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G@[ Introduction

=

The Novtel Equipment Hire Software package
can be used to manage the following:

v' Tool Hire

Heavy Machinery Hire

Container Hire

Suit Hire

Photography or Video Equipment Hire
Lighting and Sound Equipment Hire

DN N N N NI

And much more

In this document, we will focus only on the basics of Ablution Hire services.

v
v

AN

<

Hire Items are to be created and linked to specific Categories and Sub-Categories

A Contract per site is created and linked to a Customer. One contract can manage the
rental of multiple hire items.

Deposits can be raised and paid on a contract.
Hygiene Schedules are set and managed.

Specific areas or sites are allocated to a Service Agent responsible for the servicing of the
ltems.

Hygiene Service Instruction documents are produced; a site sequence set, and the Service
Agent will capture the service details as they proceed from one site and item to another.

When the Service Agent returns after a service run and hands in their ‘Service Instruction’
documents, the hygiene consumables used can be added per item, and it will accumulate
on the Contract until the items are returned.

When an Item is returned later than agreed upon the contract end date, a ‘Late Return
Fee’ can be charged automatically - if activated.

If a Hire Item is damaged beyond repair, the Customer can be charged for the replacement
of the Item.

Upon returning Items the Invoicing happens automatically.

If the Deposit paid amount exceeds the Invoice total, a deposit refund can be done from
the Contract, and the affected accounts in the financial system will be listed on the
contract’s Deposit Tab.

A Contract payment for an outstanding balance can be processed from the Contract itself.
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L INTEGRATION

Novtel seamlessly integrates with Sage Pastel Xpress, Sage
Pastel Partner and Sage Evolution. GL Accounts and Entry
Types are set up in the financial system and are linked to
Novtel to ensure accurate financial posting.

Extensive financial reporting is then also obtained from
the Financial system.

Novtel Equipment Hire also integrates with Microsoft
Access; SQL; Word, Excel and Outlook, as well as other
Novtel Products such as Relations Management and
Access Control.

sage

Evolution

sage

Pastel

SQL
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@ @f Creating Contracts
g

# Novtel Ablution Hire Ultimate Standard 6.9.0.2 - [ltem Grid]
W File Edit Mndif}r Setup  Process  Reports  Help

Contracts are linked to Customers, and the Customer will receive
an Invoice for all rented items, services, hygiene consumables

o4

DntractAccount New Eu:Ilt Oct Dcl' ’7
Ll

2022 EEIEE

used, etc.

Either a Cash or Account Contract can be created, and if a
Customer is classified as a ‘Corporate Customer’, the ‘Contract
Account’ icon is selected.

Immediately, the ‘Customers’ window is displayed. If the
Customer does not have an existing Customer Master File
yet, click ‘Add New’, create, and save the account before
selecting it.

Refresh <F&:

It

Add Mew <F6x

Edit

However: An existing Customer Master File can be
searched for and selected by clicking on any of the
‘Search’ options in the bottom part of the window.

. Clicking on the required Customer, the ‘Select’ button is
+ Description @) i ] ’— . . ]
R R - R e clicked to link this Customer to the new Contract.
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ACCOUNTCUSTOMER

Account Code  |PEO0DO2

¥ Corporate Customer

| Bitng iterval_ [Fmborinre -] o
x

Extemnal Account Ref # Add Delivery Address
Desciiption *  [Peterson Construction
Site Code a Servics Sequence 0
Customer Category |5 - Construction Industry
Customer Code: () [PEDD02 [Peterson Corstruction
General | |_site Detaits | Fiivate Customer
Area Code: I I
D ‘ Site |Cont
Site Humber/ Code: I
Site Deseiplion: |
GPS [N/S) I'UUU-UUUUUU Format As: -031.123564
GPS [EA) I'UUU-UUUUUU Format As: -031.123564
Contact Person: I
Telephane; I
Maobils Phone: I
Fax Number: I
Ernail Address: I
Delivery Addiess
Add Edit Delete
Accept Cancel

Adding a Site

Proceeding to the ‘Site Details’ tab, the specific site to
which a rented item is to be linked, must be created.

1.

Provisional Customer Statement | Pastel Customer Statement | Accept | Cancel |
1
® Lvailable areas *
Site Code: I Servig [ Seach
Customer Code: IF‘EDDD2 Peter Search By ICDdB j
Area Code: I ‘, I Search For I
Site Murnber/ Code: I
Site Description: I Code | Description
DZBH Diaz Beach
EIFS (ke A | HeRD Heiderand
GPS [EAW]: 000000000 HMES Hartenbos
MBGE bozzel Bay Golf Estate
Contact Person: MCED I ossel Bay Busi istrict
MECD tonte Cristo
T elephone: I VREY Woorbaai
| Add Mew Area Occept ’l

By clicking ‘Add’, the ‘Add Delivery Address’ screen
is opened.

The ‘Site Code’ cannot be created manually, but
Novtel will allocate this code when the site is
saved.

The Customer Code and Description s
automatically entered according to the Customer
selected.

4. Area Code

Clicking on the search option in the ‘Area’ field, the list of
all pre-created ‘Areas’ is opened, and the applicable
option is to be selected. In this case, Mossel Bay Golf
Estate’.
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5. Site Number / Code

This field cannot be populated manually, and Novtel will allocate a unique code
here upon saving the site.

6. Site Description

Enter a description for this site which will easily be recognizable by the service
agent when performing their duties.

7. GPS Coordinates
Capture the specific GPS Coordinates for this site in the format indicated.

8. Contact Details

Specify the contact person for this site, as well as their contact details.

9. Delivery Address

Enter the physical address for this site and click ‘Accept’ to save it.

Adding a Site

B Add Delivery Address =
Site Code: I Service Sequence ]
Customer Code; IF'EEIEIIIIE IF'etersc-n Construction
Area Code: IMEBD &I IMDSSE| Bay Buzineszs District

Site Humber/ Code: @I_

Site Description: @I.ﬁ.partment Construction

GPS [N/S): el-UUU-UUUUUU Format As: -031.123564
GPS [Efw |":”:":'-':”:”:”:":":I Format &z -031.123564
Contact Person: @‘IGrant

Telephone: I

Mobile Phore: |082 123654

Fax Mumber: I

Email &ddress: Igrant@pcnnstruct.mm

Deliverny Address @'IWest Street

[Mossel Bay Golf Estate
IMDSSE| Bay

{E50d
Vﬁccept Cancel
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Account Code  |PEOOOZ ¥ Corporate Customer Biling Interval Or Manth End j |U— B
Esternal Account Fef - - .
Diescription *  [Peterson Construction [~ Order Mumber # Edit Delivery Address =
Customner Categorny |5 - Construction [ndustry [ — __'_J_ o w ¥ beedign Wil Site Code: FEOONZ/00T Service Sequence 0 i
o oot T Sicbowks | Cowedlodk | cusemtoe [0 [P ot The site has now been created successfully.
D ’| Site Contact Site # Area Code: |MEED |MDSSE| Bay Business District . A i . X [ ., e ,
c T Clicking on the Site and clicking ‘Edit’, the ‘Site Code’ and
R -~ Corncien ‘Site Number/Code’ fields have been populated by Novtel,
GPS [N/5): -000.000000 Format As: 031123564 , . . . . .
a5 (£ (900000000 Format s 031 123564 and the Customer’s Site is now identifiable by this code.

Contact Persor: ’Granti
Telephone: ’7
Mabile Phone: ’W
Fax Nurmber: ’7

Email Addiess: |grant@pconstruct.com
Add Edit Dielete Mew Contract | Dielivery Address M:sssteslt;ztﬁolf —
hozsel Bay
ACCOUNTCUSTOMER
T Account Code  [PEDORZ ¥ Comporate Customer Please note that multiple sites can be added per Customer,
 om . .
Extemal Accourt Bef | and a contract per site is to be created.
Description *  [Peterson Construction ™ Order Number Fequired In this case, we have created 5 different Sites for ‘Peterson
Customer Category |5 - Canstruction Industry e Tl Lselizn =il fiees Construction’ and will therefore also create 5 Contracts for
General T Site Details T Contract Detailz T the items to be rented by thiS Company.
D Site Caontact b aibile: Site #
PEOOQZ/001 Apartrment Construction Grant am
FEOOD2A002 Wi aterfront Construction L& m
PEOOQZ/003 W/ aterpark. Conztruction Faul o3
PEOOOZ/004 Fezidential Building Site Tiaan 024 456213 Qo4
FE 0002005 Industrial Park Construction [uinton 093 214887 005
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Description *

ACCOUNTCUSTOMER

Account Code  |PE000OZ
Extemal Account Ref

¥ Corporate Customer BilingInterval  [On Month End - o

|F'ele|snn Construction

[~ Order Number Required

Customer Category |5 - Congtruction Industy

j W Use Item Tariff Prices

Contract Details T User Defined Fields T Private Customer

General I Site Details I
1D Site: Contact Mobile Site #
Apartment Construction
PE0002/002 ‘wiaterfront Constuction Hein 083 953258 002
PEODOZ/003  |'Waterpark Constiuction \ Paul (81 764512 003
PEDO0OZ/004 Residential Buiding Site \ Tiaan 084 456213 on4
PEQN02/005 Industrial Park Construction ‘uintnn 083 214587 005
Ldd Edit Delete Mew Contract

Total Due

Credit
0.oo

Provisional Customer Statement Pastel Customer Statement ‘ Accept ‘ Cancel ‘

Creating a Contract per Site

A contract can now be created for a specific Site by clicking on it,
and then clicking on the ‘New Contract’ button.

1. The selected Customer’s Code and Description is linked to
this contract, and the ‘Customer Category’ the Customer is
linked to, is displayed in a green background colour.

2. The ‘Site Number’ and Description is displayed here

3. The ‘Branch’ for which the contract is created, is indicated
here.

# Contract Details

Contract Yolume §  [YTSEERyr

Customer Code - PEDONZ Peterson Construction )

Site Humber -

Branch

ESEI  Coniract Number: [

Canstruction Industoyg

ﬂ |.-’-'-.partment Construction a

. |MDSSE|BEI_'.-', b air Branch ﬂ 3

Last Increment Date : |2|:|22.-"1|:|.-"11

Monthly BRecovery Contract |
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® Contract Details

Contract Volume i XSRS 20221011 Contract Number:
Customer Code : FEOOD2 |Peterson Conztruction Construction | ndustry
Site Number : |F'EDDD2.:"DD‘I E |Apartment Construction Last Increment Date :
Branch . |Mossel Bay. Main Branch j
Th e G e n e ra I Ta b I General I T Hire Iteni T Man-Serial T Mon-Rentalz T Deposits T FPayment T Dietail Wiew T Fin.

In this tab the following details are found:

Invaice Mumber :

et o) ACCOUNT CUSTOMER
Credit Mote Mumnber :

Deliver/Collect -

Damy @ ]

Start Date : a 202241011 - EndDate: 02210110 - Fixed Date Contract [

1. Invoice and Credit Note Number

At this stage of the contract, these 2 fields are blank, and no information can be entered here manually. Once Items are returned, Novtel will
automatically create and insert an official Invoice Number.

2. Deliver / Collect

If the Hire Items are to be delivered to the site, the ‘Deliver’ option is selected. If the Customer is collecting the Hire Items themselves, the
‘Collect’ option is selected.

3. Start and End Dates

Some contracts are fixed contracts with a definite start and end date, and in such a case, the ‘Fixed Date Contract’ option is selected when
setting the dates.

If the dates are flexible, the ‘Fixed Date Contract’ option is not selected.

In this case, we will create the contract for 1 day only since we will use the daily increment billing option to add days to the contract until the
items are no longer needed and are returned.
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4. Order Number

If an order number is supplied by the Customer, it is to be entered in
this field. Or, if the option is selected on the Customer Master File
that an order number is required, the User MUST enter the order

number before the contract can be saved. Order Mumber - 0 |
Contract Status -@- | Provizional j
5. Contract Status
Container Mumber ; |EI
The status of a new contract will by default be displayed as
‘Provisional’ since no deposit payment has been received yet. Discount % : | 0 Fired [
Agent Code
6. Agent Code and Description D'ezcription |

Agent Codes are set up in the Financial System and updated to
Novtel. Contracts can then be linked to a specific person for a purely
statistical value to determine how many contracts are linked to a
specific sales-person over a set period of time, or to set up
commission structures based on the level of performance.
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The Hire Item Tab

In this tab, the ‘Deposit container’ is displayed as ‘Hire Number 2’, and the Contract and Volume numbers have been allocated.

To add actual Items to be rented, click ‘Add New’.

# Contract Details X
{ . ) . . . . .
e O E— o e —— The ‘Available Items’ window is opened, listing all Items which
ome PEDO02 Peterson Construction [Constuction Industy . .
- — pym—— T are available for the selected contract period.
[ MosselBap, MainBranch = Monthly Recovery Contract ||
General [[Hire ttem |T MorSeial | NonFlentos | Deposic | Papmem | DefalView | Frencel | Kuﬁ.uup/umte}‘ Thls CUStomer requested one VIP TOllet Traller and 2 S|ng|e

Hire Hum Item Code | Item Desc Tariff Code | Rate PD | Tatallncl | RA | Status Deliver | Issue | Bal| IP| OHD S P| HDA HD | Rate PH| Houf

[\ [Foveo [Osver |01 0] 0] 0m] 0] 0] 0m] in] 00 0

Toilet Units.

Therefore, we will first click on a ‘VIP Toilet Trailer’ and click
‘Accept’.

W Available ltems hd
Search
SearchBy [Code -
L
Display <F1> bddNew <F3 | Removecrds  f[Hie lem - Move Contract <F7 Search For
<HC>
OnRent<Fg> | Defiver/Collct £ | Retum <F10> RainDayOftHie | en Conract Cancel temn

Code Plant No Serial No Description Maintenance Due | Bz

Repots to: [Scieen Print ~[ POS Print 1o [Soreen Frint =l oooioz - 102 ABCASE WIP Toilet Tr

01001003 - 103 ABCTEY VIP Tailet Trailer, Blue Lo, 103 Mo

Save ‘ Cancel | Contract | Summary | Delivery Mote | Retumn Note ‘ 01001004 104 ABC147 WIF Toiet Trailer, Blue Loo, 104 Mo
01002001 12 Paraplegic Tailet Trailer, Blue Loo, 121 Mo
01002002 122 Paraplegic Toilet Trailer, Blue Loa, 122 No
01003007 m 12 Toilet Trailer, Blue Loo, 111 Mo
01002002 112 12 Toilet Trailer, Blue Loo, 112 Ma
01003003 - 113 12 Toilet Trailer, Blue Loo, 113 Mo
01002004 114 12 Toilet Trailer, Blue Loo, 114 Ma
01004001 2m ZxC123 Single Tailet Urit, Blue Loo, 200 Mo
01004002 202 240456 Single Toilet Unit, Blue Loo, 202 No
01004003 203 ZXC789 Single Tailet Urit, Blue Loo, 203 Mo
01004004 204 20147 Single Toilet Unit, Blue Loo, 204 No
0200100 3m 3 Shower Trailer, Sunny Showers, 301 Mo
02001002 302 3 Shower Trailer, Sunny Showers, 302 No
02001003 303 3 Shawer Trailer, Sunny Showers, 303 Mo
02001004 304 3 Shower Trailer, Sunny Showers, 304 No
03001007 411 VIP Toiet/Shower Trailer, Blue Showers, 411 Nioy
0001002 422 WIP Toiet/Shawer Trailer, Blue Showers, 422 Ma
03001003 413 VIP Toiet/Shower Trailer, Blue Showers, 413 Nioy
02001004 414 YIP Toiet/Shawer Trailer, Blue Showers, 414 Ma
032002001 4m Econo Tailet/Shower Trailer, Blue Showers, 401 No
03002002 402 Econa Toilet/Shower Trailer, Blue Showers, 402 No
03002003 403 Econo Tailet/Shower Trailer, Blue Showers, 403 No
03002004 404 Econa Toilet/Shower Trailer, Blue Showers, 404 No
< >
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® Contract Details =

Customer Code : |Peterson Construction Construction [ndustry

Site Number : |Apartment Construction Last Increment Date : 20224011

Branch . |Mossel Bay, Main Branch j Monthly Recovery Contract [
General Hire Item T Mon-Serial T Mon-Rentalz T Deposits T Papment T Dretail View T Financial T Kit Group/Quate
Hie Num | Item Cade | Item Desc | Taiitf Code | Rate PD | Totallngl | R4 | Status | Defiver [ Issue| Bal| IP[oHD| 5| P| HDA[ HD|RatePH| Hou
b GEON Denosit- 000 [L00 ooo W . Deliver 0 o 0 060 0 0 o000 100 0.00 0.1
[ E— T N e T R T RN N A Y T

® Contract Details =

Contiactalunclt 20221011 Contract Number:
Customer Code : PEOOOZ |Peterson Construction Construction |ndustry

Site Number : |Apartment Construction Last Increment Date : 2022401
Branch . |Mossel Bay, Main Branch j Monthly Recovery Contract [
General Hire Item T Mon-Serial T Mon-Rentals T Deposits T Payment T Detail View T Financial T Kit Group/Quate
Hire Num | Item Cade | Item Desc | Tarif Code | Rate PD | Totallnel | R& | Status | Deliver [ 1ssue| Bal| P{oHD| s| P[ HDA| HD| Rate PH| Ha
2 ZGRO0..  Deposit - 0.00 0.0 000 M Provisio.. Deliver o 0o 0 00 0 0 000 100 0.00 0.0
3 01001001 WIP Tailet Trailer, Blue Loo... 0501001 90.00 0.00 N Provisio.. Deliver 1 1.0 000 0 0 000 000 0.00 0.0
4 01004001 Single Toilet Urit, Blue Lo... 0501004 40.00 000 N Provisio.. Deliver 1 1 0 000 a

0 000 000 0.00 0.0 |

Creating a Contract per Site

The selected Hire Item is now inserted here, and ‘Hire
Number 3’ has been allocated to it.

Repeat the process to add the Single Toilet Units too,
after which it will be displayed here too, and Hire
Numbers 4 and 5 has been allocated to it, respectively.
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A deposit can now be raised on the Items added to the contract. Proceeding to the ‘Deposits’ tab, the
‘Suggested Deposit’ amount will be indicated if set up.

The Suggested Deposit amount can be inserted in the ‘Deposit Amount’ field, or a custom amount can be
entered. In this case, we have entered the amount of R500.00.

To now raise the deposit amount, click on the checkmark in front of the ‘Deposit Raised’ field.

|ﬂ Contract Details Y

Contract Volume # 20221011 Contract Number:
Customer Code - FPEOOO2 |F'eter$nn Construction Congtruction [ndustm

Site Humber : |A|:uartment Constuction Last Increment Date : 20221101
Branch |Mo$$el Bay, Main Branch j Monthly Recovery Contract |

aeneral T Hire Item T M an-Sernal T Mon-Rentalz T Deposits T Pavrnent T Dretail Wiew T Finarizial T it GroupdGuote

1.) Depozit Raized ] Shift #: SFTO0002 User: Danny
Deposit Admount . | 600

2.] Depozit Paid ] | 1700.00 << Suggested Deposit
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# Contract Details

Contiact volume # IS

Customer Code :

20221011

[ Peterson Constuction

Contiract Number:

Constiuction Industry

Last Increment Date :

2022/10/11
Monthly Recovery Contract | |

Site Number :

[£partment Constuction
Branch [ Wtossel Bap. Main Branch |

General | Hielem |

Raising a Deposit

Immediately, the ‘Deposit Raised’ field is displayed in the colour of the
‘Provisional’ status, and the date upon which the deposit was raised, is
inserted within this field.

The date by which the deposit is payable, can now be set in the activated

Please note that the ‘Pay Deposit” button must NEVER be clicked, and a
deposit receipt issued if proof of payment was not yet received from the
Customer. The reason being that a User must give account of all transactions
at the end of their shift, and receipting a payment which was not yet
received, will cause the Cashup amount to be short.

The changes can now be saved, and the Contract form closed.

1001001

 PlantNo © On Rent
€ Transfer © Maintenanc

Q| B[ Edi Contzet
202210/04 « 2022110/23 ~

MonSeial | MNonRenlds | Deposits | Papment |  DetalView | Financil | KitGroup/Guote
[1.]DepusilHaised 2022H0A1| skt SETOQ002  User Danny feld
Deposit Amount 500.00 Deposit Due -‘ 20221011 - Pay Deposit x *
[ 2.) Deposit Paid ] TFONON <<« Suggested Deposi
{ ) Deposit Applied ]
[ ) Dep Fully Fefunded ]
“ Reportsto: [Screen Pint || | POSPintto: [Screen Print ~|
Save ‘ Cancel Contraet | Summary Delivery Note | Fetun Note |
# Novtel Ablution Hire Ultimate Standard 6.9.0.2 - [Item Grid] - X
4P File Edit Modify Setup Process Reports Help &
To08 ) =
oo PES- - OEEEA T
5 — i = 0 g o
03 b . = oo o oo
» 022
[oiooioon & | 7w ] e i - e = s . gl Bl i il e

022

I O N Y
ey —— Y11
— I ——

vvvvvvvvv

(O Fuly Paid
(JNon Rev

Viewing the Grid, the 3 Items linked to Contract 2 have been
booked for the selected period of 1 day, and the status colour of
the contract is ‘Provisional’ at present since the deposit payment
was not yet received or receipted.
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éef Accessing a Contract

There are various methods to access an existing contract, namely:

Method 1: By clicking on the ‘Edit Contract’ button on the Grid

00000001

There are different status options to search for the required contract:

The ‘All Contracts’ option displays contracts linked to all statuses.

Coniract Status

eaich By
falume: A SearchFor + Al Contracts " OnRent © Retumed (Incomplete] Accept
o

ovisional / Confimed — © Retumed (Full Paid) Cancel

a,
20221004 ~| | 202210023 -

® Novtel Ablution Hire Ultimate Standard 6.9.0.2 - [Item Grid] .
W File Edit Modify Setup Process Reports Help MethOd 2: From the Grld
LB - SR

By right-clicking on any of the reservations linked to a contract, and selecting
‘Contract — View Contract Details’, the Contract is opened.

Contract

Decuments

¥ Corporate Customer Biling Interval ~ [On Morth End ~| o .
Method 3: From the Customer Master File

I~ Order Number Fiequied
- ¥ Use ltem Tailf Prices

[CcontactDetais L User Defined Fields T Private Customer
nvoice

From the ‘Contract Details’ tab on a Customer’s Master
File, the option is selected to view ‘All Contracts’.

Either by double clicking on the contract, or by clicking on
the contract and clicking ‘View/Edit’, the ‘Contract Details’
screen is opened.

Edit /View | | & Al Conracts " On Rent Contracts  Outstanding tems € Oubstanding Contiact Balances

[ Click on Column Header to sort. Click on line to select Transaction.

Provisional Customer Statement Pastel Customer Statement ‘ Aooept ‘ Cancel ‘
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#} File Edit Modify Setup Process

Reports  Help

FRes

=
HIE
yel

HHH
‘HNANRARARNANNND

:
g

View Items by
& Code " Available
" PlantMNo  On Rent
" Transfer ( Maintenance

Ol Bl Fdi oot

oot
2022
Wed

# Customers

Description

Mobile Phot Extemal Ref

Physical Address
58 Con: on S

- Close

~ - ,7 Se\ecl“é> |
o |

# NNovtel Ablution Hire Ukimate Standard 6.9.0.2 - [Itern Grid]

W File

Edit

Modify  Setup  Process  Reports  Help

ltemn '-"* i—‘“
Customers )

. 14
Suppliers et
Branches B

Fri
Charges
[tern Tariffs

Contract (Cash)
Contract (Account)

Specials (PO35)

Method 4: From the Contract Icon

Clicking on the ‘Account Contract’ or ‘Cash Contract’ icon and
selecting any of the search methods, a specific Customer can be
searched for and selected.

The contract is also then accessed from the ‘Contract Details’ tab.

Method 5: From the ‘Edit’ Menu

Clicking on either the ‘Contract Cash’ or ‘Contract Account’
options, a specific Customer can be selected, and the Contract
accessed from their Customer Master File.
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> Qf Processing a Deposit Payment

® MNovtel Ablution Hire Ultimate Standard 6.8.0.2 - [ltem Grid]
W File Edit Modify Setup  Process Reports  Help

- EEEZE

dim
10 ales (PO5)
oct
2022 p t
01001001 G | s
Deposits
01001001 : _
Payouts Supplier / Credit Motes
PHH]IIHIZ
Account Payments
1001003
POS Credit Mote frem Invoice
1001004
Receipt Refund
1002001 Credit Note Payout/Link

Shift Cash Up
Shift Surnmary
Supplier Debit Mote (Supervisor ONLY!)

Once a deposit payment has been received, the System User will issue a receipt
by clicking on the dropdown menu next to the POS Icon and selecting ‘Deposits’.

Clicking on the search button in the ‘Contract Volume Number’ field, ONLY
contracts for which a deposit was raised, and with an outstanding deposit
payment, will be listed.

The applicable contract can be searched for by means of either the Contract
Number or Description, or the Customer Code or Description.

Deposit Histom

D ate Type Aot
Contract Yolume Mumber ;

W Select Contract b4

Contract # | Contract Description Cuzt Code | Cust Description S Accept !
m 20221011 FEDDDZ Peterson Construction

Cancel i

Cusztamer D e

Hire Murnber

Custamer Desc




Processing a Deposit Payment

W Deposits X

1. The selected contract will now be inserted here.

1

2. The deposit amount raised on this contract will be # Receipt: RECO0003
displayed in both the ‘Amount Raised” and |Zl =] Zoom 100z ~]
: ‘Payment Due’ fields. .
%o Hygiene Experts
_ " ooy 3. Select the payment method as used by the 44 Green Earh Sreet
e O [ ow Customer and enter the payment date and other e
) Cape Town
T e payment details. 2000
A A Tel: 044 123458
T 500.00 Please note that the ‘Accept’ button will remain Fax:
disabled unless an amount is entered in the ‘Payment VAT s
e DEPOSIT RECEIPT
Received’ field.
Description : 2- 2022101
Customer PE0OOOZ - I_’e‘terson
. ContractVol %nstmﬂm
o Enter the exact amount as received from the Customer payment Typs . Credi Card
4 and click ‘Accept’ to print the receipt. Cred Card Number : 789458
Credit Card Type : VISA
Payment Due ; 500.00
: ToxVAT Totl
The deposit receipt displays the information captured Payment Received: soo000
: Change : 0.00
by the system user, as well as the User who has Dscount. 000
processed the transaction, their shift number and the Stffmember:  Danny
PAYMENT DUE ’ . . Payment Date : 2022/10M11
500.00 exact date and time the receipt was issued. et Dote oo
= | - Time : 12:50:50
Shift Number : SFTO0002
Receptliumber:  RECO03

Thank You.
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> Q;f& Processing a Deposit Payment
g

# Novtel Ablution Hire Ultimate Standard 6.9.0.2 - [Iterm Grid]
W File Edit Modify Setup Process Reports Help

[ 1S - e

* Code (" Awsilshle
" Plant Mo  On Rent
" Transter © Maintenance

Q| B[ et

|2022110/10 | [202210029 ~|

1. Since a Deposit Payment was received and receipted, the status of the
items linked to the contract have been changed to ‘Confirmed’

automatically.

2. The deposit paid amount is displayed below the Grid for this contract.

Accessing the contract’s ‘Deposits’ tab, the ‘Deposit Paid’ field is displayed
in the colour of the ‘Confirmed’ status, and the date and amount paid is

linked to it.

# Contract Details

Contract Yolume # |5 Q,

20221011 Contract Number:

Customer Code :

‘F‘atarson Construction

Construction Industry

Site Number :

‘Apartment Construction

Branch . |Mosse|Bay, tain Branch

=l

Last Increment Date :

20224011

General T Hire Item T Mon-Seial

T Non-Rentals T Deposlls‘

[ 1.] Deposit Raized

T Payment T Dietail Yiew T Financial

T Kit Group/Quote

202241 0211] Sttt SETOO0Q0? U Danny

Deposit Amount : 500.00

[ 2.) Deposit Paid

20224 U.-"H] 1700.00

Paid Arnaurt : =g S00.00]

[ 3.) Deposit Applied

)

v [ 3.)Dep Fully Refunded

)

Amount Forfeit :

Amount Refunded :

Forfeit Percentage :

T om
o000
=

Deposit Due: | 2022410411« Pay Deposit

<¢¢ Suggested Deposit

Edit

Fieports to: | Screen Print

j POS Print to : ‘Screen Print

Contract ‘ Summary ‘ Deliverny Mote Return Mote

Cloze
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> Gf Processing a Deposit Payment
S

# Contract Details

Contract Yolume #

2 < 2022101

‘F’elelsun Construction

Contract Number:

Canstuction [ndustry

Last Increment Date :

Customer Code :

Site Mumber : ‘Apallm&nl Construction

=l

Branch |MosseIBay, Main Branch

The ‘Payment’ tab indicates the payment made, as well as the receipt total.

General T Hire Item T Mon-Serial T Non-Rentals T Deposits T T Detail View T Financi
Code ‘ Description ‘ Dur | Qty ‘ Tax ‘ Inclusive |
01001001 WIP Tailet Trailer, Blue Loa, 101 1} 1 0.00 DEPOSIT PAID CREDIT NDTE
01004001 Single Toilet Unit, Blue Loo, 201 1} 1 0.o0 0.00 500.00 0.00
01004002 Single Toilet Unit, Blue Loo, 202 1] 1 0.00 n.oo
- Additional Costs 0.00 0.00 INVOICE TOTAL C N REFUND
Payments Made 0 -500.00

The ‘Financial’ tab displays the receipt number, amount, type of

RECEIPT TOTAL
transaction and the date and time when the transaction was processed.

500.00

DEPDSIT REFUND
Refund Deposit

DEPOSIT FORFEIT

# Contract Details

PAYMENT DUE

[ —so0.00 conartpmcn |

Contract Volume #

Customer Code :

Site Number :

Branch

Confract Number:

Construction |ndustry

Last Increment Date :

2 , 20221011

|Pele|sun Construction

2022101

|Apar|menl Construction

=

| Mozsel Bay, Main Branch

I

General

Hire Item

T T Mon-Rentals T T T T

Mon-Serial Deposits Payment Detail View

Kit Group/Quate

| Time Stamp
2022410411 12:60:49

Amount] Transaction
B00.00 Deposit

Dogument Hum|

RECO0003

# Contract Details

Contract Volume #

-

20221011

Contract Number:

Customer Code :

Construction [ndustry

Site Number :

Branch

Last Increment Date :

202211011

The ‘Hire Items’ tab displays the status of all Items,

General T Non-Serial T Maon-Rentals T Deposits T Payment T Detail View T Financial T Kit Group/Guote
q q ‘ q )
Hire: Hum | Iter Code: | Item Dess | Tariti Cods | Rate P | Totallncl | R& | Status | Deliver | lssue | Bal| P[ 0HD| 5| F| HDA| WD | RatePH| He as We|| as the DepOSIt Conta|ner, as Conﬂrmed .
H ZGROD..  Depost - 500,00 0.00 000 N Confimed  Deliver 0 0 0 000 0 0 000 100 000 Of
3 TGTO0T001 _WIF Toilet Traier, Blue Lo 0501001 5000 TG00 N Confimed Delver T 1|0 000 0 0 000 000 000 [
1 01004001 Single Toilet Unit, Blug Lo, 0501004 40.00 000 N Confimed  Deliver 1 1|0 om0 o 0 000 000 000 of
5 01004002 Single Toilet Unit, Blug Lo, 0501004 40.00 000 N Confimed  Deliver 1 1|0 000 o0 0 000 000 000 of
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"oy On Rentltems

# Contract Deai X Whenever Hire Items are collected or delivered, the status of
orvectvolme - NN I Contract Number: 2 the items must be changed to ‘On-Rent’.
Customer Code : |Patersnn Caonstruction Construction Industiy
Site Number : [PEO002/001 [partmert Constuction Last Increment Date :
. M e ) L
——T To do so, click ‘Edit’ first to enable changes to the contract.
General IHileIIem I T MNon-Serial T Mon-Rentals T Deposits T Payment T Detail View T Financial T Kit Group/Quate
Hire Murn | Item Code | Item Desc | Taritf Code | Rate PO | Totallncl | Rias [ Status [ Defiver [ Issue| Bal| IP[ oHD| S| P[ HDA|  HD| RatePH| Ha
2 ZGROD..  Deposit-500.00 000 000 N Corfimed Defver 0O 0 0 000 O 000 100 000 0f
3 01001001 WIP Toilet Trailer, Blue Loo... 0501001 90,00 000 N Corfimed Defver 1 1 0 000 0 0 000 000 000 { . ¢ . ) P ) . .
4 01004001 Sigle Toiet Unit, Blue Lo.. 0501004 40.00 000 N Confimed Defvr 1 1 0 000 0 0 000 000 000 Of By cha nging the ‘Action’ to ‘On-Rent ; all line items are
5 01004002 Single Toilet Unit, Blue Le... 0501004 40,00 000 N Corfimed Defver 1 1 0 000 0 0 000 000 000 O
selected automatically. To change the status of all items
simultaneously, none of it must be unticked.
However: Should some of the items be delivered or collected
at a later stage, those items must be unticked.
Display <F13 Add Mew <F3» Hire ltem
<HC:
® Contract Details x
Peparts to: [Sereen Print ~| POS Frintto: [Sereen Print Contiachsivn L B E 20221011 Contract Number:
Edl[/ Contract ‘ Summary | Delivery Note Retun Mote Custamsitoick |Patersnnl:nnstructlnn J-onstruzton Industty
= Site Number : [PEO002/001 [partmert Constuction Last Increment Date :
Branch | W1osseiBay. MainBranch - Monthly Recovery Contract ||
General Hire Item T MNon-Serial T Mon-Rentals T Deposits T Payment T Detail View T Financial T Kit Group/Quate
Hire Murn | Item Code | Item Desc | Taritf Code | Rate PO | Totallncl | Rias [ Status [ Defiver [ Issue| Bal| IP[ oHD| S| P[ HDA|  HD| RatePH| Ha
2 ZGROD..  Deposit-500.00 000 0 N Corfimed Defver 0O 0 0 000 O 000 100 000 0f
3 01001001 WIP Toilet Trailer, Blue Loo... 0501001 90,00 000 N Corfimed Defver 1 1 0 000 0 0 000 000 000 O
4 01004001 Single Toilet Unit, Blue Le... 0501004 40,00 000 N Corfimed Defver 1 1 0 000 0 0 000 000 000 O
5 01004002 Single Toilet Unit, Blue Le... 0501004 40,00 000 N Corfimed Defver 1 1 0 000 0 0 000 000 000 O
_
Display <F13 Action - On Rent A Select AllKF5:» Select Mone <FG> | Maove Contract <F7
Hire Item Trar Das/OfT 1 <HC>
On Rent <Fay Deliver/Collect <F9> Retun <F10> Action - Rain Da N (?;1) re Amend Contract Cancel lkem
Action - Deliver
Action - Retum
Action - Provisionel
Reports to : Agt:g:rﬁraor;gzlona i‘ FOS Print to: |‘3creenF’nnl j
Action - Move Contract
Save | Cancel | Contract ‘ Summary | Delivery Mote Retun Mote |
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f On Rent Items

® On Rent Date — O X
Cantract Volume #  [EJ 20271011 \ @ 107 VIP Talek Trailer, Blue Loo, 107
Customer Code : |F‘elelson Construction
Site Number : [partment Constiuction Date D@ z0z2100m1 =] [12:00 —
Branch Mossel Bay, Main Branch - Charge On Saturday o B
. ‘ J Charge Saturday half day |
=
General Hire Item T MNon-Serial T Mon-Rentals T Deposits { g::g: gg gﬂgﬁ:{lnhday I': ate
Hire Mur | Item Endel Itern Desc | Tariff Code | Rate PO | Total Incl. | Ré ‘ Status | | o Hygiene Service Details Hei
2 ZGRO0, Deposit - 500.00 0. 0oo M Confimed g0y = Charge First Service Fee - 0.0
3 01007001 WIP Toilet Trailer, Blue Loo.. 0501007 90.00 ooo N Confimed § D) 0.
B ; ) Fixed Monthly Rent |
4 01004001 Single Tailet Unit, Blue Lo... 0501004 40.00 0oo M Confirmed § D = el T E e 555 0.
5 1004002 Single Toiet Unit, Elue Lo, 0501004 40,00 000 N Confimed] DjfIESEE Ex | 3478 22| Rl BT
[Frent - ExclTaRAncl | 7az6 117 50.00
|Fust Service Date 62022/1 Uﬂzﬂ
MNew | Schedule ‘ E risting
Sunday (mjl
2 Moniday Oz
3 Tuesday Oz
4 Wednesday 4
5 Thursday Os
16 Os
7 Saturday Oa-
] Day Os
Display <F13 Action - On Rent Os Week Os
10 Fortright 110
OnRent<F8 | Deliver/Collect <F% | Retum <F10> Apply Selection <F2> 11 bentnly mhy @ Hoes
[mQRH Nane iz

Save Cancel

Fieports tor: ‘ Screen Print

[rerece]

Contract S

E xisting Hygiene Service Due

[ Apartment Construction

[ Mo Existing Hygiene |tems at Site

Cancel

3
|

Click on the ‘Apply Selection’ button.

1.

This screen is now displayed for the first hire item, namely the ‘VIP
Toilet Trailer’.

The date and time upon which the item was set to ‘On-Rent’ is
displayed at the top.

The days upon which this Item is to be charged in addition to the
weekdays, are to be selected. In this case Saturday, Sunday and
Public Holidays.

In the ‘Hygiene Service Details’ section, the User can select the
option to charge the fixed monthly rental amount — IF SETUP and if
applicable.

The first service date can be set

The specific days upon which the Item is to be serviced must be
selected, and in this case, also the ‘Day’ interval option printed in
blue.

Notes can be entered if required, and the ‘Accept’ button clicked
to save the settings for this item.



On Rent Items

W On Rent Date - O X # On Rent Date - O *
e L e
Date Out: [EEA0M <] [1313 — ) ) ) Date Out: g/ 01 <] [1315 —
= As we have linked 3 items to this contract and set all of them ‘On- =
Rent’, the next item’s screen is displayed automatically for which the
settings are to be applied. Tl Sk Do
. . . . ey |
Here, the days upon which the item is to be charged in addition to 04
3509
weekdays, must be checked. W-I
Existing i A . . Existing
swdyy |1 Since 3 Items are at the same site, the ‘Synchronize Service Interval’ sudyy [T
onday [v] 2 Monday ¥z
T option is selected by default — causing the settings entered on the e |3
Thursday 5 . . . . Thursday 5
Fidey g previous Item to be applied to this one too, and the User can simply Fidey 6
Saturday 7 i i Saturday 7
Day e click ‘Accept’ to save the settings for both Items. Day

Wieek, O3

Fartright 110
tanthly O
Mone a1z

wieek

Fortnight
Manthly
None

Existing Hygiene Service Due

Cancel |

Cancel
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Gf On Rent Items

® Contract Details

Site Mumber -

Branch

Contract Yolume #

Customer Code :

20221011

PEO002 | Peterson Construction

FE0D02/001 | 4paitment Corstruction
[ [l Hossel Boy. Main Branch -

Last Increment Date :

Contract Number:

Corrstruction Industy

z022110/11
Monthly Recovery Contract ||

General Hire Item

NonFertsls | Deposits |

| NonSeisl |

Papmert | Detail View

| Financial | KitGroup/Tuote

HireNum | Item Code | Item Dese

| Tariff Code | Rate D | Tutal\nc\ | R || status

Deliver | Issue | Bell \F‘| UHD\

s P\HDAI HD | Rate PH | Houl

3 01001001 WIP Tailet Trailer, Blue Loo.. 0501001 5000 M | OnRent
4 010040071 Single Toilet Unit. Blue Lo 0601004 4000 EI EIEI M | OnRent
g 01004002 Single Toilet Unit, Blue Lo. 0501004 40,00 000 N | OnRent

Deliver
Deliver 1 1 EI [I [I[I
Deliver 1 10 000

i} 0.00 0.00 il
0 EI EI EIEI oo oo ili
0 0 000 000 0.00 04

Display <F1

Select 4l oy Select None

OnRent <F8»

Deliver/Collect <F5> Retum <F10>

Apply Selection <F2> 4}

Amend Conl

Rain Day/Off Hire
<F11»

<F@» | Move Contract <F7>
<HC»
tract Cancel ltem

Save ‘ Cancel

Repotts t0: [Sereen Print

Contrac

Delivery Note

=l [ Posrintie: [Sormenrin =l

Retum Note

# Contract Details

Site Number :

Branch

Contract Yolume #  ERNEN]

Customer Code -

20221011

Contract Numbe

PEO002 [Peterson Construction

PEOO0Z/001 | 4panment Construction
[ [l tosscl By, Main Branch -

Last Increment Date -

[

I

Hielem | MonSeid | MonRenids | Deposis

Fayment

" POS Puchases

(¥ Hygiene Service:

" RainDays

 Invoice/Credit Note History

£ Non Serial [LCHV)
£ Plant

Construction Industy

Financial Kit Group/Quote:

Item Cade_| Description [ Serv @ty [ Amount|
00

01001001 VIP Toilet Traier, Bhe Loo, 101 1
01004001 Single Toilet Urit, Blue Loo, 201 1 0.00
01004002 Single Tailet Unit, Blue Loo, 202 1 ki)

Display Refiesh | [Click on Column Header to sort. Double Click on line to display Transaction.

&

Edit

Repotts to: [Soreen Pint

Conlract

Summary | Delivery Note

1| [ PosPinto: [seeenpin 5|

FRetum Nate

Close

The status of all of these Items are now indicated as ‘On-Rent’.

The ‘Deliver Action’ is now selected; the selection applied, and

the changes saved.

Proceeding to the ‘Detail View’ tab and
selecting the ‘Hygiene Service’ option, all
items to be serviced for this contract, are
displayed, and currently at a zero amount
since the daily increment billing procedure
has not yet been performed.

Returning to the Grid, the Items linked to
Contract 2 is now displayed in the colour of

the ‘On-Rent’ status. D>

# Novtel Ablution Hire Ultimate Standard 6.9.0.2 - [ltem Grid]

W File Edit

il o

Meodify  Setup

Process

Reports

b=l il i)

Help

L]
Oct
}kn
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;f On Rent ltems - Hygiene Details

On the contract’s ‘General’ tab, the ‘Hygiene Details’ button is
available to add more information such as:

v" Remarks — To be displayed on the Ablution Hire Details report.

v And to allocate permanent notes to the specified Contract
ltems. These notes will be displayed on the Hygiene Route
Sheet and will be used as instructions to the driver.

Enter the applicable remarks, and / or click the ‘Allocate Permanent
Instructions to Contract Items’ button.

® Contract Details >
Customer Code : ‘Petsrsnn Construchion Construction [ndusty
Site Number : ‘Apaltment Construction Last Increment D ate : 2022710411
Branch . |Musse| Bay, Main Branch ﬂ
General T Hire ltem T MHon-Serial T Mon-Rentals T Deposits T Payment T Detail View T Financial T Kit Group/Quote
Irwnice Mumber
! ACCOUNT CUSTOMER
Credit Note Number :
Deliver/Callzct ’—_l
[Defauil] Creliver
Start Date: 2022110411 EndDate : 202210411 r
Order Number :
Hyagiene Details
Contract 5tatus : On Rent =2 “
Container Number : 2
Discount % ; 1) Fixed Day Limit Rate : Crefault
Agert Code J
Description
Repoits to: [Scieen Print =] POS Prirtto: | sereen Print |
Edit Contract Summary | Delivery Maote Retumn Mote Close |

# Hygiene Details x

Hyaiene Caontract Details

Expected Contract End Date; | 202210411 -

Allocate Permanent Instructions to

/ Cantract [kems

—

Remarks:

3 Items ta be zerviced daily.
Hygiene consumables to be charged when filled.
Site Foreman's signature required after each service)

Cancel ‘ Accept ‘




& J/ On Rent Items — Hygiene Details

W

# Hygiene Contract Item Permanent Notes X
Select [tem(s] :
Item Code |tern [ escrption
o1a0io0 VIP Tailet Trailer, Blue Loo, 101
01004001 Single Tailet Unit, Blue Loo, 201
01004002 Single Tailet Unit, Blue Loo, 202

\ Select Al | Select None

Selected Item Motes/Instructions :

3 tems to be serviced daily.
Hypgiene conzumables to be charged when filled.
Site Fareman's signature required after each service)|

Add to Selected
Items

Owernde to
Selected ltems

Cancel

Accept “4

The Items can now be selected to which the permanent note is to
be updated; the notes entered and added to the selected items.

Clicking ‘Accept’, the notes have now successfully been allocated to

the selected Items.

Movtel Equipment Hire

Motes Saved Successfully!

X

W Hygiene Details

Customer | IR

Hygiene Contract Details

Ewpected Contract End Date: | 2022101 -

Remarks:

Allocate Permanent Instructions to
Contract [tems

3 Itemns to be serviced daily.
Hygiene consumables to be charged when filled.
Site Foreman's signature required after each service,

%

Arccept
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® Novtel Ablution Hire Ultimate Standard 6.9.0.2 - [Item Grid]
W File Edit Modify Setup Process Reports Help
Recurring Billing

Branch Transfer

Hygiene Service Management

Hygiene Schedule

Item Adjustrment

Work Order / Job Card

Input Hour Readings (Supplier)

o
. &/ The Daily Increment Procedure

At present, the ‘On-Rent’ contract is created for the 11th of October ONLY. To add
another day to this contract, the Recurring Billing procedure must be performed.
This action will also cause the billed items to be displayed in the ‘Hygiene Service
Management’ screen for the selected date.

Click on the ‘Process’ menu and select ‘Recurring Billing’.

PEDOO2
PEDOOZ
PEDOO2

01001001
01004001
01004002

On Rent
On Rent
On Rent

ZE
&4
w5

SRS S

/_9 Daily Duration Increment T Updated Customer Invaices T Process Fecovery Biling
Hire # [ ContractD | Customer Code | Item Code | Status Da oty [
2 2 PEOOOZ ZGRO000 On Rent

Select None

Select Al j‘
Increment Selected [tems

Print ta : Screen Print j

1. At the top of the window, the Branch currently logged into is displayed.
The required billing date can now be selected — in this case, the 11th of
October.

2. In the ‘Daily Increment’ tab, all items linked to ‘On-Rent’ contracts are
displayed, and all items are selected by default. In this case, these items
are linked to contract 2.

To only bill selected items, the ‘Select None’ button can be selected, and
only the required items selected to be billed.

However: To bill all items simultaneously, all options must remain selected
and the ‘Increment Selected Items’ button is clicked.
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&/ The Daily Increment Procedure

# Month End Options

v Frint Detailed Pre-mport List

Frintz a more detailed verzion of the Pre-lmport List report.

S |

Pre-Increment List From 2022/10/11 To 2022/10/12

PRINTED DATE: 12 OCTOBER 2022 TIME: 10:53:43

CUSTOMER - RENT PER ITEM

ITEM CITRRE RAIN
s

PE000? - Peterson VIP Toilet Trailer,

Construction 01001001 Blue Loo, 101 5000 90.00

4 2 PEQ0DZ - PeSSO 01004001 ;‘Iiilif;“lfé . 1 0.00 4000 000  40.00
2 FEO002 - PSR 01004002 ;‘ﬁilicrjﬂfél“m 1 0.00 4000 000 4000
NUMBER OF ITEMS TO BE UPDATED - 3 TOTALS 3 0.00 17000 000  170.00

SUPPLIER - DUE PER ITEM

. [CURRENT RA]N
- CONTRACT SUPPLIER (ODE DESCRIPTION TOTAL INCREMENT TOT%L

TOTAL: 0.00 0.00 0.00

To print a more detailed version of the ‘pre-import’ list, tick this checkbox and click ‘Proceed’.

The ‘Pre-Increment List” will be opened in your Internet Browser, and will be displayed as follows:

Right-clicking anywhere on the
report, the options can be accessed to
print or save the report.
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&/ The Daily Increment Procedure

# Recurring Billing

IV | Mossel Bay, Main Branch M| Doy Fanth "'r"e.ar 2022 -

Process Recovery Biling

Clicking ‘Yes’ to continue, the update will run and
the ‘Daily Duration Increment’ tab for the 11th of

October is now cleared.

Daily Duration Increment T Updated Customer Invoices

Hire # Contract [D | Cuztomer Code | Item Code Status | R, | GTY |
2 2 PEOODZ ZGROo000 On Rent M i}

3 2 nnnnnn — - - - L

4 2 1

5 2 1

:' Do you wish to continue with the update 7
V/ Yes | Mo
Select Al
Select Nane
Print to : Sereen Print j Suppress Continug

# Recurring Billing

Bra Mozsel Bay, Main Branch - 1 October - 2022
| Daily Duration Increment I Updaled Custamer Invoices T Frocess Recovery Biling

| Contract 1D | Cuztomer Code # Item Code Status | RD& | ary |

Hire

Select All
Increment Selected ltems
Select Morne

Frint to -

! Claze ?'

ﬂ Suppress Continue Dialog [~

Screen Print
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~ &/ The Daily Increment Procedure

Reports

M Movtel Ablution Hire Ultimate Standard £.9.0.2 - [ltem Grid]
# File Edit Modify Setup Process

Help

Returning to the ‘Grid, Hire Item 3, 4 and 5 have been extended with

another day.

Accessing Contract 2’s ‘Payment’ tab the ‘Invoice Total’ is indicated as
R170.00 since the items linked to the contract have been billed for the 11t

of October.

® Contract Details

Contract Yolume #

Customer Code :

20221011

Contract Number:

FEDOOZ |Peterson Construction

Construction [ndustn

Site Number :

|Apartment Construction

Branch .

Last Increment Date :

20224012

T Kit Group/Quate

General T Hire Item T Mon-S erial T MNon-Rentals T [eposits Dietail Yiew T Financial

Code [rezcription Dur | Gy Tax Incluzive DEPO PAID RED 0
01001001 WIP Tailet Trailer, Blue Loa, 107 1 1 11.74 90.00
010040071 Single Toilet Unit, Blue Loo, 201 1 1 522 40.00 500.00 0.00
01004002 Single Tailet Unit, Blue Loa, 202 1 1 491 40.00
- Additional Costs 0.00 0.o0 D OTA R D

Papments Mads 1] -500.00

170,00 0.00

500.00 Recalculate Totals

DEPO : D
0.00 Refund Deposit

0.00

”

E dit

Reportsta: |Screen Print

ﬂ POS Print to : |Sc:reen Frint

Delivery Nate Fieturn Mote

Contract ‘ Summary ‘

Close
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% Gf Hygiene Scheduling

e

# Movtel Ablution Hire Ultimate Standard 6.9.0.2 - [Itern Grid]

W File Edit Modify Setup
11
Im az ’7
|u1m1u-u1 |___3Petersc
lm ﬁ
1001003

Process  Reports  Help
Recurring Billing

Branch Transfer
Hygiene Service Management
Hygiene Schedule

[tem Adjustment

Work Order / Job Card

Input Hour Readings (Supplier)

From the ‘Process’ menu, the existing schedules — as selected
when the contract Items were set to ‘On-Rent’ — can be viewed

and a report can be printed.

1. A Specific Area can be selected, or, to list all areas, the ‘XX- All Areas’

option is selected.

2. All Items are scheduled to be serviced from Monday to Sunday, and

at a day interval.

. Branch |

# Hygiene Schedule

Mosgsel Bay, Main Branch -

Select date

20221012

-

Select Area

| October 2022 20227 20227 | 2022/ | 20227 | 20220 | 20224 [2022/
Siter | D escription | Mest Service | Caomo | Th | Fr_ | Sa | Interval | Mo
FEODO2/001  Apartment Corstruction 202211013 2 [P Day |1
PEOOOZ2/004  Residential Building Site 20221012 4 Day -z
PEDOOZ2/005  Industrial Park Constru... 20224042 3 Day |13

DZBH - Diaz Beach

HMBS - Hartenbos

HERD - Heiderand

MECQO - Mante Crizto

MCED - Mozszel Bay Business District
MBGE - Moszel Bay Golf Estate
YHEY - Voorbaai

Lp|up|up|

Down ‘ Do ‘ Dawn ‘
List Optians
Bysite D &
By ltem .

Single Site i

3. All Sites are listed when the ‘By Site’ list
option is selected.



ﬁ f Hygiene Scheduling

W

[ Hygiene Schedule

Branch

] Mossel Bay, Main Branch -

Select

date

2022411012

Select Area

October 2022 2022/ [2022/ [2022/ [2022/ [o0z2/ [2022/ [20227
Ikem | Description | NextService| CoMo | Su [ Mo | Tu |We | Th | Fr Sa | Interval | Mo |
[l 01001001 VAP Toilet Trailer, Blue.. 202241043 2 M Day |11 Itern Scroll - Page Scroll - Max Serol
[ 01001002 VAP Toilst Trailer, Blue... 2022410412 3 M Day ([2
[ o 00400 Single Tailet Unit, Blu... 2022410413 2 [w] Dayp sz
Up Up Up
[l o no4o0z Single Taoilet Unit, Blu... 202241013 2 [w] Day 4
[ 04002 Single Tailet Unit, Blu... 202241012 3 [w] Day s
101004004 Single Toilet Unit, Blu.. 2022410712 4 Mos |[ls oo Loy oo
Lizt Optionz
k By Site .
e
Single Site i
Lizt Opticrs
By Site {
By ltem r Then, the required Site can be selected.

Single Site f*

Site Number

By selecting the ‘Single Site’ option, a specific Customer can be searched for and selected first.

When the ‘By Item’ list option is selected, all Items
are listed individually.

# Customers X ® Customer Delivery Address Setup *
Description Number 1D Murmber Telephone Maobile Phone | External Ref Physical Addiess Postal Addess Email | Refresh <F5»
Customer Cash CUDODT | 1234567891011 | 044 12345678¢| 082 123456788 123 Jasper Ave PO Box 123 F D Site Contact Mabile Site #
Maintenance Customer MADDDT 147258369 1145458787 | 898565 45454545454 12121221 F Add New <FE> PEOOOZ/001 Apartment Construction Grant 082 123654 oo
Construction E PEODD2/005 Industrial Park Construction Quinton 083 214587 005
Edit PEQDDZ/004 Residential Building Site Tiaan 084 456213 004
PEOOOZ/002 ‘waterfront Congtruction Hein 083 963258 ooz
PEQDDZ/003 ‘Waterpark Construction Paul 031 784512 an3
Search
£ {* Description (8] @) C — w
= 7y 7y i Cloze
Select Edit Delete

Close
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ﬁﬁf Hygiene Scheduling

» Hygiene Schedule

Branch |

Mozsel Bay, Main Branch -

Select date

202211012 hd

October 2022

Site | D ezcription

| Mext Service | CoMo

PEOOOZ/00N  Apartment Construction 2022410413 2
PEOOOZ2/004  Residential Bulding Site 2022/10/12 4
PEOOOZ/005  Industrial Park Constru,

Select All <F2»

Select None <F3>

2022012 3

Frint Sc@a <F4>

|2022J |2022./‘|2022f|2022/’ |2022J|2022./‘|2022.'l

Su

HER
MR
MR
RIRIR
KRR
REE
MR

o

| Tu_

We

|Th

LE

Sa

Select Area

- Al Areas hd

For demonstration purposes, we have selected

éoll pensael - Poaesenl Mg the ‘By Site’ option, and will now print the
S 2 Hygiene Schedule for all areas by clicking on the
vor | wom | oom | ‘Print Schedule’ button at the bottom of the

‘g;{t <l screen.

Single Site i

i Schedule Options —
Mot Selected &

UnScheduled &

Contract
Close |

The schedule is now printed

Hygiene Schedule Report
Area - XX - All Areas .... Branch - Mossel Bay, Main Branch

Repart Date - 2022/10/12 Schedule from - 09 October 2022 to 15 October 2022

Site
PERDOR/001

PEMOO21004

PEMOO2ID5

Dascription MNext Service Co Vol So Mo Tu Wa Th Fr Sa
Apartment Construction 202210013 2
Residential Building Site 202210012 4
Industrizl Park Construction 202210012 3

Intarval
Dy
Dy

Dy
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F/f Hygiene Service Re-Scheduling

® - giene Schedule

Branch W Mossel Bay, Main Branch -

Select Area 2 - Al Areas )

Select date

Detober 2022 20227 2022/ [2022/ 2022/ 2022/ [2022/ [2022/
Item | Description | Mext Service | CoMo Su [ Mo | Tu |we [ Th | Fr Sa Interval Mo |
o10010m VIF Toilet Trailer, Blue.. 202241043 2 Day [[J1 ItemScroll  Page Scroll  Max Scroll
01001002 VIP Tollet Trailer, Blue..  2022/10/12 3 Dy (2
101004001 Single Talet Unit, Blu.  2022/10413 2 Moy |3 Up | Up | Up |
004002 Single Toilet Unit, Bl 202241043 2 Day |4
01004002 Single Toilet Unit, Blu... 202241012 3 Day (5
01004004 Single Toilst Urit, Blu..  2022/10/12 4 Dy (Cs Down Dawn Down

Select All <F2> | Select None <F3>

Piint Schedule <F4> |

r~ List Option:
By Site: L8]
By ltem o
Single Site L8]

- Seheduls Options
Not Selected

Un-Scheduled ¢

Contract
20221013 =

To change the Hygiene schedule for all sites; per item or for a single
site, the applicable option is to be selected in the ‘List Options’
section.

1. Specific Items can be selected to reschedule the services,
or all items can be selected simultaneously.

2. By clicking on the ‘Re-Schedule’ button, the schedule can
be changed as from a specified service date.

In this case, we wish to exclude Sundays from the service
schedule, and therefore this day is de-selected.

® Hygiene Schedule

Mossel Bay. Main Branch -

M Select Area

Branch [ | Select date
Ovctober 2022 20221 [z 222 2z Bnz) [ 30
liem | Desuription [ Newt Service | CoNo [ Su_ [Mo [Tu [we [Th [F [5a
01001001 VIP Tallet Trailer, Blue.., 2022410413 2 [m]
01001002 VIP Tolet Trailer, Blue... 2022410413 3 O
01004001 Single Taiet Uni, Blu.. 202210413 2 m]
01004002 Single Tailst Unit, Blu.. 202240413 2 o
01004003 Single Tolet Unit, Blu.. 2022410413 3 m]
01004004 Single Toiet Unit Bl 202241013 4 a
Select &l ¢F2> | Select Mons <F3> | Print Scheduls <F4

- [m]

- Al Areas hd

x

3. Clicking on the ‘Display New’ button, the ‘Sunday’ tick is
instantly removed from all items.

[~ Schedule Options —
Mot Selected

Un-Scheduled

_,ﬁ | s |
Contract
20221013 ~ V
Yes Mo

Interval || Mo |
Day [mf] Item Scroll Page Sciol Max Scroll . .
= o | w | w | 4. To save this new schedule, click the ‘Apply New’ button,
MDa |14 .
= |l and click ‘Yes’ to update the schedule.
~List Option:
By Site [
By ltem *
Single Site [

Movtel Equipment Hire

) 1 Would you like to continue updating selected 5ites with new
Schedule settings 7

=
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F/f Hygiene Service Re-Scheduling

Printing the Schedule again, the report displays that Sundays are not included in the Schedule.

Hygiene Schedule Report

Area - XX - All Areas .... Branch - Mossel Bay, Main Branch

Report Date - 2022/10/12 Schedule from - 09 October 2022 to 15 October 2022

ltem Description NextServicae CoVol |[So [Me Tu We Th Fr  Sa Interval
01001001 VIP Toilet Trailer, Blue Loo, 101 202210013 2| O Dray
01001002 VIP Teilet Trailer, Blua Loo, 102 202210013 3l O Day
01004001 Singla Toilet Unit. Blue Loo. 201 2022110013 2| O Dzy
01004002 Single Toilet Unit. Blue Loo. 202 2022110013 2| O D=y
01004003 Single Toilet Unit. Blue Loo. 203 2022110013 3| [ Dzy
01004004 Single Toilet Unit, Blue Loo, 204 2022/10/13 4| [ Dzy
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& Gf Hygiene Service Management The Service Due Tab

# NNovtel Ablution Hire Ultimate Standard 6.9.0.2 - [tern Grid]
W File Edit Modify Setup Process  Reports  Help

From the ‘Hygiene Service Management’ screen, definite areas can be
selected, and sites allocated to a specific ‘Service Agent’.

Recurring Billing "j
dh Branch Transfer The ‘Site Sequence’ can also be set to pre-plan a route for the service
o Hygiene Service Management agent to follow and save time and money by working through the sites
01007001 “ Hygiene Schedule methodically.
[temn Adjustment . ) )
01001001 | 3Petersc ! From the ‘Process’ menu, click on ‘Hygiene Service Management’.

W Ii Work QOrder / Job Card

Input Hour Readings (Supplier)

The Service Due Tab

By default, all Sites linked to all ‘Areas’ are displayed in the ‘Service Due’ tab.

However: A specific Area can be selected to allocate to a dedicated ‘Service Agent’ for the day.

[ Hygiene Maintanance

e ——.

0 Py 1 CED - Mozzel Bay Buziness District - Branch Il tozzel Bap, Main Branch vl Service Agent -

e . " . T
On Service Ipdate Service
| Cust Code | Custarmer Description Area Serv Due | Delivery Address Previous Driver

[1 PEOODOZ Peterzon Conztruction Apartment Construction tMozzel Bap Buzin.. 3 Wzt Street, Moszel Ba...




% Gf Hygiene Service Management

o g

. Hygiene Maintanance

TR e Y 1 CED - hossel Bay Business District_w

Branch tozzel Bay. Main Branch -

e

Service Agent -

e

Next Service

The Service Due Tab

Adding Instructions per Item — If Applicable

1. »» Add Instructions

Select & ‘

2. »» Site Sequence

3.¥»  Print Service

2022410412 - R

Service Due On Service Update Service H IAWH ’ . H ' H
By selecting the ‘View By Item Code’ option in the ‘Display
Code Description Hire # frea Sery Due Date Inztructions Customer Delivery Address . ) . . . .
0100100 V!P Toilet.Trai\e.r,BIue Loa, 101 3 Moszel Bay Bus?n... 202210412 FEOOO2 - Peterzon Con...  'West Street, Mossel Ba... Opt|0n Sect|0n' a nd Select| ng the Spec'f'C |te ms for Wh|ch
0004001 Single Toilet Unit, Blue Loo, 201 4 Mossel Bay Busin.. 2022410412 PEOOD2 - Peterson Con...  ‘West Street, Maossel Ba...
01004002 Single Tailst Unit, Blue Loa, 202 5 Mossel Bay Busin... 202240412 PEOOO2 - Peterson Can...  ‘West Street, Mossel Ba... . H { H ’ H
instructions are to be set, the ‘Add Instruction’ button is selected.
: Wiew by Site ol Showe Al i 5 Hyai - —
ygiene Instructions O X
2. 5> Site Sequence 2022110412 - Fe-Schedule \tanh\ . % Specific Day i N
j | M e Service Due | GTO01001 - VIE Tolet Traier, Blus Lao, 101 |
33> Print Service Cancel Service ‘ Reprint Transaction ¢ . . ) .
lem Code Descipton I The ‘Hygiene Instructions’ screen is
0100001 WIP Toilet Trailer, Blue Loo, 101 | Hygiene Service Instuctions
Efi - S Print - 010040071 Single Toilet Unit. Blue Loo, 201 1 1 1 1 1 1
e =l 04002 Single Tailet Unit, Blus Loo, 202 displayed, indicating the first option of

the number of Items selected. In this
case, it is the ‘VIP Toilet Trailer’,
indicated as 1 of 3.

\ 10f3

Enter a specific note or instruction
before clicking ‘Accept’.

Instructions ¢ Motes

Diemonstration Mote for ¥IP Trailer]

Accept

£
Cancel

Cancel Service |




e / Hygiene Service Management

W

PRIOR PN MCED - Mossel Bay Business District

-l | Mossel Bay, Main Branch A

The next selected item will now be indicated as number 2 of 3,
and a note can now be captured and saved for this item too.

The Service Due Tab

Service Due I3 Hygiene Instructions - O x

Deseripti i 01004001 - Single Taiet Urit, Blue Loo, 201
phion

YIP Tailet Trailer, Blue Loo, 107
Single Toilet Urit, Blue Lo, 201 e
Single Tailet Unit, Blue Lao, 202 |

Item Code

0100100
01004001
01004002

Hugiene Service Instructions

The same applies to item 3 of 3.

Lnif

Select All

1. »» Add Instuctions

2 »» Site Sequence

wznoz | gl

Cancel Service |

3. r»  Phint Service

Accept “’ Cancel

N
| 20f3
[3 Hygiene Instructions
N (ra | 01004002 - Single Toilet Unit, Blue Loo, 202
Service Due

Itern Code: Description
[ Istructions / Notes 0001001 YIP Toiet Traler, Blue Loo, 101 | el Bl e

01004001 Single Toilet Unit. Blue Loa, 201
Demanstration Nate for 1st Single Toilet 01004002 Single Toilet Unit, Blue Loo, 202

| 30f3

Instructions / Niotes

Demonstiation Note for second Single
Toilet Unit

1. >3 Add Instructions Select Al | O
2 »» Site Sequence 2022410412 - ReS Accept V/ B
2t —— R

The Instructions will be displayed in this
column next to the individual items.

3 Hygiene Maintanance

IR e MCED - Mossel Bay Business District_v

Service Agent :

Service Due

On Service

Update Service Mext Service

Item Code Drezcription Area Instructions Cuistormer Delivery Address

O [ WIP Toilet Tre | Bay B . an Mote for ... FEOOOZ - Py

[0 01004001 Single Toilet Unit, Blue Loo, 201 4 oszel Bay Busin... 202231 Dﬂ 2 Demonstration Mate for ... PEDDD2£DD1 PEOOOZ - Peterson Con...  ‘West Strest, Mossel Ba..
[0 o400z Single Toilet Unit, Blue Loo, 202 5 Mozzel Bay Bugin... 202241012 Demonstration Mote for .. |PEOODZ/001 PEOOOZ - Peterson Con...  ‘West Street, Moszel Ba...




G J/ Hygiene Service Management

® Hygiene Maintanance

TRPRCU TP 1 CED - Mossel Bay Business District v

Service Due

[Tl Wl Mossel Bay, Main Branch

On Service

Service Agent ©

Service History

Mext Service

ltem Code
[ otoo4om
] oioodonz

1. 5> Add Instn

Description

[m] 1P Toilet Trailer

Single Toilst Unit. Blus Loo 2m
Single Toilet Unit, Blue Loo, 202

uctions Select 4l

Hie # Area

4 Mossel Bay Eus\n.. 202211012

Serv Due Date Instructions

5 tossel Bay Busin 20221012
Deselect all Display Option Search Filter

2.3 Site Sequence

3.x»  Print Service

Cancel Service ‘

2022110012 - Re-Schedule ltem(s)

Wiew by ltem Code (&

Wiew by Site ol Show All

Specific Day

Reprint Transaction

Customer Delivery Address

Demaretration Note for
Demonstration Mote for

oW

PEOO0Z - Petersan Con... ‘west Strest, Mosssl Ba
FEOOD2 - Peterson Con.. West Street, Mossel Ba

Piint to

Screen Print

El

Close

|
(TSP PY HIMES - Hartenbos hd

Service Due

Area Code E i
s

K.ewin Malan a4

On Sery

Itern Code ‘ Diescription

<

[0 07001002 AP Tailet Trailer, Blue Loo, 102

[0 o7ooz001 Paraplegic Toilet Trailer, Blue Loa, 201
[ o7oo3001 12 Tailet Trailer, Blue Loo, 301

[0 07004004 Sinale Tailet Unit. Blue Loa, 404

1. 55 Add Instuctions

2 »» Site Sequence

3.»5  Print Service

/ Select Al | o

it Service ervice History

Cancel Service |

® Available areas
Search

Search By |Code -
Search For

Code ‘ Description

DZBH Diaz Beach

GRGE George

HERD He\derand

HSEE Hartenbos E state
MCBD Mozeel Bay CED
MECD Monte Cristo

MYGE Mozeel Bay Golf Estate
WRBY Voorbaal

The Service Due Tab

e Setting the Site Sequence

In the case where only 1 site is linked to the selected
area, setting the site sequence will not be necessary.

However, when more than 1 site is located in the same
area, the sequence can be set to plan the most effective

route.

By clicking on the ‘Site Sequence’ button, the ‘Hygiene
Maintenance’ window is opened. From here, the search
option is selected to search for a specific ‘Area’.

The area is now selected.



& / Hygiene Service Management The Service Due Tab
W

B3 Hygiene Maintanance — O >
All sites linked to the selected ‘Area’ are displayed.
frea Code:  |HMES 4| Hartenbos
T I [ Site (EEnE At present, the sequence number for both sites are zero. In this case, the
0 "| hihetf panenboe, Hapenos Service Agent’ must attend to 52 Seafront Street first, and therefore we will
000... | 52 Seafront Street drlenno:

drag this site to the top and save the action.

Accessing this window again from the ‘Site Sequence’ button, Sequence
Number 1 is allocated to 52 Seafront Drive, and sequence number 2, to the
‘Amphi-Theatre’.

Qccept ’ ‘ Cancel

B3 Hygiene Maintanance — O >
Area Code: |HWBS Hartenbiog
Service Due OnSery | Seque.. | 1D | Site | Subuib
1 FPEOOD... 52 Seafront Street Hartenbos
| D escription Servl |2 OO0,  Amphi Theatre Harttenbos  Hartenbos

[0 Amphi Theatre Hartenbos 3
[0 52 Seafiont Steet 1




é / Hygiene Service Management

W

The Service Due Tab

. Hygiene Maintanance

APy MCED - Mossel Bay Business District_»

Service Due

Branch Mossel Bay. Main Branch -

e

On Service

o

Printing the Service Report

Service Agent -

Update Service Mext Service

The Service Report is now to be printed by first selecting

‘ Delivery Address |

3.»y  Print Se'“{

Cancel Service

Reprint Transaction

Itern Code | Description | Hire # | Area | Serv Due Date ‘ Instructions | Customer
01001001 IP Tailet Trailer, Blue Loa, 101 3 Moszel Bay Bugin.. 2022110412 Demonstration Mote for ... PEOODZ - Peterson Con...  “west Stieet, Mossel Ba...
01004001 Single Tailet Unit, Blue Loo, 200 4 Mossel Bay Busin..  2022/10/12 Demonstration Mote for...  PEOOO2 - Peterson Con... West Stieet, Mossel Ba... 1 1
004002 Single Toilet Unit, Blue Loo, 202 5 Mossel Bay Busin.. 202241042 Dremonstration Mote for...  PEOOOZ2 - Peterson Con... Wwest Stieet, Mogsel Ba... t h e Ite m S’ Sett I ng t h e d ate fo r t h e Se rVI Ce to be
. . ¢ . . )
performed, and then clicking on the ‘Print Service’ button.
( . . . ) . . . .
If the ‘Print Hygiene Slips’ option is unticked in the
Company Setup Screen, the report is displayed as follows:
1. »> Add Instiuction Deselect all Display Option Search Filter
- - View by Site r Show 4l @
2. 3> Site Sequence 2022710412 - Re-Schedule [tem(s] View by ltem Code & Specific Day o

Hygiene Service Schedule

Frint to :

‘ Screen Print

El

Area - MCBD - Mossel Bay Business District .... Mossel Bay, Main Branch

Service Date - 2022/10/12 Batch - 1 Service Agent - Duncan Ross

ltem Code Item Description Confract # Violumea # Amount Plant #

|EI1 Q04002 Single Toilet Unit, Blue Loo, 202 2 2 | Q.00 202 |




Hygiene Service Management

The Service Due Tab

-. Service Instruction

W Service Instructi

on

& =

Zoam |1UDZ hd

MW Service Instruction

EI Zoom m

gﬁ‘l Zoom |

Hygiene Experts

Hygiene Experts

However: If the ‘Print Hygiene Slips’ option is ticked in the Company

Hygiene Experts

44 Green Earth Street 44 Green Earth Street

Setup screen, a Hygiene Slip per site will be printed and will be e Beic bl
. Town Cape Town Cape Town

displayed as follows: - w000 20
Ted 1044 123456 Tel: 044123458 Tel: 044 123456

1. If captured, the Note or Instruction is displayed for the ——— - =

AT : 123458788 WAT : 123456739

Hygiene Service Instruction

AF Lavender AF Orange AF
n, T Block

S peCIfI c ltem. Hygiene Service Instruction Hygiene Service Instruction

01004004 Single Toilet Unit, Blue Loo, Maint 01001002 VIP Toilet Trailer, Blue Loo, Maint
204 102

2. All Hygiene Consumables set up in the system will be
reflected here, and quantities can be entered by the

AF Lavender AF Qrange AF AF Lavender. AF Orange. AF

Qcean___ SOAP____ THBlock____ T Ocean_____SOAP____ THlock_ T

Paper Paper

01004003  Single Toilet Unit, Blue Loo, Maint
202

ContractVolume 44

Service Agent. When the slip is returned to the office, the Customer= PEO002 - Petrsan
Site Address : 56 Yelow Road "S"; é—:n“e”de'ﬁp’“: Or‘la'nE%IET AF T
consumables can be added per item and the Customer will e Crto Pager— > ——
H AF Lavender AF Orangs AF 3 Contrectiiolume "
be liable for the payment thereof. Goemn o Toloa— 7 Cusomer: pEOOn2- ptason
Paper
ConracVdume 22 Site Address : Stevens Close
Cumomes - Staff member Danny Veorbaal
S feke: Print Date : 202211013 Mossel Bay
. . . - . . 8500
Next, this report will print, listing all sites allocated to the selected o or:zs09
as00 Service Agent Duncan Ross Staf b o
Se rVIce Age nt' Service Instruction :  SI000003 aft member anmy
Print Date : 202211013
ST mermber : Dervy
Prirn Diasie - 20221013 Thank You. Time : 072403
Tiemes - 20T Service Agent Duncan Ross
- - :
Hyg|er|e Service Schedule oot DR — Servioe nstructon: S00004
Servics beruction:  SI000002
Area - XX - All Areas .... Mossel Bay, Main Branch - Thank You.
Thank You. me
I Service Date - 2022/10/13 Service Agent - Duncan Ross I Date
Dt Name
Site Site Address Customer Name Site Phone No To Service SEQ Tme
PECODZ/004 36 ellow Road , Monte Cristo Paterson Construction 054 436213 1 0 Tirme: Signature
PECOD2005 Stevens Close . Voorbzal Peterson Construction 083 214587 2 0
PEO2001 West Street, Mossel Bay Golf Eztztz Peterson Construction 052 123654 3 1 Harme Name

Sieperra Signature




& / Hygiene Service Management The Service Due Tab
L

The ‘Service Due’ tab is now void of any information for the selected site, and the items are displayed in the ‘On ‘Service’ tab.

N Hygiene Maintanance

CIEL U | Mfossel Bay, Main Branch :" Service Agent :

On Service Ilpdate Service
Cust Code | Custamer Description Area Serv Due | Delivery Address Previous Driver ﬂ

The services for all other ‘Areas’ can now also be allocated to specific ‘Service Agents’ in the same manner.



G J/ Hygiene Service Management

® Hygiene Maintanance

W

PSRV 5D - hcssel Bay Business Distict v

Service Dug On

[T | Mossel Bay, Main Branch -

Service Agent :

Updatz Service

| Deseription Customer Delivery Address | DueDate On Service | Sequence | Area Captured
[ Apaitment Construction PEODDZ - Peterson Con...  est Stieet, Mossel Ba.. 2022410112 3 1 Mossel Bay Busin
Display Option Search Filter
SelectAll Daselect al X
Hiew by Sitg “ Show Details & Specific Date r
View by lem Code € Show Consumables s

Specific Service Agent

® Hygiene Maintanance

Branch H Mossel Bay, Main Branch b

RIWA g 1CED - Mossel Bay Business District_»

Service Agent :

Service Due

Next Service

D ezcription
WIP Toilet Trailer, B 0,

01004001 Single Toilet Unit, 0, 2D1 SIDUDUD1 20
01004002 Single Toilet Unit, Blue Loo, 202 51000000 2022/10/12

(S

Duncati ...
Duncati ...

Moszel B
Moszel B...

202241012 &

Search Filter
Show Details

Show Consumables

Dizplay Option

iew by Site i
“iew by ltem Code (& o

Select Al | Add Consumables Deselect al ‘

202210412 = Re-5chedule [temls)

Specific Service Agent
Hide Captured

I e

Cancel Service ‘

Captured

Apartment Const...

Specific Date

Cuslomer

PEOODZ - Peterson Con

West Street, Mossel Ba..

Frint to |Screem Print j

The ‘On Service’ Tab

By default, the ‘On Service’ tab will display all Areas for
which the service were previously printed.

To now manage the Items for each Area and Site
individually, first select the ‘Area’ and select the Service
Agent’ assigned to the Area.

All Sites linked to this Area is now displayed.

1. However: To add Consumables used for each Item
individually — where applicable - the ‘View By Item
Code’ ‘Display Option” must be selected to activate the

‘Add Consumables’ button.

2. The first Item is selected and the ‘Add Consumables’
button clicked.



»

G / Hygiene Service Management

g

® Hygiene Transactions

PEDODZ2/001 - Apartment Construction
VIP Toilet Trailer. Blue Loo. 101

Service Date : “2022” 0hz - Service Charge Incl - g 40.00
Charge Code | 0y |

NEXT SITE START

The ‘Hygiene Transactions’

The ‘On Service’ Tab

screen displays the Item’s Site Number and

Description at the top, as well as the selected Item.

1.

The specific ‘Service Date’ can now be selected from the calendar.

The ‘Service Charge’ linked to this Item is displayed here by default
but can be changed manually if required.

Cancel

JaiRonz [ 6—_1||AFL der - Air Freshener - Lavender 100ml

}AIHUU3 ‘ o] |AF Orange - Air Freshener - Orange Blozsom 100ml

}AIHUU5 ‘ o |AF Ocean - Air Freshener - Ocean Fresh 100ml 2
|LHSDD1 ‘ _1|SIJAP - Liquid Hand Soap - 250ml *
|SANDU1 ‘ _‘IlT Block - Sanitizer - toilet block

|TPF|DD1 ‘ _4|T Paper - Toilet Paper per Roll

| .

| . 3.
| \ 0|

| \ 0|

| \ g

The quantity for each item used, must be set before clicking ‘Accept’.

® Hygiene Maintanance

PR VSR VNI 1 CED - Mossel Bay Business District

[TE il W MosselBay. Main Branch 2

Service Agenl :

All other Items will also be selected individually, and the
hygiene consumables captured.

OR:

By clicking the ‘Select All" button and clicking on ‘Add
Consumables’, the User will capture the settings for the
first item and when saving it, the window for the next
item will be opened automatically. The settings for all
ltems can be captured and saved in sequence
individually, without selecting each line separately and

each time clicking on the ‘Add Consumables’ button.

Service Due On Service Update Service Met Service
ItemCode Description Doc # Service Date | Due Date Hire # Area Drriver Site Captured Customer Delivery Address
01001001 VAP Tailet Trailer, Blue Loo, 101 51000001 202210412 202241012 3 Mossel B Duncan Apartment Const.. Danny PEOOOZ - Peterson Con.. “West Stieet, Mossel Ba
01004001 Single Tolet Unit, Blue Loo, 201 51000001 20221012 202241012 4 tossel B Duncan Apartment Const. PEONOZ - Peterson Con.. WWest Stieet, Mossel Ba
01004002 Single Toilet Unit, Blue Loo, 202 51000001 2022/1012 20221012 85 MosselB.. Duncan.. &partment Const. PEONOZ - Peterson Con.. West Stieet, Mossel Ba...
e Display Option Search Filter
Selct Al 4dd Consumables Deselest o | P e i
Wiew by Site (ol Shaw Details Il Specific Date -
Viewbyllem Code & Show Cansumables r
Specific Service Agent r
W2N0N2 - | ReScheduls liemis) Cancel Service
Hide Captured r
Print to [screen Print ~|




& J/ Hygiene Service Management The ‘On Service’ Tab

W

N Hygiene Maintanance
ARl MCED - Mossel Bay Business District Branch H Mossel Bay, Main Branch - Service Agent :
Semvice Due T On Service T Update Service T Mext
IternCode | Description |Doctt [ aFLa. [aFon. [aF0.. [ s08P [ TBlock [ T Paper|
[0 olooioot WIP Tailet Trailer, Blue Loo, 101 S1000001 2 a a 2 2 8
] oio04001 Single Toilet Unit, Blue Loo, 207 Sl000o01 a 1 a 1] 1 3
[0 oiondo02 Single Tailet Unit, Blue Loo, 202 Si000001 a a 1 1] 1} 2
¢ . ’ . .
In the ‘Search Filter’ section, the option can be selected
‘ ’ H
to ‘Show Consumables’. This way the User can check that
the quantities are correct before proceeding to update
the service.
Digplay Opti S h Fill
Select Al ‘ Add Consumables ‘ Deselect all ‘ fsp i p o s e.r -
Wiew by Site e« .S haw Details - Specific Date I
Wiew by ltem Code (& : 4 ol
Specific Service Agent I
202210412 - Fie-Schedule ltem(s) ‘ Cancel Service ‘ .
Hide Captured B
Print ta : |Screen Print j




% b}“ Hygiene Service Management

® Hygiene Maintanance

PRVNPRPNNN 5.0 - M ossel By Business Distict v | [EESNNRRISN 10l oy, Main Branch S

Service Agent :

Service Due On Service

[ Update Service | i Net Service Service History

liemCade | Description [Doc#t [ GeviceDate | Type | Arwea [Hire#  [DueDate | Diiver | Captured | Customer | Delivery Address [
o000 WIP Toilet Trailer. Blue Loo, 101 51000001 20221012 Maint Mozsel Bay Busin. 3 2022410412 Duncan Ross Danny PEOO0Z - Peterson Con, ‘West Stieet. Mossel Ba
01004001 Single Tailet Unit, Blue Loa, 201 51000001 20221012 Maint Mozsel Bay Busin. 4 2022410412 Duncan Ross Danny PEDO0Z - Peterson Con, ‘West Stiest, Mossel Ba
01004002 Single Toilet Unit, Blue Loo, 202 51000001 20221012 Maint Mossel Bay Busin. 5 202210412 Duncan Ross Danny PEDONZ - Peterson Con, ‘West Stiest, Mossel Ba

: Display Optian
Select Al Complete Servlc@‘ Deselect al e
i Yiew by Site (@
View by liem Cade = ()
Print to Soreen Fint -~

#® Hygiene Maintanznce

RPN 15D - Mossel Bay Business District v |[EEENRRSR 1ol Bay, bain Branch =

Service Agent -

o Y TnGas i Update Service

Next Service Service Histary

ItemCode Description Doc # Service Date Type Hrea Hire # | DufDate Driver

Captured Customer Delivery Address

Select Al

Display Option
Deselsct all
View by Site

e by ltem Code

~

ol

Print to

Screen Print

Close

The ‘Update Service’ Tab

To now update the service settings, proceed to the
‘Update Service’ tab.

First select the ‘View By Item Code’ option.

Select all of the Items and click ‘Complete Service’.

The ‘Update Service’ tab will now be void of all Items.



% b}“ Hygiene Service Management
=

# Contract Details

Contract Yolume # 2 Co

act Number:

Customer Code :

Site Number : Last Increment Date :

Branch

Construction Industry

2022/1012

Gonoiol | Hielem | KNonSeidl | | NomcHentals || Deposts | Poment | DefalView |

Froncidl | _Kit Group/Quote

Line Type Description Oty Eucl Tax Il

Charge
o

258.65

3854 297.19

The ‘Update Service’ Tab

Please note that each time consumables are added, and the Hygiene
Service is updated, the items will be accumulated in the Contract’s
‘Non-Rentals’ tab as follows:

# Contract Details

Contract Yolume #

ER—

20221011

Coniract Number:

Edt Customer Code - Construction [ndustry
Site Humber : Last Increment Date : 2022410412
Branch
General T Hire Itemn T Man-Serial T Non-Fentals T Deposits T T Detail Yiew T Financial T Kit Group/Quote
Code | Description | Dur | Oty | Taxl \nclusivel
01001001 WIF Toilet Trailer, Blue Loo, 101 1 1 11.74 90.00 DEPOSIT PAID CREDIT NOTE
01004001 Single Toilet Unit, Blue Loo, 201 1 1 522 40.00 500.00 0.00
01004002 Single Tailet Unit, Blue Loo, 202 1 1 4.51 40.00
- Additional Costs [ [ | 3654 29719 INVOICE TOTAL C N REFUND
Payrnents Made o -500.00
RELEIFT TUTAL
Recalculate Totals
500.00 _

DEPOSIT REFUND

’7[“][' Refund Deposit

DEPOSIT FORFEIT

0.00 _
PAYMENT DUE
Reparts ta: |5:leen Prirk j P03 Print to : |Scresﬂ Print j
Edit Cantract ‘ Summary | Delivery Note Return Mote Close

The contract’s ‘Payment’ tab will reflect the total for
all ‘Non-Rental’ items as ‘Additional Costs’, and the
amount will keep on accumulating as Consumables
are added. The Invoice Total has also increased
accordingly.



%blutl 101 ) | . wy

..' N
| AN\

;. )
y N
: y
i
[ 1|‘ £ i | r '. . ..f 4
| f ' ! - '
i - 3 R i
2. ’ ,
{

L -
e
> = S -Eag.ﬁ

4
-
.
-
}
f

L
S

P&T Restrooms]

/

q ted by/onlyyouc Ry e A
A R

'S A A Y232 e 2. T B R R R N R R R Y




& / The Hygiene Route Sheet
W

# INoviel Ablution Hire Ultimate Standard 6.9.0.2 - [tern Grid]
" File Edit Modify Setup Process Reports ) ) Hygiene Route Sheet Options
Hygiene Service Reports
.. .|. _IP - # - 0 Hj’giEf‘lE Route Sheet Drriver: liﬂ Clear Select Date Range [
H}rgiEﬂE RE'SChEdUlE J':'l.l.lljlt Ll:lg — Client: || ﬂ Clear From: |2022/10:13
10 11 12
‘ 2;':'2 ‘ a%?z ‘ 2‘3;'2 Hygiene Doc Mumber Reporting L hem [ 4 Elza To: [20z2rt0s -]
o000t [& | e Tue Wes Ablution Hire Details ] &= 5 = e
A Mntoroon |.| Bl -
' Detailed
rLlsls the Abovn_a odptior;s to filter: Heportfﬁiesults. bNone gf the ® Gwimer,
. . . 1elds are required and mare than one filker can be wsed.
The ‘Hygiene Route Sheet’ can be printed using any, none, or all of the ‘ ‘
Cancel Accept

filter options:

v Driver Hygiene Experts 2
44 Green Earth Street

Bellville

Cape Town

8000

v Client
v Item 044 123456
v'  Area

Hygiene Route Sheet
-M

This report can be printed for the current date or selected date range, and when

3 Items to be servicad dily. Hygien

( . . ? . . ( . . PEOODZ - Peters: Mm' BEY =i "‘“5*' BET bl fo be charge whon Hled, S
the ‘Print Service’ button was clicked in the ‘Hygiene Service Management — Coriicion b CoSalieVesslSay Gort iz R }e“me«sm -
- et Sirest, Moss § B ~ 3 tems :c:eseruc,eddam—
Service Due’ tab. Sl O T
listrict 8!
‘ , ‘ f . PEDO0Z - Peterson ”B"uﬁi':“ &“I—‘f“g‘;ﬁa“fs'gjf e 082  Duncan Jﬁimﬁifﬁﬂﬁg;ﬂ:ﬁﬂ':’%ﬁeu.sne
H H H H H ‘Construction — - " 123654 Ross Foremans signature required after each
The Service Agent can manually tick of each ‘serviced’ Site in the ‘Completed N =
column to keep track of completed jobs — in addition to completing the ‘Hygiene e aless —
202 B ~ederson Voorbaai Woorbaai, Messel Bay,  Quinton e
onstruction 8500, 214587 Ross
slip” issued per Site. e SO Eeeen o GemEdERL o Dwem
Construction 8500 21458 Ross
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Gf The Hygiene Route Sheet

The notes displayed on this report, is derived from the ‘Permanent Notes or
Instructions’ added to the Contract’s ‘Hygiene Details’ screen.
»
» .Fi|E Edit Modify Setup Process Reports Help
)
sl
[ Contract Yolume # 24 25 26 27
[ Customer Code - Construction Industy ” a?)”E‘z ‘ a?_:Ez ‘ aEE:z ‘ ag:z:z ’7
F Site Number : Last Increment Date : 2022013
F Branch

General T Hire Item T

MNon-Serial T Mon-Rentals T Deposits

[

Invoice Mumber :

Credit Mote Mumber :

Deliver/Callect
[Default]

Start Date :
Order Humber :
Contract Status :

Container Mumber :

|
—
[ooiver 7]

20221041 End Date :

—
—
 ©
|

——

ACCOUN

20221043

Hygiene Details

N

Fixed Day Limit Rate :

Drefault

Discount % :
Agent Code
Description
q
o

Edit

Reports to: [Screen Print

Hygiene Contract Details
Expected Contract End Date: | 202241011 -

Remarks:

Allocate Permanent Instructions to

/ Contract Itemns
/

3 ltemz to be serviced daily.
Hygiene consumables to be charged when filed
Site Foremans signature required after each service,

hH

Accept

o

Conlract Summ. ] - ] -
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: e[ Manually Adding Non-Rental Charges to a Contract

# Select Charge *
Search
Contract Volume # 20221011 Con
Customer Code : |Peterson Constiuction Eeazhl |E0de j
Site Mumber : |Apartment Construction Last In Search Far |
Branch . |Mossel Bay, Main Branch j
General T Hire Item T Mon-Serial T Mon-Rentals T Deposits T Payment Code | Description Exel Tax Incl ~
FOROO1  Farfeiture Charge 0.00 0.00 0.00
FPTO0  Folded Paper Towels - 250 31.30 470 36.00
HADODT  Haot Air Dryers 51217 7E.83 589.00
Line Tvpe | Charge Diescription Oty Excl Tad | HYGOOT  Hygiene Service Charge 0.0o 0.0 0.00
7 | HYGOD2  Hygiene Service Charge 0.00 oon 0.00
Itern SEROOT Service - VIP Toilet Trailar 1 3478 5.24 INHOOT  POS and Shop Transaction 000 000 000
Item AlROOZ Air Frashener - Lavender 100ml 2 .78 5.24 | INIDM POS InHouse Charge 0.00 0.0o 0.00
ltem LH5001 Liquid Hand Soap - 250nl 2 ®.32 3.6 mgg; ta:e EEEU'n EEC‘"QE 203'% ggg 203-33
" - . ate Return Charge . . .
Itermn SANOOT Sanitizer - tailet block 3 3913 5.8 LHSO01  Liquid Hand Soap - 250mi 12,15 1.84 15.00
Item TPROOM Toilet Paper per Roll 13 28.26 424 | PTDOOT  Paper Towel Dispenser 3304 46.96 360,00
. . P P REPO01  Replacement Charge n.oo 0.00 0.00
It SERO05 5 - Single Toilst Unit 2 E0.E0 9.04
= e STaE TE REPOO2  Repai Charge 000 000 oo
Itermn AIRDO3 Air Freshener - Orange Blozsom 100m] 1 17.39 281 | rEPODZ Fieplacement Charge 0.00 0.00 0.00
Item AIRODG Air Freshener - Dcean Fresh 100ml 1 17.39 261 || REPOD4  Repair Charge n.oo 0.00 0.0
SANO0T  Sanitizes - toilet block 132.04 196 18.00
SCEOM  Service Charge n.oo 0.00 0.00
258.65 38.54 | SDRODT  Soap Dispenser 217.39 3281 250.00
SEROOT  Service - VIP Toilet Trailor 43.48 B.52 50.00
SERO0Z  Service - YIP Shower/Toilet Combo 86.96 13.04 100.00
pefi=s Acd Remark | add | | | SER0ms Servioe- 12 Toet T 2087 3313 30000
SERO04  Service - YIP Paraplegic Toilet 43.48 E.52 50.00
SERO0S  Service - Single Toilet Uit 3478 h.22 40,00
SEROOE  Service - 3 Shower Trailor 86.96 13.04 100.00
TPROOT  Tailet Paper per Roll 217 0.33 250
TRHO0T  Tailet Roll Holders 15217 2283 175.00
WEGOD ‘Wheateater Gut S0m
i Bin
Repotts ta: | Screen Print |

Save Cancel

Contract Summary

Cancel

Should it happen that an item was damaged or
removed, the Customer can be charged for it.

To do so, access the contract and click ‘Edit’.

In the ‘Non-Rentals’ tab, click ‘Add’ to open the
window containing all pre-created charges in the
system. In this case, a wastebin was removed and
must be replaced.
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# Contract Details

Contract Volume EJ 20221071
Customer Code PEN002 [Peterson Canstuuction
Site Numher - PEODO2/001 [pattment Constuction

Branch

| [l Mossel By, Main Branch -

Contract Number:

[Construction Indusiry

Last Increment Date

202210413

Monthly Recovery Contract ||

Geneal | Hielem |  MonSeisl | MonRentals |  Deposts |  Payment |  DelalView |  Financil | Kit Gioup/Guole
Line Type | Charge Description Oy Excl Tax Incl 4|
ltem AIR00Z Ait Freshener - Larvender 100l B 7 522 4000
ltem LH50m Licuic Hand Soap - 260mi 2 %32 368 000
ltem San00 Sanitize1 - tolet lock 3 313 547 4500
ltem TRROOT Tt Paper per Fiol 13 EE) 424 EE]
ltem SEROOS Service - Single Tkt Urit z B0.ED 5.0 6369
Item PRE Al Freshener - Orange Blossom 100w 1 17,3 261 2000
ltem HIRO0S Ai Freshener Dcean Fresh 100l 1 17,33 261 2000
WPBO0T
d, and had to be replaced j
476.05 EARER 7T AL
Rofish | add Remark | s | Dol |
Reports (0: [Screen Piint %} POS Piirt o [Screen Frint ]
Save | Cancel ‘ Contract | Sumtiary | Delivery Nate | Retumn Hote
Proforma Invoice Date : 2022/10/13
2022/10i11
End Date: 2022/10/13

Invoice Number :

8§ &
e[ Manually Adding Non-Rental Charges to a Contract

A note can now also be inserted by clicking ‘Add Remark’. This action activates a line
below the last item and the note can be typed by clicking in the line, and in the
‘Description’ column.

Novtel only allows 40 characters per line.

To capture a longer note, another remark line must be added.

Clicking on the ‘Summary’ button at the bottom of the screen, the Pro-Forma Invoice
is produced, indicating the Hire Items linked to the Contract, and the costs involved.

Next, the Non-Rental items are listed. This includes the service charges; consumables
and other charges and remarks added.

All Receipts issued against this contract will also be indicated.

Hygiene Experts
44 Green Earth Street

Bellville
Cape Town
Peterson Construction PE00OZ 8000
9 truction Street
W
v Tel 044 123456
Cellular#: 082 12345678 Fax:
Customer Contact#: 044 693 123458 Email :
Site : Apartment Construction .
VAT No : 123456789 VAT No : 123456789
HIRE ITEMS:
Contract Number: 2 Contract Volume Number: 2 Order Number :
Code Hire # Description QTY HD Hour Tax Incl
01001001 3 VIP Toilet Trailer, Blue Loo, 101 1 2.00 0.00 23.48 180.00
Serial# ABC123
01004001 4 Single Toilet Unit, Blue Loo, 201 1 2.00 0.00 10.43 80.00
Serial# ZXC122
01004002 5 Single Toilet Unit, Blue Loo, 202 1 2.00 0.00 .82 80.00
Serial # ZXC456
Hire Items Total : R43.74 R340.00

NON RENTALS :
Code Description Qty Tax Incl Amount
SERO0O01 Service - VIP Toilet Trailor 1.00 RE5.22 R40.00
AlRDOZ Air Freshener - Lavender 100ml 2.00 RE.22 R40.00
LHS001 Liquid Hand Soap - 250ml 2.00 R3.68 R30.00
SANDODA Santizer - toilet block 3.00 R5.87 R45.00
TPROO1 Toilet Paper per Roll 13.00 R4.24 R32.50
SER0O0S Service - Single Toilet Unit 2.00 R9.09 RE9.69
AIRDOD3 Air Freshener - Orange Blossom 100ml 1.00 R2.61 R20.00
AIRO0S AirFreshener - Ocean Fresh 100ml 1.00 R2.61 RZ20.00
WPBO01 Waste Bin 1.00 R32.61 R250.00
Item was removed, and had to be replaced
Non Rentals Total : R71.14 R547.19
RECEIPTS :
Document # Description Date Type Amount
REC00003 Contract Deposit 202210/11 3 RE00.00
Receipt Total: R500.00
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. &/ Returning and Invoicing an ltem

All rented items can be returned simultaneously, or only selected

Clicking on the ‘Hire Item’ tab, all Items are currently linked to

To make any changes, the ‘Edit’ button must be clicked.

Edit %

Reportzto | Serel

Customer Code : ‘PElEISUﬂ Construction

Construction [ndustry

‘Apanment Canstiuction

Site Number :

Branch | [l HosselBay, Main Branch

=]

Last Increment Date :

# Contract Details X
Contactvome #  FRNNEY GOSN Contract Number:
Customes Code P Covttn items can be returned and invoiced.
Site Number - ‘Apaltmam Construction Last Increment Date :
Branch [ W vicssel By, Main Branch -
T Hire Itern T Mon-5 erial T Man-Rentals T Deposits T Payment T Detail Yiew T Financial T Kit Group/Quate
{ 7
the ‘On-Rent’ status.

I Numtn

e luber | ACCOUNT CUSTOMER

Credit Note Number

Deliver/Callect ;

[Dee';‘a ir"] ollec Deliver

Start Date 2022410411 EndDate 202210413 r

Order Humber

Hygiene Details

Contract Status On FRent 2

Container Number 2

Discount % [i} # Contract Details A

Agent Code J

Contract Yol # -
B T ontract Yolume 2 20221011 Contract Number:

2022/1013

Monthly Recovery Contract [

[ I I

General T I Hire Item I T Non-Serial Non-Fentals Deposite

Payment

[ [

Dietail Yiew Financial T Kit Group/Guote

the ‘Return’ the

Clicking on button,

Hire Nurm Itern Code | Item Desc Tariff Code | Rate PD | Tatallnel | A& | Status Deliver | Issue| Bal| IP| OHD S P | HDA HD | Fate PH | Ha . .
2 Depost SI000 [ 000 N Onfert | Delver checkboxes next to all items are activated.
3 01001001 VIP Toist Trailer. Blue Loo... 0501007 9000 18000 N OnRent Defver 1 1 0 000 0 0 000 200 000 O
4 0004001 Single Toiet Unit BlueLo.. OSOM004 40,00 8000 N OnRent Defver 1 1 0 000 0 0 000 200 000 O
§ 01004002 Single Toiet Uit BlueLo.  S00004 40,00 8000 N OnRent Defver 1 1 0 000 0 0 000 200 000 O The Items to be returned can now be
selected. In this case, as all items are
returned simultaneously, we will select all of
. ‘
the checkboxes and click on the ‘“Apply
s
Selection’ button.
Dizplay <F1> \ Action - Return - Select All<F5> Select Mone <FE> | Move Contract <F7>
" " <HC>
OnRent <FB> | Deliver/Collect <F3> [™ Retum <F10 ) oo Selestion 72 Rain DayulitHi= | 4 mend Contiact Bracdim
Reparts to: ‘SCreenPrint j FOS Frint to |ScreenPnnt ﬂ
Save | Cancel | Cantract | Summary | Drelivery Mate Rieturn Mote |
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The ‘Select Return Date’ window is displayed for the first Item on the list.

1.

ﬁ* ° e o
&/ Returning and Invoicing an Iltem

Date Out

The date and time this item was placed ‘On Rent’, is displayed here
and cannot be edited.

. Date and Time In

By default, the current date will be inserted here, but can be
changed if applicable. The exact time the item is returned can now
also be selected.

. Hire Day Total

As per our example, the total hire days are displayed as 4, and the
daily rate for this Item is R95.00.

. Hire Day Adjustment

By default, the Hire Day Adjustment total is set at zero.

However: Days can either be subtracted or added from this screen,
and Novtel will adjust the value accordingly.

# Sclect Return Date — O x

| 107 --WIP Tailet Trailer, Blue Loo, 107
@ etz 0w |z0zz100m ~| 1308 =

@ e @03 (122 — [SDMEaea

Changeoter [Swaop [bem] [
|S-E|t|.1r|:|a_lrI Tatal | 0.00 | Hire D ay Adjustment 6_
|Sunu:|a_l,l Tatal | 0.00 Subtact (5

o

|H|:|Ii|:|eu,I T atal | 0.00

Add -
|I:Iff-Hire Tatal | 0.00

&) HieDay Toral | 200 Pdiustment Quantity | 0.00
|.-‘-‘-.|:Iiusted Hire D1ay | .00
|Dai|_l,l Hate| 90.00 lﬁdiustment"-.-"alue | 0.00
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~ &/ Returning and Invoicing an ltem

5. Replacement Quantity and Cost

Should it happen that the Item is damaged beyond repair,
and the Customer is liable for the cost thereof, the
replacement quantity is entered as 1.

Novtel will insert the Cost Price total — as inserted on the
‘Item’s’ Master File

# Seclect Return Date - O *

| 101 --%IP Tailet Trailer, Blug Loa, 101
Date Out: |a022/10011 ~|[13:08 =

Dateln: 20221013 »||09:22 —= |Time Out. 0346
Changeover [Swop [kem) r
|Saturda_l,l Total | 0.00 | Hire Day Adjustment
Sundap Total | 0.00

Subtract &
Holiday Tatal | 0.00 0
- Add i
Off-Hire Total | 0.00
|H ire Day Total | 200 lﬁdiustment Cluantity | .00
lﬁdiusted Hire Diay | .00
|D aily Rate | 90.00 lﬁdiustment Walue | .00
|Heplacemenl Quantity a | 0 ﬁ
|Heplacemenl (@ Cost - | 0.00

|F|epair Fee @ | 0.00

. _ (70
Charge Extra Fee @ 200.00 -
Mo Penalty for Late Return 0

Maotes

|
Acept “ Cancel

6. Repair Fee

If damages occurred and it can be repaired, the fee is entered
in this field according to the amount needed to repair the
damage.

. Late Return

By default, this field is deactivated, and can be left unchanged
if the Iltem was returned on time.

However: If the Item was not returned on time, this checkbox
is ticked — which will activate additional fields below it.

The default fee for a late return is R200.00 in our system, but
it may be a different amount at your company — depending on
how your system was set up by the system Administrator.

If this option is selected, the Customer will be charged an
extra R200.00 for the late return.

But, by selecting the ‘No Penalty for Late Return’ option, the
late return is documented, but not charged.

8. Notes

Any applicable notes pertaining to this returned item, can be
entered in the ‘Notes’ field. To finalize the return action for
this item, click ‘Accept’.
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#® Sclect Return Date

- [m] X

| 201 - Single Toilet Unit, Blue Loo, 201

Kit Group/uots

F| HDA|  HD | RaeFH| Hod

0 000 300 0.00 il
0 000 200 0.a0 ikl
0 000 200 0.a0 ikl
0 000 200 0.a0 ikl

Move Contract <F7>
<HC>

Contract Yolume #
ou: <[ =
Customer Code - | 000 aein:  [EEEA0AS <0200 — [EOUaE
Site Number : PENO0OZ2/001 202241013
e Number Changeover [Swop Item] r
Branch . Mossel Bay, Main Branch Monthly Recovery Contract ||
[Saturday Total | 0.00 | Hire Dap Adjustment
General Hire Item Non-Serial Detail Wiew Financial
Sunday Total | 0.00 Subbact & - T T
Holiday Tatal 0.00
Hire Hum | tem Code | ltem Desc Fi a9 sdd O s P OAD] 5]
2 ZGROO..  Deposit-500.00 Off-Hire Total | 0.00 0 0 000 o
3 D1001001 1P Tolst Traer, Blue Loo Hire Doy Total [ 200 PAdjustment Quantity | 0.00 10 000 0
4 01004001 Single Toilet Unit, Blue Lo. ladiusted Hire Day 0.00 1 0 000 a
5 01004002  Single Toilet Unit, Blue Lo. o 1 0 000 a
[DaiyRate | 40.00 [Adustment Value | oo
replacement Quantiy =
[Feplacement @ Cost- 5000000 0.00
[Fiepair Fee [ 0.00
Late Retumn r
Display <F13 Select Mone <FB>
OnFent <F8> | Deliver/Collect <F3> | Rt Motes Amend Contract Cancel ltem
; |
Save | Cancel | Aecept V/ Contract Yolume #

Immediately, the ‘Select Return Date’ window for
the second item on the list is displayed, and all of
the necessary settings are to be captured and saved.

Fi
E

Customer Code - E000Z
Site Humber - E0002/001

Branch | [ H1ossel Bay, Main Branch)

#® Sclect Return Date

- ] X

General Hire Item Non-Serial

E

ehum | ltem Code | Item Desc

fi

2 ZGRO0..  Deposit- 500.00

KRR
e w

01001001 WIP Tailet Trailer,

Blue Loo_§f !
01004001 Single Tailet Unit, Blue Lo, 0
01004002 Single Toilet Urit, Blue L [t

Display <F13

OnRent <F&> Deliver/Collect <F3> Fiets

Out

202 - Single Tailet Unit, Blue Loa, 202

2022710411 1315 =

ate In ,ﬁﬁgngﬂ [09:34 =] [Time Due- 0340

Changeover [Swap Item)

B 20221013
r

[Gaturday Total [ 0.00

Sunday Tatal | 0.00

| Hire Diay Adjustment

Monthly Recovery Contract |

DetalView | Financil | Kit Group/Quote

Subtract [+ . .
gt [0 S 3 S ) T W KT The settings for the 3 and final
AllS e 1} 0.00 0 000 300 0.0 0.
[Hire Day Total | 2.00 [diustment Quantiy [ 0.00 0 000

1
lzdiusted Hire Day 0.00 1 0 000
1

ol am| 2001 omi 0y item can now be captured and

0 o000 200 0.oo 0.

oooolw

0 oo

[palyFate | 4000 BdustmentVaue | 0.00 save d too.

‘Heplacement Quantity

[ o

‘Heplacement (@ Cost - 50000.00 ‘ 0.00

‘Hapail Fee

Late Retun

Notes

[ ooo

Save | Cancel |

Accept V/

-
Select None <FB> | Move Contact <F7>
<HC»
Amend Contract Cancel ltem
Printto: |5 creen Print ~|
Cancel | e Nate Retum Naote ‘
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# Contract Detat X The Contract can now no longer be edited since all items
Contiactvoume SN  ECECESEESEEEEEEEE Contract Number: have been returned and an official Invoice has been issued.
Customer Code : |F‘eterson Construction Construction [ndusty
Site Humber : |Apartmant Construction Last Increment Date - 20221013

. . . . ) . .
panch [ [ = Clicking on the ‘Invoice’ button, the Tax Invoice will be
General Hire Item T Mon-Serial T Non-Rentals T Deposits T Payment T D etail View T Financial T Kit Group/Quote . . . . .
displayed, and the official Invoice Number allocated to it.
Hire Num | Item Code | Item Deac | Tarit Code | Rate PD | TatalIncl. | Ra | Deliver | lssue| Bal| P[oHD|  s| Pl HDA| HD|PRatePH| Hol
@2 ZGROO.. Deposit- 500.00 0.00 000 N Deliver 0 0 0 000 0 0 000 300 000 0f
@3 01001001 ¥IP Toilet Trailer, Blue Loo.. 0501001 90.00 18000 N |Retumed | Deliver 1 0 0 000 0 0 000 200 000 0f
@4 01004001 Single Toilet Unit, Blue La... 0501004 40.00 80.00 N |Retured  Deliver 1 0 0 000 0 0 000 200 000 0f TAX INVOICE wE T3 Geber 2022
A5 01004002 Single Toilet Unit, Blue La... 0501004 40.00 8000 N |[Retumed  Deliver 1 0 0 Qo0 0 0 000 200 000 ol .m.:':::::: e
End Date
a000
ol n4s 123358
srooo2 E'::TI
vat o 123458789
Contract Numbsr: 2
Contract volums Number 2
‘Orger NUmber
Customer Contact # 044 633 123456
Site : Apartment Construction Callular # 082 123456748
VAT No 123456789 Customer ID #
5 Bilina Infsrval Manth End
Display <F13> Hire Item
4ic Hire Items
Code Hire # Description aTty HD Hour Rats Inel
atoafaod 3 VIP Tailet Trailer, Blue Loa, 101 1 2.00 a.a0 80,00 180,00
Qut 11 Ocober 2022 - 13:08:10 in 13 Ocwber 2022 - 09:22:02
otonse0t 4 Single Todlt Urit, Bue Loo, 201 I 200 a0 2000 a0.00
Reports to |Screen Print j POS Print ta |Screen Print j out 11 Ocuber 2022 - 13:13:47 n 13 Qcmber 2022 - 08:33:18
7 01004002 s Single Toilet Urit, Blue Lao, 202 1 2.00 0.00 s0.00 80.00
‘ Credit Mote Refund Charge \I’WOICE% Caontract | Summary | Delivery Note Retum Maote Cloze ‘ out 11 Ociber 2022 - 13:15:21 n 13 Ociober 2022 - 09:34:54
Non Rentals
code Deseription ay Tax
SER0O01 Service - VIP Talet Trailar 2.00 R10.43
AlROO2 Air Fr ner - Lavender 100m| 2.00 R5.22
1 Liquid Hand Soap - 250m 3.00 R5.53
SANODO1 3.00 R5 87
TPROO1 22.00 R7.AT
‘o0 n1s. 1a
2.00 R5.22 R
1.00 R2.81 R20.00
1.00 R32.81 R250.00
emaved, and had o be mplaced
Tax Total R138.57
Exel Total R917.31
Pags 1 Inci Total R1054.33
Discount : RO.00
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. &/ Returning and Invoicing an Item

# Movtel Ablution Hire Ultimate Standard 6.9.0.2 - [Iterm Grid]
W File Edit Meodify Setup Process Reports  Help
=7

LT

Wiew [kems by

@ Code " Available
" Plant Mo © OnRent

" Transter © Maintenance

% Edit Contract

|2mz2r10/09 ~| [202210028 ~|

P
4

#88n
§

3

Returning to the Grid, the status of all items
linked to Contract 2 has been changed to the
status and colour of the ‘Returned’ status.
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. &/ Account Payments
T

# Contract Details x
Contract Volume # - PEY |172022wn Confract Number: Please note that ONLY once the actual payment is received, must this
Customer Code : Peterzon Construction Canstiuction [ndustry
Site Numbe : [rmatment Constctor Last Increment Date - [oz2rons | step be performed to receipt the payment amount as received by the
| =~
Branch Mossel Bay, Main Branch hd
General T Hire Item T Mon-Serial T Mon-Rentals T Deposits T T Detail Yiew T Financial T Kit Group/Guote CUStomer'
Code | Descmp.linn : | Dur | Gty | Taxl \nclusivel DEPOSIT PAID CREDIT NOTE _ . _
§i§§%§§i \gf::g}r;ﬁgy;:Eg\ii?zéngi g i $§g§ 1§§§§ it - When ltems have been returned as In the case Of Contract 2 and
ingle Tailet Unit, Blue Loo, _ _ . .
: baond Lot =e  um INVOICE TOTAL € N REFUND there is an outstanding balance present, a contract payment can be
_1[I54,3EI _[I,[I[I
P—— performed from the Contract’s ‘Payment’ tab.
DEPOSIT REFUND : The outstanding balance is displayed in red in the ‘Payment Due’
p— field. To process the receipt, click on the ‘Contract Payment’ button.
PAYMENT DUE
Contract Payment “
P— S~ ,m » Contract Payments X
Selected ltems) History :
| Credit Mote Refund Charge: Irwoice Code | Description | Dur ‘ Gty ‘ Tax Inclusivel o * *
- Depusl_l Applied 0.00 500,00 = ‘ ) .
s it 11 B8 5 |IB The ‘Contract Payments’ screen is opened, and the
ingle Tailet Lnit, Blue Contract Vol #: . . . . .
SR S vPTTa. D2 e mm RN following information is automatically entered by Novtel:
LHS001 Liquid Hand Soap - 250.. O 3 553 45.00 Customer Description
TPROD Tadraerehd 0 2% 71 g0y ||[IPE002 - PeteionComstucion €
SERQDS Servioo-SroTolel. 0 4 1818 13938 v The Contract VOIUme Number
SR e oot ¢ 1 3a 5o | mmee.
WPB0 .. ‘Waste Bin 1] 1 3261 25000
‘;.Z:m“;fs'fd";?:d'a”d“ ) w0 Papmert Date 2022410013 hd / The Cu Stomer
v" And the ‘Payment Due’ amount
Statuz Returned :
Papment Received : 0.00
Change : 0.00
| 554.380
Prink ta : |Screen Prirt j
User:  Danny Shift #: SFT00002
Close




Account Payments

# Receipt : RECOD004

’ Contract Payments *,

il Zoom [100% -

Tax Ircluzive Ciri Fizrit ® 3 idarin ® &l

)
b=

=
=3

Code Description

Hygiene Experts

: Depasit Applied 000 50000 e The User will select the payment
Mmoo, WP Tailet Trailer, Blue .. 2 1 2348 180.00 === 44 Green Earth Street
Moo Single Toilet Ui, Blue . 2 1 10.43 80.00 Fly )
01004, s::SETE:Et uﬂh.aﬁi... 201 932 80.00 : : method used by the Customer, Belvile
SEROM  Service - VIP Toilet Trai.. 0 2 10.43 80.00 . own
AROD2 B Froshener-Loverd. . 0 2 522 4000 select the date upon which the Ca:ﬂ;
LHS001 Liqu_i;lHand_Soap-EED... 0 3 553 45.00 .
MDD Skt btk (DS L&D payment was received, and double o o e
SERODS Service - Single Tailet 1] 4 1818 135.38 ‘ H ’
A L g lok.. | 2 2 938 check that the ‘Payment Received VAT 123458739
AIROOS  Air Frash -0 F.. 0 1 261 20,00 i - .
= \.Jagrte:ainer e 01 3261 250.00 amount corresponds with the RECEIPT

Item was remaoved, and... m . i crintion - erson Construction
: Payments Made 0 50000 amount received from the Customer o Deserpion T o

P o
before clicking ‘Accept’ to process ContractVol 2

_ Payment Type : Credit Card
the payment.

The receipt is displayed as follows:

PAYMENT DUE é _
Payment Received : 55438
554_38 Change : T YT

Payment Due : 55438

St cumy

Payment Date : 20221013
Print Date : 20221013
Time : 10:07:24

Shift Number : SFTO0002

Thank You.
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. &/ Account Payments

# Contract Details

Contract Yolume #
PE0OOZ

Customer Code :

20221011

|Peterson Construction

Site Number :

Contract Number:

Construction Industry

Last Increment Date :

The payment is now captured, and the payment
due amount is displayed as zero since the

2022710713 outstanding balance was settled in full.

|Apartment Conztuction

Branch

General T Hire ltem T Mon-Serial T Mon-Rentals T Deposits T T Dretail Yiew T Financial T Kit Group/Quaote
Code D escription Dur | Gty Tax |nclusive DEPO PAID RED L
01001001 YIP Tailet Trailer, Blue Loo, 101 2 1 23.48 180.00
010040071 Single Taiet Unit, Blue Loo, 201 2 1 10,43 80.00 500.00 0.00 (. . ) . .
01004002 Singe Taiet Urit, Blue Loo, 202 2 1 982 £0.00 The ‘Financial’ tab d|splays the I’ECEIpt number,
- Additional Costs 92.84 71438 1 1 R D
Payments Made a -1054.38 .
ZED 0.00 amount and the date and time the payment was
= PT TO d
1054.38 Recalculate Totals processe .
DEPD H )
0.00 Refund Deposit
DEPD OR
000 # Contract Details X
i ’ Contract Volume #  ERSSSCEY 20221011 Contract Number:
Contract Payment Customer Code [ Peterson Construction Construction Industry
Site Number : |Apaltment Construction Last Increment Date :
Branch . |MnsseIan, tdain Branch ﬂ
Apply Deposit Reparts o : ‘Sc[een Print j POS Frint ko - W General T Hire Item T Non-Serial T Mor-Rentals T Deposits T Payment T Detail Wiew T Kit Group/Guate
‘ Credit Mate Fiefund Charge Invoice ‘ Contract ‘ Surmmary ‘ Delivery Mote Fieturn Mote

Document Hum| Amount] Transaction | Time Stamp

RECO0003 500,00 Deposit 2022410411 12:50:45

RECO0004 554,38 Payment 202241013 10:07:23

Apply Depost Reparts ko : ‘Ecreen Frint j POS Print to ‘SCreen Print j
‘ Credit Mote Refund Charge Invoice | Contract ‘ Summary ‘ Dielivery Mote Fietumn Note Cloze
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. &/ Account Payments

# Novtel Ablution Hire Ultimate Standard 6.9.0.2 - [Item Grid]
W File Edit Modify Setup Process Reports Help

22 2022

Tue

01001001

H

3 Peterson Construction

Ego

7 Peterson Construction

4 Peterson Construction

———
5 Peterson Construction V
—

& Peterson Construction

oo — [ N N N I I N I
I A I N N N I B

wllLLILLLELLILLE
T

Wiew [terns by

@ Code pvailable
" PlartMa © On Rert

" Transfer T Maintenance

% Edit Contract

|2022/10/10 ~| |2022/10/23 |

All Iltems linked to Contract 2 is now displayed in
the status colour of the ‘Fully Paid’ status since
no outstanding amount is present.
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ef The Hygiene Service Report

# Novtel Ablution Hire Ultimate Standard 6.9.0.2 - [tern Grid]

M File Edit Modify Setup Process Reports
din I ¥ T ¥ 0
10 11 12
Oct Oer Oct
2022 2022 2022
01001001 aﬁl Maon Tus Wed

Hygiene Service Reports
Hygiene Route Sheet

Hygiene Re-5chedule Audit Log
Hygiene Doc Mumber Reporting
Ablition Llire Diatailc

From the ‘Reports’ menu, a detailed or summary ‘Hygiene
Service Report’ can be produced.

Drriveer:

Client:

Itenn:

Area:

Uz the Abowe options ta filter Report Resulks. Mone of the
fields are required and rmare than ane filker can be wsed.

Select Date Range B 9

From: |2022/10413
Ta | 2022410413

Sart By: | Driver -
o Detailede

" Summary

Cancel ‘ Acceptw

All of the filter options can be used; none of it; some of it, or only one to
obtain the required results.

To not only view the default current date, the ‘Select Date Range’ option
must be ticked. The User will now select the required date range to be
viewed.

Selecting the ‘Detailed’” option and clicking ‘Accept’, the report will be
displayed as follows:

Hygiene Service Report

Time and date report was printed: 13 October 2022 10:20:00

CLIENT s | amea | pae | cost
DRIVER: Duncan Rozs
. ; _ . | Mossel Bay
01004002 - Single Toilet Unit, Blue Loo, 202 PEDODZ - Peterson Construction PEDQO2/001 Businecs Dictrict 12 Ootober 2022 34.50
01004001 - Single Toilet Unit, Blue Loo, 201 PE0DOZ - Peterson Construction PE0002/001 E‘f:ij‘a[;’ striet 12 Ottober 2022 35

. . . ; Mossel Bay
01001001 - VIP Toilet Trailer, Blue Loo, 101 PEODOZ2 - Peterson Construction PEOOCZ/001 Business District 12 October 2022 40




§ &
. &/ The Hygiene Service Report
g

Hygiene Service History Report Options

Diriver: ﬂ Clear Select Date Range  |w
Client: ﬂ Clear From: |2022/10/11 -

: : - . . . 1.
e & e " 2 Selecting the ‘Summary’ option before clicking
izl = _Cear | _— ‘Accept’, the report is displayed as follows:

o | Driver
" Detailed
: : " Eummand
Uze the Above options to filter Report Results. Mone of the
fields are required and more than one filler can be used. ?
Cancel ‘ Accept ‘

Hygiene Service Report

Time Period of Report: 11 October 2022 to 13 October 2022

Time and date report was printed: 13 October 2022 10:23:20

SITE ’ ’ TO

Maossel Bay

PEQDO2M001 PEOOOZ - Peterson Constructon Apartment Construction Business District

3 Duncan Ross 20z2210M2




£

, / The Ablution Hire Report
e

® Novtel Ablution Hire Ultimate Standard 6.9.0.2 - [item Grid] This report can be obtained for a specified period and status
W File Edit Modi Setup  Process | Reports . . .
el E B Hygiene Service Reports 1 option, and lists:

din I _LIIZI T Tmp T 0 Hygiene Route Sheet v

Contracts for the selected period

o = Hygiene Re-5chedule Audit Log =
‘ Oct ‘ et Ot [ H}fgiEﬂE Doc Mumber Repnrting ‘/ The |temS I|nked tO |t
2022 2022 2022 e
01001001 [ | ™ v sl alals ' v The Start and Expected End Date
ﬁlﬂlﬂlﬂﬂl 3 Peterson Constn Activity >
__I )
01001002 - 7 Peterson Constr List Of Availability v" The Contract’s current Status
v' And if captured, remarks added to the Hygiene

Details window

# Ablution Hire b4

From |EDEEA0A11 - To 2022410414 -

Ablution Hire Details

[] Cancelled B
[ Provisional [
0 - PRINTED DATE: 13 OCTOEER 2022 TIME: 10:32:32

Confirmed
@ On Rent v PRINTED FOR FERIOD: 11 OCTOBER 2022 T 14 OCTOBER 2022
B Fcturred v ) START | EXPECTED END

VOLUME HIRE # ITEM STATUS REMARKS

D Nan Fley r DATE DATE

= == . CLIENT: PEOQO2 - Peterzon
R Construction
& ¥

01001002 - VIP Toilet Trailer, Blue Loo, 102 2022010011 2022M0mM3 On Rent
01004003 - Single Toilet Unit, Blue Loo, 203 2022010011 20221013 On Rent

Accept Cancel
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: &/ The Hygiene Document Number Report

# Novtel Ablution Hire Ultimate Standard 6.9.0.2 - [[tern Grid]
W File Edit Modify Setup  Process  Reports

III‘LII:'

Hygiene Service Reports I # Hygiene Doc Number Report ot
¥ Tmp ¥ 0 Hygiene Route Sheet

I 2 Hiygiens e Schedule Audit Log B From |EXEEA011 = To [20221018 ~
ai?.a 2‘;"2 Hygiene Doc Mumber Reporting L e
oTomon [2] Ten Wed Ablution Hire Details . V/ﬂccept Cancel ‘

List Of Sosailahility

ﬁlﬂlﬂlﬂlﬂl 3 Peterson Constn Activity » I
__l

The ‘Hygiene Doc Number Reporting’ option, produces a Hygl'é‘“e Doc Number Reportlng
detailed report for the selected period, which lists the PRINTED DATE: 13 OCTOBER 2022 TIME: 10:38:28
following information per Item serviced: PRINTED FOR PERIOD: 11 OCTOBER 2022 TO 14 OCTOBER 2022
v' The Item’s Plant Number SERVICE SERVICE bER\‘ICE DOCUMENT
5 N
/ . . .
The date upon which it was serviced B Dunesn Rass 3480 MCBD ‘I‘E‘::LS*';:;E';}?‘::';';U%G“'f 51000004 GI000002
v’ The C.us.tomer linked to the contract to which this . 12 Qstoher PEOOD2 - Petrsen N s weep  JesiSielMosstGel sonce 000002
Item is linked 101 L Duncan Rass 40 MCBD ?::LS”:::EZ‘I?:E'%%GNF 51000001 = GI000002
v' The Service Agent on the Day 204 13 Qcigoer PE0002 - Fatesen sames % wego 9SlewRoaiMems  gugnnog .
v The service amounts 204 e Duncan Ross 35 MECO gﬂﬁ;ﬁl‘f“;ﬁ"?a‘”-”""ﬁ 51000003 4
v" The Area Code and Site Address 2 PE Consuon . Fowan SR i
13 October PEQODZ - Peterson James Stewens Closs, Voorbaai,
v' The Hygiene Service Instruction document printed b 2022 Construction Howars @ YRS Mossal g2y, 6500 |
for the Service Agent to complete 202 CIE Comren unean Ress B e T
v The Contract Number 102 B E Duncan Ross 40 VRBY ﬁ'ﬁgﬁéﬁﬁ"mai- 51000004 3
v" And the Invoice Number linked to the Item



’

[ 3 Hygiene Maintanance
PRI 0 - All Areas - I o W Mossel Bay, Main Branch - Service Agent - Please nOte that the ’Hyglene Re-SChEdL”e Audlt
Log’ report can be produced, but will only list items

8 » . .
. &/ The Hygiene Re-Schedule Audit Log Report

Service Due il On Service T Update Service Y Mext Service ‘ . .
re-scheduled from the ‘Hygiene Maintenance — On
Itern Code: | D escription | Hire # | Area | Serv Due Date | Inztructions | Cugtorner | Delivery Address |
D 01004004 Single Tailet Unit, Blue Loo, 204 10 Marte Crista 202241015 PENOOZ - Peterson Con... 56 Yellow Foad, Mante... Se rvi ce' ta b.
[0 olo0iog2  WIP Toilet Trailer, Blue Loo, 102 7 Yoorbaai 202210415 PEOOO2 - Peterson Con...  Stevens Close, Woorba...
01004003 Single Toilet Unit, Blue Loo, 203 a Woorbaai 2022410415 PEOODZ - Peterson Con...  Stevens Close, Voorba...
Movtel Equipment Hire
s Are you sure you want to Re-5chedule Selected ltems to Date:
14 Qctober 2022
V! Yes | Mo
1. 3> Add Instructions \ Select Al ‘ Deselect all ‘ Display Option Search Filter
A Wiet by Site i Showe All i
| /10414 l ”
2. »» Site Sequence - Re-Schedule It.en"" izl lem] Codel 42] Specific Day i N D"u"tEI Eq u | F| ment H | re }{
3.x»  Print Service Cancel Service ‘ Reprint Transaction
Reazon for Re-scheduling Iterm: 01004003 oK
Frint to: Screen Print j
Cancel
Client requested that the tem is only serviced tomomow,
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&/ The Hygiene Re-Schedule Audit Log Report

# MNovtel Ablution Hire Ultimate Standard 6.9.0.2 - [tern Grid]
W File Edit Modify Setup  Process  Reports

an an AP

Hygiene Service Reports
¥ mmp T 0 Hygiene Route Sheet

To print the ‘Hygiene Re-Schedule Audit Log’

Hygiene Re-5chedule Audit Log

10 11 12
5] ‘ L3 ok Hygiene Doc Mumber Reporting
2022 2022 2022
01001001 [& | hen Tue W Ablution Hire Details
ll_llﬂ-ulﬂﬂl - 3 Peterson Constr Activity ¥

7 Peter: List Of Availability

prooioo: [

report, access this option from the ‘Reports’ menu.

’

Select the date range to be viewed and click ‘Accept’.

# Hygiene Re-Schedule Audit Log

From |EIEEA0A13 - To |2022A110/14 -

The report lists all items re-scheduled, as well as
the User who has performed the task, and the
‘ reason for re-scheduling.

P E——
/ Accept Cancel

Re-Schedule Audit Log

PRINTED DATE: 13 OCTOBER 2022 TIME: 10:458:07

PRINTED FOR PERIOD: 13 OCTOBER 2022 TO 14 OCTOBER 2022

DATE LOG .

01004003 - Single Toilet Unit, Blue . 15 October 14 October 13 October 2022
Log, 203 HELLLZLL 2022 2022 10:44:15 D2y

Client requested that the item is only serviced
tornornow.
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ﬁ f Setup Procedures Users and Passwords

W

To successfully set up your system, there are various procedures to perform first, and careful planning is advised.

We recommend that your Company’s Accountant, or person with extensive knowledge of the financial system be
involved in the setup of the GL Accounts; Inventory Groups; Entry Types, etc. These must be linked to Novtel to
ensure that transactions are posted correctly.

L USERS AND PASSWORDS

From the ‘Setup’” menu, Usernames and Passwords are set up for the following

types of Users: #® Movtel Equipment Hire (All in One) Ultimate Standard 6.9.0.2 - [Itern Grid]

- . #® Fle Edit Modify | Setup | P Reports Hel
v" Administrators with full access to the setup procedures. # Fie & D'ﬂr £ "o ol ¥

Toog Company
v Shop Users to access the dedicated Retail POS system ONLY. dh Interfaces ﬂ x7Zd

. . . .. . User Defined Field
v' Supervisors to open and manage User Shifts; To give permission for certain = U“" HP'”E ': :
. . ; . . Tue SErs asswWords
actions in the system when the Supervisor Password is required, and to post pEmon 2] S
shifts to the financial system. . J- Cash Drawer
v' Custom Users for which certain permissions are deactivated. iew ltems by Database Set
—~ . Reminders

Shifts are to be opened for all Users actively working on the system, for
transactions to be linked to their Username and Shift Number — thus creating a
complete audit trail.
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Setup Procedures

, Movtel Equipment Hire (All in One) Ultimate Standard 6.9.0.2 - [ltem Grid]
" File Edit Meodify Setup Process Reports Help
[ = 7
Wil I s Interfaces l—
20 . - T 28 29
ey User Defined Fields e | 3 || 3ep
DEMODT [C zozz Users / Passwords Ef mwﬁ mnzf
ﬁ Documents
- ]
# Company Setup
| Company Details | T General T Financial T Access Contral T Preferences T Images

Marme :

-

Fax:
Cell:
Company Emai :

Address :

Ermnail Address
[Far this

Computer Locallan

el

|H_\JgiEI’]E Erperts
[044 123456
|

[082 123456

44 Green Earth Street
Bellvile

Cape Town

S000

|exne|ts@hygiene. co.za

[Admin Office

Use Branch Address and contact details r

This Database Manages:

1
Ablution Hire: I ﬂ

el in One)
Euuwpmenl H\re

Plant Hire
Event Hire
Suit Hire
Container Hire

Gag Cylinder Hire

Accept Cancel

Company Setup

L COMPANY SETUP

From the ‘Setup - Company’ menu option, the
following details can be set up:

Company Details Tab

The company’s contact details are to be inserted here
and will be displayed on all system documents.

IMPORTANT!

By selecting the ‘Ablution Hire’ option, the relevant
setup and management options — pertaining to the

Hygiene Industry - will be activated in the various
menus.
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Setup Procedures

# Company Setup X
TS (== A= N = T = g Setup Company - General Tab
Automatic Refresh Interval 80 Seconds Al DEEipy [1 e
Enter 0 to disable automatic refresh Allow Grace Period of ,—24 hourts
Nurnber of rovss o Grid 15 = H i
Allaw Backdated Fietumn of [ 0]des yOU r SystEI N Wi unction.
Mumber of columrs on Grid Eal
Force Flant Ho. ta Cost Code r
Ao Wy Bl e CHe Farce Customer Code Adjective (Branches) [
Activate Access Control " Yes (+ Mo
Increment Hire Days on Sunday [Checked = Charge] r
Activate Recuring Maintenance " Yes (* Mo Activate Sundays on |tem Level r
Force Agent Commission  Yes (+ Mo Increment Hire Daps on Saturday (Checked = Charge) r
Charge Half Day on Saturday [Checked = Charge) r
Default Fetum Time 140000 =+ :&clwale ?;tuld;ys on Ilzmb\_‘e\f:\ A ;
_ ncrement Hire Daps on Public Holidays [Checked = Charge] Setup Holidays
Minimum Password Length (0 = No check] i} Activate Holidaps on ltsm Level r P b
Activate Manthly Fiked Rates r
Force use of retum time | Activate Weekly Rates r
Return Cut-off (Half/ Full day] haur/s (30 Minutes = .3) a Activate weekly Rates an ltem Level r
Default Half Day Yalue (If half day = B0 enter 0.6] a
Short Rent Cut-off in hour/s (30 Minutes = .3) a
Shart Rent Value [If 55 erter 0.55] [ Crass Hire Branch [N Branch, ~|
Require Supervisor Password for Hire Item Removal r Cash Customer Categoy |00 - No category ~|
Allow - Cancel Hire ltems with outstanding Balance - et Fmail Becording C
Allaw Addttional Casts Posting only far On Rent Status r I ik H;:nane Sh:é |
Allow changing Status to On Rent for Future rentals r Allaw Contract Discount I
Activate Movtel Online Baokings [ Allow ltem Remave (More than one day selected) r
Activate Dema Mode I Alows Wultiple off-hite Daps C
Override Credit Limit Check. #® Company Setup %
Return Deposit Container only if selected
Allow only Permanent Branch transfers
Allow ‘wiork Order creation at Branch level Company Details T Gereral T T Access Control T Preferences T Images

WAT JGST / Sales Tax

Update Supplier Invaices

UseTax @ Yes  No Next Invoice Number  [S1000001

(BANNNNNN)

TaxNumber  [123456789 Irwoice Date Method [ Update Date -
Default Tax Type

SenviceChage

[1-vat - Standard rated 152%) ]

Force Uss of Suggssted Deposit r
Ta on Service Chaige. |

Charge Code Service Charge |0 % Clear

[ al

Invoiced Service Charge Code - Link to Charge Code _Clear

[ Allow Negative Discount if Applcatle

Settlement Discount

[ al

Updats Cost/Seling Frices

Default Markup Percentags

Update Customer Invoices
Nest Invoics Number Format
[AANMNNNN

Invoice Date Method

Invaice Adieclive

Updale Customer Credit Motes

Newt Credit Mate Number
Fomat [A4NNNNKN)

Round Cost/Seling Price to next o

Example: 0,05 (0133 to 0.35) 050 (0.33 o 0.50)

Setup Settlement Discaunt Scale

& Dl fipply Settlement Discount for current monith i
previous oulstanding amounts have been paid in full

¢~ Apply Setilzment Discount for current morith, with

— previous outstanding amounts payable in ful

INOOOOaT Chargs Code

a,

Update Date - | Al

T =G ettlement Discount to be used with Email
Module. When Statement is sent to Customer, the
settlement Discount Countdown Begins for that
Custamer

CHO00007

O Curency @ be Displayed on Documents [
Foreign Currency to be Displaped on Documents [

1 = 0

Accept Cancel

Setup Company - Financial Tab

Company Setup

In this tab, a host of settings can be entered and selected to determine how

Also note that the option to ‘Print Hygiene Slips’ must be ticked in order to
print Service Instructions for the Service Agent’s attention.

Here, your company’s Tax number and default tax type is
set; Document Numbers set; the use of the suggested
deposit activated or de-activated; and settlement discount
scales set up.
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® roviel Equiprment Hire (All in One) Ultimate Standard 6.9.0.2 - [Iterm Grid]
W File Edit Modify Setup Process Reports Help

a0 ‘LII:I i

20
2002
DEMOO . Tue
oevoor [
0
Wiew [tems by
 Code (" Awala

" PlantMa € OnPRe
" Transfer © Mainte

Q| 2

|2022/09/20 | {20221

Edit Can

Company
Interfaces
User Defined Fields
Users / Passwords
Documents

Cash Drawer

Database Set

Reminders

Tag Reader
Authorization
Workstation and Printers
Rental Day Limnits
Company POS

; K

L COMPANY POS SETUP

Company Setup

In the ‘Setup Company POS’ screen, there are 6 charges to be
selected after creating it. These charges are necessary to enable the
system user to perform other functions in the system, and the user
will not be able to place items ‘On-Rent’ if these fields are not

populated.

® Sctup Company POS

Front Desk/Shop
Enable Discount r Enable Quick Scan r
Max Discount Percentage 'D_:I Show Inventory Details r
Print Access Permit r Allows Line Amount Change W
FOS Invoice / Credit Mote to Slip Printer v
Use Inventory Category Code at Charges For Selection List r
Usze Branch at Charges For Selection List r
‘whork Order
‘whork Order POS Invoice to Slip Printer v
General
Posting of Shortages/0ver Journal by Supervisor Shift Cashup r

Hide Shift totals on Money count

17

Override Force Change on Account Payments

Accept

In Houge Charge
P05 /5hop In Houze Charge Code

—

P05 /Shop In Houge Payout/Credit Mate

Clear

| af|

Late Return Charge Code

Clear

all

Feplacement Charge Code

Clear

Al

Fiepair Charge Code

Clear

Al

Hygiene Service Charge Code

Clear

al|

Clear

Cancel |
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U DOCUMENT NOTES SETUP

Clicking on the ‘Setup — Documents’ menu option and proceeding to the

P Novtel Equipment Hire (All in One) Ultimate 5tandard £.9.0.2 - [[tem Grid] ‘Document Notes’ tab:
# File Edit Modify |Setup Process Reports Help 1. Adisclaimer can be added to appear on the ‘Hygiene Route Sheet’
T Company _ . . .
dilm -|_I|=I i — , p m Z ! 2. Ticking this checkbox, the signature of the Service Agent can be
— nterfaces
;_: I 2 | 29 added to the Route Sheet
SEMODT e Users / Passwords 3. A Custom image can be added to the bottom of the Hygiene Route
001 - Documents Sheet by selecting the path for it in this field
. ﬂ Cash Drawer ® Documents Setup b4
. Database 5et Irwices T Letters T whord Documents T | Documents Nolesl T Work Orders
Wiew [tems by )
' |"'.—..-E P | Remlnders Mote To Be Digplayed On Custom Invoice Hugiene R oute Sheet [HTML]DiscIaimero
Mote To Be Displaged On Provisional Invoice [w idd Driver Signature To Route SheeEe

Hygiene Route Sheet Custom Bottom Image Path:e

| =

Mate To Be Dizplayed On Customer |nvoice

Manthly Conzolidated Invoice Notes

User Defined Field 1

Mote To Be Digplayed On Quotations |

User Defined Field 2

Uszer Defined Field 3

Uzer Defined Field 4

Terms and Conditions

Accept Cancel
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# Noviel Equipment Hire (All in One) Ultirmate Standard 6.9.0.2 - [ltern Grid]
Modify  Setup  Process

W File Edit

[tern
Customers
Suppliers
Branches
Charges

[tern Tariffs
Contract (Cash)

Reports

Help

(2 Y d

27 28 29

Sep Sep Sep
2022 | 2022 | 2022
Tue Wed Thu

Wigw
Contract (Account ]
G C ( ) Mobile Ph
# Branches x

B pemo South Africa
[] Mossel Bap Cross Hire Assigned Colowr [ ]
[] Mossel Bap Main Branch City
[] Mossel Bay Maintenance Branch |
] Mossel Bay Redundant Branch Branch

AddNew

Delete

Cloze

L BRANCHES SETUP

Branches

Multiple Branches can be set up in the Novtel system. A Branch can refer to
different towns or cities; countries; a Maintenance Branch to which items can
be transferred and serviced; repaired or discarded, and sub-hire branches
where items can be sourced from and sub-rented by your company.

Users are linked to specific Branches to which they must have access.

ltems are linked to specific Branches and will be accessible from this branch
only — unless transferred to another branch.

From the ‘Edit’ menu Branches can be added.

Specific contact details can be added per branch, as well as other custom

settings.

® Edit Branch

|

Aszigned Colaur

City tozsel Bay

Tel: ,W
Fe .
e-mail ,\ou\se@r’vm
wabote [ Hoiden s

Branch

[~ Dedicated Cashier
[ Dedicated Invoice User
[~ Maintenance Branch

-

tdain Branch

Maintenance Customer — [M&D0M & [Maintenance Customer

All Maintenance by Extemnal Supplier [~

O |MosseIan, Crass Hire

Address :

Multi-Store :

00 4] [Defaul Store |

Maintenance Multi-Store ;| 007 . |Delau\l5lule ‘

Maintenance Supplier

[INTODT - ] [Intemnal Maintenance

Cash [0 ] [Py Taking Contol 8500/000
Credit Card ‘EI S |Da\|y T aking Control 85004000
Chegue: [0 ]  [Paly Taking Control 8500/000
Bank Transfer ‘EI S |Da\|_l,I T aking Control 85004000

Select Seling Price Set

Customer Code Adjective: ’7

|Main

=

(Leawe lank touse the fiest characters of Surname ar Company)

Inventory Category

‘UUU - Mo category

=l

Accept Cancel
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U CHARGES SETUP

An unlimited number of charges can be created. Charges are linked to contracts and the Customer is billed according to whatever was used.
Examples of ‘Hygiene Fixed Items’ may include the following:

v' Waste Bins

v' Soap Dispensers

v' Toilet Roll Holders

v" Hot Air Dryers

v' Paper Towel Dispenser

Please note that ‘Hygiene Consumables’ are also set up as charges. Later, we will explain how to link the charge code to an actual ‘Hygiene
Consumable’ master file as the second part of this setup process.

Hygiene Consumable charges may include the following:
v" Liquid Hand Soap

Toilet Paper

Air Fresheners

Sanitizers

N NEENEEN

Folded Paper Towels
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® Novtel Equipment Hire (All in One) Ultimate Standard 6.9.0.2 - [item Gr Other applicable charges my include Hygiene Service Charges for different
W} File Edit Modify Setup Process Reports Help sized rentable units, for example:

[term
ol Customers E B 4 Service - VIP Toilet Trailers
Suppliers o | v" Service - VIP Shower / Toilet Combo
Im Branches 2 . ] .
L v' Service - 12 Toilet Trailer
pew Shero I
| ltem Tariffs v" Service - VIP Paraplegic Toilet Trailers
Contract (Cash) v’ Service - Single Toilet Units
® Chorge serur >< v' Service - 3 Shower Trailer
Code |Descﬂ:tion | Amountl ‘/ Delivery Charge

Please note that any charge applicable to your company can be set up.

Charges are created by clicking on the ‘Edit — Charges’ menu option.

Click ‘Add New’ to continue.

Sort By ICode VI Search I
Code I

Description I

Charges I

(QddNew} Edt || Dekte | Cose
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Setup Procedures

Charge Code

A unique alpha-numeric code must be created per charge. For
example: a 3-letter alpha code followed by a 3-digit numeric
code inserted as ‘LHS001".

. Description

The charge description in this case, is entered as ‘Liquid Hand
Soap —250ml’.

. Branch

Select the Branch where this charge must be available for
selection.

. Create Item in Pastel

By ticking the checkbox to ‘Import Item to Pastel’, the item will
automatically be imported in Pastel upon saving the charge
without it having to be created manually in both systems.

. Display on Invoice

For this charge to be displayed on the Customer Invoice, this
checkbox must be selected

Charges

# Add New Charge

0 Code [LHSO01

X

a v Create Item In Pastel

9 Dezcrnption |Li|:|ui|:| Hand Soap - 250ml

Barcode |

External Reference |

@ I+ Dizplay On [nvaoice

[ Blocked

e Branch [] |MDSSE|BE|_|,I, b ain Branch

j al_ Serial Mumber [tem

6. Physical Item

Any item bought by your company to be re-sold, must be classified as

a ‘Physical Item’

7. Serial Number Item

Charges can be classified as a ‘Serial Number Item’.

As unique serial numbers are allocated per physical item, a standard
serial number cannot be entered on the Charge Master File.

However: When a charge — classified as a ‘Serial Number Item’ - is sold
from the POS system, and a serial number has not been captured,
Novtel will indicate for which line or lines a serial number is required.

Page 93
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# Add New Charge

Code |LHSEIIZI1

Descrption |Li|:|ui|:| Hand Soap - 250ml

Barcode |

Euternal Reference |

Branch  [] |MD$$EIBa_I,I, b i Branch j

pd

[+ Create ltem |0 Pastel

[v Display On Invaoice

[v Phyzical ltem

[ Blocked
[ Senal Mumber [tem

General T

Properties

Allow Tax W |1-Wat - Standard rated [14%]

Coszt Price Ex=cl 0.00 b arkup & 0.00
Rate Incl 15.00 Charge Ex=cl 1316

|Jzer Defined Field 1

|Jzer Defined Field 2

|Jzer Defined Field 3

|Jzer Defined Field 4

|Jzer Defined Field 5

Pasztel Inventory Code @

kulti Store code for retrieving Cost Price | J |

Irventory Categaory 0 |I]I]1 - Hygiene Consumnables

001 - Hugiene Lmables
002 - Toilet Aoll Holders
003 - Hand Hegiene Dizpensers
004 - Hand Dryers

005 -‘wazte Binz

Charges

8. Allow Tax

Where tax is applicable, this checkbox must be selected. Novtel will also
indicate the Standard VAT rate as selected in the ‘Company Setup — Financial’
tab.

9. Rate Including VAT

Entering the rate — inclusive of VAT - at which the item is to be sold, Novtel will
calculate and insert the amount exclusive of VAT.

10. Pastel Inventory Code

When the ‘Create Item in Pastel’ checkbox is selected, this field is left blank,
since Novtel will automatically insert the Pastel Inventory Code after
importing the charge to the financial system.

11. Inventory Category

If set up in the financial system and imported to Novtel, a custom Inventory
Category can be selected here to which the charge is to be linked.
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Sep Add New Charg
P} ] ew Charge b4
Wed

Code ILHSDD‘I v Create ltem |n Pastel

v Display On Invoice

zT
Sep

2022
Tue

Importing the Charge to Pastel

Description ILiquid Hand Soap - 250ml

Upon clicking ‘Accept’, the ‘Import Inventory Item’ screen is displayed, and the

Barcoce | ¥ Physicaltem code, description and selling price exclusive of VAT is indicated here. The ‘Physical
® Import Inventory ltem * . .
o Iltem’ option is also selected.
Code W Code |Descﬂ:tion I
Description |Liquid Hand Soap - 250ml “/ B o Defatioior

Invertany Growp | = Now simply select the applicable ‘Inventory Group’ and click ‘Accept’.

Excl Selling Price I 1316 & Physical ltem VI
7 Service ltem

 MultStore Select # Import Inventory ltem x
All Multi-Stares i
Selected Multi-Stares e ..
Code [LHSOOT Code | Description |

nm Drefault Stare

Arccept | Cancel
ulti Store code for retieving Cost Price I E | |
- _ IEIEIE - Inventon Goods vI
IDD‘I - Hygiene Conzumables LI

002 - |nventom Goods A

Excl Selling Price 0a3 - WP Toilet Trailer
’ 004 - Paraplegic Toiet Traier

005 - 12 Tailet Trailer

006 - Single Taoilet Linit

007 - 2 Shower Uit

0og - 4 Shower Unit

003 - WIP Combao b — Multi-Store Select

Al Multi-Stares
Selected Multi-Stores i

D ezcription ILiquiu:I Hand Soap - 260ml

Inventary Cal

Cancel |

o)
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# Charge Setup
07001002 WIP Tailet Trailer, Blue Loo, 102 100.00
07001003 WIP Tailet Trailer, Blue Loo, 103 100.00
a7a01004 YIP Tailet Trailer, Blue Loo, 104 100.00
07001005 WIP Tailet Trailer, Blue Loo, 105 100.00
07002001 Paraplegic T ailet Trailer, Blue Lo... 20000
07002002 Paraplegic T ailet Trailer, Blue Lo... 200.00
07002003 Parapleqic: T oilet Trailer, Blue Lo... 200.00
07002004 Parapleqic T cilet Trailer, Blue Lo... 200,00
07002005 Paraplegic T cilet Trailer, Blue Lo... 20000
07003001 12 Tailet Trailer, Blue Loo, 301 300.00
07003002 12 Tailet Trailer, Blue Loo, 302 300.00
07003003 12 Tailet Trailer, Blue Loo, 303 300.00
07004001 Single Toilet Unit, Blue Loo, 401 50.00
07004002 Single Tailet Unit, Blue Loo, 402 50.00
07004003 Single Tailet Unit, Blue Loo, 403 50.00
07004004 Single Tailet Unit, Blue Loa, 404 OO0 W
Sort By Code - Search

Code

Description |

Charges

AddNew | | | Close V/

The charge has now been created successfully, and all other relevant charges
can now also be created by entering and selecting the applicable settings.

When done, click ‘Close’ to exit.

A report can be produced, listing all created Charges in the system by clicking

‘Reports — List — Charges’.

Charges

# Novtel Equipment Hire (All in One) Ultimate Standard £.9.0.2 - [ltem Grid]

- #v

W File Edit Modify Setup Process Reports
22 23
S5 | S

C —|I|:I
1021 2022 2022 2022

DEMOM Toe | Wed | Thu | Fri
“f"“."l J-----I
L]

Wiew |tems by

@ Code (" pvaiable
" Plant Mo € OnRent

(" Transfer  Maintenance

A B cacoa |

|2022/09/20 ~| [2022110024 ~|

H)rglene Service Reports
Hygiene Route Sheet

Hygiene Re-Schedule Audit Log
Hygiene Doc Mumber Reporting
Ablution Hire Details

Activity

List Of Availability

Rental Statistics

Usage Report

Utilization

Audit Log By User

Comments & Remarks

List

List Item Links

Contracts NOT Invoiced
Inveoiced Contracts

Deposits

Month-End

Income To...

03 o4 o5 [+ 10 i1

Ot Ot Oct Oct Oct Ot

!012 1022 2022 2022 1021 ZOZE 2022
Thu Fri Tue

ltem Tariffs

Items

Kit Item Groups

Charges

Charges not linked to Pastel

Charge Customer Prices (Price Matrices)

Charge Customer Category Prices (Price Matrices)

1022

1
C

T
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W File
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Wiew
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2022/09

Edit

Modify  Setup  Process
[tern
Customers
Suppliers
Branches
Charges
[tern Tariffs
Contract (Cash)
Contract (Account)
Specials (POS)
Charge Price Matrices
[tem Discount Matrices
ltem Category / Sub-Category
Areas
Service Agents

Hygiene Consumables

Reports

#® rovtel Equipment Hire (All in One) Ultimate Standard 6.9.0.2 - [Item Grid]

Help

LAl

27 28

Sep Sep
2022 | 2022 | 3
Tue Wed

L HYGIENE CONSUMABLES

Hygiene Consumables

As said previously: ‘Hygiene Consumables’ are created as charges first.

The second part of this setup process is to click on ‘Edit — Hygiene Consumables’
and click ‘Add’ in the next screen.

By clicking on the search option in the ‘Code’ field’, the list containing all pre-
created charges in the system, will be displayed.

Search for and select the first applicable charge to be set up as a Hygiene
Consumable Item. In this case, we will select the ‘Liquid Hand Soap’ charge by

double clicking on it.

Code Degcription Abbreviation
B Add Hygiene Consumable - O X
Code . Abbreviation
Description |
Accept ‘ Cancel ‘
Add Edit ‘ Delete ‘ Close

# Select Charge

*

Code | D escription

Accept

03001002 I Comba Trailer, Blue Loo, 602
03001003 VIP Combo Trailer, Blue Loo, 603
03001004 VIP Combo Trailer, Blue Loo, 604
09001005 WIP Comba Trailer, Blue Loo, B0S

PTDOM  Paper Towel Dispenzer
REPOM  Replacement Charge
REPO0Z  Repair Charge

REPO03  Replacement Charge
REPO04  Repair Charge

SAM00T  Sanitizer - toilet block
Search By

Code j

AIRDO2 Air Freshener - Lavender 100ml
AIRO03 Air Frezhener - Orange Blossom 1
AIRDO4  Air Freshener - Forest 100ml
AIRDOS  Air Freshener - Ocean Fresh 100ml
DSTO0T  Discount Settlement

FOROM  Forfeiture Charge

FPTOM Folded Paper Towels - 250
HADOOT  Hot Air Dryers

HYGOO1T  Hygiene Service Charge
HYGOO2  Hygiene Service Charge

IMHOO FOS and Shop Tranzaction
K100 FOS In-House Charge

LaTom Late Return Charge

LATO0Z  Late Return Charge

Liquid Hand Soap - 250ml

y—

Cancel

00l

Search Far |LHS
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Hygiene Consumables

’

B3 Add Hygiene Consumable — O >

The charge’s code and description are now linked to this item,
Code LHS 001 G abbreviation [S0AH and we only need to enter a custom abbreviation in the field

Description [ Liquid Hand Soap - 50 provided (Maximum of 13 characters), before clicking ‘Accept’.

Accept Cancel |

[ 3 Hygiene Maintanance

- [m] X
Select Area : [k :l' [TEN | MosselBay, Main :l' Service Agent :
Service Due On Service I Update Service Mext Service Service Histary
[ Description [ 05 [ DueDate il AFVa.. | AF La.. | AF Or. | AF Fo.. | AF 0. | Toweks | Seap | SAN_ | Tpa |i Please note that this ‘Abbreviation’ appears on the
‘Hygiene Maintenance — On Service’ tab when the
‘Show Consumables’ option is selected.
Select &l Deselect al z:ja;'yu;ltt:n . 2:215%2::8 ~
Yiew by ltem Code ¢ Show Consumables i
Specific Service Agent r
Frint to : Screen Print j QE'DSE
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# Hygiene Consumnable Setup
Code Drezcription Abbreviation
LH50Mm Liquid Hand Soap - 250ml S0apP
............ '&' dd Edll ‘ DElEtE ‘ ElDSE

Hygiene Consumables

The first Hygiene Consumable is now created.

Simply repeat the process until all applicable Hygiene
Consumables are linked to the corresponding Charge.

' Hygiene Consurmable Setup =
Code Dezcrption Abbreviation
LHS0m Liquid Hand Soap - 250ml S0apP
AlRO0Z2 Air Freshener - Lavender 100ml AF Lavender
AIRDO3 Air Freghener - Orange Blozzom 100ml AF Orange
AlROOG Air Freshener - Ocean Frezh 100ml AF Ocean
SANOM Sanihizer - toilet block, T Block
TPROM Toilet Paper per Rall T Paper
Add E dit ‘ Delete ‘ Cloze




Setup Procedures Item Categories and Sub-Categories

U ITEM CATEGORIES AND SUB-CATEGORIES

Iltem Categories are to be created, as well as Sub-Categories to be linked to a main category.

These are required fields to be populated when creating an Item. The Sub-Category also forms part of the Item Description, and
therefore it is important to enter a clear and descriptive Category and Sub-Category name in the ‘Description’ field.

Examples of Item Categories and Sub-Categories may include the following:

Sub-Category: ) ) . )
VIP Toilet Trailer ) Sub-Category: Sub-Category:
) 2 Shower Trailer VIP Toilet/Shower
Sub-Category: Paraplegic Trailer
Toilet Trailer ) )
J
Sub-Category: ) ) - )
12 Toilet Trailer Sub-Category: Sub-Category:
4 Shower Trailer Econo Tﬁgﬁg Shower
Single Toilet Unit
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® Novtel Equipment Hire (All in One) Ultimate Standard £.9.0.2 - [ltern Grid]
# File Edit Modify Setup Process Reports  Help

[tem

Customers

Suppliers

Branches

Charges

[tern Tariffs

Contract (Cash)
Contract (Account)
Specials (POS)

Charge Price Matrices
[tern Discount Matrices
ltern Category / Sub-Category

Areas

€ x
|

Iltem Categories and Sub-Categories

To start the process of first creating a main category, click ‘Edit — Item Category / Sub-
Category’, and click ‘Add’ in the next screen.

# ltem Category Setup

Code | Dezcription

By default, the ‘Update Inventory Category to Item’ checkbox is

Search

Edit

ticked. This will cause the Inventory Category linked to the Main
Category below, to be updated to any item this Main Category is
linked to.

Enter the description for the Main Category and select the
‘Inventory Category’ as created in the financial system to which
this Category is to be linked before clicking ‘Accept’.

® 2dd ltern Category Pl
——

Delete | Add Sub-Category | Cloze |

Ipdate [rventory Categary To ltem v

D ezcription |T|:|ilets
[ventary Cateqory ||:I? - Toilets ﬂ
02 - Tailet Roll Holders ~

03 - Hand Hugiene Dizpenzers
04 - Hand Diyers

05 -waste Bing

| Q& - Service

08 - Shawers
Search 09 - Toilet/Shower Combo hd
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‘i"tn -

W fem Category Setup X This Main Category has now been created successfully.

Code Degcription

For demonstration purposes, we will now select this main Category and click on
the ‘Add Sub-Category’ button to link various ‘Sub-Categories’ to this main one.

The selected Main Category is displayed at the top of this window, and to create
the first ‘Sub-Category’ linked to it, click ‘Add".

# Edit ltem Category *

Code Update Inventoy Categor To ltem v

Description

’, Search \ Irwentory Category |07 - Tolets =l
. x Code | Description | Category Description |
Add | Edit Delete | Add Sub-Category | Cloze

Ad/l Edit | Accept | Cancel
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o g

1. Code

At present, no code has been allocated to this Sub-Category yet since
it has not yet been saved.

2. Item Category

® Add item Sub-Category pd The Item Category has been inserted automatically as selected
- or previously.
- Rain Day ¢ O-Hire [bem [
|tern Categorny 9|1 |T0|Iets - 3. Description
Description ()} [VIP Tollet Traier ;
_ O o soiataei (50 = . Enter a descriptive name for this Sub-Category to distinguish it from
 Including |  Excluding| o | ||: the rest of the Sub-Categories to be created.
i alnkenance lkem
PicePerDay (@) 10000 | T304 | 8636 ServiceEvery | 0 Daps/h 4. Tax
Price Per'wieek | 0.oo | n.oo | 0.00 I Mo =] :
Price PerMonth | 250000 | 32808 | 21733 Update Default To em |~ The tax rate, as set up in the ‘Setup — Company — Financial’ tab is
Price Per Hour | oo | oo | 0.00 displayed in this field.
Piice Per Service | 000 | 652 | 4348 O vpaFs i @

5. Price Setup

Daily, weekly, monthly and / or per hour rates can be set up if
applicable. A default price per service can now also be inserted.

6. Update Price to Item

Selecting the ‘Update Price to Item’ checkbox, the prices will be
linked to the item’s master file
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Code

Itern Categary
Dezcription

Taw

Price Per Day
Price Per wWeek
Price Per Month

Price Per Hour

Frice Per Service

# Add ltem Sub-Category

—

|1 |T oilets

VI Toilet Trailes

115 - at - Standard rated [15%)

lredifng] | W | |Satig]

| fomoo | 1304 | BESE
| 000 | oo | 0.00
| o000 | 3609 [ 2173
| 000 | oo | 0.00
| E000 | 652 [ 4348

Rain Day / OffHire ltem [~ ()
Charge on Saturday v
Saturday Half Day

Al

Charge on Sunday v

Charge Public Holiday p@
ad

M aintenance ltem

9]
Service Eveny 1.00 Daysth
it | Days j

Update Default Taltern v

Update Prices to |tem v

Iltem Categories and Sub-Categories

The following defaults are now to be set up and can be updated
to the Item itself by ticking the ‘Update Default to Item’
checkbox.

7.

Rain Day / Off Hire Item

Should this checkbox be selected, the item this sub-category is
linked to, will not be charged if a specific day was marked as a
‘Rain Day / Off Hire Item’.

. Charge on...

If activated in ‘Company Setup’, items can be fully charged on a
Saturday — or half day on a Saturday — Sundays, Public Holidays,
etc.

The applicable options can now be selected here

. Maintenance Item

ltems can be classified as a ‘Maintenance’ item, and if it is to
be serviced, the number of days or hours between services are
selected.

The ‘Unit’ is then also to be selected according to the
requirement.
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N
18 13 [20 [ 21
ot | oot | o | oer
’7 2022 | 2022 | 2022 | 2022
Eove - Rain Day / Off-Hire | r el e e ]
3 ain Day -Hire lkem
lon Categoy 1 rotets Chageon Satudy 2 1 N
Description |\.-"IF' Tailet T railer Saturday Half Day r L
Charge on Sunday i~
Tax |15 -Wat - Standard rated [15%) j Charge Public Holiday i~
m n Ir=rr— |- Charoe Weeklv Rate = (.
Select Charge X
Price Per Day w000 [ . 9
Price Perwesk | 0.00 |- Code | D escription Excl | Tax | Incl | & Accept
. FRTOM Folded Paper Towels - 250 .20 470 36.00
Frice Fer Manth 20000 [ | iapoot  Hot i Drers 51217 7683 589.00 ool
: [ om HYGOD1  Hygiene Service Charge 0.00 0.00 0.00 ance
Frice Per H 0.00
ries e en [ HYGO0Z  Hygiene Service Charge 0.00 0.00 0.00
piiceliee e 5000 | |INHOOT  POS and Shop Transaction 0.00 0.00 0.00
IM1007 POS In-Houze Charge 0.00 0.00 0.00
Hygiene Service Charge Code — | LATOmM Late Return Charge 0.00 0.00 0.00
LATODZ  Late Retun Charge 200,00 n.on 200.00
EI LHS001  Liquid Hand Soap - 250ml 1316 1.84 15.00
' — |PTDOO  Paper Towel Dispenser N304 45,95 3E0.00
REPOO1  Replacement Charge 0.00 0.00 0.00
2 REPODZ  Repair Charge 0.00 0.00 0.00
0.0l
Suggested depost * |REPUOZ  Replacement Charge 000 0.0 0.00
“wigight REPO04  Fepair Charge 0.00 0.00 0.00
SAMNO0T  Sanitizer - toilet block 13.04 1.96 15.00
Detailed Descrintion - SCEODT  Service Charge 0.00 0.00 0.00
I DEREEN: SDRO0T  Soap Disperser 3261 250,00
SEROOT | Servi |P Toilet Trailor 4348
SERO0Z  Service - VIP Shower/Toilet Combao 96.96 1304 100.00
SERO03  Service - 12 Tailet Trailer 26087 3913 300.00
SERO04  Service - VIP Paraplegic Toilst 43.48 E.52 R0.00
SERODS  Service - Single Tailet Unit 3473 R22 40.00
SERODE  Service - 3 Shower Trailor 86.96 13.04 100.00
TPROOT  Tailet Paper per Roll 217 033 2580
TRHOOT  Toilet Roll Holders 18217 2283 175.00 ¥
Search By
Caode j Search For

Iltem Categories and Sub-Categories

As this ‘VIP Toilet Trailor is to be serviced daily, as per our settings,
the applicable ‘Hygiene Service Charge Code’ is to be selected.

By clicking on the search option here, the window containing all of
the pre-created charges in our system, is opened.

The specific charge can now be searched for, and selected by
double clicking on it.
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Rain Day / Off-Hire ltem [
Charge on Saturday v
Saturday Half Day I
Charge on Sunday [
Charge Public Haliday v
-
Maintenance [tem v
Service Every 1.00 Daysth
Lnit |Days ﬂ

Update Default Toltem W

Update Prices ta ltem v

Clear

Code lﬂi

Item Categaory |1 |T|:|ilets

Dezcription |\-"IP Toilet Trailer

Tax [15 - Vat - Standard rated [15%) |
[ofrlle S

Price Per Day | 1oooo | 1304 [ 2696

Price Per'wisek | oo | 0.00 | 0.00

Price PerMonth | 250000 | 32603 | 217391

Price Per Hour | oo | noo | 0.00

Price Per Service | R0.00 | E.52 | 43 48

Hugiere Service Charge Code
SEROM ﬂ |Selvice -WIP Toilet Trailor
Suggested deposit w = Price
Weight m

Detailed Description :

b- Update \Weight to ltern v

Total Size: 8 % 3m

To be zerviced daily.

Conzumables to be supplied by our compary.

A&, detailed dezcription of the “ltem Sub-Categony can now be entered in thiz field, for example:

2 Tailet Unit 2ach with awn basin, miror, s0ap dispenzer, folded paper towels and wastebin.

“{Accept | Cancel

Iltem Categories and Sub-Categories

10. Suggested Deposit

Deposits are normally raised and are payable on items to be rented, and if
activated in the Company Setup, the ‘Suggested Deposit’ field will be
displayed here.

The daily rate set up for this Item Sub-Category, is R100.00 per day. By
entering the number of days as 10 for example, the deposit amount to be
raised on the contract when an item is selected which is linked to this Sub-
Category, will be indicated as R1000.00.

11. Weight

The weight of this Item Sub-Category (VIP Toilet Trailor) can be entered
here and updated to the Item itself.

12. Detailed Description

A detailed description of the ‘Item Sub-Category’ can now be entered in this
field, for example:

Total Size: 8 x 3m

2 Toilet Unit each with own basin, mirror, soap dispenser, folded paper towels
and wastebin.

To be serviced daily.

Consumables to be supplied by our company.

To save the changes and to create this Item Sub-Category, click ‘Accept’.
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# Edit ltem Category s
o [ Updselowertop Camoy Tollen ¥ This Item Sub-Category has now been created successfully.
Desciption [Toets To add more Item Sub-Categories to this Main Category, click
weriony Calegay (g7 Taiet E ‘Add’ and create it in the same manner as explained previously.
# Edit tern Category e
Code | Description Categomy Description
1 WIP Tailet Trailer Toilets Code |Ipdate Inventary Category Ta ltem [
Description
Inventory Category ID? - Tailets ;I
Code | Description Category Descrption
3 12 Tailet Trailer Taoilets
2 Paraplegic Toilet Trailer Toilets
4 Single Toilet Unit Toiletz
1 WIP Tailet Trailer Taoilets TO ma ke Cha nges to an ltem Su b_
Category, select it and click ‘Edit’. Make
the changes and save it.
Add | Edi Acept | Cancel |
Add | Edit | Accept I Cancel |
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# ltem Category Setup
Code Dezcrption
2 Showmwers
3 Toilet ¢ Shower Combo
1 Tailetz
—Search
Edit

Delete | Add Sub-Categorny

Cloze

Item Categories and Sub-Categories

We have also created the Item Categories for ‘Showers’
and ‘Toilet/Shower Combo’ options and added the
applicable Item Sub-Categories to each.

To exit, click ‘Close’.
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U CREATING ITEMS

To rent out the Toilet and Shower trailers or units, it must be created as ‘Items’.

If your company has multiple Units of a specific Item, it will be created individually in order to create contracts per unit or trailer.

Either click on the ‘4" icon or click on the ‘Edit’ menu and select ‘Item’.

# Noviel Equipment Hire (All in One) Ultirmate Standard 6.9.0.2 - [ltern Grid]
W File Edit Modify  Setup  Process  Reports  Help

lirf

4

~ - @ 7 [ X # |

13 20 21 22 23

Edit ltems g Oct Oct Oct e Oct

s 2z | 2oz 202z | 2022 | 2ozz QELERMM QELGE

DEROM . Al Sar | Sen wed | The | Fri  [IEEEN EER

Maon Tue
oeroo1 | N O O O
8

|
'

# roviel Equiprnent Hire (All in One) Ultimate Standard 6.9.0.2 - [Item Grid]
W File Edit Modify Setup Process Reports Help

— C K
ol Customers 1
Suppliers é':_r f_r
DEMI Branches agia f’:f
Charges
DEMI(
| [tern Tariffs F--

Both options give access to the ‘Item Setup’ screen
from where new Items can be added, or existing
Items can be edited.

Code | Description ‘ Ehargel Flant Nurnber |

Code '7 Cost Price ’7
lem Taif Renielperdap Enc) [
,7 Tax ’—
é Rental per day [Incl]

Search By |P\ant MHurmber j

Plant Hurmber

Search

Search For |

Description |

Branch O |

(J;Add Mew ’

| Close

Items



s
W The Code and Description cannot be entered directly in these first two fields.

ﬁpf Setup Procedures ltems

Novtel creates the Item Description according to the settings entered in the
‘Plant Number’, ‘Sub-Category’ and ‘Manufacturer’ fields.

Add Mew tem

Code I | ¥ Create ltem In Pagtel | Barcode I
Deserpton .. The Item Code is only created once the Item is saved to the system.
If the Item has not yet been created in the financial system, the checkbox to
‘Create Item in Pastel’ must be ticked for the item to be imported to Pastel
when saving it to Novtel.
The General Tab
e W Credelominpasel  Bacode | In this tab, the following information and settings is to be entered or

Description I .10

I General I I Netails T Financial TUserDefined FieldsT Pastel Interface T kit [tems T Fizred Mon-Fentals

Harme Branch

Branch O IMosseIBa}l, Main Branch »| [ IMosseIBa}l, tain Eranch ;I

selected:

1. Branches

Plant Number m

Show On Grid
1 n

1=

The branch logged into will be selected here by default for both
‘Branch’ options.

The first Branch cannot be changed, but the ‘Home Branch’ option can
be changed if applicable.

2. Plant Number

The ‘Plant Number’ is allocated as per your company’s requirement and
must be unique to the item.

By entering this number, it is also automatically entered in the
‘Description’ field as follows:
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Items

Where applicable, the Item’s serial number is to be entered in this field to keep
track of Items owned by your company.

Enter the supplier company / manufacturer of the item in this field. In doing so,
it will now form part of the Item’s description.

ltems are to be classified as a specific ‘Type’, and in this case the ‘Hygiene’
option is selected from the list of options.

6. Item Category

Clicking on the search option in the ‘Item Category’ field, the
relevant Item Category for this Item is to be selected. In this
case, the ‘Toilets’ option.

Add Mew Item
rial Number
Code v Create | 3. Seria umbe
Dezcription | Blue Loo, 101
General Dretails T Financial T Idzer Defined Fields T_
: 4. Manufacturer
O |Mosse|Bay, Main Branch j
o
“ec12z €D

Euternal Referanc |

b anufacturer |B|ue Loo a 5. Type

Type |Hygiene 6 j

[tern Categor Serial

2L MNan-Senal
[tem Sub Category
[ Stock,
Code ¥ Create Item In Pastel Barcode
Description | Blue Loo, 101
General T D etails T Financial T Uszer Defined Fields T Pastel Interface T Kit ltems T Fixed Mon-Fentals | 1
Home Branch
Branch O |MosseIBa}l, M ain Branch vi O iMosseIBa}l, Main Branch vi |
Y o # Select ltem Category *
Sernial Mumber |ABC123 Code |Descripti0n | “ﬁAccept
’—— 2 Showers
Bt Referee 3 Tailet # Shower Comba c |
Manufacturer Blue Loo anee
Type Hygiene
Item Category 1] G
g
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® ltem Category Toilets

Search

Sort by : | D escription

=

Search faor: |

Description

Itern Sub Categary

12 Tailet Trailer

3

Paraplegic Toilet Trailer

2

Single Tailet Uit

Select

4

Cancel

7. Item Sub-Category

Items

Immediately, the following window is displayed, indicating all Sub-Categories linked
to the selected Item Category. Now select the specific option and click ‘Select’.

Both the Item Category and Item Sub-Category has now been captured here.

Also note that the Item Description now contains the ‘Item Sub-Category’s’ wording

as well.

Add Mew ltem

Code

v Create ltem In

Deszcription |‘-.fIF' Toilet Trailer, Blue Loo, 101

General T Dh T

Financial T |lzer Defined Fields T Faz

Branch ]

Plart Murnber
Senal Murnber
Extemal Reference
b anufacturer

Type

Itemn Categorny

Item Sub Category

s3el Bay, Main Branch ﬂ O

1o

|ABC123 \
N\

|B|ue Lon

|H_I,Igiene ﬂ

|1 ITDiIetS

|1 l'v'IF' Toilat Trailer —
—
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8. In Stock, On Rent and Available

The ‘In-Stock’ value will ALWAYS be displayed as 1 at this
stage, since only 1 item is created and in stock and it is not
linked to a contract at present.

Therefore, the ‘On-Rent’ value is zero, and the Item is
‘Available’.

. Show on Grid

Items are linked to Contracts, and the status of the contract
will be reflected on the Grid next to the Item. Therefore, we
always recommend that the option is selected to ‘Show on
Grid'.

10. Maintenance Item

Units such as a VIP Toilet Trailer will require maintenance
from time to time. The tyres must be checked; balanced or
replaced, and other parts may have to be serviced
regularly. Therefore, we have classified this Item as a
Maintenance ltem.

11. Charge On....

Tick all the relevant checkboxes to charge rent on a
Saturday; Sunday and / or Public Holidays.

Add Mew ltem
Code v Create ltem In Pastel Bacode
Description |VIF' Tuilet Trailer, Blue Loao, 101
General T Dretailz T Financial T Uszer Defined Fields T Pastel Interface T Kit Itemns T Fixed Non-Fentals
Home Branch
Branch O |Mossel Bay, Main Branch ﬂ O |Mossel Bay, Main Branch ﬂ
Plant Humber [101 Show On Grid 0 )
Serial Mumber [4BC123 I
External Reference | Maonthly Billed Item I
b anufacturer |Blue Loo @
=
Tvpe Hugi
" vaene = Riain Day/Off Hire ltem r
|temn Categary |'I ﬂ |Toi|ets
Item Sub Category |'I P'/IF' Toilet Trailer Charge on Sunday i
I Stock 1 Charge on Saturday = 0
Saturday Half Da I
On Rent 1} 9‘ W ¥
’ v
Available 1
Kit Quartity 1 Kit ltemn b aster Kit Iterm r
Accept Cancel
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Code IWO\ W Create ltem In Pastel Bacode [
Peosipin WP Tl Tk SR> 1 Let’s first save this Item by clicking ‘Accept’. Note the following:
General | Detals %  Financial | UserDefinedFields | Fastellnterface | Kitltems | Fived NonRentals
0 imoo venon e —— . 1. Novtel has now automatically created the Item Code, and it will
e o | be imported to the financial system with the same code and

. =
Descriptiors  [WIP Toilet Trailer, Blue Lag, 101 001 Default Store

description allocated to it in Novtel.

Inventory Group 003 - VIP Toilet Trailer

e TS [e 2. The specific Inventory Group it is to be linked to in the financial
* Senvee lem system, must be selected here.

I” Create Cost Code
Multi-Store Select

AlMulStores g 3. The ‘Excluding Selling Price’ is derived from the daily price entered
e Stoes . on the Item Sub-Category and linked to this Item.

Accept | Cancel |

. : , 4. As the item is not to be sold, but rented, it is classified as a
‘Service ltem’.

\P'—\ | 5. If a ‘Cost Code’ is to be created for this Item, the checkbox is to be
Arccept Cancel
selected. Novtel will automatically populate the Cost Code’s

® Import Inventory ltem X ‘ ) P . N I
Code’ and ‘Description’ fields.
Code (070070070 Code | Dezcription |
Description [P T et Traier, Blue Laa, 101 Moot Defatswoe G 6. Should the option be activated in your system and Multi-Stores
Inventory Grop | EEENENRIANEEETE have been set up, the applicable Multi Store this Item is to be

BBl Pl O == o © Physical liem linked to, must be selected. However: In this case, no Multi Stores
" Service ltem
are set up and the ‘Default Store’ is automatically selected.

[ Create Cost Code

) To continue, click ‘Accept’.
All Multi-Stores (e
Selected Multi-Stores ™

%ccept ‘ Cancel
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# ltem Setup >
I Code | Description | Charge | Flant Munber |
DEROM Only for Demo you can Delete this item 0.00

P Taoilet Trailer, Blue Loo, 101

Our first ‘Item’ has now been created. To continue editing this Item Master File,

click on it, and click ‘Edit’.

The Details Tab

Proceeding to the ‘Details’ tab, all relevant details pertaining to this Item can be

Cost Price I 0.00

Code
Ibern T ariff Rental per day (Excl) m
Plant Hurnber Tem IW
futo Craate | Rental per day (Incl) IW
Search “

Search By I Planl‘ urnber

=l

Search For I \

Drescription IVIF' Tailet Trailer, Blue Loo, 101

Branch O IMossel Bayp. Main Branch

Add New Edt |

Delete Cloge

captured.
Edit ltem
Code  [0T007001 Bacode [
Drezcription IVIF' Tailet Trailer, Blue Laa, 101

General | Details: T Financial

T Uszer Defined Fields T Pasztel Interface T Kt [terns

T Fixed Non-Rentals

— General Details

Twres Make I

Spare Tyie Make I

Batten Make I

Licerse Due |2D22x’1 0410 vI
Date Sold |2D22x’1 0/10 vI
Weight I i]

— Service Interval

Current Rental Days ID—

First Maintenance ID— RD
Fecuring Interval ID— RD
Mext Maintenance ID— RD

RD - Rental Daps

Detailed Deszcription of [tem

Accept Cancel

Items
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The Financial Tab

In the Financial tab, the Cost Price of the Item is to be entered.
If an Item were rented and damaged beyond repair, the
Customer can be charged for the replacement thereof. The
Cost Price entered here, will be charged in such a case.

The prices as entered on the Item Sub-Category linked to this
Item, has successfully been updated to the Item since we have
selected the option on the ‘Sub-Category’s’ master file.

The default price to be charged, is selected as ‘Per Day’, since
we have not activated or set up weekly rates in our system.

Code 01002002

Plant Nurnber 1z

Auto Create

Search By |F‘Iant Number j

Itern T ariff

Search

Search For ”

Edit [tem
Code 01amonm Barcode
Deszcription |\-"IF' Tailet Trailer, Blue Lo, 101
General T Details T I Financial I T Uszer Defined Fields T Pastel Interface T Kit lkems
Cost Price 3R0000.00
Per Day Per 'Week Per Manth Per Hour Per Service
Fental Excl Tax | 5696 | 0o | n7e | 0o | 43.48
Tes | 13.04] | 000 | 326.09] | o] | £.52
Rental Incd Tax | 100.00 | oo | 250000 | oo | 50.00
# ltem Setup
B B o - {= Code: Description Charge | Plant Number ‘
15 -Vat - Standard rated [1 5 ] J = Da_l,-l 01001001 WIP Toilet Trailer, Blue Loo, 101 100,00 m
01001002 IP Toilet Trailer, Elue Loo, 102 100,00 102
01001003 WIP Toilet Trailer, Blue Loo, 103 100,00 103
01001004 VIP Tailet Trailer, Blue Loo, 104 100.00 104
01003001 12 Tailet Trailer, Blue Loo, 117 300,00 m
01003002 12 Toilet Trailer, Blue Lo, 112 300.00 112
01003003 12 Toilet Trailer, Blue Lo, 113 300.00 113
01003004 12 Tuilet Trailer, Blue Loo, 114 300.00 114
01002001 Paraplegic Toilet Trailer. Blue Loo, 121 120,00 11
01002002 Paraplegic Tailet Trailer, Blue Loo, 122 120,00 122
01004001 Single Toilet Unit, Blue Loo, 201 50.00 2m
01004002 Single Toilet Unit, Blue Loo, 202 50.00 202
01004003 Single Tolet Unit, Blue Loo, 203 50,00 203
01004004 Single Toilet Unit, Blue Lo, 204 50.00 204

Cost Price 'm

Rental per day [Excl] W
Tax 3813

Rental per day [Incl] 'w

Description |1 2 Toilet Trailer, Blue Loo, 112

Branch O |Mosse| Bay, Main Branch

Add New |

Edit | Delete | Cloze %

Create all other Items in the same manner by
entering and selecting the relevant settings.

When done, click ‘Close’.
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Process Reports Help

Returning to the Grid, all Iltems for which the ‘Show
on Grid’ option were selected, will be displayed
here. We have set up in our system to only display
the first 15 Items, and the rest can be accessed by
clicking on the down arrow on the right-hand side of
the Grid.

]

View ltems by [ Cancalled r

® Code  © pvailble @ Pravisional ¥

¢ Plagilia € On Rent [ Confimed W

C " Maintenance: @ 0nRent =

e w B Retumed v ® Novtel Equipment Hire (All in One) Ulti ® Novtel Equipment Hire (All in One) Ultimate
B2 a2 = g;“y;’d - W File Edit Modify Setup Proces W File Edit Modify Setup Process R

" dh o ML
17 14 5 17
O Oct + Oct
2022 2 2022 2
o DEMOOT @) | s

The Item Code is indicated in the colour of the selected
Branch, which in this case, is the Mossel Bay Main Branch.

|01001001 | VIP Toilet Trailer, Blue I

PIWIWZ | VIP Toilet Trailer, Blue

:
2

2
2

|01001003 | VIP Toilet Trailer, Blue

|01001004 | VIP Toilet Trailer, Blue

PIWZWI | Paraplegic Toilet Trailer,

PIWZWZ | Paraplegic Toilet Trailer,

P 1 ||1 Toilet Trailer, Blue Loo, I

|01003002 ||1 Toilet Trailer, Blue Loo, I

|01003003 ||1 Toilet Trailer, Blue Loo, I

le ||2 Toilet Trailer, Blue Log, I

HHITH

|01004001 | single Toilet unit, Blue

By clicking on the arrow pointing to the
right, below the Grid, the Item Descriptions
are indicated next to the Item Code.

|01004002 | single Toilet unit, Blue

;

|01004003 | single Toilet unit, Blue

i
"ENENENENENEEEE

|01004004 | single Toilet unit, Blue

PZW]W] | 3 shower Trailer, Sunny

o

:
:

|
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# roviel Equiprnent Hire (All in One) Ultimate Standard 6.9.0.2 - [Item Grid]

W File

fElEEE g

Edit

Modify  Setup  Process
[tern
Customers
Suppliers
Branches
Charges
[tern Tariffs
Contract (Cash)
Contract (Account)
Specials (POS5)

Reports  Help

W ltem Tariff Setup

Code Diescription

Price lncl

Code

Description

Detailed
Miotes

f Add Mew ?

Close

ltem Tariffs can also be set up per individual Customer
Category, and per Item Category and Sub-Category.

On a Customer’s master file, the option can be selected to
use the ltem Tariff Prices instead of the price set on the
Iltem Sub-Category or Item itself.

From the ‘Edit’ menu, select ‘Item Tariffs’, and click ‘Add
New’ in the next screen.

ltem Tariffs
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M Add ltem Tariff

T aniff Code 0o Xf-
+*

|tern Sub Category |

Detaled Hotes

Rental Price Day Incl 0.oo
Description |0 category, x;' Rental Price Week Incl 0.00
f 2
Cusztarner Categary |[| - Ma categary ‘ﬂ Rental Price Month Incl 0.0o
0-Mocat g
Itern Category 1. E;s;:ﬁ;gustomer Fental Price Hourly Incl 0.00
2 - Private Custormer .
Item Sub Category |3 - Government Institution Hygiene Fee Incl .00
4 - Sportz Inshibution :
Detailed Motes stuctionIndusty
Cancel
M 2dd Item Tariff *
[kt - Rental Price Day Incl Q.00
Description &lEanstructian Industy, . Fental Price Week Incl 0.00
Customer Categor| AR P Rental Price Month Incl 0.na
Itemn Categary | S | Fental Price Hourly [hel 0.00
Hygiene Fee Incl 0.0

Cahcel

ltem Tariffs

The Code and Description cannot be entered manually, and will consist
of the selected Customer Category, Item Category, and Item Sub-
Category.

Customer Categories are set up in the Financial system and imported to
Novtel. Clicking on the down arrow here, the list of Customer Categories
is displayed, and the applicable option can now be selected.

In this case, we are setting up an Iltem Tariff for the ‘Construction
Industry’ Customer Category.

Immediately, Novtel inserts the Customer Category Code in the ‘Code’
field, and the Customer Category itself in the ‘Description’ field.
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i»
Taiff Code 05 Fiental Price Day Incl
Description |E0nstructi0n Industry, Fental Price \Week Incl . . . ‘¢ ) .
ot Caoy [ 1 | FomlPice et Next, click on the search option in the ‘ltem Category’ field.
uztomer Lategor! - Constuction [ndustry - ental Frnce Monl nci
[ | [ [ i i
lem Category | 5 [ ® somtromCoesoy Search for and select the applicable Item Category from the list.
Item Sub Category |_- —
Code | D escription | Accel
Detailed Nates 2 ShDWEDIS g
3 Toilet / Shower Combo
Tl:lilE:E: ﬂ
@ item Category|ToileE| *
e ‘ - All ‘Item Sub-Categories’ linked to the selected ‘Item Category’
Sortby: | Description -
semcntor: [ are now displayed, and the applicable option is to be selected.

Description Itemn Sub Category

12 Tollet Traler 3 @

Paraplegic Tailet Trailer 2

EE T —— ® dd em Tari X
1

WIP Toilet Trailer
1o Code Tt Rental Price Day Incl 40,00
Diescription | Carestruction Industry, Toilets, Single Toilet Urit Rertal Price Wesk Incl [ 0.00
The lltem Tariff’s’ description now contains the Cuztomer Category |DE-EUnstruction Imcdustry j Rental Price Manth Incl 1000.00
Item Category 7 Toilet Rental Price Hourly Inel 0.00
Item Category and Sub-Category too. | A [Totets _
Item Sub Categary [4 Single Tailet Lrit Hygiene Fee Incl .00
Detailed notes can be added here, and the Pl s

, I |
e applicable rates entered before clicking

‘Accept’. @>
Arccept Cancel
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W ltem Tariff Setup

Caode | D escription VJ Price Incl |
0507004 Construchion Industry, Toilets, Single Toilet Unit / 40,00

Code 0507004

Description |C0nslructi0n Industry, Toilets, Single T

Detailed
Motes

Edit Delete Close

ltem Tariffs

The Item Tariff for a single Toilet Unit, and for the Construction
Industry Customer Category, has been created successfully.

Rates for all other Item Categories and Sub-Categories, as well as
Customer Categories, can now be created in the same manner.

A report listing all created Item Tariffs in the system can be
produced whenever required.

#® Novtel Equipment Hire (All in One) Ultimate Standard 6.9.0.2 - [ltem Grid]

M File Edit Modi Setu Proceszs = D
by L Hygiene Service Reports E

Hygiene Re-Schedule Audit Log
Hygiene Doc Number Reporting
Ablution Hire Details

Hygiene Route Sheet
26 27 28 31 o1 (-3 03 o4
oct | oer | et oct | Mav | Mov | Mov | N
202z | 2022 | 2oz2 202z | 202z | zom2 | 2oz | 202
Wed | Thu | Fri Mon | Tue | Wed | Thu | Fri

Activity >
List Of Availability

Rental Statistics »
Usage Report

8
g

Utilization
Audit Log By User

Comments & Remarks

List ¥ ltern Tariffs
List ltem Links ltermns

Contracts NOT Invoiced Kailienitionns

HiH

Invoiced Contracts Charges

2022 g 2023
i S¢ Sun Man

:

Charges not linked to Pastel

Deposits >
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® Novtel Equipment Hire (All in One) Ultirmate Standard £.9.0.2 - [ltem Grid]
WM File Edit Modify Setup Process Reports Help

Iterm

Customers

L3 Service Agents are to be created to link a specific person to the
‘servicing’ or maintenance of a specific Item or job.

Suppliers

Branches

Charges

Item Tariffs

Contract (Cash)
Contract (Account)
Specials (POS)
Charge Price Matrices

To start the process, click on the ‘Edit” menu and select ‘Service Agents’.

# Service Agent Setup X
Item Discount Matrices

ltem Category / Sub-Category Agent Code |Agent Narne | Active |

s Click ‘Add’ in the ‘Service Agents Setup’ screen.
Hygiene Consumables
Payment Terms

Subhire Price Matrices

Customer Settlement Discount Matrix

HEEEEEE

Enter a unique code for this person - We will simply use the initials, ‘DR’.

The person’s name is entered in the next field, and the service agent is
marked as ‘Active’. Then, click ‘Accept’ to save this new service agent.

Edit Delete Close

B3 Add Service Agent — O x
Code DR Hotive v
M arne |Duncan Fozs

%ccept Cancel
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W Service Agent Setup
Agent Code [ Agent Mame Active
DR Duncan Rogs V/ v
-

E dit Delete

Cloze

The first ‘Service Agent’ has now been created successfully,
and more individuals can now be created as ‘Service Agents’

by clicking ‘Add’ and creating each as explained.

W Service Agent Setup
Agent Code | Agent Mame Active
DR Duncan Ross v
LK. Linda Krause v
KM Kaevit M alan v
JH James Howard v
54 Stephen Anderzon W

Edit Delete

Cloge

Service Agents
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#® Novtel Equipment Hire (All in One) Ultimate Standard 6.9.0.2 - [IY
W File Edit Modify Setup Process Reports Help

|

ltem

Customers

Suppliers

Branches ﬁ
Charges

Item Tariffs

Contract (Cash)

Contract (Account)

Specials (POS)

Charge Price Matrices

ltem Discount Matrices

Item Category / Sub-Category
Areas

Service Agents

‘Areas’ are to be created since it is:

v"  Linked to a site on the Customer’s master file — which in turn is linked to a contract

v' Used to plan a route when setting the ‘Hygiene Schedule’

v" And a specific Area can be allocated to a Service Agent — which may include multiple
sites situated in the same Area.

For demonstration purposes, we will now create areas in the greater Mossel Bay and
surrounding towns by clicking ‘Edit — Areas’, and clicking ‘Add’ in the ‘Area Setup’ window.

Hygier # Area Setup

Payme

Subhird | Code Description

Custo

Close

Click in the activated line in the ‘Code’ field and enter a unique code.

Then, click in the ‘Description’ column and enter the corresponding
description for this area before clicking ‘Save’.

# Area Setup

Code Dezcription
‘Mossel Bay Business District

Cancel

Cloze

Areas
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W Area Setup

Code

Drescription

tozzel Bay Buszin

&dd

Edit

Delete

The first area is now created, and the process

repeated until all relevant Areas have been created.

When done, click ‘Close’.

W Area Setup
Code Drescription
MCED Mozzel Bay Business Distict
DZEBH Diaz Beach
WHEBY Yaoorbaal
HHES Hartenboz
MECO Monke Crizto
HERD Heiderand

MBGE Moszel Bay Golf Estate

&dd

Edit

Delete

Areas
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Customers

Customer Master Files are created by either clicking on the ‘Customers’ icon, or from the ‘Edit’ menu.

® Noviel Equipment Hire (All in One) Ultimate Standard £.9.0.2 - [ltern Grid]

M File Edit Modify  Setup  Process  Reports  Help
] - - O EEEREW
18 13 20 21 25 26 2
— L EEE ==
2022 | 2022 | 2022 | 2022 2022 | 2022
DEMODM S, Tue | Wed | Thu | Fri Tue | Wed

M Novtel Equiprnent Hire (All in One) Ultimate Standard 6.9.0.2 - [ltern Grid]
W} File Edit Modify Setup  Process  Reports  Help

- € K

Wi Custormners
Suppliers S;

DEMI Branches a:iz

o ]

[tem Tariffs
M Customers =
Humber |Descripti0n SearchMumber | Telephone Mobile Phone | External Ref Physical Add |F'ostal.i\dd |Email |I | Fehresh <F5>
%dd New <Fs
Both options give access to this screen from
y ¢ ) . g
which the ‘Add New’ button is to be clicked.
Search
" Mumber " Description 10 Mumber " Telephone # " Mobile Phone #
" External Ref " Physical Address ¢ Postal Address " Email Address Cancel
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Add MNew Customer

Account Code |T ‘B

External Account Ref |

I Corparate Custormer

[ Order Mumber Required

Degcription * |Petersnn Dave g
Cusztormer Category |DEI - Mo categom \

ﬂ [ Use ltem Taiff Prices
General T %Details T Contract Detailz T Ug
Postal Address * \\ Compary Mame

.""‘lh.. Last Mame #  |Peterson

First Mame *  |Dave

Tile [Mr | Iniials = [D

Add Mew Customer

Account Code

Euternal Account Ref |

I Corparate Customer

Description * |F'eters0n Conztruction x

[~ Order Mumber Required

Custamer Categony |DD - Mo categary \ ﬂ I Use ltem Tariff Prices

General T Site Details \l_ Contract Details T [NE
pead i Company MName |F'eterson Construction]
Last Mame * |F'etersun
First Mame * |Dave I
Title | Mr | Iritials * |D

Customers

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:

e If this Customer’s Master File is 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’.

e If a Company Name is entered, this field will be used to populate

I the ‘Description’ field.

However: By clicking on the ‘Copy To Description’” button, the
Customer’s Last and first names will be set as the ‘Description’ instead
of the Company Name.

General T Site Detailz T Contract Details T Uszer Defined Fi

Postal Address =

Company Mame  |Peterson Construction i

Last Name *  |Peterson ﬁ Eop}f T_o
First Name * |Dave - Description

Title | Mr Initials * |D

|4




ﬁg* Setup Procedures Customers

o g

3. Customer Category

Customer Categories are created in the financial system and | Add Mew Customer
updated to Novtel. Each Customer can then be linked to a

. . .. Account Code I Carparate Custamer
specific Category, relevant to the individual or company. 16/ "

Esternal Account Ref |
4. Use Item Tariff Prices Description *  |Peterson Construction 6D Oider Number Required
As previously explained: Item Tariffs can be set up per Customer Customer Categary [5 - Construction Industy () =] Q% use e Tailf Pices
. . . - Mo category X
Category, and for specific Item Categories and Sub-Categories. General 1 - Comorate Customer Conlract Details |
2 - Private Customer

s L ‘ . . ’ . 3 - Government Institution
By ticking the ‘Use Item Tariff Prices’ checkbox, the Item Tariff Postal Addres y & S e e [Peterson Construction
prlce Wl“ automatlca”y be used |nstead of the normal prlce T e SRS .. |F'ﬂer .

linked to the Item Sub-Category or Item itself.

5. Corporate Customer
e  Unticked

If the ‘Corporate Customer’ option is unticked, the options are available to set whether or not a deposit will be raised and will be
payable by this Customer.

The Customer will not be available for selection when attempting to create an ‘Account Contract’.
e Ticked

If the ‘Corporate Customer’ checkbox is ticked, the ‘Deposit’ options are hidden, and the Customer will be available for selection
when creating an ‘Account Contract’.

6. Order Number Required

If an order number is required for a Customer, this option is selected. If not, leave the option unticked.
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Billing Interval a On Month End

‘On 25th Day
Or 28th Day
Mo konth End

B

o

General

L

Site Detailz

9 Postal Address =

98 Construction Street

b ozs [ndustria

b ozzel Bay

E500

Phyzsical Address =

98 Conztruction Street

....................................

b ozs [ndustria

Copy Postal

b ozeel Bay

i Addiesz o |
i Physical g

E500

Customers

7. Billing Interval

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

e Onthe 25t
e Onthe 28t

e Or no month end may be applicable since the
Customer may be billed by using the daily
increment option or weekly billing option.

8. 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.
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Tax Reference |1234EE?89 g

Credit Lirmit |

zo00d €0 \

Payrment Terms | E |

Motes |

* Hequired Fields

Tatal Due

Ayvailable Credit

0.00]

20000.00

Credit Lirmit

Customers

9. Tax Reference

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

10. 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 can be performed unless the outstanding amount is settled or
significantly reduced.

Mowtel Equipment Hire >

L

1 Credit Limit exceeded, Customer must make a payment or
k. 1 4 apply for additional credit.

If no credit limit is applicable, a zero amount is entered.
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Tax Reference  |123456769
M Select Payment Terms

| ! Accept !'

Credit Linnit Code | Disedalas
Payment Terms 11 |'_ 1 _
Motes 4

* Required Field

'

Cancel

Company Mame |F'eterscun Construction

Last Mame *

|F'eters::nr'|

Copy To

First Name * |Dave

@ Tite [mr

Dezcription
- | Iritialz * |D

Date of Bith  [1978/10/11  v| M/F |[M =]
ID Number * [78101101020304  FELE o
Falze
—
Title | Mr w | Initialz * |D

Date of Bith  [1976/12/30 ~| M/F (M =]

ID Number * | 761230
Valid

RSAID v

11.

12.

Customers

Payment Terms

Specific Payment Terms can be set up in the ‘Edit’” menu, and the
terms applicable to this Customer, can be selected.

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 Customer’s sex can be
selected as either male or female.

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 the wording in green.
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IJzer Defined Fields T Private Custonmer

Compaty Reg Ma |'| 23ABCAREDEF

Copy To Telephone Mo * |044 £93 123456
| Descriptior Fax Mo |
" | Mohile Phone * |082 123456729
- AH Telephone |
Email &ddress |petersoni@construct com
v

Search Mumnber |

Contact Perzon * |Dave Peterson

©

13. Other Details

Block Customer Accounk [
I Account Code I [¥ Carporate Customer Billng Interval On Maonth End - |D—
External Account Ref
Description * |Petarsmn Construction [~ Order Number Required
Custamer Categary |5 - Construction Industry j [¥ Use Item Tariff Prices
General T Site Details T Contract Details T Uzer Defined Fields T Private Customer
Postal Address * :8 CDFS;'UCI?W Steet Company Mame |Petersnn Construction Company Reg Mo |1234BC456DEF
03z ndustria
Mossel Bay Last Name * |F'etersnn Copy To Telephone Mo * |044 693 123456
6500 First Name * |D5VE Description . Fax No
Tile [Mr j nitials * |D tobile Phone * |082 12340678
- - £H Telephone
Physical Address * 198 Construction Stieet Det Gl i m R |M J i
D Number * | 751230010203 RAID ¥ Email Address |petersoni@construct. com
umber v
Moss Industia S Momile ,7
Copy Postal Mossel Bay Falze .
Address to ST Contact Person * |Dave Peterson
Physzical
Tax Reference |123458789 Block Customer Account I
Credit Limit ]
Payment Terms | S |
Motes
Required Fields Statt Camera

Cn Rent Total Avvailable Credit

.00/ .00/ .00 | o0

Account Balance

.

Provizional Customer Statement ‘ Pastel Customer Statement ‘ Accept ‘ Cancel ‘

Customers

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

Note that the Account Code has not yet been
created at present.

For demonstration purposes, we will now first
save this Customer Account by clicking
‘Accept’.
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# Customers

Description Mumber 1D Number Telephone tobile Phone [ External Ref

FE1230010203 | 044 633 123451) 082 1.

Peterson Canstruction 2 'FEO0D

Physical Address

98 Construction Stree [ 38 Construction Stree | peterson(@constiuct

Fostal Addess Email | Refresh <F5:

Add New <FE>

“ Edit

FIELE.

Search
0] {+ Description lﬁ lﬁ @ e | Peterzon o
i D) i i

Cancel

ACCOUNTCUSTOMER

PEOOM

Account Code

Estermal Account R ef |

\ W Corporate Customer

®

Dezcription |F'eters-:un Conztruction

[ Order Mumber Required

Customer Category |5 - Conztruction Industoy

ﬂ v Use ltem T ariff Prices

Customers

To search for a specific Customer:

1. Enter the required account description can
here, and click the ‘Description’ option.

2. When matched by Novtel, the account will
be displayed at the top of the list.

To access the account, click on it, and select the ‘Edit’
button.

The Account Code has been created and is inserted by
Novtel automatically because of the ‘Corporate
Customer’ classification.

This Customer is also classified as an ‘Account

Customer’ at the top of the window.
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AMCCOUMT CUSTOMER

Account Code ’W ¥ Corporate Customer Billng Interval ’W‘ |g—
Extemal Account Ref
Description * |Pstelsun Construction [~ Order Mumber Required
Customer Categary |5 - Construction [ndusty j ¥ Use Item Tariff Prices
General T Contract Details T User Defined Fields T Private Customer
D | site [Mobie |sie
PEDOI/001 | 98 Construction Streel |08z 12305678 [om

Add Edit Delete

Customers

The Site Details Tab

At present, the Customer’s Physical Address has been inserted here
as the first ‘Site’.

We will create more ‘Sites’ for this Customer when contracts are
created for Items to be rented and to be placed at different sites.

ACCOUNTCUSTOMER

alance | OnRg

ool |

Account Code ’W ¥ Corporate Customer Billng Interval ’Wl |g—
Extemal Account Ref
Description * ‘F‘etelson Canstruction I~ Order Mumber Required
Custorner Category ‘5 - Construction Industry j W Use Item Tariff Prices
General T Site Detailz T Contract Details T User Defined Fields T Private Customer

The Contract Details Tab

alume ‘ Contract ‘ Start Date

End Date

‘ Status | Site D escription

& (n Rent Contracts

" Al Contracts

" Dutstanding ltems

[ Click on Column Header to sort. Click on line to select Transaction.

" Outstanding Contract Balances

Proceeding to the ‘Contract Details’ tab, no contracts are
displayed at present, since we have not created any
contracts for this Customer yet.

it Total Available Credit

.00 il

Pravisional Customer Statement

Pastel Custorner Statement

Accept ‘ Cancel ‘
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ACCOUNT CUSTOMER

AcoountCode  [PEDODT ¥ Corporate Custamer BlingInterval  [OnMenthEnd =] [0
Evternal Aocount Rel
Description *  [Peterson Canstruction [~ Drder Number Required
Customer Category |5 - Construction Industy | ¥ Use liem Tarff Fiices

General ) Site Detals | Contract Detaiks | IUserDElinEd Fields'l I Privat Customer

UserDefined Fieid1 [
UserDefined Field2 |
User Defined Field 3 ’—
User Defred Fieidd |
UserDefined Fieds [

@ Novtel Ablution Hire Ultimate Standard £.9.0.2 - [Item Grid]
# File Edit Modify Setup Process Reports Help

5 - ORERNZET®

i

a1 |2z [
S | Sw | Sw
202z | 2022 | 2022
01001001 . Wed | Tha | Fri

o | |

wLLLLELLELLEL
"HNENNENNNEEEED

Wigw |tems by
® Code (" Available
" PlantMo € On Rent
" Transfer © Maintenance

% Edit Contract
2022/08/21 ~| |2022110/25 ~

Customers

The User Defined Fields Tab

Any additional information — not covered by the system — and which
your company wishes to capture, can be added in these 5 fields,
respectively.

Please note that Custom captions can be created from the ‘Setup’ menu,
and the captions will be displayed here.

The information entered for this Customer will also be
displayed at the bottom of the Grid when hovering on a
contract created for this Customer.
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ACCOUNTCUSTOMER

Account Code IPEDDD1
Extenal Account Fief I

Description * IF‘aterson Construction

Customer Categaory IE - Construction [ndustiy

¥ Corparate Customer

‘ EBilling Interval IDn Month End - ID_ ‘

I~ Order Number Required
¥ Use Item Tariff Prices

General T Site Details T

Contract Details T

User Defined Fields |

0 1D Nurnber
7B 0203

Delete

Lastname Firstnarne Title

I Private Customer I

The Private Customer Tab

The last tab contains the default information for this
Customer — as entered in the ‘General’ tab.

Clicking on the line and clicking ‘Edit’, more
information can be added for this person in the 7
available tabs:

it Balance | On Rent Total & e Credit
| 0 DDl 0.00 0 DDl 0.00

Provigional Customer Statemnent

Pastel Customer Statement | Accept | Cancel |

’ Edit Persen =
Code: I IDD'I
Lazt Mame IPeterson Default Contact v
First Mame IDave
Customer Code: IPEDDD‘I |Peterson Canstruction

T Fhoto T Spouze T Emplo_l,lmentT DependantsT HeferencesTAccess Tags ||

1D Murnber I?B‘I 230010203

Tie [Mi +]
Wias [0
Dateof Bith [1976/12/30  +|
Gender m Maiden MName I—
Marital Status IMarried in community of property ;I Drate Married lm

Accept | Cancel |

Customers
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ACCOUNTCUSTOMER

Add

Delete

Account Code ’W [+ Corporate Customer Billing Interval ’m |D—
Extemal Account Fief
Description * |F’eterson Construction [~ Order Number Required
Cugtomer Category |5 - Congtruction [ndustm j v Use Item T ariff Prices
General T Site Details T Contract Details T User Defined Fields T I Private Customer I
D 10 Murnber Lastname Firsthame Title

On Rent Tatal Available Credil
0.00] 0.00] 0.00

Provigional Customer Statement Paztel Custamer Statement ‘ Accept ‘ Cancel ‘

Also note that more persons - like
Employees of this company for example - can
be created here by clicking ‘Add’, capturing
the details and saving the files.

When done, click ‘Accept’ to save all changes
made to this Customer Master File.

Customers
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Emails containing a Customer’s attached invoices and statement for the selected month, as
well as up to 10 additional attachments, can be sent from Novtel via your email program, to:

v' Either a single Customer ONLY
v' A selected range of Customers
v" Or ALL Customers simultaneously

The ‘Hygiene Doc Number Report’ can also be attached for Customers in the ‘Hygiene’
industry and using the ‘Ablution Hire’ part of the system.

ACCOUNTCUSTOMER

Account Code  |PEODCOT
External Account Ref

Very Important:

¥ Corporate Customer

‘Bllhng\nlerva\ O Marth End -] o |

Provisional Customer Statement

Pastel Customer Statement | Accept | Cancel |

Desaiiption * [P G 1
e Petmson Corscion ] Always ensure that the correct email address for all Customers have been
Customer Categary IS-Eonslructlon\nduslry LI ¥ Use ltem T ariff Prices
Beneral Site Detall Contract Detail User Defined Field: Private Cust i i H H i H
Goreral I el | CoteciDets | UseDefnedfies | Pt Come inserted on the respective Customer Master Files, as this email address will be
Pastal Address |98 Construction Street c N C RegN IW . H
oy A used by Novtel automatically and entered on the email to the Customer.
ooy LastMams = |Peterson Copy To | Telephons No ~ [044 533123458
E500 First Name *  |Dave Description FaxMNo
Tile [Mr j Initaks * ID Mobile Phone = |082 12345678
AH Telephone
Physical Address * [38 Construction Street ";ar:e D'hB"ti‘ ;2:25;103:3203' Mer 5l [ Emai aciress [perersonacanstvact com |
Conn Postl :055‘:’;'“‘”5 . ‘"m . RsalD B Search Nurber [761 230010205
AF%E.SSED E;;[SIE il = l— Contact Person * |Dave Peterson FrDm LW |_|3|_|i5|§|3ﬂ|3\_—1:5|.|:|3n1
i E
Tax Reference W Block Customer Accaunt r
Send To peterson@construct.com
Credit Limit 1}
e al|
Notes Cc
* Required Fields Start Camera
Bec
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By clicking on the ‘Email’ icon, the following disclaimer is displayed. After reading it carefully, proceed to click ‘OK

' Movtel Ablution Hire Ultimate Standard £.9.0.2 - [ltem Grid]
Reports  Help

W File Edit Modify Setup Process
o - **‘%I'iml?img
21 28 t 05
Sep -5-=|: Od Emal Ot
2022 oo 2022
01001001 [2] | wes = Wed
Application Install - Security Warning >
Publisher cannot be verified. ™ . . . . .
Are you sure you want to install this application? & The application installation screen will be launched and the
‘Install’ button is clicked to install this application.

S Please note that the installation is a once off process
since the application will launch automatically in the

Movtel Email Meodule
future after clicking ‘OK’ in the disclaimer window.

From (Hover over the string below to see the full domain):
C\Program Files (x86)\MNovtel Equipment Hire\Movtel Email Module

Publisher:

Unknown Publisher
@ Don't Install

While applications can be useful, they can potentially harm your computer. If you do not trust the

source, do not install this software. More Information...
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® Setup Email

Message Options Attachment Options

Send Operation:
(@ Save Only To Drafts
(O Send Directly Attachment 2:

Attachment 1:

Attachment 3:
Global Subject: —

Report Type Selection After installing the Email Application, the ‘Setup Email’, and
Date Seecton ‘Report Type Selection” windows are opened.

Global Message: From: |DctobE( To: |anber

(Maoum of 255 Craraciers) A specific date and customer range can be selected. In this
Customer Selection case October 2022, and ONLY for a specific Customer,

namely ‘Peterson Construction’.
However: All Customers with active contracts can be
= emailed simultaneously by selecting the first Customer in
Documents to include:

® Ststement Only the ‘From’ field, and the last Customer in the ‘To’ field.
O Invoices Only Invoice Layout: I—

() Statement and Invoices

The ‘Accept’ button is now clicked.

Export Path: |

[] Generate Report After Sending (Leave blank to use default export path)
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Message Options

Send Operation

The system User will select whether to save the emails to the Drafts
folder or sending it directly to the selected Customers.

1. Save Only to Drafts

Message Options

Selecting this option, the emails to all selected Customers will be
saved in the email ‘Drafts’ folder. In doing so, custom messages

Send Operation:
o @ Save Orly To Drafts and / or documents per Customer can be added before sending
@) O Send Directly the email.

2. Send Directly

Selecting this option, the emails and all attachments added will
be sent to the selected Customers directly — without the
possibility of being saved to the Drafts folder first.
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& Sctup Email

Message Options

Global Subject

Send Operation: The ‘Global Subject’ entered in this field, will be indicated
(®) Save Only To Drafts

_ in the Email Subject’s field for ALL selected Customers.
() Send Directly

On the email, the ‘Subject’ is displayed accordingly:
Global Subject:

|H).rgiene Experts - Invoice and Statement

All Unread By Date v T
pEtEfEG[‘I@CD[‘ISt[UCt.... @J D%. E From Louize@novtel.com
Hygiene Experts - Invoice a... MNone
Dear Customer Thank you Send Tao peterson@construct.com
Cc
Bece
Subject Hygiene Experts - Invoice and Statement
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# Sctup Email

Message Options Global Message
it The Global Message for ALL selected Customers can be entered
end Dperation:
here and cannot exceed a maximum of 255 characters.
(® Save Only To Drafts
() Send Directly
On the email, the message will be displayed as follows:
Global Subject:
|H}rgiene Experts - Invoice and Statement |
E}" From Louise@novtel.com
Global Message: Send To peterson@construct.com
Dear Customer
Cc
Thank yaou for your continued suppart.
Please find attached your Invoice and Statement. Bee
Kind Regards. Subject Hygiene Experts - Invoice and Statement
The Hygiene Experts Team )
—5  Invoice_2 - HygieneDocMumberReparting_PE0002 -
el oke 2KB
bearCustomer

Thank you for your continued support.
Please find attached your Invoice and Statement.

Kind Regards.
The Hygiene Experts Team
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Documents ta include: Documents To Include
(") Statement Only

(® Invoices Only Include Hygiene Doc Number Reporting

() Statement and Invoices

In this field, the User can select one of the following options
for documents to be included in the email:

v’ Statement Only

v" Invoices Only

From Louise@novtel. .
= o s v" Statement and Invoices
Send To peterson@construct.com

Also note that by ticking the option to ‘Include Hygiene Doc
Ce Number Reporting’, this report will also be attached and sent
to the respective Customers.

Becc

Subject Hygiene Experts - Invoice and Staternent
Invoice_2 - ﬁ HygieneDochumberReporting_PECD02
L = 8KB As per or example, the ‘Invoices Only’ option is selected as

well as the ‘Include Hygiene Doc Number Reporting” option.
Therefore, the selected documents for the month will be
added per Customer email, respectively.

bear Customer

Thank you for your continued support.
Please find attached your Invoice and Statement.

Kind Regards.
The Hygiene Experts Team
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Documents to include:
() Statement Only
() Inwoices Only Include Hygiene Doc Number Reporting
(®) Statement and Invoices

Generate Report After Sending

By selecting this option, a report will be generated after
sending the emails, and will be displayed as follows:

Generate Report After Sending

Generted Report After Sending

Cusamer Alachmenis Shus Ernas
PEDODT2 rrwaicn_2 S uoomssul pe e EoarEnUcL. oo
PEDOO2 Hipgueser Doc Murmtrer S uooessul pest erminiDoorsiruct. oom

Fepard
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Attachment Options
® Sctup Email >
Up to 10 attachments can be added here — which will Message Optons
also be sent to the selected Customers in addition to the Send Operaton ntachmart 1. |
. . ® Save Only To Drafts
statements and / or invoices. O Sond Diecty Mtachmert2 |
. . Attachment 3 |
These attachments will be applicable to all Customers. Gioval Subject
|Hygiene Experts - Invoice and Statement Attachment 4 |
Attachment 5 |
Global Message:
. Dear Customer Attachment 6: |
Invoice Layout and Export Path ey foryour cortinued suppot. 7|
FPlease find attached your Invoice and Statement.
. . . Kind Regards. Attachment 8 |
One of the following Invoice Layout options can be T Hygene Epots Tean st |
achment
selected: Attachment 10: |
v Plain Paper | Rest Al Atachnents
Documents to include:
() Statement Only
/ Logo Left () Invoices Only Include Hygiene Doc Number Reporting I s St I|Logo Left
. (@) Statement and Invoices
v' Logo Right

| Export Paih.  ||C:\Users\User\Deskiop'Documet Exports

Generate Report After Sending (Leave blank to use default export path)

A specific ‘Export Path’ can be selected to which the
emailed documents are to be exported — if required.
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Customer Email Setup and Management

® Setup Email

Meszage Options
Send Operation:

(@ Save Only To Drafts
O Send Directly

Global Subject:

|Hygiene Experts - Invoice and Statement

Global Message:

Dear Customer

Thank you for your continued support.

Attachment Options

Attachment 1:

Attachment 2:

Attachment 3:

Attachment 4:

Attachment 5:

Attachment 6:

Please find attached your Invoice and Statement.

Kind Regards.
The Hygiene Experts Team

All Relative Documentation has been Generated, Exported and Sent. If
any errors occured, a failurelist will be displayed.

T N

Documents to include:
O Statement Only

) Invaices Orly Include Hygiene Doc Mumber Reporting

(@) Statement and Invoices

Generate Report After Sending

Reset A4 Attachments

Invoice Layout: | Logo Left

Export Path:

|C:\Users\User\Deslﬂop\Documeerports

(Leave blank to use def3gt export path)

Clicking ‘Accept’, the email(s) are either sent
directly to the Customer(s) or saved to the
email ‘Drafts’ folder, and this report is
generated if the option was selected to do so.

Adiocirmenis Siaius Ernail
Inwaice_2 Sucosssul pedermniEoorsinuct. com
Hyygiemer Doc Murmier Sucoessul pedermniZoorsinuct. com

Repar
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g F/f Setup Procedures

After sending the emails, the documents will be
exported to the selected folder as follow:

Viewing the ‘Drafts’ folder, the email is displayed
as follows, and can now be edited if applicable,
and sent to the Customer.

Customer Email Setup and Management

| = | Document Exports

I Home Share View
# B[ ke

w| Copy path

« =~ 4 » Document Exports » Document Exports »

& MName \

Customer Invoices

3 Quick access
[ Desktop
‘r Downloads
Documents

e Dirtiarec

Hygiene Doc Number Reporting

% % %

« B X =]

Pin to Quick Copy Paste _ Move Copy Delete Rename
ACCEss iﬂ Paste shortcut tor tor -
Clipboard Organize

|%New item ~
ﬂ Easy access =
New
falder
Mew
Date modified

2022/10/13 11:32
2022/10/13 11:32

& P search

Fle ~ Home Send/Receive Folder View Help Message

iy
LA e kmEeE B 1o X
-~ =
Paste LB CoPY B I U £+ A.[S|= == 3= Addess Check  Auach Lk Signature
v < Format Painter = = Book Names  File~ -

Undo Clipboard [ Basic Text 5 Names Indude
<
e Folders Here All - Unread ByDate v T
peterson@construct.... (U2 = From

Hygiene Experts - Invoice a... None
P Cear customer Thankyou

Thank you for your continued support.

Kind Regards.
The Hygiene Experts Team

Drafts (61
Sent Items

Deleted Items

Junk Email

| High Importance — ) D
B =R A 8
owimportance Bec Read Check Dictate
Aloud  Accessibility

Tags 13 Show Fields | Speech  Accessibility  Voice

Louise@novtel.com

Send To peterson@construct.com
Ce
Bee
Subject  Hygiene Experts - Invoice and Statement
Invoice 2 . @ HygieneDachlumberReporting PECO02
8KB 2KB
Dear Customer

Please find attached your Invoice and Statement.

&

Editor

Editor




Setup Procedures Customer Email Setup and Management

® Sctup Email bt
Message Options Attachment Options
Send Operation: Attachment 1:
. . (® Save Only To Drafts
Default Email Settlngs () Send Directly Attachment 2:
. . . Global Subject: futachment 3
Please note that the next time the Email Icon is Fygers Boets o snd Satener tachmert
selected; The disclaimer screen closed, and the date . Atachmert 5
obal Message:
and customer range selected, the settings as entered Dear Customer Atachment 6
previously will be displayed by default. Plaae i stached o Imoce and Ssemert, i

Kind Regards. Attachment 8:
The Hygiene Experts Team

The settings can be altered if needed, and the
attachments reset if different documents are to be
attached in addition to the Invoices, statements and — if
applicable — the Hygiene Document Number report. Docg)e;:me:;b

() Invoices Only Include Hygiene Doc Mumber Reporting
(®) Statement and Invoices

Attachment 5:

Attachment 10:

Reset All Attachments

Invoice Layout: |cho Left

Export Path: |C:\Users\U5e(\Desktop\Documem Exports

Generate Report After Sending (Leave blank to use default export path)
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