advisable to be 

set in this format Prefix(MCST)/TC/YYMMXXXX,( X denotes a numeric value and up to max value of 4 digit ) . Example : CSDEMO (MCST)/TC/22(YY)11 (MM) 0001 (XXXX)Please 

note the contract no is unique and cannot be repeated, 

5. Reference No : This is the contract number of the term contract. If there is none, user can create the reference no in their desired format or create  in the following format

(MCST/Name of Contractor: CSDEMO/SEMBWASTE) 

Optional Fields ( These are optional fields to input ) 

1. Supplier Details

2. Contract Details

3. Security Deposit Details

4. Terms & Condition

5. Remarks

6. User can upload the term contract of the supplier under tab 

( see screenshot) 



Workflow 1. 
(cont’d)
Import of Supplier Contract

• Go to Control Panel –> Data Import-> 

Maintenance - > Data Import for Supplier 

Contracts.

• User can prepare the supplier contracts ( 

screenshot B) in excel format and saved in 

CSV format . Alternatively, user can download 

the template and copy the data into the CSV 

template.

• This flow is advisable if the user has more

than 5 supplier contracts to create. 

A
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Workflow 1. 
(cont’d)
Renewal or extension of Supplier Contract

• User has 2 options when comes to Supplier 

contract renewal

1) Extension Date : This field can be used if 

the supplier contract’s  period is extended to 

another period via mutual consent and/or 

the reference no ( contract no) remains 

unchanged . User can use the edit button 

and update the extension date . 

2) Renew Contract (screenshot A & B)  : This 

field is used if the supplier contract has 

expired and the contract no ( reference no) 

has changed .  User can click on the renew 

button and a new supplier contract will 

appear. The start date will be based on the 

previous contract expiry date and the 

expired contract no is indicated in the “Copy 

From”

B
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Workflow 2

Reports

• Go to Maintenance Module - > Reports > 

Supplier Reports ->  Supplier Contract 

Listing

• User can have the option to download 

the report in Excel or PDF 

• Alternatively the user can click on the 

search to refine the search criteria

Note: The supplier contract listing is unique 

and can be only be extracted at MCST level. 



Workflow 3

Alert Setup

• Go to Control Panel  -> Company -> 

Lookup Tables -> Maintenance -> 

Supplier Contract Expiry Alert Setup. 

Screenshot A

• In screenshot B, user can click on 

“New” . User can select the Property 

and input the no of days prior to the 

supplier contract’s expiry

• Purpose of this setup is to  notify 

user “X” no of days before the 

actual expiry as such the user can 

do the necessary renewal or 

extension.  This setup is linked to 

the alert notification which will be 

discussed in the next slide

A
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Workflow 3

Alert Setup

• Go to Control Panel  -> Company -> 

Lookup Tables -> Maintenance -> 

Supplier Contract Expiry Alert Setup. 

Screenshot A

• In screenshot B, user can click on 

“New” . User can select the Property 

and input the no of days prior to the 

supplier contract’s expiry

• Purpose of this setup is to  notify 

user “X” no of days before the 

actual expiry as such the user can 

do the necessary renewal or 

extension.  This setup is linked to 

the alert notification which will be 

discussed in the next slide
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Workflow 3 (cont’d) 

Alert Setup

• Go to Control Panel  -> Company -> 

Alert Setup -> Maintenance -> 

Supplier Contract Expiry Alert Setup. 

Screenshot A

• In Screenshot B, user can click on the 

edit button to update the details to 

suit their operational needs. 

1) Alert Name

2) Message Subject

3) Message Header 

4) Alert Frequency :  User can set the 

no of frequency to alert the 

recipients before the actual expiry. 

5) Repeat Alert – the no of times the 

alert is send out within the same 

day. This is link to “Alert Period”.  

6) Alert Period : The normal operating 

hrs and is linked to the “Repeat 

Alert”. 
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Workflow 3 (cont’d) 

Alert Setup

• Under the Alert Recipients , use need 

to enable the notification via email & 

desktop by checking on the box. User 

will need to set as active,

• Under the default Recipients, 

account that have access to the 

MCST will be notified 

• Alternatively, user can set the default 

receipts as inactive and add user to 

the alert list


