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1. Introduction 

As part of the Equipment Hire Software package, Users will have access to 2 Point of Sale Systems, namely: 

✓ The POS System accessed from the Grid by Administrators and Custom Users 

 

✓ And the dedicated retail POS System accessed by system Users classified as ‘Shop’ users 

Please note that the POS System will rarely be used as a stand-alone application without utilizing the rest of 

the features of the Equipment Hire Software package to manage rental items from the system too. 

In this document, we will not cover all the setup procedures as in our other ‘Basics’ manuals, and will only 

focus on how to: 

✓ Process cash sales 

✓ Post charges to a Customer’s Account 

✓ Process Account Payments 

✓ Issue Account Credit Notes 

✓ Process Supplier Pay-out transactions 

 

1.1 Shop Users 

We have created a User Master File for James Oliver and classified him as a ‘Shop User’. 

 

This User will not have access to the Grid or any other part of the system, unless a User Master File and 

Password has been created for another department too – which will give them access to it by entering that 

specific password upon login. 
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1.2 Shop Charges 

We have created only a few charges to demonstrate how to sell items from the Shop’s POS system. These 

respective charges have been classified as ‘Shop Items’ in the ‘Properties’ tab. 

A barcode can be entered if a barcode scanner is in use at the POS terminals. 

 

1.3 Pay-out Charges 

We have also created ‘Pay-out’ items to demonstrate how to pay a Supplier for items purchased from the cash 

drawer. Examples may include items such as milk, coffee, tea, printer paper, etc. which can be purchased from 

the local Supermarket. 
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2. POS Setup 

 

From the ‘Setup – Company POS’ menu option, the settings selected will influence not only the Front Desk’s 

POS system, but also the dedicated Retail POS system accessed by ‘Shop’ Users. 

2.1 Activating Overall Discount  

Here, the option to enable discount can be selected if discount is allowed, and the maximum discount 

percentage can be set. 

 

If activated, the Discount field will be accessible in both the POS screens, and overall discount will be allowed 

up to the maximum set discount percentage ONLY. 
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2.2 Quick Scan 

 

The ‘Quick Scan’ option has the following effect on the system when not ticked: 

When selecting a charge, the ‘quantity’ box appears, and the quantity for the selected item can be set. 

Discount for the specific line can also be allocated. 

 

 

If the ‘Enable Quick Scan’ option is selected, the User will increase an item’s quantity by double clicking on 

the charge until the required quantity is reached, since the quantity box will not be activated in the POS 

Systems. 
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3. Opening a Shift 

A Shift must be opened for a User to perform transactions. 

The Supervisor will log into Novtel using their Supervisor password, and click on ‘Supervisor Open Shift’. 

 

All available Users will be displayed on the left-hand side of the window. Simply double click on the User for 

whom a shift is to be opened, or click on the User and click on the arrow pointing to the right. 
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The User is now displayed on the right-side of the window, and the Supervisor can click ‘Accept’ if no other 

shift is to be opened at present. 

 

Note that no information is yet displayed in this screen since the User has not yet logged in after the shift were 

opened. 
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When the User now logs into Novtel, using his dedicated password, his Username is displayed at the top of 

the screen, and the Shift number allocated to him, is displayed near the bottom of the screen. 

 

The User’s Shift is now highlighted in pink in the Supervisor’s screen – indicating that the shift is open. As 

transactions are being performed, the Supervisor will be able to track all actions in real time. 

 



Equipment Hire POS – The Basics (V2)        © 2020 Novtel – All copyrights reserved 

 
Page 10 

 

  

4. Search Options 

Charges can be searched for by means of the following criteria, and the selected ‘Search By’ option will be 

displayed in the first column: 

• Code 

By selecting this option, the required charge code can be entered in the ‘Search For’ field and the ‘Enter’ 

key pressed on the keyboard. 

If matched, Novtel will highlight the charge in a faint grey line. 

 

• Description 

By selecting the ‘Description’ option, all charge descriptions will be displayed in the first column. 

The required charge description – or part thereof - can now be entered in the ‘Search For’ field and the 

‘Enter’ key pressed. 

Novtel will search for and highlight the matching criteria. 
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• Barcode 

Selecting the ‘Barcode’ search by option, the charge can simply be scanned with the barcode scanner 

device, and the matching item will be selected. 

 

• User Defined Fields 

In Novtel, 5 custom Charge User Defined Fields can be set up, and the required information can be 

entered per charge, and per User Defined Field option. 

If set up, a charge can be searched for by means of any of these fields.  

However: In our system, we have not set up our Charge User Defined Fields, and therefore, it is 

displayed according to the default descriptions. 
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5. Printing Options 

As we wish to demonstrate how documents will be displayed when finalizing transactions, our printing 

options are selected as ‘Screen Print’. 

 

However: Please note that at your company, definite printers will be set up to which your documents will 

print, and these can then be selected from the drop-down menu after being installed on the POS terminal 

or network. 
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6. Performing Cash Sales 

Cash Sales are defined by the fact that immediate payment is received for items purchased. 

The payment methods can be selected as either: 

✓ Cash 

✓ Credit Card 

✓ Cheque – if allowed by your company 

✓ And a direct bank transfer performed on the spot 

By default, the customer description will be indicated as ‘Cash Customer’, and this description will be displayed 

on documents printed from the ‘POS’ Terminals. 

 

However: Should a Customer Request that a specific description be displayed on the POS Documents – 

although it is a cash sale - the ‘Description’ can be overtyped in this field: 
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6.1 Selecting Charges 

A charge can be selected by either double clicking on it, or by clicking on it and clicking on the arrow pointing 

to the right. 

 

Depending on the setup performed by the system Administrator, the User will either encounter this quantity 

box where the quantity can be set in accordance with the number of items purchased, or the User will keep 

on double clicking a charge until the required quantity is reached. 

In this case, the customer is purchasing 2 lawnmower blades, and we will enter the quantity as 2. 

No discount is applicable, and therefore we will leave the percentage at zero and click ‘Accept’. 
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As the blades are charged at R250.00 each, and we have selected the quantity as 2, the ‘Payment Due’ total 

is indicated as R500.00. 

 

To add more charges, repeat the process until all items are listed here. 

 

 



Equipment Hire POS – The Basics (V2)        © 2020 Novtel – All copyrights reserved 

 
Page 16 

 

  

Please note that remarks can also be added to the Tax Invoice if required. Simply click on ‘Remarks’ which will 

activate the field where the remarks are to be captured and click ‘Close’. 
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6.2 Cash Payment 

Very Important: 

Always select the correct method according to how the Customer is settling the ‘Payment Due’ amount, since 

the different payment types will be listed on the Cashup reports and the cash; credit card; cheque and bank 

transfer amounts must correspond with the selections made. 

1. When the Customer pays cash, this ‘Payment Type’ option is selected. 

2. The amount received from the Customer, is entered in the ‘Payment’ field.  

3. If the amount entered is more than the ‘Payment Due’ amount, Novtel will automatically calculate the 

amount in change to be handed to the Customer. 

4. Clicking ‘Accept’, the Invoice is produced. 
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The ‘Payment Type’ is indicated as ‘Cash’. 

The staff member is captured, as well as the shift number linked to him; the date and time the transaction 

was processed, and the receipt number. 

And at the bottom of the document, the Remarks entered previously will be displayed. 
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The Cash Drawer will open, and the Customer’s change must be handed to them. 

 

To start a new transaction, click ‘New’. 
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6.3 Credit Card Payments 

1. When the ‘Credit Card’ payment option is selected, the ‘Credit Card Number’ field is activated where the 

card number can be inserted, as well as the ‘Credit Card Type’ field from which the applicable card type 

is to be selected from the list of options. 

2. The payment amount will be entered by Novtel automatically in accordance with the ‘Payment Due’ 

amount. 

 

The Tax Invoice displays the method of payment, and the card settings as entered previously. 
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6.4 Cheque Payments 

Most companies do not accept Cheques as a method of payment anymore. Please ensure that you familiarize 

yourself with your company’s policy in this regard. 

Should the ‘Cheque’ option be selected, the ‘Cheque Number’ field is activated where the corresponding 

number is to be captured. 

The ‘Payment Due’ amount is also inserted in the ‘Payment’ field automatically. 

In this case, the Customer’s name – as displayed on the cheque – is entered for demonstration purposes. 

 

The Customer’s description – as overtyped – is displayed on the Tax Invoice, as well as the payment type and 

cheque number. 
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6.5 Bank Transfers 

When payment is received by means of a bank transfer and the proof of payment is received from the 

Customer, the ‘Payment Type’ is selected as ‘Bank Transfer’. 

This activates the ‘Bank Account Number’ field, as well as the ‘Bank Type’ option to be selected from the list. 

The ‘Payment’ amount is inserted by Novtel automatically. 
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7. Order Numbers 

Should an order number be supplied by the Customer, it can be entered here, and will be displayed on the 

Tax Invoice. 
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8. Processing Discount 

If allowed and set up, discount can be allocated to an overall sale. 

In this case, we have set the maximum discount at 5%, and cannot be exceeded by the User. Any percentage 

up to 5% will be allowed. 

We will now demonstrate how the ‘Payment Due’ amount will be influenced by changing the discount 

percentage to 1%, 2.5% and 5% respectively. 

The normal price for 100 refuse bags, is R40.00, and we have selected the quantity as 3. Therefore, the 

payment due amount is currently R120.00. 

 

Selecting 1% discount, the payment due amount changes to R118.80. 

 

 

 

 

Equipment Hire POS – The Basics (V2)        © 2020 Novtel – All copyrights reserved 

 
Page 25 

 

  

2.5% Discount changes the payment due amount to R117.00. 

 

And 5% Discount reduces the payment due amount to R114.00. 

 

When the Tax Invoice is produced, the allocated discount is indicated on the document as follows: 
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9. Removing Wrongly Selected Items  

Whenever an item was wrongly selected; the quantity is incorrect, or the Customer changed their mind and 

decided not to purchase an item after all, the line item can be removed before receiving payment. 

 

By clicking on it in the right-hand side of the ‘Sales’ window and clicking on the arrow pointing to the left, 

the item is removed from the ‘Selected Item’ section, and the ‘Payment Due’ amount is amended 

accordingly. 
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10. Reprinting a Tax Invoice 

A Tax Invoice can ONLY be reprinted from the ‘Sales’ window immediately after processing the payment and 

before clicking ‘New’ to start a new transaction. 

The ‘Reprint’ button will deactivate upon clicking ‘New’. 
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11. Posting Sales to a Customer’s Account 

Sales can be posted to a Customer’s Account, and payment will only be made at the agreed upon date, or 

when the credit limit has been reached. 

In this case, the ‘Account’ payment option is selected which: 

1. Removes the ‘Payment’ and ‘Change’ fields 

2. And activates the Customer Code and Description fields 

 

Clicking on the search option in the ‘Customer Code’ field, the ‘Customers’ window is opened. 

Selecting any of the ‘Search’ options at the bottom of the screen, all existing Customers are displayed, and the 

required existing Customer can be selected. 
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However: If the Customer does not yet exist in Novtel, a new Customer Master File can be created; saved and 

selected. 

To create a new Customer Master File, click ‘Add New’. 

 

1. Account Code 

An Account Code cannot be entered manually, and Novtel will automatically create the Code when all 

settings have been captured and the account is saved. 

2. Description 

The Description field will be populated by Novtel according to the settings entered in the following fields: 

• If this Customer’s Master File is to be created for a private customer and not a company, the entries 

made in the ‘Last Name’ and ‘First Name’ fields will be entered by Novtel as the ‘Description’. 
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• If a Company Name is entered, this field will be used to populate the ‘Description’ field 

 

3. Customer Category 

Customer Categories are created in the financial system and updated to Novtel. Each Customer can then 

be linked to a specific Category, relevant to the individual or company. 

4. Corporate Customer 

If the ‘Corporate Customer’ checkbox is ticked, the ‘Deposit’ options are hidden, and the Customer will 

be classified as an ‘Account Customer’. 

5. Order Number Required 

If an order number is required for a Customer, this option is selected. If not, leave the option unticked. 

6. Billing Interval 

The specific option according to which this Customer is to be billed, can be selected as either: 

• On Month End 

• On the 25th 

• On the 28th 

• Or no month end may be applicable 
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7. Postal Address vs Physical Address 

The Postal address may differ from the physical address, in which case, the fields will be populated with 

the respective information. 

However: If the Postal Address is the same than the Physical Address, only the ‘Postal Address’ field will 

be populated, and by clicking on the ‘Copy Postal Address to Physical’ button, the details will be copied 

and inserted in the ‘Physical Address’ field by Novtel. 

 

8. Tax Reference 

The Company’s tax refence number is to be inserted here to display on the Tax Invoice issued to the 

Customer. 

9. Credit Limit 

By entering a credit limit amount in this field, the Customer will be allowed to only accumulate charges 

up to this amount. If reached, no further transactions should be performed unless the outstanding amount 

is settled or significantly reduced. 

If no credit limit is applicable, a zero amount is entered. 
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10. Payment Terms 

Specific Payment Terms will apply to Account Customers, and the terms applicable to this Customer, can 

be selected. 

 

11. Personal Details 

The title for this Customer can be selected as either ‘Mr’, ‘Ms’, or ‘Mrs’. 

The initials are automatically derived from the ‘First Name’ field as entered by the system User. 

The date of birth is to be entered and the ‘Male’ or ‘Female’ option is to be selected. 

By ticking the ‘RSA ID’ field and entering an ID number, Novtel will check whether the ID number is valid. 

If not, Novtel will indicate in red that the ID number is false. 

 

If the ID number is valid, Novtel will indicate this fact in green. 
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12. Other Details 

All other details – of which some are mandatory fields to be populated - are to be entered. 

This Customer Master File is now saved by clicking ‘Accept’. 

 

The ‘Customers’ window is now displayed, and the newly created account is highlighted at the top of the 

list. Simply click ‘Select’ to link this Customer to the Account sale. 
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If an order number was supplied, it can be entered to be displayed on the Tax Invoice. 

The sale can now be posted to the Customer’s Account by clicking ‘Accept’. 

 

The Customer’s Account Name and Account Code is indicated on the Tax Invoice, as well as the fact that the 

sale was posted to the Customer Account. 

The Customer’s VAT number is also indicated on the document. 

The Customer is required to sign this document in recognition that the goods were received. This copy is to 

be retained by the system user and included in the Cashup documents at the end of their shift. 

 

A second copy will also be printed, which will be handed to the Customer. 
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11.1 Exceeding the Credit Limit 

As you would remember: We have set up a credit limit of R2000.00 on the account of the Customer, Smith 

and Sons. 

For demonstration purposes, we will now post sales to the value of an additional R1588.00 to this Customer’s 

account. 

The previous sale was R474.00. Therefore, the credit limit of R2000.00 will be exceeded since the available 

credit is only R1526.00. 

Novtel will not prohibit the transaction from being posted but will only warn the User that the credit amount 

is insufficient.  

Clicking ‘No’, the Payment Type can be changed for the Customer to settle the charges immediately, or an 

item can be removed to reduce the ‘payment due’ amount. 
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Clicking ‘Yes’, the Supervisor will have to enter their password to give permission for the credit limit to be 

exceeded. 

 

If the Supervisor consents, the transaction will be posted to the Customer’s account, and the Customer can 

make an account payment afterwards to reduce or settle the account balance. 
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12. Processing Account Payments 

Account Payments can be processed directly from the Shop POS screen, by clicking on the ‘Acc Payment’ 

button and selecting the required Customer Master File. 

 

1. The selected Customer is displayed at the top of the ‘Payments’ window 

2. Select the payment type used by the Customer to make a payment 

3. The current date will always be indicated as the ‘Payment Date’ but can be altered if payment was received 

on a different date. 

4. The ‘Payment Due’ amount is indicated here 

5. All outstanding invoices will be listed here 
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The payment amount – as received by the Customer – will be entered in the ‘Payment Received’ field. 

 

12.1 Manual Allocation 

Should the ‘Manual Allocate’ option be selected, the following will be true: 

The payment amount will be displayed as ‘Not Allocated’ since the specific invoices against which the payment 

is to be allocated have not yet been selected. 
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By selecting the specific invoices against which the payment is to be allocated, the payment will be allocated 

accordingly. 

 

12.2 Auto Allocation 

By selecting the ‘Auto Allocate’ option, Novtel will allocate the payment automatically. 
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Clicking ‘Accept’, and ‘Yes’ to proceed with the processing, the receipt is issued for the payment amount 

received. 
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13. Issuing an Account Credit Note 

A credit note can be issued for a specific Customer, and invoice, by clicking on the ‘ACC Credit Note’ button. 

 

Clicking on the ‘Select Customer’ button, the ‘Customers’ window is displayed, and the required Customer 

can be searched for and selected. 
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Next, all invoices linked to this customer, are displayed, and the applicable invoice can be selected. In this 

case, Invoice 3 to the value of R50.00. 

 

The item, or items linked to the invoice is indicated here. 
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A specific item can be selected and refunded, or the entire invoice can be refunded if required. 

1. To refund the entire invoice, the ‘Refund Invoice in Total’ checkbox is selected. The ‘Invoice Total’ and 

‘Credit Note’ total will correspond. 

2. Clicking ‘Accept’ and ‘Yes’, the Credit is processed without further communication to the User, and the 

‘Cancel’ button is selected to return to the ‘Sales’ screen. 
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14. Supplier Pay-out Transactions 

Items can be paid for in cash from the cash drawer and administrated from the ‘Sales’ window by clicking on 

the ‘Payout’ button. 

 

For demonstration purposes, we will select the ‘Payout Items’ option here to list all charges classified as 

‘Payout Items’ on the respective Charge Master Files – which in this case, are Items purchased from a local 

Supermarket. 
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Selecting the ‘Supplier Cash’ option, the specific existing Supplier can be searched for and selected from the 

‘Supplier Code’ search option. 

In this case, we have purchased items from Checkers, and this Supplier is selected. 

 

The method by which the Supplier was paid, is selected here, and the date upon which the items were 

purchased, is also selected. 
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By double clicking on an item, the quantity purchased can be set. 

 

The selected item and quantity are now displayed here, and the total is indicated in red. 
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More items can now be selected in the same manner, and the total is automatically calculated by Novtel. 

When done, click ‘Accept’ to process the pay-out transaction. 

 

The Supplier Payment document is now produced and must be included in the ‘Cashup’ documents at the 

end of the User’s shift. 
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15. The User Cash-Up Procedure 

At the end of the User’s Shift, they will be required to perform the ‘Shift Cashup’ procedure. 

This will require: 

✓ Counting the physical amounts in the cash drawer 

✓ Entering the amount of cash; and the amounts for payments received by credit cards, cheques, and 

bank transfers. 

Novtel will match these amounts and totals with the system totals generated during the user’s shift.   At the 

end of your shift, you will need to generate a POS Cash-Up Report, which will display all the system totals of 

the float as well as cash sales; account payments received from customers; sales posted to a customer’s 

account; credit notes issued, and pay-out procedures performed. 

Any variances or differences between the system totals and the amounts cashed up in the drawer, could 

indicate a possible shortage or a surplus; of which variances should be followed up and rectified immediately. 

The process is started by clicking on the ‘Cashup’ button. 
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1. In this case, the Shift Total for James (SFT00002) is displayed as R6090.00 which includes Cash Sales, 

Account postings and payments, credit notes issued, and the supplier pay-out procedure performed. 

2. This Shift Started on 8 December 2020 at 14:11pm 

3. As the Shift is still ongoing, an end date and time has not yet been captured 

4. At present, the Shift Status is indicated as ‘Open’ 

5. To proceed with the Cash-Up procedure, the ‘Money Count’ button is to be selected. 
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6. The ‘Shortage’ Amount is currently displayed as R 4028, and this amount corresponds with the ‘Shift Total 

Cash’ amount. 

7. The Account Total is displayed as R2062.00. This is the total for account payments received and processed 

during this shift. 

8. The Shift Total is the combined total of all amounts indicated. 
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1. As the User now counts all the money in the cash register (which includes the cash float), he will be 

required to insert the exact physical number of notes or coins, in the corresponding field here (and not 

the value of the notes or coins). 

In this case, the following number of notes and coins are present in the cash register, which includes a 

R400.00 float: 

✓ R200.00 notes x 2 

✓ R100.00 notes x 3 

✓ R50.00 notes x 9 

✓ R20.00 notes x 9 

✓ R10.00 notes x 13 

✓ R5.00 coins x 8 

✓ R2.00 x 6 

✓ R1.00 x 5 

Novtel will automatically calculate the amount in cash, and at this stage, the ‘Total’ and ‘Physical’ amounts 

corresponds with the ‘Cash’ amount. 
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2. Entering the float amount, the Physical amount is reduced since the float amount is deducted. 

3. The shortage amount in this case, has now been changed. 

 

4. As we have received a cheque payment of R139.00 during this shift, the amount is entered here. 

5. The combined total for all credit card payments – as manually calculated by adding up the credit card slip 

totals – is entered here. 

6. The total amount for payments received by means of a Bank Transfer during this shift, is entered here. 

7. The shift is in balance since the ‘Surplus’ amount is indicated as zero. The ‘Physical’ and ‘Shift Total Cash’ 

amounts correspond. 

8. Any applicable notes can be entered in this field and will be displayed on the Cashup report. 

9. To print the ‘Money Count Report’, click on this button. 
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Both the User and the Supervisor will sign the report after checking the cash and documents – which will now 

be handed to the Supervisor. 
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Clicking ‘Accept’, the ‘Money Count’ window is closed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Equipment Hire POS – The Basics (V2)        © 2020 Novtel – All copyrights reserved 

 
Page 55 

 

  

15.1 Cashing up and closing the Shift 

1. At present, this User’s shift is still open, and no end date and time has been captured yet. 

2. The Shift Summary, Detailed, and Daily Takings reports can be accessed from these buttons and either 

printed or saved, or both. 

3. Clicking on the ‘Cashup’ button, the shift is closed, and no transactions can be performed under this shift 

number anymore. 

 

The Shift End Date and Time is now captured. Clicking ‘Close’, the User will be logged out of Novtel. 
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15.2 The Supervisor’s Screen 

James’ Shift now displays the current date next to it – indicating that it was closed on this date. 

 

Clicking on the Shift, all transactions performed by this User during his shift, are displayed in the left-hand side 

of the screen. 

 

Equipment Hire POS – The Basics (V2)        © 2020 Novtel – All copyrights reserved 

 
Page 57 

 

  

The Supervisor will now perform the ‘Supervisor Shift Cash-up’ procedure for this User’s shift in order to send 

the data to the financial system. 
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