
ACCESS SOFTWARE -
RATE CONTRACT 

TRAINING 



S.No Table of Content

1. Rate contract Excel sheet

2. Creating Vendor Master – OEM & Supplier

3. Creating Rate Contract

4. Upload RC

5. View RC Items

6. Creating RC Indent



 The RC Upload Format will be in RC upload page as shown below



 Step 1: Concatenate catalogue number with pack size and paste the 
same as values in catalogNo column. Formula used for concatenating 
is shown below

 Step 2: Concatenate with values of cat number, pack size with item 
description. Paste the same as values in itemDesc column. Formula 
used for concatenating is shown below



 Copy the Concatenated value and paste using paste special option -> 
Values



 Unit of measure is default and only number. 

 Rate will be so many number(s) of the pack size. quantity punched in 
the indent is for that many numbers of the pack size and item 
description. 

 Tax should be entered as percentage value (Eg. 0, 3, 5, 12, 18 & 28). 

 Before uploading, please verify that there is no duplicate Catalogue 
Number as it will not upload and show error..



 Go to ADD VENDOR Page
 Step 1: Search Vendor Name if it is not there, add the same
 Step 2: Vendor Name, Address, Country, GST No, PAN No, Phone No, Email id 

need to be entered and click save
 Repeat Step 2 for adding supplier detail also



 Already added vendor details will be shown below in the same 
page. So before adding a new vendor details check it and then 
add

 We can also edit the vendor details by simply searching the 
vendor name and update the information



 Then after adding the Supplier and OEM details go to Create 
Rate Contract Page and enter the details as shown below



 After creating the RC move on to next step that is to Upload the RC

 Here fill the details as given below

 Here select the vendor name so that data from DB will be fetched and it will be shown 
as a frozen field

 Select the Budget head, Level 2 and after that upload the Excel files which we created

 Before uploading, please verify that there is no duplicate Catalogue Number as it will 
not upload and show error..



 After uploading the RC we can check the same in View RC 
items page

 By searching the Budget code, Sub Budget head and OEM 
Vendor name we can search the items which was uploaded 
already



 Before creating a RC Indent, View RC items in the Employee role

 Indent type and Item type will be default as “RC” & “Consumables”

 Select Project No, Budget head, Sub Budget head and search the 
vendor name from the drop down list

 Based on the vendor selected the RC item will be searched and 
will be fetched from Database



 Then in select item, search by entering the item name (min of 3 characters) and the 

list of items will be shown as a pop up and select the items accordingly.

 The search can be made by either typing the CAT Number, Item Name, Description 
etc.,

 After selecting the items give the quantity and click add.

 Enter GEM Part id and Reason, Delivery location and Date and click submit
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