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How to Use the Contract ID: Introduction

The ‘Contract ID’ field is located under the ‘Billing’ section and can be used to enter relevant information 
that needs to be recorded for each customer purchase order.

Example:
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How to Use the Contract ID: Steps to Follow

First, click on the customer's account.



How to Use the Contract ID: Steps to Follow

Click on the NEW SERVICE option located in the bottom bar.



How to Use the Contract ID: Steps to Follow

Search for the service you need to provision.



How to Use the Contract ID: Steps to Follow

Once you find the service, select it and click the NEXT option.



How to Use the Contract ID: Steps to Follow

Accept the terms and conditions if you haven't done so already, and click the NEXT option.



How to Use the Contract ID: Steps to Follow

Enter the required product information, and in this window, you'll find the Contract ID field under the
Billing section. Enter the purchase number or any other relevant detail to identify the purchase.



How to Use the Contract ID: Steps to Follow

Once the information is entered in the Contract ID field, select the NEXT option.



How to Use the Contract ID: Steps to Follow

Next, in the Order Review tab, double-check the subscription details.

To complete the process, click the Finish button.



How to Use the Contract ID: Steps to Follow

Once the service is provisioned, you’ll see the information you entered in the Contract ID.



How to Use the Contract ID: Steps to Follow

You can also edit or delete the information entered in that field by clicking the pencil icon, followed by the
check icon and save option.
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