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Introduction 3

Introduction

The purpose of this manual is to demonstrate the "Toilet Hire" part of Novtel Equipment Hire. Please register
on Nowvtel's Forum at http://www.novtel.com/forum/index.php - free of charge - for more information.

Please note that the following must have been created before the rest can be set up as explained in this
manual:

1. Users and Passwords
http://www.nowvtel.com/forum/index.php?board=1243.0

The first User must be created without the activated Pastel Interface. Click on "Setup - Interfaces -
Novtel”, and after the first User was created, click on "Setup - Interfaces - Pastel”, and select the path for
Pastel

2. Setup - Interfaces - Pastel
Make sure that all accounts have been entered, and that the Pastel path is correct

3. Opening a Shift for the User (Please note that no transactions can be done if this step was not
completed)

http://www.nowvtel.com/forum/index.php?board=1245.0

4. Branches
http://www.nowtel.com/forum/index.php?topic=1334.0

For more information on POS Transactions and the Cash-Up Procedure, please download these
manuals from our Forum:

e Equipment Hire - 14 Steps to Mastering the Basics
http://www.nowvtel.com/forum/index.php?topic=1474.0

e Equipment Hire (Containers) - 13 Steps to Mastering the Basics
http://www.nowtel.com/forum/index.php?topic=1496.0

e Equipment Hire (Point of Sale) - 7 Steps to Mastering the Basics
http://www.nowtel.com/forum/index.php?topic=1502.0
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4 Novtel Toilet Hire

Step 1 - Creating Charges

e These following 8 "Charges" must be created first, since it is used in the next step when the Company is
set up:

» WORO001 - Workshop Charge

» POS001 - POS/Shop In-house Charge

» POS002 - POS/Shop In-house Payout Charge
» LAT001 - Late Return Charge

» REP001 - Replacement Charge

» REP002 - Repair Charge

» HYGO001 - Hygiene Senvice Charge

» DELOO1 - Delivery Charge

¢ Hygiene Consumables must be created as normal “Charges’. These charges include:
» Liquid Hand soap
» Toilet paper
» Air-Freshners
» Sanitizers
» Folded Paper Towels

e Hygiene Fixed items must also be created as “Charges” (Physical ltems), which include:
» Waste Paper Bins
» Soap Dispensers
» Toilet Roll Holders
» Hot Air Dryers
» Paper Towel Dispenser

e Click on "Edit Charges - Add New"

’ Mowtel Equipment Hire Professional 6.3.0.5 - [Ikerm Grid]
» F(Edit @ndif}f Setup  Process Reports  Help

——
Itern @
dh Custormers
Suppliers ir' fp
Branches :j E_ﬁr
charges o
Sart By ||:|:u:|e j Search |
Code |
Deszcription |
Charges |
( aedNew ? | Close
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Step 1 - Creating Charges 5

. Enter the "Code" for the "Charge" - normally a three digit alpha code, and 3 digit numeric code
. Enter the "Description" for the item

. Tick the check-boxes to "Create Item in Pastel”, and "Display on Invoice"

. Tick the "Physical Item" check-box, since this is a stock item that will be sold

. In the "General" tab, select the option to "Allow Tax", and set the default Tax percentage

. Enter the cost price of the item - excluding tax

. The "Rate Incl" amount, is the amount the Customer will pay. See how the "Markup Percentage" are
entered automatically, as well as the "Charge Excluding Vat" amount

8. "Inventory Categories" are set up in Pastel, and can be selected in Novtel

N o 0ok~ ON -

’ Add Mew Charge @
Code |SEI.-’-'-.EIEI1| o ¥ Create Item In Paste
Deserption [Liquid Hand Soap 700m refil () ©) ¥ Display On voice
Barcod
arcoce | °|7 Phyzical [bem
External Reference | [ Blocked

T —

{ General > T Properties

Bllow Tax [ [1-Vat- Standard rated (14%) (o) |

Cost Price Excl 15.009 b arkup % 163.13
Charge Incl 4500  ChageExcl 29.47

Jzer Defined Field 1
zer Defined Field 2
Jzer Defined Field 3
Jzer Defined Field 4
User Defined Field 5

Pastel lnventary Code | i_q|

bulti Store code far refrieving Cost Price | J | |

|EIEIEI - Mo categorn
000 -

ot - iene Consumables

- Tailet Rall Halders
003 - Hand Hygiene Dizpensers
ey (104 - Hand Diryers B
005 - ' azte Bins
V6.3.0.3 005 - VIP Toilet Trailers
007 - IP Shower/ Toilet Combo 5

Ireventory Categany
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6 Novtel Toilet Hire

e In the "Properties" tab - if your company has a retail shop - select "POS Item" as well as "Shop Item".
(Notice that the "Pastel Inventory Code" has not been inserted yet)

e Click "Accept"

'” Add Mew Charge @
Code |HYGEIEIE Iv Create [tem In Pastel
Dezcription |5-:ua|:- - 700wl refill ' Display On Invoice
B d
arcade | [v Phuzical [bem
Extermal Reference | [ Blocked
General T Properties

Iv POS [tem
W Shop Jter POS Category a,
[ Payout [tem | Clear |

I Refundable Charge Item

[ Mainternance ltem

Faztel [nventom Code | ﬂ
kdualti Store code faor retrieving Cost Price | J | |
[rventory Category |I]22 - Hugiene Consumables ﬂ

! .&T.n;:cept ! Cancel
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Step 1 - Creating Charges 7

e The item will now be imported to Pastel when this process has been completed. Select the "Inventory
Group" that has been created in Pastel, and select "Physical Item"

e Click "Accept" in order for the process to be completed

W Import Inventory Item @

Code  [HYGOOS Code | Description |
om Default Store

Description | Soap - 700m! refil

|nventary Group - Hygiene Conzumables

Excl Selling Price | 39.47 [ o ﬁwsical Item

™ Service ltem

Multi-5tore Select
All Multi-Stares

7

Selected Multi-Stores -

C.-'—‘;ccept >| Canicel
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8 Novtel Toilet Hire

e Returning to the "Charge", the "Pastel Inventory Code" has been inserted

W Edit Charge ==

Cade |HYGIIIIIIE

- Iv Dizplay On Invaoice
Benzaelz | [v Phyzical lbem
External Reference | | Blocked
General T Froperties
Allow Tax W [1-Vat - Standard rated (14%) =l

Cost Price Excl | 15.00 b arkup % 16313
Fate Incl | 45.00 Charge Excl 39.47

User Defined Field 1
Uszer Defined Field 2
Uszer Defined Field 3
Uzer Defined Field 4
Uzer Defined Field 5

m Code  [HYGOOS

bulti Store code for retneving Cost Price 1

Soap - 700l refil

[rventory Categony |I]22 - Hygiene Consumables j

Accept ‘ Cancel ‘

e Enter all other "Charges" in the same manner (Remember that "Hygiene Service Charges" are to be
setup for each "ltem" to be seniced)

W Charge Setup VE.3.0.5 r X
Code D ezcription | Arnount | *
[MHOmM POS/Shop Inhouze Charge 0.0o
LATOm Late Return Charge 0.0a
PaPOM Paper Tawel Barrel B0m 285.00
PaPO02 FPaper Tawel Folded 500 400.00
Pay'00 Foz/Shop Payout 0.00
REPOO3 Replacement Charge 0.0o
REPOO4 Fepair Charge 0.00
SEROOZ Service Charge for VIP Toilet Tra., 2000 |E
SEROO4 Service Charge VIF Shower/Tal . 40.00
SERONS Service Charge Econa 12 Tailet .. ¥ 40.00
SEROOG Service Charge WP Paraplegic T ... 20.00
SEROOY Semvice Charge Single Toilst Units ", 10.00
SEROOZ Service Charge for Showerz I 10.00
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Step 2 - Setting up the Company 9

Step 2 - Setting up the Company

e Nowvtel Equipment Hire incorporates features to manage the following types of businesses - all in one
package:

» Equipment Hire (Whether it is for Tools; Heaw Machinery; Photography Equipment; Lighting or Sound
Equipment)

» Container Hire

» Toilet Hire

» Workshop Management
» Point of Sale

Please refer to http://www.novtel.com/forum/index.php?board=396.0 for guidance in setting up your company.
However, the following specifically pertains to the "Toilet Hire / Hygiene" industry:

e Click on "Setup - Company"

W Novtel Equiprnent Hire 6,3.0.3 - [Ttern Grid]

W File  Edit Madi ocess  Reports  Help

_LII:I o] Company H
ik I X Interfaces b
;:r ) User Defined Fields ?

2015 |2 1

. e [ sers f Passwaords o

. ﬂ Documents

Cash Draweer

Wiew [kems by Database Set
 Code Availa aranase o8

" Plant Mo © OnRe Rerminders
€ Trarmsfer © Mainte Tag Reader

% | | Edit Con Suthorization

|2|:|15.-"|:|4.-"14 - |2|:|15.-"|: Wfarkstation and Printers

V6.3.0.3 Rental Day Limits
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10 Novtel Toilet Hire

¢ In the "General Tab", select whether or not "Customers" will be billed on Saturdays; Sundays and Public
Holidays. (Click on "Setup Holidays" to enter all public holidays during the year). Tick the check-boxes to
activate "Weekly" and "Monthly" rates if needed

e Select the option to "Print Hygiene Slips"

» Company Setup @
Compary Detals T T Financial T Preferences T FOS T Images
Aulun?alic Hefresh. Interval B0 Seconds il Rl o svalkp by ’_Uﬁ dapls
Enter 0 to dizable automatic refresh
Mumber of raws on Grid 15 Allows Grace Period of ’_Zj hour/z
Mumber of columns on Grid 15 Allows Backdated Retum of Wil dapds
Activate Monthly Billing @« Yes ( No Force Plant Mo. to Cost Code I
Activate Aocese Control " Yes & No
Activate Recuring Maintenance ez (+ No Inc:r.ement I3 DAy @ ety [ et = Oy
o Activate Sundaps on ltem Level
Force Agent Commission " Tes &+ No Increment Hire Daps on S aturday [Checked = Charge)

Charge Half Day on Saturday [Checked = Charge]
Drefault Retun Time 080000 <= Activate Saturdays on ltem Level
Increment Hire Days on Public Holidays [Checked = Char
Activate Holidays on [tem Level
Activate Monthly Fiked Rates
Activate ‘Weekly Rates
Activate Weekly Fates on ltem Level

Minimurn Passward Length [0 = Na check) Setup Holidays

Force use of return time:
Retum Cut-off [Half# Full day] hours [30 Minutes = 3]

Detault Half Day Value (If half day = B0% enter 0.6]

U s A

Short Fent Cut-off in hourds (30 Minutes = 3]
Shart Rent Yalue [If 55% enter 0.55)

Cross Hire Branch |NU Branch, ﬂ

Cash Customer Category |DD - Mo cateqon j
Force use of Customer Email Recording

Print Hygiene Slips ﬁ
Allow Contract Discount

Allows Itern Remove [More than one day selected)

Allaws Multiple off-hire D ays

Aillow aff-hire Dayselect on Provisional

Display End Date on Documents

Remawe Customer Required Fields

Allows - Cancel Hire ltems with outstanding Balance
Allow Additional Costs Posting only for On Rent Status
Allow changing Status ta On Rent for Future rentals
Activate Movtel Online Bookings

Activate Demo Mode

Overide Credit Limit Check

Fieturn Deposit Container only if selected

Allow anly Permanent Branch transfers

Allows Work. Order creation at Branch level

W o :|:|:|:|_| :|

L R R

Accept Cancel

e Remember to enter all details in the other tabs as well
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Step 3 - Creating Item Categories 11

4 Step 3 - Creating Item Categories

e All items in Toilet Hire must be categorized, and it is important to know that the "ltems" itself will display on
the Grid - once it has been created. The contracts for the rented "ltems" will display next to the Item" on
the Grid. It is very important to plan all "ltem Categories" and "Sub Categories" meticulously. If Nowel is
integrated with Pastel, first create Inventory Categories in Pastel

& el Toilet Hire (MOWTDERC)
Wocess  Wiew  Change  Setup  Utility  Window  Help

General Ledger LI
DI oyoy

Customers 2
Op ]
Suppl ]
HPRIE Cateqory D ezcription
Clos Terrmis »
Ta Irvwe oy Cateqories ce
Cus Manufactuting b Ttern File ?ti‘
il
! s , Adjust Selling Prices
Irvve Farhies and Events
Gen Exchange Rates Perfect Weddingz
Tax Type Adjustment
To | Pastel I
Tirne and Billing [
r .
[ Edit Inventory Cateqories - Sole Access Mode

Code | Description

Hugiene Congumables
Toilet Roll Holders

Hand Hygiene Dizpensers
Hand Dryerz

W'azte Binz

| Pastel I ! ag. j Cancel

F

O | e DD | o0 | —2
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12 Novtel Toilet Hire

¢ In Nowvel, update the Pastel Categories to Nowvtel in "Modify - Update Inventory Categories", and click
"Yes" to confirm the action

" Movtel Equipment Hire Professional 6,3.0.5 - [Tkern Grid]
W File Ed& M odify )Setup Process Reports  Help

Renumber Iterm

Wk o ]

Clear Regional Settings

Release Locked Password

DEMOOT [¢ Irnport Custarners
W Update Agents

. Update Cost Codes
Update Customer Categaries
Wiew ltems b
&EIT:DZ:S Update Accounting Pararmeters
" Plant Mo Irmport Suppliers
£ Transfer Update Cost Prices from Pastel

% Update Selling Prices from Pastel
|2EI15£EI4£‘IE : Update Charges with Default Markup

Update Itern Tariff

Irnport Charges to Pastel
V6.3.0.5 Update Inventary Categaries h

Llie ol e 1= PR i | FRUSE w ey |

¢ In order to create "ltem Categories" in Nowel, click on "Edit - tem Category/Sub Category"

"' Mowte| iprment Hire Professional 6.3.0.5 - [Tkern Gri
» dify Setup Process Reports H
Iterm
dh Customers i
Suppliers ;
DEMI Branches N
W Charges I
| Itern Tariffs
Contract {Cash)
i
ﬁlhw;l: Contract (Account)
i P Specials
T

Charge Discount Matrices

% Item Discount batrices

2504 Itern Cateqory f Suh-Categnr}eﬁ

Areas

Service Agents !

I V6.3.0.5 . Hygiene Consurmahbles

Copyright © 2015 Novtel® V3.0.0 Louise Janse van Vuuren



Step 3 - Creating Item Categories 13

e Click on "Add"
W Trem Categony Setup | V6.3.0.5 'é
Code Drezcription |
Search
Edit Delete | Add Sub-Cateqary | Cloze |

e Enter the description for the "Category"; Click on the drop-down arrow and select from the list the specific
Pastel "Category" to be linked to Nowvtel's "Category"

" Sdd Itern Category @

D' escription |H_I,Igiene Conzumables tr

Irvsentory Categary |EI'I - Hpgiene Consurnables

0o -
- Hugierne Consumables
- Toilet Roll Holders

03 - Hand Hyagiene Dispenszers

_I WVE.3.05 04 - Hand Dryers
05 -'wWaste Bing
W 2dd Trern Category @

Cescription Hygiene Consumables

[rwentary Categary

1 - Hegiene Consumables

| V6.3.0.5 I B Accept i Cancel ‘
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14 Novtel Toilet Hire

e Click "Add" to create more "Categories"

W Trem Category Setup @
Code D ezcription
1 Hugiene Conzumables
2 Toilet Roll Holders
3 Hand Hygiene Dizpensers
4 Hand Diyers

V6.3.0.5

Search

Add Edi Delete | RIS B | ot |

e Categories can also include the following:
» VIP Toilet Trailers
» VIP Shower/Toilet Combo
» Econo 12 Toilet Caravan
» VIP Paraplegic Toilet Trailers
» Single Toilet Units
» Showers
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Step 4 - Creating Item Sub-Categories 15

5 Step 4 - Creating Item Sub-Categories

¢ |n order to create a "Sub-Category" (ltems linked to the Main Category), click on "Edit - Category/Sub

Category"
'ﬂ Mowtel Equipment Hire Professional 6.3.0.5 - [Tterm Grid]
P dif}f Setup  Process Reports  Help
Ttern
dih Custormers
Suppliers
DEMI Branches
W Charges
| Ttern Tariffs
_ Contract (Caszh)
R:;IHE“II: Cantract (Sccaunt)
P Specials
€T Charge Discount Matrices
% Itern Discount Matrices
EEI'IE.-"EI; Itern Cateqory / Sub-Category
Lreas
Service Agents
H:-,-'giene Cansumables

e In this case we will be adding items to the “VIP Toilet Trailers". Click on it, and then on "Add Sub-

Category"
W Trem Category Setup E @

Code Deszcription

a Econo 12 Toilet Caravan

4 Hand Dryers

3 Hand Hygiene Dizpensers

1 Hygiene Conzumables

10 Showers

11 Single Toilet Units

2 Toilet Roll Haolders

9 WIP Paraplegic Trailer
YIP Shower/Tailet Combo

7
A Wazte Bins

Search

Add | Edit Delete |§ Add Sub-Eategnry? Close |
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16 Novtel Toilet Hire

e Click on “Add”. Notice how the Main Category’s code and description has automatically been entered at the
top

W Edit Item Category VE.3.0.5 S

Code IE

Description

Irwventory Category {06 - 4IP Toilet Trailers h -]

Code | D ezcription | Categaory Description |

1? Add >| E dit | Aocept Cancel |

1. Enter the “Description” for the “Sub Category” - the item itself - and set the Tax rate
2. Enter the charge rates on the "ltem" per: Day / Week / Month / Hour / Senice, and select the option to
"Update Price to Item"
3. Tick the check-boxes for the following if you want the items to be charged on:
» Public Holiday (Remember that in “Setup - Company — General” tab, you have the option to set up
Public Holidays in the system and either have it charged, or be excluded from billing)
» Rain Day / Saturday / Half day on Saturday / Sunday / Monthly and Weekly Rates are also activated in
“Setup - Company — General” tab, and the options will either be activated in the "Sub-Category"
creation window - or not - according to the setup

4. Tick the check-box to classify this "ltem" as a "Maintenance Item". If the "lItem" is to be seniced daily,
enter the numeric value of 1 in the "Service Every" field, and enter the "Unit" as "Days"

5. Tick the check-box to "Update Default to Item"
6. Click on the magnifying glass beneath "Hygiene Service Charge Code"

W Edit Itern Sub-Categqory
Code |1
Rain Day / Off-Hire ltem [

Itern Category IE &I I"JIF" Toilet Trailers Charge on Saturday

Drezcription Init 1 - WP Toilet Trailer Saturday Half Day
o Charge on Sunday
Tax I'I -Wat - Standard rated [14%) LI Charge Public Holiday

Maintenance ltem

XITTRTR

© ©

Price Per [ 114.00 14.00 100.00
rice Fer Liay I I I Service Eveny I Wy 1 Dapsth
Price Per'week I E24.00 I a4.00 I BO0.00 Unit ID i& _I
avs -
Price Per Month I 2508.00 I 508,00 I 2200.00 9 Update Defaul To ltem [+ a'
Frice Per Hour | oo | 0.00 | 0.00
Price Per Service | 20.00 | 246 | 17.54 Update Prices to ltem  [v

|'H_I,Igiene Service Charge Code
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Step 4 - Creating Item Sub-Categories 17

e Select the specific "Service Charge" for this "Sub-Category" from the list, and click "Accept"

" Select Charge @
Code | D escription | Excl | Tax I E Accept !
AlROM Ajrfreghiner Spray 375ml 18.42 258 3
Hv G002 Hygiene Service Charge Code 25000 30,00
INHOO1  POS/Shop Inhouse Charge LA .00 0.00 Cancel
LATO01 Late Return Charge .00 0.00 0.00
SERO0Z | Service Charge for YIP Toilet Trailers . 2.
SEROD4  Service Charge YIP Shower/Toilet Combo 3h09 4.91 40.00
SERODS  Service Charge Econo 12 Taoilet Caravan 3h09 4.91 40.00
SEROOE  Service Charge YIP Parapleagic T/ Trailers 17.54 245 20,00
SEROO7  Service Charge Single Toilet Units 377 1.23 10.00
SERO0E  Service Charge for Showers 377 1.23 10.00
Search By
|Eu:u:|e ﬂ Search For VE.3.05

1. The "Charge Code and Description" has been entered

2. Deposits are payable on "ltems" when it is first rented. Enter the "Suggested Deposit" - this will be a
numeric value times the rental price - for instance: 10 days' rent @ R342.00. In reality, the "Suggested
Deposit" amount will then display as R3420.00 when a deposit is raised in the contract form

3. A detailed description on the "ltem" are to be added in the field provided
4. Click "Accept" to save the "Sub-Category"

Hygiene Service Charge Code

SERDO3 o E |Serviu:e Charge far YIP Tailet Trailers Clear

Suggested deposi 10,00 ¥ Price

Detailed Description :

Tatal Tailet Trailer Size: 8 = 3 Meters
2 Toilet Unit each with owrn Bazin, Mirar, Soap Dispenzer; folded paper towelz and wastehin
Wwindowes in each unit e

To be serviced daily, and consumables to be supplied by our Company

VE.3.0.5 ‘gi Accept P Cancel
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18 Novtel Toilet Hire

1. To enter the next "Sub-Category" to this "ltem Category", click “Add”

2. Should changes be necessary to any of the "Sub-Categories", click on it and then on "Edit". Make the
changes and click "Accept"

3. In order to exit the current "Sub-Category" setup window, click "Accept"

" Edit Itern Cateqory VE.3.0.5 ,-3'(1
Code IE
Description |VIF' Toilet Trailers
Irwentory Category {6 - vIP Toilet Trailers Ra
Code | Deszcrption Categary Descrption
1 nit 1 -%IP Tailet Trailer YIP Tailet Trailers
2 it 2 - %P T ailet Trailer YIP Tailet Trailers
3 Idnit 3 -WIP Toilet Trailer WIP Toilet Trailers
4 it 4 -%IP T ailet Trailer WP Tailet Trailers
WP T ailet Trailer YIP Tailet Trailers
€ 2ad | Edit d 5 Accept Cancel

e Click on the next "ltem Category" and select "Add Sub-Category" to create these within the main
"Category"

W} Ttern Category Setup V6.3.0.5 ' =23

Code Dezcription

g Econo 12 Tailet Caravan

10 Showers

11 Single Tailet Unitz

2 Toilet Roll Halders

9 WP Paraplegic Trailer
WIP Shower/Toilet Combo

B WIF Tailet Trailers

Search

Add Edit Delete k Add Sub-Cateqarny h Cloze
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Step 5 - Creating Item Tariffs 19

Step 5 - Creating Item Tariffs

e The prices setup for each "Sub-Category", must now also be set up as an "ltem Tariff' . These "ltem
Tariffs" will then be linked to the "ltem" itself - which will be created in the next step. Please note that
"Hygiene Service Management" will not function if this step was not completed

¢ Click on "Edit - Item Tariffs - Add New"
’ Mawtel Equipment Hire Professional £.3.0. VE.3.05
W Fie dify Setup  Process
Itern @

Custarmers
Suppliers

Branches

Charges

Ttern Tariffs h

Contract (Cash)

W Tterm Tariff Setup @

Code Dezcrption Frice Incl

Code |

Dezcription |

Detailed
MHotes

- v6.30.5 |
Cf-‘«dd Mew j Close
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20 Novtel Toilet Hire

e "Customer Categories" are setup in Pastel and selected in Nowtel. In this case, no "Customer
Categories" were set up

¢ "ltem Tariffs" are linked to a "Category and Sub-Category". Click on the magnifying glass next to "ltem
Category"

W Add Tern Tariff V6.3.0.5 | [mE3e|
Taniff Code IDD Fental Price Day Inel I 0.00

Description |N':I categary. . Rental Price wWeek Incl | 0.00
Customner Categary ||:||:| -Ma category *! ;I Rental Price Month Incl I 0.00
[tern Categary - Fental Price Hourly [ncl n.0a

Itern Sub Categony I I Hygiene Fee Incl I

e Select the "ltem Category" from the list and click "Accept"

Q.00
W Selectltern Catego

=
Code | D ezcription | Accept
g Econo 12 Talet Caravan
10 Showers
11 Single Toilet Unitz
3 YIP Parapleqic Trailer
7 YIP Shower/T oilet Combo

e The "Sub-Categories" window will open immediately - displaying all the "Sub-Categories" connected to
the main "Category". Click on the first "Sub-Category" and then "Select"

W} Trem Cateqory WIP Tailet Trailers

Search |

Sort by I Dreszcription

Search for I

=
D ezcription Itemn Sub Category
Urit 1 -VIP Tailet Trailer ﬁ
2
3
4
]

Unit 2 - WIP Tailet Trailer
Urit 3 - VIF Toilet Trailer
Unit 4 - WIP Tailet Trailer
Urit 5 - %IF Toilet Trailer

(sckct )| Corce
V6.3.0.5 et S anee
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Step 5 - Creating Item Tariffs 21

e Enter the "Rental Price Per Day /| Week / Month / Hour Including Tax", as well as the "Hygiene Fee
Including Tax". This fee will be added to the contract automatically when the "lItem's Service" is updated
in the "Hygiene Service Management" window

e Enter the applicable "Detailed Notes" in the field provided, and click "Accept"

W 2dd Trern Tariff ==
Tarif Core — Rlental Frice DayInel [y 114.00
Dezcrption |N|:| category, YIF Toilet Trallers, Unit 1 -%IF Talet T | Rental Price Week [hcl m
Custorner Category ||:||:| -Mo categany ﬂ Rental Price Month Incl F&_J 2508.00
[kern Categarny |E E Mp Toilet Trailers Rental Price Hourly Incl |ﬁ1 0.00
lter 5ub Category [1 (Uit 1 -IP Toiet Trailer Hygiene Fee Incl |55 2000
Detailed Motes |

W
VE.3.05 (.ﬂu:cept J’ Cancel ‘

e Create an "ltem Tariff" for every "Sub-Category" in the system

W} Ttem Tariff Setup @
Code D ezcription Price nzl | =
Mo categon, WIP Toilet Trailers, nit 1 - WIP Toilet Trailer 114.00
Qo0s002 Mo categorny, WIP Toilet Trailers, Unit 2 - WIP Toilet Trailer 114.00
00s003 Mo categary, WP Tailet Trailers, Unit 3 - WIP Tailet Trailer 114.00
a0s004 Mo categony, WP Tailet Trailers, Unit 4 - IP Toilet Trailer ‘ﬁ' 114.00
Q00E005 Mo categon, YIP Toilet Trailers, Unit 5 - WIP Toilet Trailer F 11400 (=
00700t Mao categary, WP Shower/Talet Comba, Uit 7 - Tailet .. . 22800
00700z Mo categorny, WP Shower/Toilet Comba, Unit 2 - Tailet .. ﬁ’r 22800
Q007003 Mo categon, Y|P Shower/Toilet Combo, Unit 3 - Toilet ... 228.00
Qaoa001 Ma cateqary, Econa 12 Tailet Caravan, Unit 1 - 12 Tail... i'r 4200
Qa0aonz Mo cateqory, Econo 12 Tailet Caravan, Unit 2 - 12 Tail... 34200
Qogs0m Mo categony, Y|P Paraplegic Trailer, Unit 1 - Paraplegic... 171.00
o000z Ma cateqary, WP Parapleqic Trailer, Unit 2 - Parapleqgic.. ir 171.00
003003 Mo categaory, WP Parapleqic Trailer, Unit 3 - Paraplegic.. - 171.00
o7 00m Mo category, Showers, Unit 1 - Shower ‘ﬁ’r 228.00
o1 0002 Mao cateqary, Showers, Unit 2 - Shower 228.00
O 0= M cateanme Showers | nit 3 - Shoser 22a0n i
Cade 0006001

Crezcription |N|:| category, YIP Toilet Trailers, Unit 1

Detaled
Motes

— V6.3.0.5
Gdd Mew } E dit Delete Cloge
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22 Novtel Toilet Hire

Step 6 - Creating Items

e Before any "ltem" can be added to the system, the following MUST have been created already:
» Branches
» ltem Categories
» Sub-Categories
» ltem Tariffs

¢ Please note that if the Pastel Multi-Stores are in use, the "User" must run “Import Charges to Pastel”
from the “Modify Menu” after creating any new items. “Items” are linked to an “Item Category” and “Sub-
Category’, therefor we need to create the specific "ltems" that have been created as “Sub-Categories”

e Click on “Edit — Iltem - Add New”
" [ vt inment Hire Professional 5.3.0.5 - [Itern Grid]
W Fle [Edit dify Setup Process Reports  Help

—
Ttern h
]

Customers

Suppliers

W Trem Setup @

Code Deszcription Charge |  Plant Mumber |

Code | Coszt Price
Itern T ariff | Fiental per day [Ex=cl]
Plant Mumber | Tax
| Fental per day (Incl] li

Search

Search By |F"Iant Mumber j

Search For || V6.3.0.5

D ezcription |

Eranch ] |

( BeidNew ’ | e
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Step 6 - Creating Items 23

1. There is no need to enter an "ltem Code" — the system will generate it. The system also generates the
description according to the information that is entered for the “Sub-Category;" “Manufacturer” and “Plant
Number”. See how the description changes with each of the above entries

2. Tick the check-box to “Create Item in Pastel”. If the option is not selected, the "lItem" will have to be
created in Pastel manually

3. In the “General Tab”, select the “Branch” to which this "lItem" is added ("ltems" for each "Branch" must
be added separately).

4. The "Plant Number" is allocated by the company, and is unique to the "ltem". When this number is
entered, it is displayed in the "Description"” field

5. Tick the check-box to "Show on Grid". After the Pastel Import has taken place, the "ltem" will be
displayed on the Grid, and contracts are created for the rent of these "ltems" - which will be displayed next
to it on the Grid

W Add New Itern =S
Code x‘c 9 [v Create ltern In Pastel
Deszcription Al

General T Details T Financial T Idzer Defined Fields T Pastel Interface

Hame Branch

] |MDSSE|BEI_',I, toszel Bay 6 ﬂ ] |I'-1|:|SSEIE=a_I,I, Mozsel Bay j

T © o D:m

Flant Murmber

1. A unique manufacturer "Serial Number" must be entered for each "ltem" in order to keep track of all
"Items" owned by the Company, and in order to make sure that the correct "ltem" is returned

2. Enter the “External Reference” for this "ltem" (Supplier's Reference for the "Item" on invoice)

3. Enter the “Manufacturer” of the "ltem". This has now been entered in the "Description" field with the
"Plant Number"

4. Select "Hygiene" as the product “Type”
5. Click on the magnifying glass next to "ltem Category"

W Add Mew Item (=S
Code [+ Create ltern In Pastel

D'escription

Blug-Laoa, 1

General Dretails T Financial T Idzer Defined Fields T Pastel Interface

Harme Branich

Branch ] |M|:|ssel Bay, Mozzel Bay j ] |M|:|ssel Bay, Mozzel Bay ﬂ
Flant Murnber |1 Show On Grid v
Serial Number Mz ) r

VIPTT g Manthly Billed [tem [

Esternal Reference

b anufacturer -
v
Ty Bz 4K
d — R ain DapOff-Hire lbem [
[tern Category |EI (__ ﬂ@
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24 Novtel Toilet Hire

¢ Browse for the"ltem Category" this "lItem" will report to — in this case it is the “VIP Toilet Trailers”. Click
“Accept’ to insert it

W SelectTtemn Category

Code |Descriptil:un fl Accept !l

S Econo 12 Toillet Caravan

4 Hand Diyers

3 Hand Hygiene Dizpenzers Cancel |
11 Single Toilet Unitz

Tailet Roll Holders

YIP Parapleqic Trailer

WIP Shower /T oilet Corphs

YIP Taoilet Trailers

i-qu:nm

¢ The “Sub-Category” window for “VIP Toilet Trailers” will open — select "Unit 1 - VIP Toilet Trailer’ and
click "Select"

W Trem Category WIP Toilet Trailers

Search |

Sort by IDescriptiDn

Search for I

=]
Drezcription [tem Sub Categorny
Unit 1 - VIP Toilet Trailer ﬁ
2
3
4
4]

Urit 2 - YIP Tailet Trailer
Uit 3 - VIP Tailet Trailer
Urit 4 - ¥IP Tailet Trailer
Uit & - VIP Tailet Trailer

==a Concel |
V6.3.0.5 7 anee
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Step 6 - Creating Items 25

1. Notice how the "ltem's Description” has now been changed since the "Sub-Category" has been inserted

2. The "In Stock" and "Available" fields will ALWAYS be set at the numeric value of 1. The "On Rent" field
will be 0

3. Leave the "Monthly Billed Item" check-box un-ticked
4. "Rain Day/Off Hire Days" will not be charged on such days if the option is selected

5. Tick the check-boxes if this "ltem" is to be charged on Saturdays and Sundays, or "Half Day on
Saturday"

6. Leave the "Charge Weekly Rate" check-box blank

W 2dd Mew Itemn 5
Code [+ Create ltern In Pastel

D'escription |L|r'|it 1 -%IP Tailet Trailer . Blug-Loa, 1

General T D etails T Financial T Idzer Defined Fields T Pastel Interface

Harme Branch

Branch ] |Mn:nssel Bay, Moszel Bay j ] |Mn:nssel Bay, MozzelBay ﬂ
Plant Hurnber |'| Show On Grid v
Serial Murnber |1 11222333 [~
E stermal Reference |‘JIF‘TT kanthly Billed tem | e
M anufacturer |E=Iue-L|:u:|
v
Type Huygi -
" | Hygiene =~ Fiain Day/DifHie ltem [~ )
[tern Categary |E [\J‘IF' Toilet Trailers
ltem Sub Category  [1 M |Urit 1 -IP Tailet Trailer Charge on Sunday ¥
In Stack 1 Charge on Saturday  [» 6
On Bent 0 9 Saturday Half Day [
Anailable 1
Charge "Weekly Fate [ @
Accept ‘ Cancel |
VE6.3.0.5
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1. In the “Details” tab, there are three main fields where information can be entered. The first being the
"General Details" field, which is exclusively used for information pertaining to the "Toilet Trailers". The
"Tyre and Spare Tyre Make" can be entered, as well as the "License Due" date

2. The “Service Interval” field is mostly used for heavwy machinery and power tools where maintenance must
occur every certain amount of rental days, in order to keep the "ltems" in good working order. It is not
applicable in Toilet Hire

3. Enter the "lItem’s Detailed Description”. For Example:

» 2 Partitioned Toilets - each with own basin, mirror, waste bin, soap dispenser and folded paper towel
dispenser

» Fresh Water Tank

» 2 x 600x400mm top hung windows
» Mechanics Compartment

» 2 x Mud Guards

» 2 x Folded Down Steps

W 2dd New Itern [l
Code [+ Create ltem In Pastel

Dezcription |L|r‘|it 1 -WIP Toilet Trailer , Blue Loo, 1

—
General T { Details ’ T Financial TLlserDefined FieldsT Pastel Interface

General Details 0 Service [nterval g
Tyres Make ||:”'m":'|:I Current Fental Days |0
Spare Tyre Make |Dunlu:||:| First M sintenance ] RD

B iz iz | Fecuring Interval 1] RO
License Due  |10/30/2015 | NestMantenance [0 RD

DateSold | 7/31/2015 |

RO - Rental Days

Detaled Descrption af [tem

2 Parlitioned Tailets - each with own basin, miror, waste in, soap dizpenzer and folded paper towel
dizpenszer.

Frezh wiater Tank,

2w BO0=400mm top hung windows 9

tMechanic: Compartment

2 Mud Guards

2 » Folded Down Steps

V6.3.0.5 Accept Cancel
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Step 6 - Creating Items 27

Proceed to the “Financial Tab”, and enter the "ltem’s Cost Price" — the purchase price when it was
bought

e The Rental Price per Day / Week and Month and Senice has already been entered as it was set up in the
“Sub-Category”

e Select the standard Tax rate

¢ The “Per Day’ tariff has been selected for this "ltem" since the "Monthly or Weekly Billed Iltem" check-
boxes was not ticked in the "General" tab

W Edit Ttem ==
Code  |0G001001

Drescription |L|nit 1 -%IP Toilet Trailer , Blue Loo, 1

General T Detailz T T I1zer Defined Fields T Fasztel Interface
CostPrice | 4 120000.00
Per Dap Fer week Per Month Per Hour Per Service
Rental Excl Tax | 9 10000 | g BO0O0 | g 220000 | noo | G 1754
Tt | 14.00| | a400| | anano| | noo| | 2.46
Rentallncl Tax | 11400 | Be4.00 | 2508.00 | 0o | 20,00
V6.3.0.5 |1 -%at - Standard rated [14%) ﬂ i PerDay ("

e In “Setup — User Defined Fields - Items”, five additional information fields can be created, and that
information can be entered in the "Item's User Defined Fields” tab

W Add New Itern (5w
Code [v Create lterm n Pastel

Dezcription |L|nit 1 -%IP Toilet Trailer , Blue Loo, 1

General T Dretailz T Financial @ser Defined Field Paztel Interface

User Defined Figid 1 |

User Defined Figld 2 |

User Defined Field 3 |

User Defined Field 4 |

Jzer Defined Field 5 || V6.3.0.5
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28 Novtel Toilet Hire

e The “Pastel” tab will not reflect the "ltem’s Pastel Inventory and Cost Codes” yet. Also notice that the
"Item Code" has not been created

e Click “Accept’ to save the "ltem"

W 2dd New Ttem ==

Code |_* [v Create ltern ln Pastel
It 1

Dezcription -%IP Toilet Trailer , Blue Loo, 1

General T Dietailz T Financial T I1zer Defined Fields iPastel Interface!

Faztel Inventom Code | *f E| | Clear |
-

Paztel Cozt Code | *f ﬂ| | Clear |
-

VE.3.0.5 ' { Accept ,‘ Cancel ‘

1. In the "Import Inventory Item" window, the "ltem's Code" has now been created, and the "Description"
has been entered automatically

2. Click on the arrow next to the "Inventory Group", and select "Services"
3. The daily rate is entered as the "Excluding Selling Price"

4. Select "Service Item", since this "ltem" will not be sold, but rented to numerous "Customers" over the
period of a few years

5. Tick the check-box to "Create Cost Code". The system will automatically enter the code and description

6. If the "Pastel Multi-Store" module has been installed on your computer and the "Multi-Stores" have been
set up, the specific "Store" can be selected. If not, the "Default Store" will automatically be selected

7. Click "Accept" to complete the importing process
w» Impott Inventory ke @

Cade 06001001 Code | Description |
aom Default Store

Description ||_Init 1 -%IP Tailet Trailer . Blue Laoa,
_.r-"'_"—"h\

Inventory Group anm - Services { L] )

T —
Excl Selling Price 3] 100.00 ™ Physical Item

W
Cost Code hulti-Store Select

Code 1 Al Multi-Stares (6] . O
Description |L|r'|it 1 -VIP Tailet Trailer . Selected Multi-Stares i
( o Accept 1 Cancel V6.3.0.5
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Step 6 - Creating Items 29

e |n order to return to the "ltem"

to view the "Pastel Interface" tab, click on the "ltem" and then "Edit"

W Trem Setup

Eude

Dezcrption

Lrit 1

-YIP Toailet Traler , Blues Loa,

Charge | Plant Mumber

Code |05 001 CostPrice | 12000000
Item T ariff | Rental per dap [Excl) Iw
Flant Murmber |‘I Tax IW
At Cratke | Rental per day [Incl] Iw

Search

Search By | Plant Hurmber

-]

Search For |

Dezcrption (U

Branch

Add Mew | Edit P Delete

V6.3.0.5

- WP Toilet Trailer , Blue Loo,

ozzel Bay, Mozzel Bay

Cloze

e The "Pastel Inventory and Cost Codes" have been entered, as well as the "ltem Code"

W EditTtern
Code Im*l
D ezcription |L|nit 1 -%IP Tuailet Trailer , Blue Loo, 1
General T Detailz T Financial T User Defined Fields

Pastel Inventory Code [06001001 @] [Unit 1 -WIP Toilet Traler , Blue Lao, |

ZETITIC HEREEENN
. 1

Pastel Cost Code |1 W] [Unit1 -YIP Toilet Trailer, | Ciear |
¢ Viewing the Grid, the first "Item"created is displayed
1z 13 14 15 1d 1T 20 21 a2z 23
Al il il Xl Xl il Xl Xl Al il
LR ELRE (2015 (2015 (2015 |2015 2015 [k 2015 (2015 (2015 (2015 |2
6'3'{]'5 i XN ton | Tuz | Wed | Tha | Fri Mon | Tue | Wed | Tha
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1. In order to create more "ltems", click on "Edit - Item - Add New"

2. To make changes to an "lItem", click on it and then on "Edit". Make the changes and click "Accept"

3. "lItems" can only be deleted if it was not previously linked to contracts

W Trem Setup @
Code | Description | Charge | Flarit Murnber | -
0B001 0o nit 1 -%IP Toilet Trailer , Blue Loa, 114.00 1 [l
QE002001 it 2 - WIP Tailet Trailer . Blue Loa, 114.00 1
QB003007 Idnit 3 - WP Toilet Trailer, Blue Loo, 1 114.00 1
QB004007 Idnit 4 - %IP Toilet Trailer, Blue Loo, 1 114.00 1 |=
QE005007 nit 5 - WIP Tailet Trailer, Blue Loa, 1 114.00 1 |7
0700100 [dnit 1 - Tailet # Shower Combo, Blue Loo 228.00 2
07002001 [dnit 2 - Tailet # Shower Combo, Blue Loo 228.00 2
07003001 [drit 3 - Tailet # Shower Camba, Blue Loo 114.00 2 L=
200100 Idnit 1 - 12 Toilets, Blue Loo, 3 342.00 3
03002001 Idnit 2 - 12 Toiletz, Blue Loo, 3 342.00 3
2300300 nit 3 - 12 Tailets, Blue laa, 3 342.00 3
13001001 Idnit 1 - Paraplegic Trailer, Blue Loo, 4 4

IInit 2 - Parapleqgic Trailer, Blue oo, 4 4
9003001 IInit 3 - Paraplegic Trailer, B oo, 4 171.00 4| =
11nmnm Ilimit 1 . Cimala Toilatb Phoa | g R7 N R

Code 03002001 CostPrice |  200000.00
Item T ariff | Rental per day [Excl) | 150.00

Tax | 21.00
Fental per day (Incl) | 171.00

Plant Murber |4

Auta Create

Search

Search By | Flant Mumber

V6.3.0.5

Search Far |

Drezcription |L|nit 2 i ler, Blue oo, 4
Branch ]
O sddnew | @ Edt | @Dekte | Ciose

e Click "Close" to exit the window
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e All "Items" created will now display on the Grid. In order to view the "Description" for the "ltems", click on
the arrow pointing to the right - directly beneath the "Item Codes" on the Grid

W Howtel Equipment Hire Professional 6.3.0.5 - [tern Grid] Y = e
W File Edit Modify Setup Process Reports Help

T g T 3 N - 7 [ [ = E
50 g B Pl o ol Pl is | g [ g £
20t [ao15 [eo1s [z01s 20t fa015 [2ots [euts [2o1
DEHDDT 5] won | Tus | viea | T don | Tus | viea | Tha | i on | Tae | et &

-
g
i

.

proooor— . —

6004001

6005001
7001001
7002001
7003001
8001001
8002001
8003001
9001001
9002001

9003001

[ L
A 1

SHHIHI

7/11/2m5 - 8/24/205 -

f

Viow T by [ClCancelled r

 Code ™ Available @ Provisional ¥

© PlantMo " On Rent (O Confirmed 3

" Transfer © Maintenance D onRent ~

Q Edit Cariract W Rstumed b
I Fully Paid 3

I

OINon Rev

¢ To hide the "ltem Descriptions", click on the arrow again - now pointing to the left

W Novtel Equipment Hire Professional 6.3.0.5 - [Item Grid] V55,05 f =0 = =
M File Edit Modify Setup Process Reports Help
dh

24

EREREN

=[5 [ [17 [ 20 [a1 [2 [= w [ [z [5 [= G s [25 [2a |e7
P ERE Y e E e REREAE sug |y [ s [ s0a [ P oo e
015 f2015 fe1s feats 015 f201s [ew1s feats [zars 2uts [zuts feor 015 [2015 [e01s [2015 [z ot [2015 [ears [2015
05007007 [8] | Tue [ wea [T | i won | Tue | W | T | Fei b on | Toe | et | T [ e on | Toe | wed | oo

ﬁEﬁﬁEﬁf"FﬁTﬁ?ﬁ?ﬁﬁ?ﬁﬁﬁ?TI
06002001 [unit 2 - vie Toitet Traier
6003001 |unit 3 - VIP Toilet Trailer,
6004001
6005001
7001001

7002001 Unit 2 - Tol

17003001
18001001

unit 3

8002001
8003001
19001001
19002001

nit 1 - Paraplegic

AL

nit 2 - Paraple:

09003001

10001001 Unit 1 - shower, Blue Loo,

Za>t
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Step 7 - Creating Hygiene Consumables

"Hygiene Consumables" must have been created as "Charges" before you can proceed with this step

e Click on “Edit — Hygiene Consumables - Add"

R R R
S| 2| a =
2l a2l 8l &

0500
0500
ﬁ
0600
0600

'ﬂ Mawtel Equipment Hire 6.3.0.3 - [Itern Grid]

| dify Setup  Process  Reports

Ttern

Custormers

Suppliers

Branches

Charges

Ttern Tariffs

Contract (Cash)

Cantract (Sccaunt)
Specials

Charge Discount Matrices
Itern Discount Matrices
Itern Cateqory / Sub-Category
Lreas

Sepdice Agents

Hygiene Consumahbles h

f

Code

W Hygiene Consumable Setup

| Drezcription

| Abbreviation |

Cloze
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33

e Click on the magnifying glass next to “Code” to open the “Charges” window
E=R(EER(*<=
bbreviation

B3 &dd Hygiene Consumable

Code |

Descrption |

Accept ‘ Cancel |

e Browse for, and click on the appropriate “Charge” that has been created for this purpose — then click

“‘Accept’
W Select Charge

Code | D escription Excl | Tax | Izl
Hv G001 Hygiene Service Charge 0.00 (.00 oy
HY G002  Soap Dizpenszer 1L Stainless Steel E ou. ol 300.00
HY G003 Soap Dizpenzer Automatic o b ah.84 £33.00
HYGO04 | Soap Refill - 1L Anti-B acterial 3.86
HYGO0S  Soap - 700ml refil 39.47 h.53 45.00
HYGOOE  Hot Air Diver white 2.5k 1535.09 21491 1750.00
HY G007 Hat Air Dryer Stainless Steel 2. 5kw 3333.33 4BE.EY 3800.00
Hv GO0 Paper Towel Dizpenszer - Manual 105263 14737 1200.00
Hv G010 Paper Towel - Barrel 285.09 31\ 325.00
HYGO11  Paper Towel - Folded 328.95 46.05 37R.00
Hv G012 “Waste Paper Bin - Standard white I65.42 51.58 420.00
HvGO13  “Waste Paper Bin - Stainless Steel 52632 Fach ] BO0.00
HYGO14  Toilet Paper Holder - 2 Rolls - white 140,35 19.65 160.00
HYGO15  Toilet Paper Holder - 3 Rolls wWhite 0702 4298 380,00
HYGO1E  Toilet Paper 1 Fly - Per Rall 263 037 a0 (=
HYGO?  Toilet Paper 2 Fly - Per Rall 439 0l 5.00
LATo01 Late Return Charge 4386 614 50.00
MUTO0T  Hex Mut 20pc 17.54 246 20.00
MUTO0Z2  “wing Muts 20pc 17.54 246 20.00
MUTO03  Cap Muts 20pc 17.54 246 20.00
POSO0T  POS/Shop In-house Charge 0.00 0.00 0.00
POSO0Z  POS/Shop In-hiouse Payout Charge 0.00 0.00 0.00
REPOOT  Replacement Charge 0.00 0.00 0.00
REPODZ  Repair Charge 0.00 0.00 0.00
SCROOT  Stanley 10 Piece Screwdriver Set 174.56 24.44 195.00 ~
Search By

Code ﬂ Search For

Cancel
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e The “Code” is now inserted, and the “Description” has been entered automatically. Enter an
“Abbreviation” for the specific “Hygiene Consumable”, and click "Accept" to sawe this “Hygiene
Consumable”

B3 Add Hygiene Consurnable E'@
Code  (JHYGO04  [A]D) Abbreviation [SOAP

Description |S|:ua|:u Refill - TL Anti-Bacterial h
( Accept ? Cancel
V6.3.0.3

e Click on “Add” to enter more “Hygiene Consumable Items’” from the “Charges” window
* |n order to make changes to an item, click on it and then on “Edit’. Make the changes, and click “Accept’

ﬁ Hygiene Consurnable Setup V6.3.0.3 @

Code Description Abbreviation
Hyv' G004 Soap Refill - 1L Anti-B acterial Soap

HY' G005 Soap - 700wl refill Soap
Hv'GO10 Paper Towel - Barrel Towel
Hv'GOT1 Paper Towel - Folded Towel
HYGOE Toilet Paper 1 Ply - Per Boll TR

HYv' G017 Toilet Paper 2 Ply - Per Rall TPZ

........... '&' dd ............ : E:dit Dokt -

e Follow the same steps in order to “Delete” an item in this window

e To exit the window, click “Close”
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9 Step 8 - Creating Service Agents and Areas

e "Service Agents" are the company's personnel who are senicing and maintaining the "ltems" at different
sites. In order to create these individuals, click on "Edit - Service Agents - Add"

l Movte| jpment Hire Professional 6,3.0.5 - [Ikern Grid]
W Hle dify  Setup Process Reports  Help

Item =
VT
L Custarmers
Suppliers
DEOD Branches
600 Charges
T Item Tariffs
Caontract (Cash)
GO0
Contract (Account)
GO0

Specials
Charge Discount Matrices

Itern Category / Sub-Category

Areas

Service Agents «

Hygiene Consurnables

B0 =l| =l =l| M
=1 =1 =1 =] =)
{= T — I — I — A —

Itern Discount bdatrices =

W Service Agent Setup V6.3.0.5 r Iﬁl

Agent Code | Agent Mame Active
AMDOOT Andy Green
BEMOM Ben Bamnes
BENOO Beverly Steward
CHIOM Chirig Moutan
D00 Dravid Ryan

Edit Delete Cloze

LIRS [|R
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e Enter the "Code" for this person, as well as their name and surname
¢ Tick the check-box to mark him as "Active", and click "Accept" to save them to the system

B3 Edit Service fgent

oo

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

Code {100
Mame |Wi|| Ewvanz
V6.3.0.5

Accept

Cancel

1. Repeat the steps to "Add" all other "Service Agents"

2. In order to make changes to the "Service Agent", click on the name and then on "Edit"
3. To remove an "Agent" from the system, click on the name and then "Delete"
4. When all "Service Agents" are created, click "Close"

W Service Agent Setup

EX2

Agent Code | Agent Mame Active
AMDOOT Andy Green W
EEMOM Ben Bamnes

BEYO Bewverly Steward W
CHIOM Chris Mouton W
DavoOT Dravid Ryan W
GEOOOT George Hamilton W
L0 Lawrence Morgan W
PETOM Peter T avlor W
RICOM Richard Dawson v
WwiLOO0T Wil Evang W

g! Cloze
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e "Areas" are used when "Sites" are created in the "Customer" master form. Also, when a "Hygiene
Schedule" is being set, a route can be planned where all "Sites" in the same "Area" can be seniced while
the "Service Agent" is there. For instance: in the greater Mossel Bay area, the following surrounding
"Areas" can be created:

» Mossel Bay Business District
» Little Brak River

» Heiderand

» Dana Bay

» Hartenbos

* |n order to set up the above mentioned, click on "Edit - Areas - Add"

’ Maowtel Equipment Hire Professianal 6.
w» Fi{—Edit Mndify Setup  Process
—
Itern
L Custorners
Suppliers
|EIEEIEI Branches
r]El]l] Charges
r]El]l] Itern Tariffs
Contract (Cash)
PEDD
Contract (Account)
PEDD
Specials
PEDD . .
Charge Discount Matrices
P?uu _ ,
Itern Discount Matrices
P?uu
Itern Category £ Sub-Cateqory
PTDD
Areas
Service Agents
Hygiene Consumahbles

e Enter the "Code" and "Description" that you would like to allocate to the "Area", and click "Save"

W Area Setup @

Code D ezcrphion i Save !
DAMDMm Dana Bay

Cancel
GEODM George

GREDOM Great Brak River

HaR001 Hartenbos

H&RD02 Haralds Bay V6.3.0.5
HEIOM Heiderand

ESEIEI'I tozzelbay Town Centre

Repeat the process in order to create more "Areas"
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10 Step 9 - Creating Customers

¢ |n order to create "Customers", click on "Edit - Customers - Add New"

’ Mowtel Equiprment Hire Professional 6.3.0,5 - [Ttem Grid]
W Fife dify Setup Process Reports  Help

Itermn
dh Custormers h

Suppliers !; f:r

DEMI Branches 9:-'5 E:J::is 21
Charges

FEM[

| Itern Tariffs .-

Contract (Cash)

i

f;l?lﬁll: Contract (Account)

P Specials

CT

Charge Discount Matrices

C% Ttern Discount Matrices
2EI'IE£EI; Itern Category / Sub-Category
Areas
Service Agents

Hygiene Consurnables

" Customers @

Mumber |Descripti0n |SearchNumher Telephone |M0bile Fhone |ExtemaIF|ef |F'h_l,lsic:a| Add Postal Add Email |I | Refresh <F5s

Add New <FB>

" Number " Description 1D Mumber " Telephone # " Mobile Phone #

Search

" Ewternal Ref " Physical Address ¢ Postal Address " Email Address Cancel

Copyright © 2015 Novtel® V3.0.0 Louise Janse van Vuuren



Step 9 - Creating Customers 39

1. Do not enter an "Account Code". The system will automatically create the code according to the details

you have entered in the tabs

2. For "Corporate Customers", tick the check-box at the top of the screen. Corporate Customers usually
have terms of payment, and "Account Contracts" are created for them. For "Private Customers" renting

toilets for a function, the check-box is left unchecked, and a "Cash Contract" is created
3. When the "Company Name" is entered, the "Description" is entered simultaneously

4. Select the "Billing Interval" from the list:
» On Month End
» On 25th Day
> On 28th Day
» No Month End

Add Mew Customer

Account Code rxf_“

or

V6.3.0.5

Billing Interval On Manth End o j |U—
™ Monthly Container Hire
External Account Ref
Description * |J0hnson Construction [ Order Mumber Required
Customer Category |02 - Corporate ™ Use Item T ariff Prices
General T Site Dretailz ct D etails T User Defined Fields T Private Customer
Postal Address ~ Company Name  |Johnson Construchon Company Reg No
Last Mame * | Copy To Telephone Mo *
First Mame * | Dezcription . Fax Mo
m itials * li Mobile Phone
. AH Telephone
Physical Address * Date of Bith  [2016/06/05 | M/F M~ Emaildddess [
1D Mumber * RSAID [T
Search Numnber
Copy Postal
Address to Contact Person *
Physical
T ax Feference | Block Customer Account r
Credit Lirnit 0
Motes
Required Fields Start Camera
On Fient Total Tatal Due Provisional Customer Statement ‘ Pastel Customer Statement ‘ Accept ‘ Cancel ‘
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1. Enter the "Customer's" Postal Address

2. If the Physical Address differs from the Postal Address, enter the details. Alternatively, click on "Copy
Postal Address to Physical" if it is the same, and it will be duplicated

3. Set the "Credit Limit" for this "Customer". The system will automatically block any further transactions
when the limit is reached

4. Enter the "Customer's" first and last names (Normally the owner of the company)
5. Enter the Date of Birth, and the "Customer's" gender

6. Nowvtel Toilet Hire comes equipped with a full ID checker. When the ID number is inserted and "RSA ID" is
ticked, the system will immediately indicate if the ID number is Valid or False. Please make sure that the
details are correct

7. Enter the following details:
» Company Registration Number
» Telephone Number
» Fax Number
» Mobile Number
» E-Mail Address
» Contact Person

8. Click on "Start Camera" in order to activate the webcam to capture the image of the "Customer"

Add Mew Customer V6.3.0.5

Account Code ¥ Carporate Custamer Billng Interval On Manth End j |g—
Extemal & Rt ’7 ™ Monthly Container Hire
sternal Account Rel
Description * |J0hnson Construction [ Order Mumber Required
Customer Category |D2 - Corporate j ™ Use Item T ariff Prices
( General , T Site Details T Contract Details T Uszer Defined Fields T Frivate Customer
ostal Ladi=s ':D BOTE:I =3 Comparny Mame |J0hnson Construction Compary Reg Mo |12345
oszel Ba
5500 c Lazt Name * |Mike o Copu To Telephone Mo = |044 535123 456
First Mame * |J0hn30n Description Fax Mo |044 695123 456
Tile m Iritials ,Ji Mobile Phone * |081 B35 123 456
. AH Telephone
Phyzical Address * |Mossel Bay Indutrial Park Date of Bith | 1956/05/08 BM F |M j Email i i
. e mail Address |johnzoni@constuction. co
DaNova 10 Murnber BE050R0022022 RSAID v SeachMumber |
Copy Postal Moszel Bay Falze @ =
Address to =] Contact Persan * |Mike]
Physical |
Tax Reference | Block Customer Account r

Credit Lirnit E’ 20000

Motes
= Hequired Fields 0
Start Camera

On Rent Total Total Due lable Credit
0.00] 20000.00

Provisional Customer Statement ‘ Pastel Customer Statement ‘ Accept ‘ Cancel ‘
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1. As soon as the "Site Details" tab are clicked, notice that the "Account Code" has been created

2. The "Site" listed, is the physical address of the Company (Customer). When contracts are created, "Sites"
are added to this tab - which will be explained in Step 10

ACCOUNT CUSTOMER
Account Code ’Wu ¥ Carporate Custamer Billing Interval On Manth End j |g—
Btere] A et ’7 ™ Monthly Container Hire
Description * |J0hnson Construction [ Order Mumber Required
Customer Category |DD - Mo category j [ Use Item T ariff Prices
General T ( Sile_ Details ) T Contract Details T Uszer Defined Fields T Frivate Customer

D Site Contact Iobile Site #

J00001./001 Mossel Bay Industrial Park a 081 695 123 456( 001

fdd Dotte |

e The "Contract Details" tab will be wid, since no contract has been created for this "Customer" yet

e In "Setup - User Defined Fields", extra information pertaining to "Customers" can be created, and then
inserted in this tab on the "Customer's" account

e The "Private Customer" tab will display the details of the contact person for this "Company". All
employees connected to this company can be added here as well

e Click "Accept" to save the "Customer" to the system

¢ In order to search for a "Customer", click on any of the options in the "Search fields"

[

’ Customers

Mumber |Descripti0n |SearchNumber |Teleph0ne |M0bile Fhone |ExtemaIF|ef |F'h_l,lsic:a| Add |F'ostal Add |Email |I | Refresh <F5s

Add New <FB>

Search

" Number I " Description " ID Mumber " Telephone # " Mobile Phone #

Cancel

[

(" Extemnal Ref W™ PhysicaIAddres;L 7 Postal Address ’h! " Email Address "“!

| V6.3.0.5 i

1. Should you need to make changes to a "Customer's" account, click on it, and then on "Edit". Make the
changes and click "Accept"

2. In order to create more "Customers", click "Add New"

" Custormers @
Mumber |Descripti0n |ID Mumber |Teleph0ne |M0bile Fhone | External Ref |F'h_l,lsic:a| Address Postal Addess |Email |I | Refresh <F5s
CA0002 | Cash Account 1234 0861 66 8835 | 0861 66 8835 PO Box 2223 PO Box 2223

Johnzon Canstruction BEO50E 4 081 695123 4E 3
HO00OT | Hovtel Maintenance 4567 0861 66 8835 | 0861 66 8835 PO Box 828 FO Box 888

Search

* Mumber - @] @] @]

s i s s Cancel
V6.3.0.5
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Step 10 - Creating Contracts

e There are 2 types of Contracts that can be created in Nowvtel:
» Cash Contracts — For on the spot payment

» Account Contracts - Account Customers will be allowed to have outstanding amounts when all "ltems"
are returned. In “Edit - Customers’, tick the "Corporate Customer" check-box

¢ |n order to create an "Account Contract", click on “Edit — Contract (Account)"

i Mowtel Equipment Hire Professional 6,3.0.5 - V6.3.05
» F(Edit dify  Setup Process Rd

—

Item %
dih Custamers

. T
Suppliers i Rt
Branches pLa (=0

ue | Wed

=
o
=
=

600 Charges
o0 Ttern Tariffs
Contract {Cash)
600
Contract (Account) h
ﬁﬁl]l]

1. To create a contract for a new "Customer", click on "Add New" and follow the instructions in "Step 8 -
Creating Customers". As soon as the "Customer" has been created, the "Contract Screen" will open for
the contract to be created

2. In order to create a contract for an existing "Customer", click on any of the search options for the
"Customers" window to open. Please note that ONLY "Customers" marked as "Corporate Customers"
will display in this window

3. Click on the "Customer", and then on "Select"

" Custormers

Mumber |Descripti0n |ID Mumber |Teleph0ne |M0biIePh0ne |ExtemaIF|ef |PhysicaIAddress |PostaIAddess |Email |I

| Refresh <F&
EAD003 | East Side Construction 7007280044044 | 044 111 222 3z 081 111 222 32 14 Heart Street PO Box 111 o&dd New <FEs
Johnzon Construction SE050E0022022 h 3 ap Indutria johis E ch
PADOOT Partiez and Events R201020304050f) 044 695 11223 082 95 11223 2008 aStreet | 20Westlake Street | parties(@events.com | F Edit
FEDOOT Perfect Weddings B002040508070f) 044 691 11 22:[ 082 691 11 22 14 Sunny Side Hod sy Side Road | Weddings@perfect.c F
Search 0 =
Select <F7>»
(* Mumber *;_’ C *;_’ - *;_’ . *;_’ o *;.’ =

‘ol * G w

u¢

2 g

Cloze
V6.3.0.5
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¢ In the "General" tab, all information entered when the "Customer" was created, will display. Please note
that this "Customer" is classified as an "Account Customer" because of the ticked "Corporate
Customer" check-box

¢ |n order to create the "Site" where the "ltem" will be used, click on "Add"

ACCOUNT CUSTOMER
Account Code  |J0O000 ¥ Carporate Custamer Billng Interval On Manth End j |g—
Estemal Account Ref ’7 ™ Monthly Container Hire
Description * |J0hnson Construction [ Order Mumber Required
Customer Category |DD - Mo category ﬂ ™ Use Item T ariff Prices
e
| General T ( Site Details , T Contract Details T Uszer Defined Fields T Frivate Customer
D Site Contact Iobile Site #
J00001./001 Mossel Bay Industrial Park 081 695 123 456( 001
Add Dotte |
V6.3.0.5 '

Click on the magnifying glass next to "Area Code" and select the "Area" from the list

The "Site Description" has been entered as "Newton Street - Office Building Site". The GPS co-
ordinates can also be entered

Enter the "Contact Person" at the "Site" and all their contact details
Enter the physical address of the "Site", and click "Accept" to sawe it

W 2dd Delivery Address ==
Site Code: Service Sequence 1]
Cuztomer Code: ]JI:II:II:II:I‘I Lohnzon Construction

@ [DANDDT @  [DanaBay >

Site Mumber/ Code: 1

Site Description: |Newtu:un Street - Office Building Site ‘ﬁ"r
GPS [N/S]: |-000.000000 Format & -031.123564
GPS [E |":":":'-':":":":":":I Format As: -051.123564
Contact Persan: |Ehris Faollard ﬁt
T elephone: |
tobile Phone: |EI?2 AAAh BEE 939 ‘ﬁ’l
Far Mumber: |
Email Address: |chris@icunstructiun.cum ﬁl
Deliven Address I ewwkar Street
Industrial Park, ﬁr
D'ana Bay
222

r .
V6.3.0.5 T
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e Multiple "Sites" can be created for each "Customer”
¢ Click on the applicable "Site" for which the contract is being created, and select "New Contract"

External Account Ref

ACCOUNT CUSTOMER

Account Code  |J0O000

—

VE6.3.0.5

¥ Corporate Customer Billing Interval On Manth End j |D—
I~ Marthly Container Hire

Janoo

Add

Edit Delete

Description * |J0hnson Construction [ Order Mumber Required
Customer Category |DEI - Mo category j ™ Use Itemn T ariff Prices
e
General T @ T Contract Details T Uszer Defined Fields T Frivate Customer

D Site Contact Iobile Site #

Joooo A004 14 Heszop Street - House Building Site Ken ‘West 073555 888 777|004

JOooo A003 17 Matter Street - House Building Site Jeff Duncan 071 111 444 888|003

J00001 005 25 Time Street - House Building Site Luther 082 369 253 147( 005

Jooom A006 47 Rutherford Street - House Building Site Fobert 021 147 258 369|006

J00001./001 Mossel Bay Industrial Park 081 695 123 456( 001

((Mew Eontract?

3t

On Rert Total

Due bl t

-11200.00]

£84.00]

10516.00 | 30516.00

Provisional Customer Statement Pastel Custormer Statement ‘ Accept ‘ Cancel ‘

Copyright © 2015 Novtel® V3.0.0 Louise Janse van Vuuren




Step 10 - Creating Contracts 45

e Please note that the "Contract Number, Invoice and Credit Number" fields are blank for now
1. Select whether the "Customer" is collecting the "ltems", or if the "ltems" are to be delivered to the "Site"
2. Select the start and end dates for the contract

» For daily billed "lItems", the contract duration should only be valid for one day. (Please note that this is
essential for "ltems" scheduled for "Hygiene Service Management"). When the "Daily Recurring
Billing" is done, the contract will automatically be extended for another day - until the "ltem" is
returned

. The "Contract Status" is "Provisional" at present since no deposit has been raised as of yet

The "Container Number" is not applicable - this is used in the "Container Hire" part of the program
. Enter the order number supplied by the "Customer" - should it be relevant

. Set the discount percentage - if it is applicable

. Should your company make use of "Agents", click on the magnifying glass in order to browse for, and
select the relevant "Agent". ("Agents" are set up in Pastel, and updated to Novtel in the "Modify Menu")

W Contract Details -V6.3.0.5 @

N o oA~ w

Contract Volume #  |[NEWEVR 20150803 Contract Number:
Customer Code : |JDUUU1 |J0hnson Construction Corporate
Site Number : |JDUUU1 /002 ﬂ |Newton Street - Dffice Building Site Last Increment Date : 8/3/2015
Branch . [Mossel Bay, Mossel Bay ~| Monthly Container Hire [
{ General ’ T Hire Item T Mon-Serial T Mon-Rentals T Deposits T Payment T Dretail View T Financial
Invoioe Number: [ g ‘ACCO UNT CUSTOMER
Credit Mate Mumber : f_
Deliver/Collect G—L|
[Defaull] Deliver

Start Date : e'm End Date : ’m

Order Mumber : 6’447

Contract Status : o’m‘

Container Number : 607

Dizcount % 670 Fixed D ay Limit Rate : 'W‘

Agent Code ol:|&| Cancel Contract

Description | |

¢ |n the "Hire Item" tab, click on "Add New" in order to open the window containing all the available "ltems"
in the system

W Contract Details V6.3.0.5

Contract Yolume # [ 20150803 Contract Number:
Customer Code : |JDUUU1 |J0hnson Construction Corporate
Site Number : |JDUUU1 /002 ﬂ |Newton Street - Dffice Building Site Last Increment Date : 8/3/2M5
Branch . [Mossel Bay, Mossel Bay ~| Monthly Container Hire [
General T Mon-Serial T Mon-Rentalz T Deposits T Fayment T Dretail View T Financial
Hire Num | Itern Cade | Item Des | Tarif Code [ Rate PD | Totalincl | R | Status | Defiver | lssue | Bal| 1P 00D | 5| P[ HDA|  HD[ RatePH| Hours
4 ZGROO..  Deposit - 0.00 000 MW Provisio...  Deliver 1} 0 0 0oo 1] 0 0o 1.00 0.00 0.00
Dizplay <F1x Qdd New@ Remove <F4: Hire: Item - Move Contract <F7> -
- - <HC>
On Rent <F&: Deliver/Collect <F3: Return <F10: s Egﬁ?” b= Amend Contract Cancel ltem
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e Search for the applicable "ltem" by one of the following criteria:
» Code
» Plant Number (We have used this option)
» Description
» Maintenance Due
e Enter the criteria in the "Search For" field

e Click on the highlighted "Item", and then on "Accept" in order to select it. Repeat the process to add more
"Items"

W Available Itemns @

Search

Search By |F'|ant Mo L]

Search For |3 *J

Code | Plant No D escription Maintenance Due
0E00100M 1 nit 1 -%I1P Toiet Trailer . Blue Loo. 1 Mo
0E002001 1 Unit 2 -WIP Tailet Trailer , Blue Loo, 1 Mo
0E00300M 1 it 23 -%IP Tailet Traier, Blue Loo, 1 Ma
0600400 1 nit 4 -%I1P Toilet Trailer, Blue Loo, 1 Ma
OR005001 1 Unit & -%IP Tailet Trailer, Blue Loo, 1 Mo
0700200 2 Unit 2 - Toilet # Shower Combo, Blue Loo, 2 Mo
0700300 2 nit 3 - wer Comba, Blue Loo, 2 Ma

______ nit1-12 Toi lue Loo, 3

02002001 3 Unit 2 - 12 Toiletz, Blue Loo, 2 Mo
0200300 3 nit 3 - 12 Toiletz, Blue loa, 3 Ma
09001001 4 it 1 - Paraplegic Trailer, Blue Loo, 4 Ma
03002001 4 - Parapleqic Trailer, Blue loo, 4 Mo
03003001 4 - Paraplegic Trailer, Blue Loo, 4 Mo
1100100 5 - Single Toilet , Blue Loo, & Ma
11002001 ] - Single Toilet, Blue Loo, 5 Mo
11003001 A ifigle Tailet, Blue Loo, & Mo
11004001 A nit 4 le Toilet, Blue Loo, & Mo
1100500 5 nit & Toilet, Blue Loo, & Ma
11006001 5 Init & Ma
1100700 5 Unit 7 Ma
10007100 B it 1 Ma
1000200 E nit 2 Mo
10003001 A Unit 3 - Shower, Blue L Mo

m Cancel
V6.3.0.5
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¢ In order to change the "ltem's" status - should the "ltem" be delivered to the "Site" immediately - click the
"On Rent" button and then "Apply Selection"

W Contract Detsils v63.0.5 | (==
Contract Yolume # | 201508073 Contract Number:
Customer Code : |J0hnson Construction Corporate
Site Number : |Newton Street - Office Building Site Last Increment Date : 2/3/2m8
Branch |M°339| Bay. Mossel Bay ﬂ Monthly Container Hire [
T S—
General ( Hire Item ' T Mon-Serial T Mon-Rentals T Deposits T Pavment T Dretail Wiew T Financial
Hie Mum | Itern Cade [ Item Desc | Tarif Code [ Rate PD | Tatallncl | R | Status | Deliver [ 1ssue| Bal| P oHD| 5| P[ HDA| HD| RatePH| Hours
vl 5 08001001 Unit 1-12 Tailets, Blue Lo... 342.00 0.00 N Provisio.. Deliver 1 1 0 000 0 0 000 000 0.00 0.00

[action-OnRent <[l Selectal<Fs> | SelectMane <F6> | Move Contract <F 7>
Rlain Dap/0ifHi= | mend Coriract Cancel tsm
* Now, for each "ltem" to be rented, an information block will pop up:
1. Check that the "Date Out" is correct
. Tick the check-boxes to "Charge on a Saturday and Sunday" - if applicable
. The system will automatically enter the "Rate" as setup
. Enter the "First Service Date"

. Tick the check-boxes for the days on which the senice schedules are to be created and click on "Day" if
senices are to occur on a daily basis

. Enter all relevant notes in the field provided pertaining to this "ltem"
7. Click "Accept"

I On Rent Dabe_:_._ - [ l=) | E2
| = Urit1-12 Todetz, Bl Loo,

DateOut: | g43/2m5 | [1236 = 0

Display <F1>

a B~ ODN

(o2}

Charge On Saluday v
Chasge Sateday hal day (2 S
Charge: O Sunday I
-
e hionees Saides it T |
Fizsed Muomnthle Rant N
Fee- Ewcliinel | ooo| ood| 0.00
Fien « ExchTEnc] a acoon [ 20| 34200
Firel Sarvce Date. L) &/ 4 /2015 =
Mews Schecule | | Exisling
ﬂu Sunday 01
Bz  Medy @ |02
3 Tussday O3
=4 Whednesday O+
5 Thusdap Os
¥l & Fiiday s
=T Satuicky ar
= Diay Os
9 Wl O3
o Failright k]
On Morihy On =
[J12  Hees 12 M

| Esiating Hygiene Service Dus
| Metilon Sireet - Olfice Buiding Ste
I Ha Evzling Hpgers lems & Sile

aﬁmnl - Cancel
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e The "Non Rentals" tab represents all "Charges" the "Customer" will be billed for - additional to the daily
rent of the "ltem". These charges are added to the contract automatically when the "Hygiene
Consumables" and "Service Charge" is added in "Hygiene Service Management"

" Contract Details @
Contract Volume #  [CJEEEN 2050803 Contract Number:
Customer Code : |J0hnson Construction Corporate
Site Number - |Newton Street - Office Building Site Last Increment Date : 2/3/208
Branch . |MosseIBay, Moszel Bay j
General T Hire Item T Mon-Serial T Deposits T Fayment T Detail Yiew T Financial
Line Type |Eharge |Descripti0n | Gty | Exc:l| Tax| Inc:I|
0.00 0.00 0.00
Refiesh | Add Remark | st | |

VE6.3.0.5

1. In order to raise and receive a deposit on the spot, click on the “Deposits’ tab. (Remember that a shift
MUST be open for this "User". Please see "Opening a Shift" on the Forum: http://www.novtel.com/forum/
index.php?board=1245.0). Notice how the Shift Number for James displays in this window

2. For demonstration purposes, the "Deposit Amount" of R10 000.00 will be raised
3. Click on the check-mark next to “Deposit Raised”

" Contract Details @

Eentach ol el 20150803 Contract Number:
Customer Code : |J0hnson Construction Corporate

Site Mumber : |Newton Street - Office Building Site Last Increment Date : 8/3/2015
Branch . |Mossel Bay, Moszel Bay j

General T Hire ltem T Mon-Serial T Non-Rentals T Deposits T Payment T Detail View T Financial

{ 6 v I ’ .] Deposit Faized Shift #: SFTO0001 User: o Jame_s_p
Deposit Amaount : 6 10000
[ 2] Depogit Paid J | << Suggested Deposit

[ 3] Deposit Applied J

[ 3.1 Dep Fully R efunded J V6.3.0.5
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Step 10 - Creating Contracts 49

e The “Pay Deposit’ option now activates. If the "Customer" is ready to pay the deposit immediately, click on
“Pay Deposit’ (“Deposits’ can also be received through "Point of Sale" at a later stage)

" Contract Details @

Eontoch ol 20150803 Contract Number:
Customer Code : |J0hnson Construction Corporate

Site Mumber : |Newton Street - Office Building Site Last Increment Date : 8/3/2015
Branch . |Mossel Bay, Mozzel Bay j

General T Hire ltem T Mon-Serial T Non-Rentals T { Deposils> T Payment T Detail View T Financial

# [ 1.] Deposit Raized 8.-"3.-"2015] Shift #: SEFT00001 User: James

Deposit Amaurnt : 10000.00 Depasit Due: | g/3205 »| ( Pay Depositr

[ 2] Depozit Paid J \ <<¢ Suggested Deposit V6.3.0.5

1. The amount set when the deposit was raised, is entered automatically

2. Enter the “Payment Received” amount

3. Select the “Payment Type” and enter the applicable details pertaining to the "Payment Type" selected.
(Cash; Credit Card; Cheque or Bank Transfer)

4. Click “Accept” to finalize the transaction, after which the receipt will print

» Deposits @

Deposit Hiztory :

i+ Contract Volume NMumber Date | Type Amnaunt

Contract Wolume Humber :
3

Custorner Deszcription :
|JEIDEIEI'| - Johnzon Construction

Hire Mumbier
4
Custorner Description ; Amount B aized : 10000.00

|JEIDEIEI'| - Johngon Construction Armnount Paid - 0.00

Payment Type : Favment Feceived : 9 10000
|Bank Transzfer a j w o
a

: 0.00

Cashbock: |0 Payrnent Date :

GL Account  [§100/000 [8/3/2015 |

[Daily Taking Cantral Bank Account Murnber :
J James |1212121212121

Bl

Bark Type © 10000.00
Shit#:  SFT0000] = ~ :
Print to : |Sc:reen Prirt j Cloge
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e The “Deposit Paid” field has now turned “Aqua” — the color of the "Confirmed Status’

" Contract Details @

BrEEtEime | @ 20150803 Contract Number:
Customer Code : |J0hnson Construction Corporate

Site Mumber : |Newton Street - Office Building Site Last Increment Date : 8/3/2015
Branch . |Mossel Bay. Mossel Bay ﬂ

General T Hire Item T Mon-Serial T Mon-Rentals T @9 T Payment T Detail Yiew T Financial

[ 1.) Depozit Raised 8/3/2m 5J Shift #: SFTO0001 User: James
Deposit Amournt : 10000.00 Deposit Due: | 8/3/2015 - Pay Deposit
#[ 2] Depazit Paid a/3/20m 5J 2052000.00 <<< Suggested Deposit

Paid Amont : 10000.00)

¢ |n the “Payment Tab”, the following will display:
> All "ltems" entered in the “Hire Item” tab

» The "Additional Costs" will be inserted in the "Non-Rentals" tab when senices are updated in "Hygiene
Service Management", and will be reflected here

» The paid “Deposit’ reflects as a "Payment Made"
» The "Payment Due" amount is in a credit currently, since the "Deposit" has been paid

" Contract Details @

BrEEtEime | @ 20150803 Contract Number:
Customer Code : |J0hnson Construction Corporate

Site Mumber : |Newton Street - Office Building Site Last Increment Date : 8/3/2015
Branch . |Mossel Bay. Mossel Bay ﬂ

General T Hire Item T Mon-Serial T Mon-Fentals T Deposits T Payment T Detail Yiew T Financial

Code Drescription Tax Inclusive
02001001 Unit 1-12 Toilets, Blue Loa, 3 ﬁ 1] 1 0.00 0.00 DIFATEN (7Y e

Additional Costs 491 40.00 [— 1000000 ,70_00
Payments Made 0 -10000.00 e

INVOICE TOTAL C N REFUND

40.00 0.00
RECEIPT TOTAL
10000.00 Recalculate Totals

DEPOSIT REFUND
’7&00 Refund Deposit

DEPOSIT FORFEIT

[l-["] _

PAYMENT DUE

- [y Contract Payment
S

Copyright © 2015 Novtel® V3.0.0 Louise Janse van Vuuren



Step 10 - Creating Contracts

51

¢ In the “Detail View” tab, you will be able to view:
» POS purchases made by this "Customer"
» "Customer" Inwice / Credit Note History

» Hygiene Senvice (Toilet Hire)

» Rain Days

> Plant

" Contract Details

Contract ¥Yolume # 3 20150803

Customer Code : |J0hnson Construction

Site Number :

|Newt0n Street - Office Building Site

Branch

| Moszel Bay, Mossel Bay

=

Contract Number:

Corporate

Last Increment Date :

8/3/2015

General Hire ltem Mon-Serial Mon-Rentalz Deposits

[ [

Fayment Financial

(" POS Purchases

Q Hygiene Service >

" Invoice/Credit Mate Histary

i Rain Days

" Mon-Serial [LCHY]
" Plant

Item Code | D escription | Serv QTY | Armnaunt

03001001 Urit 1 -12 Toilets, Blue Loo, 3 1 0.o0

)

VE6.3.0.5

e In the “Financial” tab, all financial transactions are recorded. Click “Save” in order to complete the

"Contract" and click “Close” to exit

" Contract Details

Contract Yolume # [N 20150803 Contract Number:
Customer Code : |J0hnson Construction Corporate
Site Mumber : |Newton Street - Office Building Site Last Increment Date : 8/3/2015
Branch . |Mossel Bay, Mossel Bay j
General T Hire Item T Mon-Serial T Mon-Rentalz T Deposits T Fayment T Detail Yiew T Fi |
Document Nun| Amount| Transaction | Time Stamp
# RECO0001 10000.00 Deposit 8/3/2015 04:15:43 PM
Reports to: |Screen Print j POS Print ta : |Screen Print j
( Save * Cancel ‘ Contract ‘ Summary ‘ Delivery Mote Feturn Mate ‘
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e Returning to the Grid, the "ltem" on contract for "Johnston Construction" will display in "Red" - the color
of the "On Rent" Status. Moving the mouse ower the "ltems", an oveniew is displayed in the blue and black
blocks, containing information such as the Customer's address; E-Mail; Contact Numbers and Financial
Details pertaining to the contract

W Novtel Equiprment Hire Professional 6.3.0.5 - [ltern Grid] O | S|

W File Edit Modify Setup Process Reports Help

(=] o4 [ 08 1T 13 19 an a1 24 a5 2¢ a7 as
Aug | aug | Ao | Aug TR dug | Aug |Ang | Aug | A Aug |y | Aug | Aug | Aug
2015 |Z015 (2015 |Z015 2015 |2015 [2015 |Z015 |20 015 |2015 |2015F |2015 |2015
e Tue Mo Tu Wad | Th Mo Tu

diln o

30 |31
| E

2015|2015
OE00MOM <) | Th | A

001001

Gaooior
psoozoo1

ETET T
faooioo1
fisoozo01
faooson1

Wiew ltems by [ Cancelled r
& Code ¢ Available @ Pravisional W
" PlantNa © OnRent [ Confimed v
" Transter © Maintenance @ onFent i
ol @l B Retumed ¥
3 Fully Paid v

730,25 - 9/.12/2M5 «
| J | J [ Mon Rev ¥

User : James Database Path : C:\Users\LouiseNovtelD atasE quipmentHirehLive\T | Pastel Path : C:\Paste145WOVTDEMO

e |n order to make changes to a contract, right click on the contract on the Grid and select "View Details"

Contract » I-

Documents »

e When the contract opens, click on "Edit"; make the changes and click "Save"
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Step 11 - Recurring Billing - Daily Duration Increment

e Open Pastel and check for "Open Batches"'. These must be updated before the "Recurring Billing"

process can commence

e This process is done daily to increment all "On Rent" contracts. It will automatically add another day to the
contract until all outstanding "ltems" have been returned and inwiced. Please note that the "Recurring
Billing" must be done in order for the "Hygiene Service Management" window to display all "ltems" on

which senices are due
e Click on "Process - Recurring Billing"

b Movtel Equiprment Hire Professional 6.3.0.5 - [Ttern Grid]
W File Edit Modify Setuf [Process |JReports  Help
Recurring Billing ﬁ
dh I Branch Transfer —
' ETH S : ; 17
g || g || Acg Hygiene Service Management g
2015 (2015 2015 ; 2015
06001001 9] | wea | e | Fri Rzl Selieelle .
PE[II]II]I]I |39 Itern &djustment .
|_-. Work Order f Job Card
— Wark Qrder Daily Invaicing

1. In the "Daily Duration Increment" tab, select the date to be billed

2. Should the "User" only need to charge a certain contract for the specific day,
tick the check-box next to the specific contract to be charged

click "Select None" and then

W Recurring Billing

V6.3.0.5 ' X

On Rent
On Rent
On Rent

07002001

ZGRO0001
QB002007

17 Ea0003

JOn0oom

JOaam

([Ey Duratlun Increment ii Ipdated Customer Invoices T Process Maonthly Contracts
| Contract |D | Customer Code | [tern Code | Status ROA =
17 EADOO3 ZGERO000 On Rent M
17 EADOO3 06007001 On Rent M

m

N
18 J000o1 11003001 On Rent N
18 J000o1 11004001 On Rent N
19 PAO0DT ZGERODOOT On Rent N
19 PAOODT 03001001 On Rent N
L }
Selectall |

[nzrement S elected |tems

9 Select Mone

Frink ta : j

Screen Print

Supprezs Cantinue Dialog [

Cloze
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e When the "Select All" button is clicked, all of the "ltems" will be ticked and charged. Then click on
"Increment Selected Items"

'ﬂ Recurring Billing VE.3.0.5 @
HEUE I [ Moszel Bay, Mozsel Bay - | ET Month "'r"Ee.ar 2015

Daily Duration Increment T Ilpdated Customer lnvoices T Froceszs Manthly Contracts
Contract |D | Customer Code | [tern Code | Status ROA =
17 EAQQQ3Z ZGRO00M On Rent M
17 EAQQQ3Z Qe007 007 On Rent M
17 EAQQQ3Z Q7002007 On Rent M
14 Jonoom ZGERO000 On Rent N o|F
14 Jonoom QE002001 On Rent M
14 Jonoom 11003001 On Rent M
14 Jonoom 11004007 On Rent M
19 PA000 ZGERO000 On Rent M
19 PA000 03007001 On Rent [ I

1 3

——— @ent Selected ltems ! }
Select Hone |
Cloze

Frint ta S creen Print j Suppresz Continue Dialog [

e Tick the check-box to "Print Detailed Pre-Import List" and click "Proceed"

W Manth End Options S

Printz a maore detailed version of the Pre-lmport List repart.

V6.3.0.5 Qn:u:eed >>! J Cancel
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* The processing will be queued, and as soon as the process is done, the "Pre-Incremented List" will be
displayed. After checking the list - when you are satisfied that everything is correct - either print, save or
close the list

- |@ CiUsersiLouiselippDa O = ” 2 ChUsers\LouizelsppDatat,., | ‘ It .9 403
File  Edit ‘iew Faworites  Tools  Help

Pre-Increment List From 2015/08/05 To 2015/08/06 h A

PRINTED DATE: 05 AUGUST 2H5  TIME: 04:24:07 PM

CUSTOMER - RENT PER ITEM

(.'L'RRENT - r

EAQD)S - East Side 06001001 Unit 1 - VIP Teilet Trailer ,

Construction Ble Loo, 1 11400 114.00
- EAQMS - East Bide e TUrnit 2 - Toilet / Shower
40 17 Eamms B mmo0n e 1 0.00 228.00 0.00 22800
. 700001 - Tohmson . Unit 2 - VIP Toilet Trailer ,
a2 18 oo o aaoo0r  phRd - 1 0.00 114.00 0.00 114.00
. 700001 - Tohmson . Unit 3 - Sinzle Toilet, Blue < -
4 18 oo o om0l 1 0.00 57.00 0.00 57.00
700001 - Tohmson Unit 4 - Sinzle Toilet, Blue o -
44 18 oo o mossoor et 1 0.00 57.00 0.00 57.00
46 19 PAONOI - Parties and Evens 00001001 ot | - Paraplegic Trailer, 1 0.00 17000 0.00 17100
Ehe Loo, 4
a7 19 PAONOI - Parties and Evenrs 00002001 ot 2 - Paraplegic Trailer, 1 0.00 17000 0.00 17100
Ehe loo, 4
4z 19 PAOOO] - Parties snd Evens 07003001 omit 3 - Todlet / Shower 1 0.00 114.00 .00 114.00
Combo, Bloe Loa, 2
NUMBER OF ITEMS TO BE UPDATED - § TOTALS 8 0.00 1026.00 0.00 1026.00 Vv

e Click "Yes" in order to continue with the update. The window for this specific date is now cleared since the
billing has been done. Click "Close" to exit the window

" Fecurring Billin
q g

HEWEA | Moszel Bay, Moszel Bay ~ |nEN onth "'r"Ee.ar 2015

@ Duration Increment Y Idpdated Customer Invoices T Process Manthly Contracts
Hire # | Cortract D | Customer Code | Itern Code | Status RO
1] T b
Select Al
Increment Selected ltems
Select Mohe

VE.3.0.5 S Cloze !‘
Print to Screen Print j Suppress Continue Dialog [
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Step 12 - Hygiene Scheduling

e When the contract was created, the days for the "ltems" on rent to be seniced, was selected. In order to
print a schedule for the week from Sunday to Saturday, click on "Process - Hygiene Schedule"

W rovtel Equiprnent Hire Professional 6,3.0.5 - [Ttern Grid] VB.3.0.5

W File Edit Modify Setuf [Process | JReports Help —

Recurring Billing r I "-
‘ b4

ol I Branch Transfer -

15 |16 |17 ; ; 27 |28 |28 |30

s | 3 | 3 Hygiene Service Management N I S

2015 [2015 [2015 : 2015 (2015 [2015 |2015
0E007 001 . Wed | Th | Fri e SEnEE # Mon | Tue | Wed | Th
6001001 --- Itern Adjustrment

W --- Wfork Order / Job Card
Widark Order Daily Invaicing
06003001

e There are various options to choose from in order to manage "Hygiene Scheduling" more effectively. When
"All Areas" are selected in the top right hand side of the window, the "Areas" where "ltems" are on rent,
will all display in the same screen. Notice that the "List Option": "By Site" is also selected in the image
below

I3 Hygiene Schedule

=0 E=R
Branch M Mossel Bay, Mossel Bay ~ Select date 2015/08/06 Select Area EEr=

| August 2015 2015/ 2015/ 2015/ (20154 2015/ 2015/ (2015

a3

Description Mext Serwce CoMa

]

Page Scrol Max Scroll

[l EADDDBJDDB 45 ‘Yeast Street - Hou.. 201 SJDBJDB
v|J00001/004 14 Hessop Steet - Ho... 2015/08/07 18
PA0001/004  Santos Beach 20M5/08/07 19
FEOOM 002 The Venue Guest Farm  2015/08/07 14

HEEL
HEE
REEEE

[l Day

List Options
By Site v

By ltem i
Single Site i

Schedule Optiong
Mot Selected 1+

~
Re-Schedule

Cortract

Select Al <F2» ‘ Select None <F3@chedule <F4 ) V6.3.0.5 i Cloze
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e When the "Print Schedule" button is selected, the following report is displayed in HTML format - and it can
be printed or saved from the "File Menu"

iy, .
I: 5 l||(\=:>1,-'| @ CilsersiLouisevippDa O ~ & ” & Hygiene Schedule Report ‘ ‘ {97 {;‘é}

File  Edit  ‘iew Faworites  Tools  Help
Hygiene Schedule Report h ~

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

Report Date - 201508/08 Schedule from - 02 August 2015 to 02 August 2015

Site Bescription Mext Scrvice CoVal % Mo Tu We Th PBr Sa Interval
=8a003 £2 Srandan Street - Houss Buld - .
anozon: 2 " nysowa R~ I, v | Dy
EAMIDO1Z 45 Yesst Strest- House Buldng Ste 20150305 1% W M M M oy
scoonipo:  LhressopStEet-HoussBuldng  opigggy 13 Day
PAJIDOI4  Zantos Sesch 0150307 1B K M M Day
PEIO0IOIZ  TheVenue Guest Fam 2015TET7 14 Day

¢ In the same way, the "List Option": "By Item" and "By Single Site" can be selected

,/d_hh\ —,
(<& II\'=:>'_I| a Civldsers\LovisetdppDa O = & |
File  Edit ‘iew Faworites Tools  Help

& Hygiene Schedule Report ‘ ‘ i, ‘i\? {E‘E}

Hygiene Schedule Report h A

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

Report Date - 2015/08/08 Echedule from - 02 August 2015 to 02 August 2015

Item Description Mext Service CoVol S Mo Tu We Th P Sa Interval
List Opﬁ?“: 05001001 U 1 - 447 Tollet Traller, Blug Loo, 1 20150507 B [ 5 I | Cay
By ltem: 06002001 LNk 2 - V9P Tollet Traler, BlugLoa, 1 201ST&07 R I I ]| Day
05004001 Ui 4 - 149 Tollet Traller, Bluz Loa, 1 20150507 LTI I v I v I | Day
aozoat Lo 2 Tollet [ Shoner Comee, BU2  ao1smamy I I, B v v R, R v; R =
fip iy m}j‘m‘a " Shawer Comio, BIE e pegy R~ Day
05001001 LR 1 - 12 Todets, Blue Log, & 20150508 BT O O 5 I | Cay
03001001 LNk 1 - Parepiegic Traler, Bius Loo, 4 201ST&07 R = I ]| Day
03002001 Uit 2 - Parspiegic Traller, Bue oo, 4 20150507 L I v R v R | Day
11001001 Nk 1 - Single Tollet, Blue Log, 5 20150505 4 O Day
11002001 Uit 2 - Singie Tollet, Blue Loa, § 20150505 s [0 M M M M F M ow
11005001 Uit 3 - Single Tollst, Blug Log, § S ETEIT % M E M Day
11004001 Lk £ - Single Tollet, Blue Loo, £ 20150507 R I I ]| Day

) ~
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1. "Hygiene Schedules" can also be printed by "Area" and "By Item"

2. All the "Sites" within the specific "Area" will be listed, and the previously set up "schedule" for each "Site"
can be changed by clicking on the "Re-Schedule" button - highlighted in green. See how every day has

been selected at present
I3 Hygiene Schedule EI@
Branch ] Mossel Bay, Mossel Bay - Select date 2015/08/05 - Select Area oI GREDOT - Great Brak River -

| August 2015 |2D15£|2D15£|2D15£ 2015/ 1200
Item |Descﬂ3tion |NextService| g -y Sa | Interval I Mo |
0E004001  Unit 4 - VIP Tailet Trail.. 20150807 PETE R ltem Scrall  Page Seroll  Max Seral
~ List Options
By Site [
By ltem >
Single Site [

— Schedule Optionz —

C!M V6.3.0.5 I

e De-select the days on which the senices must be cancelled. The date for the "Next Service Day" will be
displayed
e Click on "Apply New" to set the new schedule for this "Site"

B3 Hygiene Schedule EI@
Branch ] Mossel Bay, Mozsel Bay hd Select date 2015/08/05 hd Select Area GREODDT - Great Brak River -
| August 2015 |2D1 5/ |2D1 5£|2D1 5£|2D‘I 5/ |2D1 5£|2D1 5£|2D1 54
Item | Description | NextServicel CoMa Su | Mo | Tu |We | Th | Fr Sa Interval I Mo |
[v] 06004001 Uit 4 -IP Toilet Trail..  2015/08/07 14 [WDay |1 Item Serall - Page Scrall  Max Scrol
Up | Up | Up |
Down | Down | Down |
r— Ligt Option:
By Site Schedule New
By ltem

Single Site

 Schedule Option
Mot Selected

Un-Scheduled

| I
Contract |
|2D1 5/08/07 vl
Select Mone <F3: | Print Scheduls <F4> -ml

VE6.3.0.5

Select All <F2»
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e Click "Yes" to update the new settings

Mowtel Equiprment Hire 126

VE6.3.0.5 Yes Mo

e The new settings have been applied. Please note that senices for multiple "ltems" or "Sites" can be edited
in the same manner

B3 Hygiene Schedule EI@
Branch ™ Moszel Bay, Mossel Bay - Select date 2015/08/05 - Select Area GREOOT - Great Brak River -
| August 2015
Item | D escription | NextService| Coh |
06004001 Unit 4 -VIP Tailet Trail..  2015/08/07 14 Item Scroll - Page Scroll Max Scroll
Up ‘ Up ‘ Up ‘
Down ‘ Down ‘ Down ‘
List Dptions
By Site i
By ltem ol

Single Site i

Schedule Options
Mot Selected 1+

~
Re-Scheduls

V6.3.0.5
Select All <F2x ‘ Select Mone <F3: | Print Scheduls <F4> Cloze
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Step 13 - Hygiene Service Management

¢ |n order to administrate the "Services" for each of the "Areas" and "Sites", click on "Process - Hygiene

Service Management"

ﬁ Movtel Equiprnent Hire Professional 5.3.0.5 - [Ttern Grid] V6.3.0.5
W File Edit Modify Setuf [Process )lepn:nr‘ts Help

Recurring Billing r I g

Branch Transfer

il A

Itern &djustment

QW
W Work Order # Jab Card
Wark Order Daily Invaicing
W

1. "Service Agents" can be linked to specific "Areas" and "Sites". Select the "Area" from the

233 3;' 3;' Hygiene Service bManagement ﬁ ::g :fg .1.3.9 :*
2015 (2015 (2015 g 2015 (2015 |2015 [2015 |20
0EO0O0T 4| | ted | Tha | Fri Fighems SEnze ton | Tue | Wed | T | A

drop-down list

2. Click on the magnifying glass next to "Service Agent", and select the applicable person who will be

performing the senices in the "Area"

B3 Hygiene Maintanance

Select Area : [[RAE R (IS ) Mossel Bay, Mossel Bay hd Service Agent -

GREOOT - Great Brak River

HAROODZ - Harolds Bay

Chiis Mouton

D awid Fipan
George Hamilton
Lawrenice Morgan
Peter T avlor
Richard D awson

“Wwiill Evanz

V6.3.0.5
Search By
AgentCode ﬂ Search For |

Se EEI%%T HH‘_acrltenbgs Service Y Update Service Y Mest Service Y Service Histoy
- Aelderan:
- LITOOT - Little Brak River = - -
Site # MO5001 - Mosselbay Town Centre | GPS Coordinates | Serv Due | Service Due Date | Area |
O Eao E EE Site -000.000000 . -000.000000 1 2015/06/07 Rheebok
[0 EsondEBl  Termiet ot Site 000000000, -000.000000 3 2015/08/05 Rheshok
[ EADOD3/005 8% Golden Street - House Building Site -000.000000 . -000.000000 1 20150607 Rheebok
[ JO0001/004 14 Hessop Street - House Building Site -000.000000 , -000.000000 1 20150606 Heiderand
[ JO0001/004 14 Hessop Street - House Building Site -000.000000 , -000.000000 5 20150607 Heiderand
[ P&0001/004 Santos Beach -000.000000 , -000.000000 2 20150606 Masselbay Town .
[1 P&000T/004 Santos Beach -000.000000 . -000.000000 4 20150607 Masselbay Town .
[ PEDO0TAO02 The Venue Guest Fam -000.000000 , -000.000000 1 20150606 Gireat Brak River V6.3.0.5
[ PEDO0TAO02 The Venue Guest Fam -000.000000 . -000.000000 1 20150607 Gireat Brak River
W Select Service Agent X
AgentM ame dﬂ Accept !
Ben Barmes C |
Bewverly Steward elilE=

¢ In order to add notes pertaining to a specific "ltem", click on the "View by Item Code" display option; click

on the "ltem" and then on "Add Instruction". Enter the note and click "Accept"
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e Select the "View by Site Display Option", and then click on "Select All" in order to to select all of the
"Sites" listed in the "Service Due" tab

¢ In order to set a specific route for the driver to follow - especially when there are numerous "Sites" in one
"Area" - click on "Site Sequence"

(o] & sl

B3 Hygiene Maintanance

(Y ey e RHE OO - Rheebok - Branch I Mossel Bay, Mossel Bay - Service Agent - Andy Green Q

e e

Service Due i On Service Y Update Service Mext Service Service History
Site # Drescription GPS Coordinates Serv Due Service Due Date Area
EAD003/002 62 Brandon Street - House Building Site -000.000000 , -000.000000 1 2015408407 Rheebok
EAD003/002 62 Brandon Street - House Building Site -000.000000 , -000.000000 3 2015/08/06 Rheebok
EAD003/005 88 Golden Street - House Building Site -000.000000 , -000.000000 1 2015408407 Rheebok

Display Option Search Filker
Viewby Site ) & | | Showal 9

@. »» Site Sequence 1' View by ltem Code ( Specific Day T

3. »»  Print Service Reprint Tranzaction

Print ta : | Screen Print ﬂ Claze

¢ Click on the magnifying glass next to "Area Code"

B3 Hygiene Maintanance E@

Area Code u: Q, | ’ V6.3.0.5

Deselect al ‘

1. »» &dd Instructions Select &l

e Select the specific "Area" from the list, and click "Accept"

'ﬂ Asailable areas .
Search
Search By | Code j
Search For |
Code | D ezcription
DM 001 [Drana Bay
GEOO Gearge
GREDOT [Great Brak River
HAR DO Hartenboz
HARDOZ Haralds Bay
HEID Heiderand
LIToo Little Brak River
k05001 tozzelbay Town Centre
RHEDOOT
R
V6.3.0.5 ——
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e All "Sites" in the "Area" will be displayed. In order to move a "Site" from one position to another, click on it;
hold the mouse button down and drag the "Site" into position. Repeat the process until all "Sites" are in
chronological order for the "Service Agent" to follow

B Hygiene Maintanance === [é]
€ FeaCode: [FHEON Q| Rhesoodm

Seque... | 1] | Site | Suburh |
I} JOO000... 47 Rutherford Street - ... Rheebolk
I} EADDD... B2 Brandon Street -Hao...  Rheebaok
28 Time Street - Houze ... | Bheebak
I} EADDD.. 88 Golden Street - How...  Rheebaok

Qccept } | Cancel |

e Click on "Specific Day" in the "Search Filter" field; enter the date and click on "Print Service"

Search Filter VE.3.05
Show Al e

Specific Dap i
(3> PrintService Due Date search : ‘201 5/08/06 vl

| Print ta : IScreen Print LI | Cloze |

Display Option
iew by Site >
r

1. »» Add Instructions Select Al | Deselect all

2. »» Site Sequence

iew by [tem Code
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e The "Service Instruction" slip will print for each of the the "Sites". The "Service Agent" must get the slips
signed and filled out at each "Site"

Howtel Toilet Hire
A0 Dbz Ofe: Park
Beach BonkiErd
DiEE Beach
Mioeze | Bay

Tel (0961 665535
Fac 0961 66 5535

WAT D123

Hydiene Service Instruction

DA Unlit2-WIP ToletTRlkr, Malt
Blne Loo, 1

Spray Towel50 Towel500
Soap Soap Anti Bac Paperi

Paperd
110 Unit3-Sigk Tolkt, Bl Maht
Lo, 5

Spray Towel50 Towel500
Soap Soap Anti Bac Paperi

Paper:

Conractiiolms 1313

Cazomer: JOOm1 - Jokezon
Coniriction

She addness 14 Hezzop Street
He ke @nd

sErmember ; dames

PrivtD3e Ao

The 22225 oM

Se ke Bgent: LUUTTR=T=]H

Seubce WEtmcton . SOOO1

Thank ‘ou.

* Print or save the "Hygiene Service Schedule Batch"
e This process moves the "Sites" to the "On Service" tab

[o & =)
) H F T
|@ ClsersiLouisetdppla O ~ © | (2 Hygiene Service Schedule | ‘ AL
File  Edit ‘iew Favorites Tools  Help
Hygiene Service Schedule ~
Area - RHEDU - Rheebok ... Mossel Bay, Mossel Bay
Service Date - 2015/028/08 Service Agent - Andy Green
Site Site Address Customes Name Site Phone No ;:m SEG  GPS Coordinates Batch
e
EADOO3RI0Z 62 Erangon Strest, Anzebok Ezsl Si0e Consiructon 0E31234EETEE 2 z -000.000030 , 000030000 1
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Repeat the steps for all of the "Areas". The "Service Due" tab will now be cleared

1

. As the "Service Agents" return with the filled out "Hygiene Slips", click on the "On Service" tab and

select the "Service Agent"

. Click on the "View by Item Code Display Option" in order to activate the "Add Consumables" and "Hide

Captured" buttons

. Tick the check-box to "Hide Captured" items. The "Captured Items" will no longer appear in the "On

Service" window, since it has been completed

. Select the "ltem" to which "Hygiene Consumables" must be added and click on "Add Consumables"

B3 Hygiene Maintanance EI@
Select Area : ARk :" ;TP | Mossel Bay. Mossel Bay :" Service Agent : fndy Green @ O

Service Due w Update Service Mext Service Service Hiztory

Drescription Service Date Due Date Captured
Urit 1 -IP Tailet Trailer , Blue Loo, 1 2015/08/08 | Rheebok 2015/08/05 [ AndyGre.. [E2BrandonSte.. | [ EADDD3/002
Urit 2 - Toilet / Shower Combo, Blue .. 51000001 2015/08/06  Rheebok 40 20M15/08/08  Andy Gre.. B2 Brandon Stre... EA0003/002
Unit 2 - WIP Tailet Trailer . Blue Loo, 1 51000003 2015/08/06  Heiderand 42 20M15/08/08  Andy Gre... 14 Hessop Stiee... JO0001/004
Unit 3 - Single Toilet, Blue Loo, 5 51000003 2015/08/06 Heiderand 43 2015/08/06  Andy Gre... 14 Hessop Stree... Joooo A004
Uit 4 - Single Toilet, Blue Loo, 5 51000003 2015/08/06 Heiderand 44 205/08/06  Andy Gre... 14 Hessop Stee... JO000o 004

ItemCode Criver

07003001 it 3- Toilet / Shower Combo, Blue ... 51000004 2015/08/06  Mosselba.. 48 20M5/08/08  Andy Gre.. Santos Beach PA00C01 /004
1 ¢
p— Display Opti Search Fil
Select Al Add Consumables Deselect all 2play Lipton garEn e.r
Wi by Site i Show Details o)
Wiews by ltem Codeaﬁ“ Show Consumnables .

| . S pecific S
Cancel Service tred v 5
| Hide Capture 0 V6.3.0 I

1. The "Site" is entered at the top of the screen

. The "ltem" and the "Service Charge" is inserted automatically
. All the "Hygiene Consumables" created, will be displayed in this window. Enter the quantity next to the

specific "Consumable" replaced in this "ltem". Even if no "Consumables" were replaced, this step must
still be completed. Simply leave the quantities at zero

. Click "Accept" to save the "Consumables" to the "ltem". This information will be saved to the "Customer

Contract Non Rentals" tab

W Hyqiene Transactions @

EADDD3/002 - 62 Brandon Street - House Building S5ite [

Unit 1 - ¥IP Taoilet Trailer . Blue Loo, 1

( 4 _-r Cancel

| NEXT SITE START

Service Date : 2MB/08/06 »|  Service Charge Incl : | ( 20.00 )

|.f1'-.IFIEII:I1 | 1 |5pray - Airfrezhner Spray 375ml

|F'.-i'-.F'EIEI'I | a n |Tuwe| - Paper Towel Barmrel 50m

|F'.-’-'-.F'EIEI2 | 1 |Tuwe| - Paper Towel Folded 500

|SEI.-'-‘-.EIEI1 | 1 |5nap - Liquid Hand Soap 700ml refill

|SEI.-'-‘-.EIEI2 | 1] |5|:|ap - Liguid Hand Soap 700ml Anti Bacterial
|TEIIEII:I1 | 3 |F"aper - Toilet Paper 1 Ply per roll

|TEIIEIEI2 | 1] |F"aper - Toilet Paper 2 Ply per roll
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e Repeat the steps until all "ltems" have been captured, and the "On Service" tab has been cleared for this
"Service Agent". Select the next "Area" and "Service Agent", and repeat the process

B3 Hygiene Maintanance EI@
Select Area - ARSI :" :TET T W Mossel Bay, Mossel Bay :" Service Agent :
Service Due @ Update Service Mext Service Service History
ItemCode | Description | Doc # | Service Date | Area | Hire # | Due Date | Driver | Site | Captured | SiteMNo

Dizplay Option Search Filter
Select Al Add Consumables Deselect al ‘ Py R .
“Wiew by Site . Show Details v
View by lterm Code & Show Consumnables .
Specific Service Agent r
Cancel Service X
Hide Captured v

V6.3.0.5

¢ Now click on the "Update Service" tab and then on the "View by Item Code Display Option" in order to
activate the "Complete Service" tab

e Tick the check-box next the "ltem" to be updated, and click on "Complete Service". Alternatively, click on
"Select All" for all of the "ltems" to be updated simultaneously when the "Complete Service" button is
clicked

B3 Hygiene Maintanance EI@
Select Area - |[IRAREURUES :" :TEN T W Mossel Bap. Mossel Bay :" Service Agent :

Service Due Y On Service i i1 Mext Service Y Service History

IterCode Drescription Doc # Service Date Type Area Hire # Due Date Diriver Si -
0 Uit 1 oilet Trailer . 51000001 015 B echok L b
g -WIP Taoilet Trailer , Blue Loo, 1 51000003 2015 07 I zint Heiderand ndy Green 1¢
g -WIP Taoilet Trailer, Blue Loo, 1 51000002 2015/08/07 I zint Great Brak River 33 2M5/08/06  Andy Green TH
D - Toilet / Shower Combao, Blue Loo, 2 51000001 2015/08/07 I zint Rheebok 40 2M5/08/06  Andy Green B
D - Toilet / Shower Combao, Blue Loo, 2 51000004 201508407 I zint Moszelbay Town ... 48 2M5/08/06  Andy Green 54
D - Paraplegic Trailer, Blue Loo, 4 51000004 201508407 I zint Moszelbay Town ... 46 2M5/08/06  Andy Green 54
D - Paraplegic Trailer, Blue loo, 4 51000004 201508407 I zint Moszelbay Town ... 47 2M5/08/06  Andy Green 5=
D - Single Tailet, Blue Loo, 5 51000003 201508407 I zint Heiderand 43 2M5/08/06  Andy Green 1¢
[0 11004001 - Single Toilet, Blue Loo, 5 51000003 2015/08/07 I aint Heiderand 44 20M15/08/06  Andy Green 1¢

] 1 ¢

— . Dizplay Option
Select Al Complete Service Deselect al ) )
Wiew by Site i

View by ltem Code (%

V6.3.0.5

e The "Update Service" tab will now be cleared, and all 'ltems" to be seniced on the next day, will be
displayed in the "Next Service" tab

e Please note that all "Overdue Services" will be displayed in red
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e Click on "Reports - Hygiene Service Reports"

W Noviel Equiprment Hire Professional §,3.0,5 - [Ttern Grid] VE.3.0.5

# File Edit Modify Setup  Proces{ [ Reports | Help : _
Hygiene Service Reports v

Activity

= B List OF Availability ijl i )iz g
2015 (2015 (2015 2015 1"1q 1"1q 2
O&001 0071 . Mon | Tue | Wed Fental Statistics Fri 5 5

1. Select the option to report on:

[

2015 Y2015

» Driver
» Client
> ltem
» Area
» Branch
2. Enter the period to report on

3. Select either the Daily, Monthly or Cancelled option

4. Select whether the report must be Detailed or in Summary format, and click "Accept" for the report to be
displayed

B Hygiene Service Reports E\@
Select option ta report on -o
(* Diriver " Client " Item " Ares " Branch
Select report period g —
Cancel ! Aocept !'

Fom  [BEE/08/05 |

Ta  |2015/08/08 |
Options

& Daiy 9 Draily 9

(% Daily Detailed
" Monthiy " Daily Surmmary
(" Cancelled

V6.3.0.5
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Step 14 - Returning and Invoicing an ltem

e An "ltem" will be invoiced when it is returned. Double click on the applicable contract for which the "ltem" is
to be returned, and click on "Edit" when the contract opens

W Contract Details V6.3.0.5 i@

Contract Yolume # (i a, 20150805 Contract Number: 18
Customer Code : Mo Category
Site Number - Last Increment Date : 205/08/11
Branch
General T Mon-Serial T Mon-Rentalz T Deposits T Fayment T Detail Yiew T Financial
Hie Mum | Itern Cade | Item Desc | Tarif Code | Rate PD | Tatallncl | R | Status | Deliver | 1ssue| Bal| P{onD| 5| P[ HDA| HD| RatePH| Houws
41 ZGRO0..  Deposit- 0.00 0.00 000 N OnRent Collect 1] 0o 0 o000 1] 0 000 700 0.00 0.0
42 0B002001  Unit 2 - VIP Toilet Trailer . ... 114.00 E8400 M OnRent  Collect 0 000 a 0 000 600 0.00 0.0
43 11003001 Unit 3 - Single Toilet, Blue .. 57.00 34200 N OnRent  Collect 1 1 0 000 a 0 000 600 0.00 0.0
44 11004001 Unit 4 - Single Toilet, Blue .. 57.00 34200 N OnRent  Collect 1 1 0 000 a 0 000 600 0.0 000
Dizplay <F1> Hire Item
<HC»
Reports to: |Screen Print j POS Print ta : |Screen Print j
( Edit j Contract ‘ Summary ‘ Delivery Mote Fieturn Mate Cloze ‘
¢ |n the "Hire Item" tab, click on "Return"”
" Contract Details V6 5

Contract Yolume #  (FJ 20150805 Contract Number:
Customer Code : Mo Categary
Site Number : Last Increment Date : 2M8/08/1
Branch
General Hire Item Maon-Serial T Mon-Rentals T Deposits T Payment T Dretail View T Financial
Hire Num | Iterm Cade [ Item Desc Taiiff Cade | Rate PD | Tatallncl | Ba | Status | Deliver | lssue| Bal| P oHD| 5[ P[ HDa| HD[ RatePH| Hours
4 ZGRO0..  Deposit- 0.00 0.00 000 M OnRent  Collect o 0 0 000 o 0 000 F00 0.00 0.00
42 0B002001  Unit 2 -WIP Toilefgailer . .. 114.00 E8400 M OnRent Collect 1 0 000 o 0 000 BOO0 0.00 0.00
43 11003001 Unit 3 - Single ToilefRue .. 57.00 34200 M OnRent  Collect 1 1 0 000 o 0 000 BOO0 0.00 0.00
44 11004001 Unit 4 - Single Toilst, Be .. 57.00 34200 M OnRent  Collect 1 1 0 000 o 0 000 BOO0 0.00 0.00
Dizplay <F1> Hire Item - Move Contract <F7>
- > Rain Day/Dff Hi HE>
On Rent <F&: Deliver/Collect <F3: Qetum <F10: an <g{';1 5 e Amend Contract Cancel ltem
Reports ta: |Screen Print j POS Print ta : |Screen Print j
Save Cancel Contract ‘ Summary ‘ Delivery Mote Fieturn Mote ‘
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e Check-boxes next to each "ltem" will be activated, and the "ltems" to be returned must be selected. In this
case, all of the "ltems" will be returned

e The option of "Action - Return" will be inserted automatically. Now click on "Apply Selection"

" Contract Details @

Contract Volume # [ 20150805 Contract Number: 18
Customer Code : |J0hnson Construction Mo Categary

Site Number : |‘I 4 Heszop Street - House Building Site Last Increment Date - 205/08/11

Branch .
General Hire Item T Maon-Serial T Mon-Rentals T Deposits T Payment T Dretail Wiew T Financial

lﬁ\;wum | Item Cade | Item Desc | Tarif Code | Rate PD | Tatallngl | R4 | Status | Deliver | lssue| Bal| P{oHD| 5| P[ HDA| HD| RatePH| Houws
41 ZGROD. Deposit-0.00 0.00 000 N OnRent Colect O 0 0 op0 0 0 000 700 000 000
Des020s i i Fent 17 i 0l om0 0] 0] 000] 60| 000] 000

43 11003007 Unit 3 - Single Toilet, Blue . 57.00 34200 N OnRent Collect 1 1 0 000 0 0 000 E00 OO0 000

44 11004001 Unit 4 - Single Toilet, Blue . 57.00 34200 N OnRent Collect 1 1 0 000 0 0 000 E00 OO0 000

Select All <F5» Select Mone <FE» | Move Contract <F7>
Riain Day/0ff Hi St
an <|?%|I1> e Amend Contract Cancel ltem

Reports ta: |Screen Print j POS Frint ta : |Screen Print j

Dizplay <F1> Actian - Retun S

On Rent <F&: Deliver/Collect <F3: Return <F10: @ Selection <F2»

—

Return Mate

Save ‘ Cancel ‘ Contract ‘ Summary ‘ Delivery Mote
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1. The "Select Return Date" window will appear for each of the "ltems". The first "Item" is "Unit 2 - VIP
Toilet Trailer"

2. The date and time the "ltem" was rented will be displayed next to "Date Out", and cannot be edited. The
date and time when the "ltem" is returned, will be the current date and time - but can be adjusted if needed

3. The "Hire Day Total" will be entered according to the "Date In and Date Out" calculation of days
4. The "Daily Rate" will display as set up

5. In order to "Add" or "Subtract" days for this "ltem", click on the appropriate option and enter the numeric
value. The adjusted quantity and hire days will be entered

6. Should the "lItem" be damaged beyond repair, and the "Customer" is billed for the replacement thereof,
enter the "Replacement Quantity" (1) and enter the "Replacement @ Cost". This amount will be found in
the "ltem Master File" where the cost price was entered when the "ltem" was created

7. Should the "lItem" need repairs, enter the "Repair Fee" the "Customer" is liable for

8. In the event where the "ltem" was returned later than agreed, tick the "Late Return" check-box, and either
select: "Charge Extra Fee", or "No Penalty for Late Return”

9. Enter any notes pertaining to the return of this "Item" and click "Accept" in order to return this "ltem"

B3 Select Return Date E £3

[ &) T Unt2-VIP Tolet Traier, Blue Loo, |
Date Out: [omi5/08/05 ~|[15.44 =

Dateln:  [oo15/m811 ~| (0922 — [Time Dut=06:20

Changeaover [Swop [tem) B

|S aturday T atal | .00 | Hire D ay Adjustment
Sunday Total | 0.00
|H oliday Tatal | .00

Sublract

S

Add
Dff-Hire Total | 0.00
9 |Hire Dray Total | .00 Pﬁ.diustment Lluaritity | Q.00
lﬁ.diusted Hire Day | 0.00
) [paiyRate | 11400 [AdustmentValie [ 0.00
|F| eplacement O uantity | a j 6
|H eplacement (& Cost - | Q.00
|H epair Fee | n.00 e
Late Retur: v
Charge Extra Fee 22 0.00 e "
Ma Penalty for Late Return (¥
Motes

e Il

— | V6.3.0.5
Accept Cancel
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e Immediately the "Select Return Date" window will appear to administrate the next "ltem" to be returned

3 Select Return Date E £3

|* 5 - Unit 3 - Single Toilet, Blue Loo, &
Date Out: [omss08/08 ~|[15:44 =
Date In: |£E|E=£11ﬂ|1EI:EIE = |Time Dut - 05:39

-

e The process will be repeated for each "ltem" selected to be returned in the "Hire Item" tab

B9 Select Return Date El 3¢

| 5 - Unit 4 - Single Toilet, Blue Loo, &
Date Uut: Jomss08/05 ~|[15.44 =
Dateln:  |EifE08/11 ~| 1009 — [Time Out- 0534

e The "ltems" will now be locked and cannot be edited unless a "Credit Note" is issued. Notice how the
"Status" for each "ltem" has been changed to "Returned"

e Click on "Invoice"

W Contract Details V6.3.0.5
Contract Volume #  [TFIENNEY 20150805 Contract Number: 18
Customer Code : |J0hnson Construction Mo Categary
Site Mumber : |1 4 Hessop Street - House Building Site Last Increment Date : 2015/08411
Branch . |Mossel Bay, Mossel Bay j
General Hire Item T Maon-Serial T Mon-Rentals T Deposits T Payment T Dretail Wiew T Financial
AT | ltem Code | Item Desc | Tarif Code [ Rate PD | Tatallngl | Ra | Status | Deliver | lssue| Bal| P{oHD| 5| P[ HDA| HD| RatePH| Houws
ol ZGRO0..  Deposit- 0.00 0.00 000 M Retuned Collect o 0 0 000 1] oo 700 0.00 0.00
o 42 06002000 Unit 2 - VIP Toilet Trailer , ... 114.00 £84.00 M FRetumed Collect 1 o 0 o000 0 0 000 600 0.00 0.00
43 11003001 Unit 3 - Single Toilet, Blue ... 57.00 34200 M FRetumed Collect 1 o 0 o000 0 0 000 600 0.00 0.00
o 44 11004001 Unit 4 - Single Tailet, Blue ... 57.00 34200 M Retumed  Collect 1 o 0 o000 0 0 000 E00 0.0 0.0

- <HC»

Reports ta: |Screen Print j P05 Print ta: |Screen Print j

Fiefund Charge mwoice 1 Contract ‘ Summary ‘ Delivery Mote

Return Mate

‘ Credit Mate
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7

e The Inwice will display all the "Hire Items" for contract 18. The "Daily Rate" will be multiplied by the

number of days it was rented, and the total for each "ltem" will be displayed next to it

e The "Non Rentals" section displays the "Service Charges" and the "Hygiene Consumables" used while

the "ltems" was on rent

TAX INVOICE

Johnzon Construction
FO Box 123

hozsel Baw

G500

Jooooi

Date : 11 August 2015
Start Date : 5 August 20135
Inwoice Number : Glopoois
End Date :
Moutel Toilet Hire
30 Diaz Office Park
Beach Bouleward
Diaz Beach
taszzel Bavy
Tel : 0861 66 2825
Fae : D261 66 8335
Email : info @novtelcom
WAT Mo e 1234
—_——
Contract Humber:
Contr%mumu o __.-ﬁ-

Order Mumber :
Customer Contact # :

D44 695 123 456

Site : 14 Hessop Street - House Building Cellular # : 031 695 123 456
waT Ho - Custormer ID# :
Eilling Interval : fonth End
Hire ltems
Code Hire # Description aTty HDO Hour Rate Incl
pEoozo0t 42 Unit 2 - %IP Toilet Trailer, Blue Loo, 1 1 G.00 o.oo 114.00 G24.00
Out 5 August 2015 - 194400 In 11 August 2015 09:23:10
Hoozoo 43 Unit 3 - Single Toilet, Blue Loo, & 1 .00 D.oo 57.00 4200
Out 5 August 2015 - 194409 In 11 August 2015 100505
o400 44 Unit 4 - Single Toilet, Blue Loo, & 1 .00 D.oo 57.00 4200
Out 5 August 2015 - 194409 In 11 August 2015 1000945
Non Rentals h
Code Description ity Tax Imel
SERDOZ Service Charge for WP Toilet Trailers 4.00 R o.az R &0.00
SEROOY Service Charge Single Toilet Units a.00 F 19 65 R 160.00
AIRDOA Airfreshner S pray 375ml 1.00 R z.48 R z1.00
S0A001 Liquid Hand Scap 7O0mI refil 2.00 R 11.05 R ap.oo
Tooom Toilet Paper 1 Ply perrall 4.00 R 1.47 R 1z.00
Tax Total R 21252
Excl Total : R 1518.42
Inel Total fi1731.00
Fage : 1 )
Discount : R 0.00

¢ The Inwvoice can now be saved to the computer in PDF format in order to be E-Mail it to the client
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e Click on "Close" to exit the "Contract Details" screen

W Contract Details V6.3.0.5 (=23

Contract Yolume # [N 20150805 Contract Number: 18
Customer Code : |J0hnson Construction Mo Categary
Site Mumber : |1 4 Hessop Street - House Building Site Last Increment Date : 2015/08411
Branch . |Mossel Bay, Mossel Bay ﬂ
General Hire Item T Maon-Serial T Mon-Rentals T Deposits T Payment T Dretail View T Financial
Hire Num | Itern Cade [ Item Desc | Tarif Code | Rate PD | Tatallngl | Ra | Status | Deliver | Issue| Bal| P oHD| 5| P| HDA| HOD| RatePH| Hous
Bl ZGRO0..  Deposit- 0.00 0.00 000 M Retuned Collect 1] 0. 1] oo 700 0.00 0.00
& 42 0B002001  Unit 2 -WIP Toilet Trailer , ... 114.00 E84.00 M FRetumed Collect 0 0 000 o 0 000 BO0 0.0 0.0
43 11003001 Unit 3 - Single Toilet, Blue ... 57.00 34200 M FRetumed Collect 1 0 0 000 o 0 000 BOO0 0.00 0.00
44 11004001 Unit 4 - Single Toilet, Blue ... 57.00 34200 M FRetumed Collect 1 0 0 000 o 0 000 BOO0 0.00 0.00
Dizplay <F1> Hire Item
<HC»
Reports to: | Screen Print ﬂ FOS Frint ta: |Screen Print ﬂ
‘ Credit Mate Refund Charge | Invoice Contract ‘ Summary ‘ Delivery Mote Feturn Mate ( Cloze !

e The contract color on the Grid has turned pink - the color of the "Returned" status. The "Contract
Balance" for this "Customer" is displayed in the "Blue and Black Block"

" Movtel Equipment Hire Professional 6.3.0.5 - [Ttern Grid] =0 R

W File  Edit Modify Setup  Process  Reporks  Help (& =

TODAY]

a0

05 [0 [07 B ; 5 ] E 29 3t [on [oz |15 [16 [17 [

EPRETRETE - sy | 5o |Se || 5o | S |Se | Se

2015 2015 |2015 IR 5 E zn15 2015 [2015 (2015 [2015 (2015 [2015
02002001 (& . Wed | Tha | Fri Tue | Wed || Tue | Wed | The | Fri
11003001

11004001
0

Wiew [kems by
@ Code " Avaiable
" PlantNo " OnRent
" Transfer " Maintenance

% Edit Contract

|2015/08/05 ~| |2m5/09/15 ¥ |

[ Cancelled
B Provisional
[ Conlfirmed
DonRent
B Retumed
[ Fully Paid
[CIMon Rev

<R AAA

User: James

Databaze Path : C:hJsershLouizehNovtelD atahE quipmentHire\LiveT | Pastel Path : C:\Pastel1 4\NOWTDEMOD

% AAEIEEAE ) R "

L1
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16  Step 15 - Account Payments

e For demonstration purposes, we will receive an account payment on "Contract 18". Double click on the
contract on the Grid, or click on the "Edit Contract" button

'ﬁ Movtel Equiprment Hire Professional 6.3.005 - [Tkern Grid]
W File Edit Modify Setup  Process Reports  Help
C ]
05 [od [o7 EREEN 10 (11 |12 |13 |14
Aug | Aug | Aag SRR IR | Aug | Aug | Aug | Aug | Aug
2015 (2015 2015 EUREN GLEED (2015 (2015 [2015 (2015 (2015
03002007 | | wed | Tha | Fri 5] = Won | Tue | Wed | Tha | Fri

B S
11003001 S5 Johnson Construction

«

"ieva [kems by
 Code " Awaiable
" PlantMa © On Rent
(" Transfer T Maintenance

Ry
2015/08/05 -

oniEconstiyction co.za

VE6.3.0.5

e Click on the "Returned (Incomplete)" option. All contracts where the "ltems" have been returned but not
paid for in full, will appear in this window. Click on the contract and then "Accept"

2015/09/18 -

W Select Contract

==l

Walume Contract | End Date Diescription Customer Code | Customer Description
18

Start [ abe Status
Johnzon Corstuction

R aturned

Search By Contract Status

|\u"0|ume j Search For ™ Al Cantracts " On Rent

* Retuned [|ncomplets] Accept

" Provisional / Confirrned " Returned [Fully Paid]
V6.3.0.5

Cancel
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¢ |n the "Payment" tab, the outstanding amount will be displayed in red. Click on "Contract Payment"

" Contract Details @

Contract Volume # [ ]NEN 20150805 Contract Number: 18
Customer Code : |J0hnson Construction Mo Category

Site Number : Last Increment Date : 2m8/0811

Branch

General T Hire Item T Mon-Serial T Mon-Fentals T Deposits T T Detail View T Financial
Code Drescription Dur | Gy Tax Inclusive DEPD PAID RED 0
OE002001 Unit 2 - WIP Toilet Trailer , Blue Loo, 1 E 1 84.00 £54.00
11003001 Unit 3 - Single Toilet, Blue Loo, 5 E 1 42.00 342.00 0.00 0.00
11004001 Unit 4 - Single Toilet, Blue Loo, 5 E 1 42.00 342.00
- Additional Costs 44.58 363.00 0 OTA R D
1731.00 0.00
N PT TO
0.00 Recalculate Totals
DEPD R D
0.00 Refund Deposit
DEPD OR
0.00
DA D
@ 1731.00 Contract Payment V6.3.0.5
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1. All outstanding amounts connected to this contract will be displayed in the left hand side of the window
2. The contract number; "Customer Description" and "Payment Due" amount is inserted automatically

3. Select the "Payment Type". When "Bank Transfer; Credit Card or Cheque" is selected, the "Payment
Received" amount will be entered automatically (This will be the exact "Payment Due" amount). Should
the "Cash" option be selected, enter the "Payment Received" amount. The system will calculate the

"Customer Change" amount
4. Click "Accept" in order to print the receipt

o [ Fizrd ® 5 ilorin

Code Drescription |nichusive
0B00Z... Unit 2 -%IP Tailet Traile... Ea4.00 T
11003...  Unit 3 - Single Toilet, BL... 342.00 ® Hirs flures
11004...  Unit 4 - Single Toilet, BI.. 34200 o Cori Jal Flurber
SERODZ Service Charge forVIF ... 20.00

SEROOY Service Charge Single ... 160.00

AIRDD  Airfreshiner Spray 375ml 21.00 =

S04A001 Liguid Hand Soap 700... S0.00

TOIODT  Tailet Paper 1 Ply per moll 12.00 J00007 - Jahnson Construction

Bank Transfer | Payment Acc
201520811 -

12121212121 -

BB '

PAYMENT DUE

1731.00
—

2100000
Daily Taking Control

I_:‘L
g
ke o |
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MNovtel Toilet Hire

30 Diaz Office Park
Beach Boulevard
Diaz Beach
Mossel Bay

Tel: 0361 66 33353
Fawx : 0361 66 §533

AT 1234
RECEIFT
Cust Description : John=son Construction
Cust Code : JO000q
Contract Vol 18
Payment Type : Daily Taking Control
Payment Due 1731.00
Payment Received 1731.00
Change : 0.00
Staff member : James
Payment Date 201508511
Prirt Date 201 508411
Time 12:57.45 PM
Shift Mumber SFTO0001

Feceipt Mumber : RECO0015

Thank You.

Movwtel Equiprnent Hire

'o' Customer change : 0.00
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Step 15 - Account Payments 77

e The "Payment Due" amount is now zero and displayed in green - indicating that the account is paid in full

e Click "Save" and then "Close"

in order to exit the "Contract Details" window

" Contract Details

Contract Yolume # [

=5

2050805

Contract Number:

18

Customer Code :

Mo Category

Site Number :

Last Increment Date :

250811

Branch

General

[ [

Hire Item

——

[

Deposits T @ T Detail Yiew T Financial
Code Drescription Dur | Gy Tax Inclusive DEPD PAID RED 0
06002001 Unit 2 - WIP Toilet Trailer , Blue Loo, 1 B 1 84.00 £84.00
11003001 Unit 3 - Single Toilet, Blue Loo, & E 1 42.00 342.00 0.00 0.00
11004001 Unit 4 - Single Toilet, Blue Loo, 5 B 1 42.00 342.00
- Additional Costs 44.58 363.00 1 1 R D
Fayments Made 1] -1731.00
1731.00 0.00
N = 1
1731.00 Recalculate Totals
DEPD H )
0.00 Refund Deposit
DEPD OR
0.00
P )
% Contract Payment
Reports to: |Screen Print j POS Printta: | Screen Print j
( Save ,‘ Cancel ‘ Fefund Charge Contract ‘ Summary ‘ ! Dellvery Note Feturn Mate f j

e The Contract colour on the Grid is now green - the colour of the "Fully Paid" status, and the "Contract
Balance" in the "Blue and Black Block" is now zero since the "Receipt Total" has been recorded

" Mowtel Equiprnent Hire Professional 6.3.0.5 - [Itern Grid]

W File Edit Modify  Setup  Process Reports  Hel

Lo e s

p

1

lll]l]3l]l]1 43 Johnson Construction

Wigw ltems by
@ Code (" Avalahle
" PlantMo © On Rent
" Transfer © Maintenance

% Edit Contract

|amsisi05 ~| [a015/08m18 ~|

w (11 |12 |13 14 E
s | Aug | dug | Aug

B (2015 (2015 |2015 (2015 2015 :
Mon | Tue | Wed | Tha Fri

24 |25 |26 [e7 zs EL
fug | g | Aug | Aug

2015 |2015 (2015 |2015 2015
Mon | Tue | Wed | Tha Fri

[ Cancelled -
@ Piovisional v
[ Confimed v
DonRent 3
B Retumed v
U Fully Paid v
[CMon Rev v

Database Path : C:\Jsers\Lovise N ovielD atahE quipmentHireLivehT | Pastel Path : C:\Pastell 4HOYTDEMO

=

Uszer: James
2
h=r
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)
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78 Novtel Toilet Hire

Step 16 - Deposit Refunds

Whenever a deposit amount exceeds the amount the "Customer" is liable for - after the "Recurring Billing"
and "Hygiene Service Management" has been done for the rental period and until the "ltem" was returned -
that portion of the deposit can be refunded

1. Click on "Edit Contract" beneath the Grid

2. Deposits will only be refunded if the "ltem" was returned in good order. Click the "Returned (Incomplete)"
option

3. Click on the applicable contract and click "Accept"

. Mowtel Equipment Hire Professional 6.2.0.5 - [Ttern Grid]

M File  Edit Modify  Setup  Process  Reports  Help
S OpERZTAS

A | EAESENENEN | - |EAEMEMENEN - |- |RNbACHEaEal - |~ [CaEERTail - |~ FalialialEale
'Wm&‘ 2:_: ZT“:US E::f W Select Contract @

il o

PBUI]ZUI]] 42 Johnson ( Customer Code | Customer Descrlphnn Start Date
—
peosoot NI
PBDI]IIJI]] 46 Parties
=
FQDOZUDI 47 Pames il
e | |
—————
D
Wiew ltems by Search By Contract Statug — 9
# Cods (" Avalable | L'J Search For (14 " All Contracts " OnRent * Retumed (Incamplete) Acoept
" PlantMo © On Rent _—
F e
R Y —— Pravisional / Confirmed Returned [Fully Pan Cancel

erfect.com

—_—
|2msme0s v | |2msmane |

-

e In this case, the deposit paid was R1140.00 and the inwice total is R722.00. The difference of R418.00
must therefore be paid to the "Customer”. Click on "Refund Deposit" in the "Payment" tab

" Contract Details @

Contract Volume i [FINEN 20150305 Contract Number: 14
Customer Code : i Mo Category
Site Number : Last Increment Date : 2M8/08/1

Branch

General i -Seri - T Deposits Dretail View Financial

Code Diescription Inclusive
0E0040M Unit 4 - VIP Tailet Trailer, Blue Loa, 1 . £54.00 DEPOSIT PAID CREDIT NOTE

Additional Costs . 38.00 |—* 1140.00 0.00
Payments Made -1140.00 .

INVOICE TOTAL C N REFUND

RECEIPT TOTAL
DEPOSIT REFUND —

DEPOSIT FORFEIT

-

PAYMENT DUS

Contract Payment

Copyright © 2015 Novtel® V3.0.0 Louise Janse van Vuuren



Step 16 - Deposit Refunds 79

Mowtel Equiprment Hire £3

lel Pay Cut Depaosit?

(-;:) Mo

Movwtel Equiprnent Hire £2

lel The Deposit Payout can not be reversed, Sre you sure?

e ——

VE.3.0.5 Yes Mo

1. Select the "Payment Type" and date, and enter all other details pertaining to the "Payment Type"

2. The "Cashbook" and "GL Account" is set up in "Setup - Interfaces - Pastel - POS" tab. Those details will
appear in these fields

3. The "Refund Due" amount is entered automatically
4. Click "Accept" to complete the transaction

B3 Select Payrment and Cashbook &Account EI 12

Payment Type :

ank Transfer . Cashbook :

Payment Date -
2006411401

Bank Account

B REFUND DUE

GL Account :

S © -418.00
0 sccen

Copyright © 2015 Novtel® V3.0.0 Louise Janse van Vuuren



80 Novtel Toilet Hire

e The "Deposit Refund" receipt will print

Howtel Taoilet Hire
0 Dz Oice Park
Beach Bow kuEnd
Dz Beach
Migze| Bay

Tel 0961 665535
Fac 0961 66 5535

AT A2
DEPOSIT REFUND t
Contract 1
Caromer PHITN - Penectitkeddings
wialime 1
Retund Depos it : i3 m
StErmembsr ; Jamez
Paymert D3k : i) g |
PrivtDE : ity p]
Time : o23as2 rm
ShtNmber ; SFTOOm

Depo it Retind No:  DEPOON

Thank ‘Yaou.

e The details of the refund has been added to the "Payment" window

" Contract Details @
Contract Yolume # [ [FSSEY 20150805 Contract Number: 14
Site Number : Last Increment Date : 20150811
Branch
General T Hire Item T Mon-5 erial T Mon-Rentals T Deposits T Payment T Detail View T Financial
Code Drescripti Dour | Gy Tax Incluzive
DEFPOSIT PAID CREDIT NOTE
- Deposzit Applied 0.0 -1140.00
- Deposzit Refund 418.00 1140.00 0.00
OE004001 Unit 4 - %IP Tailet Trailer, Blue Loa, 1 3 1 84.0 £84.00
- Additional Costs 457 28.00 INVOICE TOTAL C N REFUND
FPayments Made 1] -1140.00

722.00 0.00

RECEIPT TOTAL

1140.00 Recalculate Totals

DEPOSIT REFUND
’_* 418.00 Refund Deposit

DEFPOSIT FORFEIT

[l-["] _

PAYMENT DUE

’i Contract Payment

Reparts to: |Screen Print ﬂ FOS Print to : |Screen Print ﬂ

Fiefund Charge Feturn Mate

| Credit Mate

Invaice ‘ Contract ‘ Summary ‘ Delivery Mote
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OUR PRODUCTS

Our 5age Pastel integrating software include products for:

* Property Management

NOVTEL GROUP * Vehicle Hire®
Compar s SclfStorage®

e Equipment Hire*

® Relations Management®

s (Contract Management®

e Hospitality*

® Point of Sale: Retail*

® Point of Sale: Restaurant®

® Gate/ Facility Access Control*

* Can also be used as stand-alone applications

OUR WEB PORTALS

GLOBAL +

. PROPERTY ONLINE

ANOVTEL COMPANY "

oviel
Ay et 15y

MOVTEL APPROVED DISTRIBUTORS

| SOUTHAFRICA | Global Property Online and Country related Website Portals are the marketing
outhern Cape medium between Estate Agents | Private Owners and Property Buyers |

em Cape KwaZuli sl Renters. These Portals also include an Online ¢RM (Customer Relations

tern Cape

1ern Region Cauteng Management) System:

I INTERNATIONAL | ® Global Property Online — www.globalpropertyonline.net

alia Botswana ® Buy Property in Spain — www.buypropertyinspain.net

ybean Kenya

* Property in Portugal for sale —www.propertyinportugalforsale.com
Dubai Migeria
® Australia Property — www.australia-property.net

aland Tanzania

b n Uganda * BLOG - www.blog.globalpropertyonline.net
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