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4 Property Management

Introduction

Nowvtel Property Management is a leading, feature rich, flexible and extremely easy to use software solution for
everyone who is inwlved with managing properties on a regular basis. Nowvtel ships in four versions:

1. The Free Version

» This version is free of charge, and can list a maximum of 20 Properties;

2. Novtel Property Management Professional Version

> This version integrates with Pastel Partner or Xpress, and has no limitations

3. Novtel Property Management Ultimate Standard Version

» This version integrates with Ewvolution Ultimate Standard, and has no limitations

4. Novtel Property Management Ultimate Enterprise Version

» This version integrates with Ewvolution Ultimate Enterprise, and has no limitations

The software can be downloaded from Novtel's website, by selecting Property Management in the Nowtel
Software tab....

| - Nowtel Software & Trainin X

€& - C A [ wwwnovtel.coza

Property Management

Wehicle Hire
Self-Storage Rental
Equipment Hire
Hospitality Management
‘Contract Management

Relations Management

EX<d

.novtel.co.za/software/propertymanagement/
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Introduction 5

..... and click on "Download Full Install".

Lite vs Full Version Movtel Property Management Software is available in a:
q Download Full Install

1. Lite Version: Free, with limitations

2. Professional Version: Full functionality, offering Sage Pastel Download Free Starter Manual
Partner & Xpress integration

3. Ultimate Version: Full functionality, offering Sage Evolution

integration

The download will now run

Downloads CLEARALL  OPEN

Today
@ novpropfull.exe
http://www.novtel.co.za/downloads/software/property/full/novpropfull.exe

220 KB/s - 15.4 MB of 305 MB, 22 mins left

PAUSE CANCEL

Right-click on the downloaded application, and select "Run as Administrator"

e\‘_‘g)v| & » Computer » WINDOWS (C:) » Users » Louise » Downloads
Organize « Open Share with + E-mail Burn MNew folder
¥t Favorites * Name . Date modified Type Size
B Deskiop |EM novpropfull EEEE— *—=—tion 312407 KB

2l Recent Places Er=n

& Downloads '@' Run as administrator

L & OneDrive Troubleshoot compatibility

You will be required to enter your cellphone number and email address in order to receive a registration code
to activate the software on your computer

This manual only serves as an introduction to Novtel Property Management. For more information, please visit
www.nowtel.co.za; click on the "Contact" tab and request to be registered on Nowtel's Forum

The information in this manual is based on versions up to 6.1.0.7
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6 Property Management

Step 1 - Pastel Accounts Setup

To ensure that the financial side of the business is handled correctly, it is of the utmost importance that the
following is set up by the Company's accountant before any work in Nowvtel is done:

1. A Company must have been set up and opened in Pastel first, since this company path will be linked to
Nowtel

2. The accounts listed below must be created in Pastel. If these accounts are not set up and linked in
Nowvtel, the User will not be able to perform successful cash-ups, and the financial reporting will be
incorrect.

> For Suppliers:
v A Supplier Payment (Balance Sheet Account)

v A Supplier Payment Entry Type
v Supplier Payment (Balance Sheet Account)

» Commission:

v Commission Control Account (Balance Sheet Account)
v Commission Income Account (Income Statement Account)
v Commission Transfer Entry Type

» Deposits Accounts:
v Deposit Control Account (Balance Sheet Account)
v Deposit Forfeiture Account (Income Statement Account)
v Deposit Refund Due Account (Balance Sheet Account)
v Deposit Interest Expense Account (Income Statement account)

> Entry Types for:

v Deposit Received
v Deposit Refund
v’ Deposit Applied
v Deposit Interest

> POS Accounts:

v Daily Takings Control Account (Balance Sheet Account)
v Discount Account
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Step 1 - Pastel Accounts Setup 7

> Entry Types for:

v’ Customer Receipt Journal

v’ Customer Receipts Cash Book
v Receipt Reallocation Journal

v Negative Customer Receipts

> Receipts GL Accounts:

v Cash

v Cheque

v’ Credit Card

v Debit Order

v’ Direct Transfer

v Voucher

v’ Other

v Deposit Allocation
v Deposit Transfer
v/ Cash Deposit Fee

> Charges:

v Refundable Charges Control Account (Balance Sheet Account)
v Entry Type for Refundable Charges
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8 Property Management

3 Step 2 - Novtel / Pastel Link

Open Nowvtel by double clicking on the Icon created on the Desktop

Check that the system date is correct and click "Next"

w» Systern Date Check E =] @

Pleaze check that your system date iz corect. Movtel Property
M anagement will not funchion carrectly if the spstem date iz incarrect.

Sypstem Date . 14 March 2016

Curment Day |14

Current konth | kdarch ﬂ

Current Year |2016

‘ ......... N EHt ........ E

Since no Users and Passwords have been set up yet, you will be allowed access to the system immediately.
In order to now establish the link between Nowvtel and Pastel, click on "Setup - Interfaces - Pastel"

'ﬂ Mowtel Property Management Ultirmate Standard 6.1.0.5 - Mowvtel Default - [ Itern Grid]
W File  Edit Mnd(! Setup ,ru:n:ess Reports  EmailfBxport  Import Help

an " _LII:I i Branches E - 0

. Campary
21 (22 [23 [24
Charges tar | #or | Mo | bar
|.-'-‘-.F|E.&EII321 Interfaces k Mowtel

__ User Defined Fields v Pastel
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Step 2 - Novtel / Pastel Link 9

In the "General" Tab, select the "Yes" option if Novtel is to be integrated with Pastel, and then select the
applicable Pastel Company Path - as created by your company's accountant. Now simply select your

country's standard Tax rate, as set up in Pastel

Please note that this Pastel Path MUST be correctly linked. Secondly, ensure that the Pastel company is
open in order to send the data to the correct set of books.

'ﬂ Pastel Interface @

IT Tenantz T Suppliers T EnmmissiDnT Depu:usitsT FPOS T Receiptz T Charges ]

— Eeneral Sethngs

|nterface with Paztel e Yes

i Mo

[T Use Separate Buginess Compary

FPaztel Compary Path ||:: WU zershLovizeh\MovtelD atahMovtelD ata3hFProp

Paztel Tax Code IEI'I -Wat - Standard rated [14.00 -

For now click "Accept" to save the Pastel Company Path
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10 Property Management

3.1  Pre-requisites for Integration and Company Setup

The following is required to be inserted in Novtel when the Pastel Interface is done. Therefor it must be created
before you can proceed:

Novtel Charges: (Please refer to Step 4 on how to create charges)

» LANOO1 - Landlord Rates and Tax Account
v  Tick the check-box to create the item in Pastel, and to be Displayed on the Inwice

v This "Charge" will be created without a rate since the amount can be customized for each rental
contract individually, and will be linked to the "Deduct before Commission ltem (S)" in the "Properties”

tab.
v"In the "Reporting" tab, this charge is linked to "Rates and Taxes"
v Import the charge to Pastel as "Senices" in the Inventory Group field, and select "Senice ltem"

» FORO001 - Forfeiture Charge
= Tick the check-box to create the item in Pastel, and to be Displayed on the Inwoice
= This charge is created for the purpose of different scenarios:
v Should a Tenant cancel on short notice for short term accommodation, they will forfeit the deposit
percentage as set up in the Pastel Interface Deposits tab
v This charge will also apply when damage occurred to a property after occupation, and the deposit

will be retained
= The Forfeiture charge will also be created without a rate linked to it, since not all of the deposit forfeiture
amounts will be exactly the same. This charge is not linked to an item in the Properties tab, and

reports to the Group of "Other"
= |mport the charge to Pastel as "Senices" in the Inventory Group field, and select "Senice Item"

» CASO001 - Cash Deposit Fee
v Tick the check-box to create the item in Pastel, and to be Displayed on the Invoice

v There is a fee payable at the bank for all cash payments made into the company's bank account,
therefor a charge must be created to bill the tenant in the case of a cash payment

v The charge is linked to the "Third Party Charges" item in the "Properties" tab, and to the "Reporting
Group" of "Other"

Novtel Customer Account: ( Please refer to Step 9 - Creating Tenants / Occupants)

» CAS001 - Cash Sales Account
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Step 2 - Novtel / Pastel Link 1

GL accounts and Entry Types linking

We strongly advice that you do not attempt to set up the rest of the tabs in the Pastel Interface
window, unless you have extensive knowledge of accounting.

Click on "Setup - Interfaces - Pastel"

Setup [JProcess  Reports  Email/Export  Import Help
o —
Branches E - 0 E
Campany R —
11 |12 [13 [14 |15
Charges e | Apr | dpr | dpr | dpe
Interfaces 3 M atel
User Defined Fields v Pastel
sers £ Passuards Ewolution

The Nowtel Charges created previously, as well as the GL accounts and Entry types created in Pastel as
instructed in Step 1, will be selected in the following tabs:

» Suppliers

» Commission
» Deposits

> POS

> Receipts

» Charges

When all fields are populated, click on "Accept" to sawve the settings
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12 Property Management

Step 3 - Creating Users and Passwords

Nowvtel Property Management comes with complete "Users and Passwords" functionality. You may setup as
many users as you wish - each with his/her own unique password and privileges.

The first user created will automatically be the "Administrator", and will have access to all functions in the
Nowtel program (usually the Owner, Supenisor or Manager). It is imperative that the "Administrator's" password
is kept secret.

The Username and Password is case sensitive - if the Password is entered in the setup as "James1234#",
and it is typed as "james1234#" or "JAMES1234#", the user will not be granted access to the system.

e Click on "Setup" and then "Users / Passwords"

ge i Standard 6.1.0.7 - Mo
Setup [} Process  Reports  Ernail /Ex
e
Branches

' Company |
Charges
Interfaces [

User Defined Fields

i Users / pasmmd*

i Documents
e Select "Add"
W Setup Users / Passwards V6107 '|
Uzers | Group
1 | il | b
{ Add ! Edit
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Step 3 - Creating Users and Passwords 13

e |n the "General" Tab enter the following:

» User Name (The Login Name); Password; First and Last Name of the User

" Add user @

F'ermissi-:nnsT FPastel T Options

Izer Mame |J ames *jj

Pazzsward |J ames123448 'ﬁ']_

First M ame |James 'ﬁ',_

Laszt M ame |West 'ﬁ'-j_

Accept | Cancel

® Proceed to the "Permissions" Tab. The first user created will always be the "Administrator". All privileges
are ticked in the check-boxes, since he/she will have access to all aspects of the system, being:

» Edit Properties; Branches; Charges and Categories
» Update and un-update Inwoices

» Select Novtel Database

» To Setup 3rd Party Interface and Users

> Issue Credit Notes and Negative Receipts
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14 Property Management

'ﬂ Add user

General

Permizzion Type I.ﬁ.dministratnr R
E %

dit Properties

Edit Branches
Edit Charges
Edit Categories
Ilpdate Invoices

Select Movtel D atabase

sk

3rd Party Interface

=

Accept | Cancel

e Proceed to the "Pastel" Tab. Please note that this tab will only be available if Nowel is integrated with
Pastel.

¢ The "Multi-Store" option will always be set as "001 - Default Store" if the Multi-Stores module is not installed
or in use in Pastel. Alternatively - if Multi-Stores are setup in Pastel, select the applicable Store by clicking
on the magnifying glass; clicking on the correct store,and click on "Accept"

¢ In the "Import Customer Documents to Pastel User" Field and "Import Supplier Documents to Pastel User"
Field, an accountant can be linked to the set of books related to this specific user. It is important to know
that you can make use of different Accountants, for different Users, Customers and Suppliers

" Add user

General T Permizzions

Options

Fulti-Stare

001 & [Defaut Store ;V/‘

Thiz rulti-ztare code is uzed when the uzer's shift
iz cazhed up by the supervizor,

Import Cugtomer Documents to Pastel User

IEIEI - Lovize V j

Impart Supplier Documents to Pastel User

IEIEI - Louize V/- ;I

Accept | Cancel
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Step 3 - Creating Users and Passwords 15

e In the "Options" Tab, there are different options to be selected:

> "Always Keep an Open Shift". This is not recommended, since an User can log in for his or her shift, and
the shift can stay open for a few days until the Supenisor closes the shift. The Cash-Up can then only be
done after the shift was closed

» Should you want the shift to be kept open, you need to select the "Supenisor for the Open Shift". Please
note that you will have to return to this tab once a Cashup Supenisor has been created as a User

» When you have a company with multiple Legal Entities, and there are different Database Sets - each
password protected - you can tick the check-box in order to "Allow Password Switching on Database
Sets". Each user can then log in with their same username and password for all the Database Sets

» Click on "Accept" to save all changes made, and to close the window

James now displays in the Setup Users / Passwords window. In order to now create the Cashup Supenisor,
click on "Add"

Setup Users / Passwords

|lzers | [Eroup |

' 1 | P

Add | Delete | Edit

Once again, in the General tab, enter the Username; Password; First and Last Name for this User

’ Add user [ﬂ]

F'ermissi-:unsT Fasztel T Options )

Izer Mame ID ave

Pazzword Isup'l |

Firzt Mame ID ave

Lazt M ame IG reen|
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16 Property Management

In the "Permissions" tab, select the "Supenvisor Cashup" option from the list. Dave will now have access to the

"Supenvisor" screen only. He will be responsible for opening and closing shifts, and to perform the part of the
cashup where the data from Nowtel is send to Pastel.

—
3eneral @ FPastel

Permizzion Type | =R ]

Jrd Party Interface ;I
|Jzers Setup

Jrupdate Invoices

[zsue Credit Motes

Megative Receipts

Supervizor Cazhup

In the "Pastel" tab, select the User in Pastel to which Dave's transactions will be imported, and click "Accept"

In order to now link Dave as the Cashup Supenisor to James' profile, click on James and then on "Edit"

; Setup Users [/ Passwords 3
|1zers | Group |
ﬂ D ave Supervizor Cazhup

Adrministrator

4 | 1

Add Delete

= Paormissicine Far o
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Step 3 - Creating Users and Passwords 17

Proceed to the "Options" tab and click on the arrow here to select Dave as the Supenisor to open shifts for
James. Click "Accept" to save the changes

W Edit user ﬂ

eneral T F'ermissiu:-nsT Paztel

[~ Always keep an open shift

Supervizor for open shift: I Dave

[~ &llow Paszword Switching on D atabaze Sel

Cancel

In order to create Users with limited permissions to the system, click on "Add"

; Setup Users / Passwords
| Users | Group |
ﬂ Dave Supervizor Cazhup
€ ames Adrniiiztrator
4| 1] [ 3
&dd Delete Edit

Copyright © 2016 Novtel® V 3.03 Louise Janse van Vuuren PM Version 6.1.0.7



18 Property Management

The manner in which this User type differs from the process of creating Administrators and Cashup
Supenvisors, is to select the "Permission Type" as "Custom". By default all the "permissions" are ticked. Un-
tick all the aspects you do NOT want the specific user to have access to.

» Bt user u

E

™

Paztel T Optionz

o
Fermizzion Type I Cusgtom @
E %

dit Properties

General

Edit Branches

v
I_
E dit Charges # [
Edit Categories I_
|Jpdate [rvoices IT

v

I_

Select Movtel Databasze

Jrd Party Interface

Accept | Cancel
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Step 3 - Creating Users and Passwords 19

Populate all of the other fields of information in the rest of the tabs and click "Accept" to save this User. When
all Users are created, click on "Close" to exit the "Setup Users / Passwords" window

Setup Users / Passwords E

| Uszers | Group |
€ dmin Sdrpinistrator

ﬂ Dave Supervizar Cashup

€ James Adrrinistrator

£ Mick Cuztom

Cuztom

a4 | m | r

Add | Delete | Edit

— Permizzions for Stella

Edit Properties v 3

Edit Branches

Edit Charges

Edit Categories

Jpdate Invoices

Select Movtel Database

Jrd Party Interface

|Jzers Setup _I
w

(o)
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20 Property Management

Step 4 - Setup Charges

There are various charges associated with the business of Property Management. These charges can be
described as items that are billed - either to the tenant, office or owner of the property. Plan the codes and
descriptions before creating them in Nowtel. There are no limit to the number of Charges to be created. Some
charges may even be created without a rate connected to it.

Examples of Charges include:
» Damages
» Water
» Electricity
» Cleaning before and after Occupancy
» Admin
» Contract Fee

Also note that some companies sell refreshments in the office, and these items must also be created as
Charges

e On the top menu, click on "Setup" and "Charges"

b Moviel Property Man i Standard 6.1.0.7 - Novtel Default - [ Item Grid]
W File Edit Mod& Setup ocess  Reports  Email/Export  Impert  Help

PR P _LII:I Branches h E - O E'

. Company
11 (12 [13 [14 [ 15 [FCHEE
Charges h dpr | Apr | Apr | dpe | Ape (T PR
2016 | 2016 2016 |2016 |2o1c |GEBE:
I Interfaces ol pon | Toe |Wed | The | Fri

e Click on "Add New"

[ ——— -— »
# Charge Setup ! V6.1.0.7 I—

Code I Dezcription | Amovnt I

Sart By IE::n:Ie ;I Search ||

Code I

D ezcription I

Charges I

{ Add New’ Edit Delete Cloze
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Step 4 - Setup Charges 21

e Enter the Code (Normally a 3 letter Alpha Code in conjunction with a 3 digit numeric code) and the charge
description

e Tick the check-box to "Create the Item in Pastel". If this is not done, each charge will have to be created
in Pastel manually, and then linked to the corresponding charge in Nowtel.

e If you don't want the amount of a charge to be displayed on the tenant's account in a separate line, un-tick
the "Display on Invoice" tick box. The amount will automatically be added to the rental amount

e Always enter the rate to be charged to the tenant in the Rate Incl field. If VAT is applicable, tick the check-
box to "Allow Tax", and the system will automatically calculate and enter the amount excluding VAT

id New Charge

Code [aDMODT

Description I.-’-'-.u:lmin ‘*",

¥ Create ltem In Pastel

*;
‘*:'. v Display On Invoice

\ [~ Blocked

{ General , T Froperties T Reparting ]
Rate Incl | 150.00 Charge Excl 13158 Bilow Tas [
Ilzer Defined Fiel
I1zer Defined Field 2
dzer Defined Field 3

dzer Defined Field 4
I1zer Defined Field 5

Paztel Inventary Code &I

Accept | Cancel |

¢ In the "Properties" Tab you can select one or more of the options presented to you when creating each
charge:

v POS item are selected when the item is sold or billed by means of the Point of Sale System

v The Shop Item option is selected when physical inventory items are sold. When this option is selected,
the POS Item is also selected

v The Payout Item option is selected when items are paid for via the company's petty cash

v' A Third Party Charge is a charge to be paid to a supplier such as the Municipality; Garden Senices;
Repair and Maintenance Companies etc.

v The Add before Commission Item (R) option: When this option is selected and the specific Charge is
inserted on a reservation's "Additional Costs" tab, the commission will be calculated on the entire
excluding VAT amount of the rent as well as the "Additional Charge". However, with this option, The
"Additional Cost" is not added to the "Landlord/Supplier's" amount, but your company will receive the
amount

v Deduct Before Commission Item (R): Please note that with this option, your company will also receive
any additional cost amounts entered on the reservation’s additional costs tab. When this option is
selected, the "Commission" will be calculated on rent only, and not on the "Additional Charge" as well.

v Refundable Charge Items are charges such as Refundable Key- and Breakage charges

v'Add before Commission Item (S): When this selection is made, commission is calculated on the
combined excluding Vat totals of the reservation and the Additional Costs. But in this case, the
Additional Costs will be paid to the Supplier, and is not an income for your company.
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22 Property Management

v Deduct Before Commission Item (S): When this selection is made, commission is calculated on the
Rent minus Additional Cost excluding VAT amount. Any Additional Costs will be paid to the Supplier,
and is not an income for your company, nor will your company receive commission on the full rental

amount and additional cost.

Mew Charge

Code |ADMO0

[+ Create ltem n Pastel

Dreszcription |.-‘-‘-.|:|min

I+ Dizplay On Invaoice

[ fudd Befare Comm Item [F]

=]

[ Blocked
e
General T {Properties , Reporting
N
f'r‘\lpus ltem -
I IISth [tem
[~ Payout ltem
[ Third Party Charges

Paztel lnventary Code |

4

Accept ‘ Caricel ‘
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Step 4 - Setup Charges 23

¢ In the "Reporting" Tab, select the group to which this "Charge" will report in Pastel.
¢ Notice that the Pastel inventory code does not display on the charge yet. This is due to the fact that the
importing process will only happen now as we click "Accept"

ﬁ MNew Charge
Code I.-“-‘-.DMEIEH ¥ Create ltem In Pastel

¥ Display On Irvoice

D ezcription I.-’-'-.dmin

[~ Blocked
Eeneral T Froperties T { Reporting , 1

Feport Group Other ;I

Refuse [=]

Rent [Charge] B

Turmover Rent i

Parking [

Rate: and Taxes =

S anitation —

Operational Costs

| Generators and Fuel E

Pastel lnventary Code &I

Accept | Cancel |

e The "Import Inventory Item" screen will only appear once for each created charge. Ensure that the selections
are made correctly, since it will never be accessible in Novtel again after clicking "Accept"

e The Charge code and description to be imported to Pastel is entered here as created by the User.
Customized Inventory Groups are setup in Pastel, but 2 default groups are available for selection, namely:
» 001 - Senvices
» 002 - Inventory Goods

25|

W Import Inventory Item

Code  |[ADMOOT

Description I.-’-'-.u:lmin

|ventory Group IEIEI1 - Services ;I

Excl Seling F'ricl_a 002 - Inwentor Goods

i Service kem

Accept | Cancel |
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24 Property Management

The Excluding selling price is also entered automatically. Now select either "Physical or Senvice ltem" to
classify the charge correctly. A physical item is selected when the Inventory Group is selected as "Inventory
Goods". These items are tangible items that are kept in stock and sold to a customer. Senice items however,

are charges such as municipal charges; adwertising; research; administration fees; insurance; transport;
medical and hygienic services etc.

Click "Accept" to complete the import process

@ Import Inventory Item |. 2 .|

Code  |ADMO0T

Deszcription |.-’-'-.|:Imin

|reventany Group |EIEI1 - Semices ;I

Excl Seling Price. | 13158 | O Physical ltem

“[G Service ltem
(.-’-‘-.I:cept }l Cancel |

The first charge has now been created. In order to view how the Pastel inventory code was created and
inserted on the Charge master file, click on the charge and then on Edit

# Charge Setup e =X

D ezcription
Ludmir

Arnavint
150,00

ADROOT

Sart By IEDde Search
Code |ﬂDMDm
Description I.-'-‘-.u:lmin
Charges |1 5000
AddNew | Edi Delete o
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Step 4 - Setup Charges 25

The Pastel Code is now visible here. Please note that if any charge is not linked to Pastel, it will influence the
cash-up process negatively

it Charge —
Code |ADkOO0
Dezcription v Display On lnvoice
[ Blocked
I N
General T Propertiez T Reparting

R ate Incl 150.00 Charge Excl 131.588]  Allow Tax |

Idser Defined Field 1
Idser Defined Field 2
Ilzer Defined Field 3
Idzer Defined Field 4
Ilzer Defined Field 5

Fasztel Inventany Code ADKMOD  Admin

Al

Accept | Cancel ‘

Click Cancel to exit the window. In order to create the next charge, click on "Add New" again.

—— 52
Code D ezcription | Aot |
A0M001 &drnin 150.00
Sart By Code j Search

Code |

D escription |

Charges |

(" bed New ! | Bl
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Step 5 - Setup Company

On the top menu, click "Setup - Company", and enter the details in the tabs as shown below:

W File Edit MudiQ

a7 -u|:'

Charges

Branches

Company

v=

® Novtel Property Management Ultimate Standard 6,107 - Novtel Default - (ltem Grid] |

!Setup _)mcess Reports  Email/Export  Impert Help

Apr | Apr

& -® B
alla | 1z 13

-

Apr

14
Apr

15
Apr

In the Company Details tab, enter all the details correctly, since it will be reflected on all correspondence to
your Tenants and Suppliers. The company e-mail address refers to the e-mail address where you want Nowtel
to send all correspondence, and the e-mail address of the computer refers to the address of the specific
computer if - it's on a network.

VEB.1.0.7 '

P05 T Images T B anking Detail T R eceipting
( ‘Company Detailz: General T Finarcial Preferences
Mame : |N-:|'-.-'tel Property Demo
Tel: |0261 B 82 35
Fax: |
Cell: |
Company Ermail : |iﬂfD@ﬂD"."tE|.CDI’I’I
Address - |Office Park,
1wt 30
Diaz Bouleward
Mozzel Bay
ES00
Email Address : | admin@novtel com
[Far this computer)
Computer Location : | Administrator
Accept Cancel

Copyright © 2016 Novtel® V 3.03 Louise Janse van Vuuren

PM Version 6.1.0.7



Step 5 - Setup Company 27

* Proceed to the "General" tab. Novtel is equipped to manage not only your own company's properties, but
also acts as a rental agency where different Landlords can list their properties with your company to
manage rentals. Novtel is also not limited to manage a certain type of property, but can manage Industrial,
Commercial; Residential; Communal; Short Term; Long Term; Levied and Body Corporate properties
simultaneously. For demonstration purposes, we have selected the "Novtel Default (All in One)" option.

e The Automatic Refresh Interval will prevent two employees adding the same tenant or property to the system
at the same time. We have this interval at 60 seconds
e The number of rows allow you to change the number of properties you want to see on the main grid. This will
only come into effect when the actual properties are added to the system.
e The number of columns represent the number of days on the Grid to be viewed in advance
® You also need to activate certain features in the system such as:
» Monthly billing - This feature is used when a Tenant rents a property on a month-to-month basis.
» Access control system - if applicable. The feature is used if you have a security complex to manage,
with an installed security system which includes a boom gate at the entrance. If the tenant has not

paid his/her account the system will deny access to the complex. (This is not part of this tutorial,
since it is highly specialized hardware and software)

» Force Agent Commission. Agents are created in Pastel, and if your company makes use of Agents,
activate the Agent Commission option

» If your company manages Levied properties, activate the option to charge a Fixed Landlord Lewy

» Should you choose to set a booking "Overlapping Period," the number of days can be set here. This
will come into effect when the "Overlapping Period" is set to 1, and a Tenant's arrival is on the same
date as the departure of the previous Tenant

» A "Grace Period" can be set for a certain number of hours to allow for late departures from a property
- especially in the case of short term/holiday bookings. Departures after the “Grace Period” has
elapsed, will result in an extra day charged

» When the "Unique Rate Description" check-box is ticked, the system will prevent the User from
entering the same description more than once.

I L= ) I _IIIILI Lr! I Uulw I IILrLrLrﬂ.H.IIIH
Company Details T @T Financial T Preferences

il -1
Thiz Database Manages: 1. Novtel Default (4l In Dife]  ~ | )
Autamatic Refresh Interval Ii Serarik
Enter 0 to disable automatic refresh 50
Murnber af rows on Grd 18
Murnber of columng on Grid 45

Activate Monthly Billing f* vYes Mo

Activate Access Contral (" Yes (¢ Mo
Activate Recuring Maintenance - (=

Force Agent Commizzion ~ Yez * Mo

Fixed Landlord Lesy (™ Yes (& Mo

Allow rezervations ta averlap by I_'Iﬁ dayz
Al Grace Period of |_2j hours
Urigue Fate Desc rd
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. Proceed to the "Financial" tab. If your company is VAT registered, tick "Yes" to use tax, and set the

percentage VAT on your transactions

. Enter the company's Tax Number
. Should your manage short term or holiday rentals, the "Allow Season" option must be selected

. According to your company's requirements, select or de-select the option to use the detailed open item
system. This however, is not part of this tutorial. Please consult your company accountant and
management on which option to select

. Should you make use of electronic payments, select the option and enter the company code in the field
provided. Also select the bank of preference from the list

[ FOS T Images R eceipting

Company Details T General

Preferences

[ Remove Bemarks from exported Pastel Documents

WaT fGST / Sales Tax =
Use Tax @ Ve Tax Percentag 14 %

" Mo
TaxNumber  [123456783 €

9 v Allow Seasons o v Usze detailed open tem syshen

Drebit Order # Electronic Payment

a v Uze Electronic Payment {* Standard Bank

~
Caompatny Caode: (0007
~
~

Accept Cancel
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¢ In the "Preferences" tab, there are different selections to be made. The first section pertains to "Meter
Readings". Nowvtel Property Management incorporates a Water Meter reading system which is not part of
this Basic Manual.

¢ In the "Booking Editing" field, the option is presented to disable the deposit tab when a booking is made and
when it is linked to a contract. It is not recommended to select this option, because a deposit can be raised
directly on the booking when it is made.

e The "Recurring Billing" section presents the options to:
» Bill communal bookings separately from all other bookings
» To create a database backup before each recurring billing roll

e The Customer Inwoices section lets you select the option to "Show total due amount on the Customer
Invoice"

e One of the features of Property Management, is that a full record of maintenance can be kept on each
property. In order to manage the maintenance effectively, Maintenance items; types and locations are
created. It is important to know that different companies can be managed by means of datasets in Nowtel.
When the option to sync all of the maintenance items, types and locations across all datasets when it is
created, edited or deleted, the action will be applied to all datasets simultaneously. If this is not supposed to
happen, leave the option un-ticked

[ POS T Images T B arking Detail T _ Receipting

Company Detailz T General T Financial Preferences |

keter Feadings
[ Post detailed price to Pastel
[v Post remark to Pastel

Booking Editing

[ iDzable deposit tab in booking when linked to contrack

Recuring Billing
[ Procesz communal linked bookings seperately

[w Create a database backup before each recuring billing rall

Customer |nvoices

[w Show total due amount on custamer invoice

kd aintenance

Sync all Maintenance tems, Types, and Locations
accrozs all datazets when created, edited, or deleted

Accept Canicel
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e Now proceed to the “POS” tab in the Company Setup window. Nowtel Property Management is equipped
with a “Point of Sale” system. As explained in Step 4, “Charges” are created and classified as either a:

>
>
>
>

POS ltem

Shop Iltem

Payout Item

Third Party Charges etc.

e When a Charge is classified as a “POS and Shop ltem” it will display in the “Point of Sale” screen when
such a transaction is processed. The settings on how the “POS” system can be utilized, is setup here.

>

If the user is allowed to allocate discount, tick the check-box in order to enable discount, and then set
the maximum discount percentage to be allocated on a sale. We have entered 5%. In the “Point of
Sale” window itself, the user can then allocate the discount up to 5% when a transaction is
processed.

If discounted sales are not allowed, leave the check-box unticked. The “Maximum Discount
Percentage” option will now be inaccessible in the Company Setup POS tab. In the “Point of Sale”
screen itself, the option to allocate discount will now also be disabled.

The function of enabling or disabling the quick scan option is as follows:

+ When the check-box is selected and a transaction is in progress in the “Point of Sale”
window, an item can be selected for selling by double clicking on it. The quantity can then be
increased by either double clicking on it again, or to keep on clicking on the arrow pointing to
the left, until the correct quantity to be sold, is reached

% Alternatively: When the “Quick Scan” option is not selected, a communication box will open
where the quantity can be inserted after selecting each individual item to be sold.

Inventory is captured in Pastel, and it then reflects in Novtel. In order to be able to view the quantities
on hand; quantities sold, and quantities on Sales Order and Purchase Order in Pastel — directly from
the “Point of Sale” window in Nowtel — select the check-box to show the inventory details. This way,
the user will always be aware of inventory levels and enables them to alert the appropriate department
to re-order stock

W Cormpany Setup @

Company Details T General T Financial T Preferences

Images T Banking Detail T Receipting

Front Desk

Enable Dizcount r Enable Quick Scan v

blaw Discount Percentage IEI ﬁ Show Inventory Details v
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e Click on the "Images" tab. Some companies download digital images to the "Pictures" folder on the C-drive.
Simply create these folders by clicking on the "Start Menu" and selecting "Pictures”.....

Accounting Partner W14

Louise
Movtel Equiprnent Hire

Docurments
Movtel Hospitality

Pictures
Mowtel Relations Managerment .

Mowtel Farms Designer
Cormputer

Movtel Self Storage
Contral Panel

Froperty Forms Desigrer
Devices and Printers

MHUnlock - Shortc .
Default Pragrarms

Help and Support

Wfin o

Pasinl

.... and creating folders for "Properties" and "Occupants"

E=N Eol =%=
(m.hg] v Libraries » Pictures » - | +4 | | Search Pictures 2 |
Organize = Share with = Slide show New fol =« [l @

3T Favorites — Pictures I|brary e
Bl Desktop Includes: 2 locations
4 Downloads B SE— - -
-

(e
= Recent Places

4 Libraries
@ Documents
J' Music Mewr folder Occupants Properties
[ Pictures

m
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Now click on the magnifying glass next to "Property Images Path"....

W Company Setup

(]

[ Company Detalz
POS

T Financial

T Preferences

Banking Detail T

Receipting

Property Images Path |

2D

Occupant Phata Path |

J |

Browwse for Folder

Please choose a folder,

(o]

B Deskiop
: E‘h Mebwork
”j - Libraries
> J‘. Music
; E Wideos
> 3 Docurments
) 4 [ Fictures
ﬂ 4 | My Pickures
| Mew folder
, occupanks

e | Propetties

m

5 I

] [ Cancel

.... Browse for the path as follows: Libraries - Pictures - My Pictures - Properties" and click OK
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The path has now been inserted. Click on the magnifying glass next to the "Occupant Photo Path"...

ﬁ Company Setu
pany P

T Financial T Preferences
Banking Detail T Receipting

General

[ Company Details
POS

Images

C:h U serg' L ouize\Picturez\Properties

Property Images Path

Occupant Phota Path | i]

.... and follow the exact same procedure as described abowe - but select the "Occupant" folder before clicking
OK

Browwse far Falder IEI
Please choose a folder,
B Deskiop -
» €l Mebwork
01 - Libraries L
s J‘. Music 1
- B videos
> 3 Documents
4 | Pictures
4 o) My Pictures
w0 Mew Folder
9 | Qccupants
| Properties -
e Ik ] [ Cancel
Both Images paths have now been inserted
W Company Setup @
[ Company Detailz General T Financial T Preferences
POS B arking Detail T R eceipting
Property Images Fath ||::"-.L| sershLouizehPictures \Properties ﬂ
Occupant Phato Path | T\ sershLouisehPicturestOccupants
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The Banking Detail tab represents the Company's Banking details, and all details must be entered correctly

[ Company Details T General T __ Financial T Preferences

POS T Irmages ﬁanking Detail i Receipting

Heading |

Bank |

Branch |

Branch Code |

Aocount Mame |

Account Ha |

And finally, click on the "Receipting" tab and set your company preferences pertaining to how receipts are
handled. Now click "Accept" to save the entries in all of the tabs.

W Company Setup 3|
[ Company Details T Feneral T Financial Preferences
POS T Images T Banking Detail T@
Auta Allocation Prioity [tem: | Deposit j

[v Irvoke Auto Allocation on enterning receipt tatal

[v Continue receipting on accept

[ Suppress printing receipts
[ Allow rultiple databaze set receiptz

[~ Manually set receipt prefis

Pleaze note when enabling multiple datazet processing:

The uzer name uzed far shift pracessing links only on the name of the uzer only.
The uzer name in bath databases must match exactly. eq: Peter and peter are
different and will not match.

! Accept 2' Cancel
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Step 6 - Creating and Editing Categories

e The purpose of creating categories, is to enable the User to print reports according to "Categories", and
ultimately to link rates to specific categories by which all properties linked to this category, can be billed.
Examples of Categories may include:

» Different stages in a building project, such as Phase 1: Block A; Phase 2: Block B etc.

> Different floors in the same multi-storey building can be created as categories

¢ In order to set up categories for properties owned by your company, click on "Edit - Categories"

» Mowtel Property Management Ultimate Standard 6.1

W Fife dify  Setup  Process  Reports
- Property

L[ ]

Tenants

Suppliers
Rates

Cateqories h

e Click on "Add New"

» Cateqory Setup @

M ame |

Dezcription |

Detailed
Haotes

Gdd e } Cloze
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e The coding and descriptions are up to your company management, but for demonstration purposes, we will
use the following:

1. The name of the Category is coded: A1
2. The description is "Phase 1: Block A"

3. In the Detailed Notes section, the details pertaining to category is entered. In this case the notes state
that this Apartment building consists of 2 bedroom apartments

4. Should some of the apartments in this category be the property of your own company, the "Sub Rental
Category" check-box is not ticked, and for the purpose of this basic manual, the Customer Rental
Amount including VAT is the only amount to be entered. When this category is linked to a property, and
the billing method is selected on the contract to bill the tenant by means of the category price, the
amount of R5700.00 including VAT will be selected automatically.

5. Click Accept to save the category

[® Add Category T |
Sub-Rental
Name 0"*‘1 r Categany o

Description IF'hase 1: Block & 6

Cuztomer Fental Amount [Incl]
5700.00

. — - Supplier Rental Amaunt [Incl]
Detailed Apartment building & congists of
Motes 2 bedroom apartmentz I p.00

{3 ]

tarket-Related T ariff Per m @

I 0.00

Subgidized T arniff Per m

I 0.00

e Accept | Cancel

The first category now displays in the "Category Setup" window, and when this category is highlighted, the
name, description and detailed notes are displayed as entered. In order to now create a category for sub-
rented properties in the same building, click on "Add New"

Phaze 1: Block &

Mame I.ﬂ-.'l

Dezcription IF'haSE 1: Block &

Detaled Apartrment building & consists of
Motes 2 bedroom apartmentz

i Add Mew b E dit Delete Cloze
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Management decided that all categories for properties owned by our company, will be coded as either A1; A2,
A3 etc. The sub-rented property categories will be coded as B1; B2; B3 etc.

» Therefore, this Category is coded as B1;
» The description is entered as Phase 1: Block A (SR);
» And the detailed notes are: "Apartment Building A consists of Sub Rented 2 Bedroom Apartments;

» The amount due to the Supplier of the property is R5700.00. Howewver, the Customer Rental Amount is
R6270.00. The difference is R570.00 - which is the 10% commission fee due to our company for managing

the rental property
Sub-Rental

» Click "Accept" to sawe the category
™
Category Cuztomer Rental Amount [Incl]

Description |Phase 1: Block & [SR) | B270.00

M ame B1
Supplier Rental Amount [khe

Detailed Apartment Building & conzists of
Motes Sub Rented 2 Bedroom Apartments | 5700.00
Market-Related T ariff Per m®

| 0.00

Subzidized T ariff Per m ®

| 0.00

e

Cﬁ.ccept * Cancel

¢ In order to edit your categories, click on the specific category and then on Edit. After making the relevant
changes, click "Accept"

e To remove a Category, click on it, and then on Delete. Please note that if a Category is linked to a property,
it cannot be deleted

e Click on "Close" to exit the Category Setup window

A1 Phaze 1: Block &
B1 Phaze 1: Block & [SR]

M arme |E'|

D escription |F'hase 1: Block & [SR)

Detaled
M otes

AcdNew | Edt | Delete ] e E

Apartment Bullding & conzists of
Sub Rented 2 Bedroom Apartments
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8 Step 7 - The Fictitious Supplier List

LANDLORDS

Mr Vernon Black

Address: 789 Rodeo Drive, Claremont, 8888
Cell no: 077 123 456 789

Email: vblack@hotmail.com

Mr Ken Marshall

Address: 36 Denver Street, Newlands, 8887
Cell no: 071 123 456 789

Email: kenmar@telkomsa.net

Mr Jake Espin

Address: 4 Mitchell Street, Bellville, 0000
Cell no:078 123 456 789

Email: jake.e@telkomsa.net

Nowtel Property Managers

Address: Unit 30, Diaz Office Park, Diaz Boulevard West, Mossel Bay
Cell no: 0861 66 88 35

Email: info@novtel.com

SERVICE PROVIDERS

Fred's Electrical

Supplier Category: Electrical

Supplier Senvices: Fixed Swimming Pool Pump
Address: 25 Fourth Street, Bellville, 2222

Cell no: 083 123 456 789

Email: fred@electrical.co.za

Pete's Plumbing

Supplier Category: Plumbing

Supplier Senrvices: Replaced Geyser; Replaced Tap
Address: 14 January Street,Durbanville, 2223

Cell no: 082 123456789

Email: pete@plumbing.co.za

Anton's Repairs

Supplier Category: Maintenance

Supplier Services: Replaced Lock; Replaced Door Hinges
Address: 55 Lakeview Street, Panorama, 5555

Cell no: 082 123 456 789

Email: anton@maintenance.co.za
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Creating Suppliers

¢ In Nowvtel Property Management, "Suppliers" refer to any person or business that offers a senice to your

business in exchange for money. "Suppliers" can also refer to "Landlords" or "Property Owners"

e There are different types of suppliers - For example:

1. Plumbing and Electrical companies are supplying a senice
2. "Landlords" are suppliers of properties

3. Your own company as a Property Managing entity, will be paid by the "Landlord" for rendering a
senice

4. The local Municipality is a Supplier of water and electricity

¢ In order to manage all "Suppliers" effectively, you need to create "Supplier Categories" and "Supplier
Services" first, for these will be linked to the Supplier on the Supplier Master form. On the top menu, click

on "Edit - Supplier Categories”

® Novtel P

rty Management Ultimate Standard 6.1.0.7 - Novtel Default - [ Item Grid]

a7

W Hle [Edit Ig:mllﬁ,r Setup Process
_._._.r

Reports  Email/Export  Import  Help

&= ;-0 g - Qb
Tenants
] 11 (12 |13 |14 [ 15
Suppliers dpr | A | Apr | der | Apr
2016 |2016 |2016 |2016 | 2016
Rates Mom | Toe | Wed | The | Fri
Categories

Supplier Categories

Dezcrption

Cloze |
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e Enter the code and the "Category" name, and click on "Save"

Name LCancel
IEIectrical

Code | D e=zcription |

e Click on "Add" again, and repeat the process until all your "Categories" have been created. Click "Close"
when it is done

Code
|EI1
Mame E dit
IEIE::triu:aI
Delete
Code | D ezcription |
m Electrical
nz Plurnbing
03 M unicipal
n4 b aintenance

£ Cloze b

Copyright © 2016 Novtel® V 3.03 Louise Janse van Vuuren PM Version 6.1.0.7



Step 7 - The Fictitious Supplier List 4

e The second step is to create the types of senices one would expect to be performed by senice providers.
Click on "Edit - Supplier Services"

#® Novtel Property Management Ultimate Standard 6.1.0.7 - Novtel Default - [Item Grid] |
W Rie [Edit gldiﬁ,r Setup Process Reports Email/Export  Impert Help
= by - @
T 2 -8 - @0
dih . i =
enants
_ 11 |12 [13 [ 14 |15
Suppliers Apr | Apr | Apr | Apr | Apr
2016 | 2016 |2016 |2016 | 2016
Rates Men | Toe | Wed | Tha | Fri
Categories
iew Supplier Categories
O Supplier Services Mobile Phone
£ =

[ ]
m
-]
=g
@
-
-
=
o
o
o)
o
o
o
>
a
o
o
o
o
=.

S
=
o
5
=
)
~—
0
o
(2]
cgo
s
o
o
>
a
o
=

Q
o
5
»
%

Save

Cancel

Feplaced Geysel

Code | D escription
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e Click on "Add" again, and repeat the process until all your "Services" have been created

N gﬂuppﬁer Service

Code
SEROOM
Mame E dit
|Heplau:eu:| Fepzer
Delete

Code Dezcription

SEROOT Replaced Geyser

SEROOZ Replaced Lock

SEROOZ FRepaired Swimnming Pool Purmp

SEROO4 Feplaced Door Hinges

SERONS Replaced Tap

SERONG Funicipal

( Cloze !I

e Click "Close" when you are done
¢ In the future, when you need to create more "Categories" and "Services", simply add to the lists

e Now we will use the supplied list in the beginning of Step 7, to create the "Landlords/Service Providers".
Click on "Edit" and then "Suppliers".

’ Movtel Property Management Ultimate Standard 6.1.0.7 - Novtel Default - [ Iterm Grid]
W Rie [Edit g:diﬁ.r Setup  Process Reports  Email/Export  Import  Help

Property =
e R -0 -®
o . 5 =
enants
- 0 11 12 13 14 | 15 16
Suppliers P | apr | Apr | Apr | Apr | Ape
2016 | 2016 |2016 | 2016
Rates Won | Tue | Wed | The

e Click on "Add New"

Murnber | Description | Telephane | Fax | Fefresh

S Add Mew !
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We will now create all Landlords first, starting with Mr Black.

e Standard practice dictates that the account code consists of a 3 letter alpha code - which will be the first 3
letters of Mr Black's Surname - followed by 3 numbers such as 001. In this case, the code is created as
BLAOO1

e The account description is: Black, Vernon
e Now click on the arrow next to "Type, and select "Landlord / Proprietor"

Suppliers - . ﬂ

e
Account Code |B LA0m (1] Type | U= | )
Descrption |E lack, "Yernan 9 W

¢ In the General tab, enter the Postal address (In Mr Black's case, the postal address is also the delivery
address, since he does not have a Post Office Box). Enter all contact numbers and the e-mail address. We
will not link Landlords to a Supplier Category and Senvice

“ Suppliers — . ﬂ

Account Code |EL-"-"-|:||:|1 Twpe |Landlord / Proprietar j

Description |E=Ia|:k, Yernon

T —

{ General , T Deliveny Address T Idzer Defined Fields T Bank Detailz

Fostal 4ddress  |[783 Rodeo Drive Telephane Mo ||:|?? 1234567813
Claremaont
=5an Fax Mo |

Mobile Phone 077 123 456 789

E mail Address |'-.f|:u|au:k@hu:utmail.u:u:urd

Supplier Categomy x" ﬂ Service | xr ﬂ
+ 4

Save ‘ Cancel
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Now proceed to the Delivery Address tab. The physical address of Mr Black must be entered here, and as

explained previously, his postal address and delivery addresses are the same.

m

Account Code |E|.-"5'-|:||:|1 Type |Lanu:||u:uru:| 4 Proprigtar

D ezcription |Bla-:k, Wernon

[~}

Delvery Addrezs 739 Rodeo Drnve
Clarernont
Catatata

General Delivery Address User Defined Fields T B ark Details

Save

Cancel

e The User Defined Fields tab is only used if customized fields for Suppliers have been created. This is not
part of the Basic Manual, but for information purposes, the fields are created in "Setup - User Defined

Fields"

e Proceed to the Bank Details tab. In this tab there are mandatory fields to be populated, such as the
Transaction Code; Branch Number; Account Number and Account Name. It is important to enter the
banking details correctly, since most companies are making use of EFTs. Also enter the User Reference

and tick the check-box to Use Electronic Payment
e Click Sawe in order to add Mr Black's account to the system

M—__q

Account Code |EU-"-UD1 Type |Landl-:urda’F'n:uprietl:nr

Drescription |Bla|:k, Wernon

=}

General T Delivery Addreszs T IJzer Defined Fields T Bank Details

Tranzaction Code: * (0000011 Account Mumber: #

00000000001 23456739

Branch Mumber: * 123456 Account Mame: =

YERMOM ELACE.

Method of Payment: |2 = Bank Transfer | User Refersnce: |BLADDT

Account Type: |1 = Curent j (Ea;tmnic Payment / Save Bank De@q

Mandztory Fields *

V61.0.7 CS‘“’E )'

Caricel
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Step 7 - The Fictitious Supplier List 45

Mr Black is now the first created Landlord. In order to create Mr Marshall, Mr Espin and Nowvtel as Landlords,
click on "Add New" and follow the same steps as explained previously.

Murnber Dreszcription Telephone Faw Fefrezh

E Add Mew !

Edit

BLADD Black, Wernon 077 123 456 3¢

After creating the last landlord, click on "Refresh"

Mumber D ezcription Telephone Fax g F;Efregh !
WOMODT | Movtel Property Manager | 0861 BE 88 3

Add Mew

Edit

VEB.1.0.7

All created Suppliers will now be displayed in the Supplier Setup window. In order to now create all the Senvice
Providers, click on "Add New"

MHurnber Dezcrption Telephone Fan : Refresh
EL.&,'DD‘I Elack? Uernnn D?? 123 455 ?89 Peccrceom _ - .........................
ESPO0T  |Espin, Jake 078123 456 789 g Add New 2
MARDDT [ Marshall, Ken 071123 456 789

MOWVOD | Maowtel Property Manager | 0267 55 83 35

Fred's Electrical is the first Senice Provider on the list, and the type must be selected as such.

Suppliers

Account Code |FHEUD1 Tvpe | Service Pravider (
[Landlord # Proprietar

Service Provider

Description |Freu:|'s Electrical
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Enter the Postal Address; Contact Numbers and E-mail address, and click on the search option next to
Supplier Category. This is now where the main difference occurs between creating Landlords, and creating
Senvice Providers.

M

Account Code IFHEUDT Type ISewice Provider ﬂ

Description IFred's Electrical

General T Deliveny Address T Idzer Defined Fields T Bank Detailz
Postal Address |25 Fourth Street Telephone No ||:|53 123 456 789
Bellville
5593 Fax Mo I

tobile Phare |na3 123 456 789

Email &ddress Ifred@electrical.cn.za

Supplier Categon I EI Service I ;I

VB1.0.7 ' Save | Cancel

The window containing all created Supplier Categories will now be displayed. Double click on the 01 -
Electrical category to select it.

Supplier Categorie V6.1.0.7 IS

Select a Categony:

Code D'ezcription Select |

0z Flurbing
03 Municipal
F 04 M aintenance |
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Step 7 - The Fictitious Supplier List 47

The Category has now been inserted on the Supplier Master File. Now click on the arrow next to Senice", and
select "Add to List". This process will now link the senice, category and Senice Provider

Suppliers

B

Account Code IFHEDD'I Tupe ISewice Provider

Dezcrption IFred's Electncal

,:: General ) T Delvery Address T IJzer Defined Fieldz T Bank Detailz
Postal Address |25 Fourth Steet Telephane Mo ||:|53 1273 4RE 729
Belvile
2222 FaH ND I
Mobile Phone  |083 123 456 789
Ernail &ddress Ifred@electrical.ca. za
Service ||

Suppler Category |07 - Electncal e ﬂ

| Remove From List...

Cancel

Save

The list containing all created Supplier Senices will open, and the senice to be linked is: Repaired Swimming
Pool Pump. Double click to select it.

Add Services To Suppliers List
N PP

SERDOO3

Code | D ezcription | Select |
SERDO Replaced Geyszer
SEROOZ Replaced Lock,

R epaired Swirnming Pool Pump

SEROO4 Replaced Door Hinges
SEROOS Replaced Tap
SEROOG M unicipal

The particular senice has now been removed from the list. If there were more "Electrical Senices" to be linked
to Fred's Electrical, those senices could also have been doubled clicked to be selected. Click Close to exit

the window

# Add Services To Suppliers List

23|

VE6.1.0.7 b

Code I Dezcription I Select |
SEROOT Replaced Geyzer
*_IS EROOZ Replaced Lock
(SERND4 Replaced Door Hinoes
SERDOOG Feplaced Tap
SEROOE Municipal
,; LCloze }
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48 Property Management

When we click on the arrow next to senices, SER003 - as selected - is linked to the Electrical Category, as
well as Fred's Electrical
Proceed to enter the details in the other tabs as explained previously, and click "Accept" to save this account

Suppliers
! PP _ E!

Account Code |FHE|:||:|'| Tupe |Serviu:e Provider ﬂ

D ezcription |Fred's Electrical

General T Delivery Addreszs T IJzer Defined Fields T Bank Detailz
Postal Address |25 Fourth Steet Telephone No ||:|33 123 455 789
Belvile
555 Fax Mo |

Mobile Phone 083 123 456 729

E mail Address |fred@electrical.m.za

Supplier Category |07 - Electrical E Service

Add Tolist., vt
R emove From List... =

When the "Refresh” button is clicked, all Suppliers will be displayed in Alphabetical order, and not according
to the classification as either Landlord or Senice Provider. Now click on "Add New", and create "Pete's
Plumbers" and Anton's Repairs as explained

M urnber Description T elephone Fan E' Fefrezh

BLAOM Black, Vermaon 077123 456 789

ESPO0T M| Espin, Jake 078 123 456 729 { Add Mew 2'
FREOD red's Electrical 083 123 456 789
MARDOT W Marshal, Ken 071123 456 729

MO0 | Mowtel Property Manager | 0861 BE 88 35
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Step 7 - The Fictitious Supplier List 49

Click Cancel when all of the Suppliers were created

| W Supplier Setup

M urnber Drescription Telephone Fax { Refresh
ANTO | Bnton's Flopaie P —.
BLAODT | Black, Veman 077 123 455 739 Add New
ESPO0T | Espin, Jake 078 123 456 783 _—
FREOOT | Fred's Electrical 083123 456 789
MARDDT | Marshall, Ken 071123 456 733
WOWO0T | Mowtel Property Manager | 0861 BE 88 35
PETOOT | Pete's Plumbing 082 123456789

Search

{* Murnber " Description -
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Step 8 - Property Master Files - Creating Branches

The functionality of creating "Branches", is to setup regions within a city or town to which the properties are
linked. According the "Branch" color displayed on the Grid, the User can ascertain the region where the
property is located, without actually opening the Property Master file. In a city like Cape Town, some of the
"Regions" are:

» Atlantic Seaboard

» Northern Suburbs

» Southern Suburbs

To start creating these Branches, click on "Setup - Branches"

-" Movtel Property Mana‘ﬂgn:ﬂ.ll.l_!tirrﬂte Standard 6.1.0.7 - Movtel Default - [ Ttem Gri
W File Edit Modi !Setup }'Dcess Reports  Email/Export  Import  Help

dn " e g [ e - hﬂ'OE'

3 Company

In the Branch Setup window, click "Add New"

W Branch Setup

Azzigned Calaur I:l
City

Country

Edit [Delete Cloze

We recommend that a light color be selected for all Branch colors, since the Property Code is printed in black
within the Branch Color on the Grid. Click on a color and then on OK

5|

Color |

Basic colors;

ARGy i
A B
u .

ok | Cancel

=
L1
.
|
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The assigned color is displayed at the top of the window. In the "City" field, enter the suburb's name. We will

start with Atlantic Seaboard, and the country is selected as South-Africa. Now simply click "Accept" to sawe
the Branch

# Add New Branch [

Azsigned Colour Address

City Atlantic Seaboard

[Eouth 2ic I

=+

Country

South Georgia .
Spain &

Uek I [~ Our Branch
Faw: I
e-rail: I

website: I -
{ Accept P Canicel |

Now click on "Add New" again and create the Branch for the Northern Suburbs, and then for the Southern
Suburbs. Remember that you will not be allowed to select the same branch color more than once.

ranch Setup B

[] Atartic Seaboard — South Africa
Azzigned Colour I:l
City

Coauntry

Add Mew -j E dit | Delete | Cloze

Click Close when all of the Branches have been created

W Branch Setup

[] &Hantic Seaboard — South Africa
[] Marther Suburbs  South Afica Assigned Colour I:l
[ Southem Suburb:  South Africa City

Courntry

E dit | Delete Cloze
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9.1 Creating Areas

¢ |n a City like Cape Town, there are many Areas within a Suburb. For demonstration purposes, we will only
create the following Areas:

» Claremont
» Newlands
> Bellville

» Durbanville

e To start creating the Areas, click on "Setup - Areas"

«’ Moviel Property Management Ultimate Standard 6.1.0.7 - Naowt
W File Edit Modi [Setup cess  Reports  Email/Expo

,.'--—.—--F""
- _LII:I Branches
(] ] |

. Company

Charges

I Interfaces »

. User Defined Fields

Users / Passwords

Al Properties Documents

™ Asvailable Properties

ievs Properties
|V Cash Drawer

Ckl | Mew Fe Deposit Interest Rates
Checklist

|2016/04/08 ~| |2016/0
awess ff—
e T T I e T
e Click on "Add"
W Area Setup
Code Dezcription
Edit
Delete

¢ The line beneath the Code and Description columns will now be highlighted. Simply click in the line beneath
"Code".

> We will use the first three letters of each Area and add 01 for the Code.

» The Description is the Area name.
» Click Save

-
W Area Setup

Code Dezcription 1', Save 2|
| Claremont ﬂ

Eanu:el
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e Click on Add again in order to enter the next Area, and repeat the process until all Areas have been created

W Area Setup

25|

Code

CL&00

Drescription

Claremaont

&dd

Edit

Delete

¢ In the future, you will be able to add more Areas to the list. In order to exit the window, click on Close

DLRO1

# Area Setup B
Code D'eszcription Add
CLADM Claremant E i
MEW Hewlands
BELO1 Belvile Delete

Durbanville

Copyright © 2016 Novtel® V 3.03 Louise Janse van Vuuren

PM Version 6.1.0.7



54 Property Management

The fictitious Property List

Address: 17 Mountain Rd, Claremont, 8888

Branch: Southern Suburbs

Type: House

Floorspace: 128

Area: Claremont

Erf Number: 123

Ownership: Managed

Owner: BLA0O1

Original Rental Amount: R5000.00 per month - No VAT charged

Address: Shop 47, Maritz Building, 10th Avenue, Newlands, 7000
Branch: Southern Suburbs

Type: Commercial

Floorspace:

Area: Newlands

Erf Number: 789

Ownership: Managed

Owner: BLA0O1

Original Rental Amount: R8000.00 - Allow Tax

Address: Shop 22, Marula Street, Bellville, 8888
Branch: Northern Suburbs

Ownership: Owned

Rental Type: Commercial

Area: Bellville

Erf Number: 147

Original Rental Amount: R6000.00 - Allow Tax

Address: Warehouse 4, Harry Circle, Durbanville, 7000
Branch: Northern Suburbs

Ownership: Owned

Rental Type: Industrial

Erf Number: 963

Area: Durbanville

Original Rental Amount: R10 000.00 - Allow Tax

Address: 55 Sunset Crescent; Unit 4, Industrial Park, Bellville, 7000
Branch: Northern Suburbs

Ownership: Managed

Owner: MAROO1

Rental Type: Industrial

Area: Bellille

Erf Number: 258

Original Rental Amount: R10 000.00 - Allow Tax

Address:11 Park Street, Newlands, 8000
Branch: Southern Suburbs

Type: House

Area: Newlands
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Erf Number: 7425
Ownership: Managed

Owner: ESP001
Original Rental Amount: R9000.00 - NO Tax
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Creating Residential Properties

¢ Note that up to this point, the Grid itself has not changed at all. We are now ready to start creating

properties, by clicking on "Edit - Property".

——
/N Novtel P rty Management Ultimate Standard 6.1.0.7 - Novtel Default - [ Iterm Gri
W e [Edit &d'rﬁ.r Setup  Process Reports  Email/Export  Import  Help
T Froreny ®
T Prope - Og-0BE 0
diln T - Bt
enants
_ 11 (12 (13 [12 [ 15 [EE 18 (13 |20 [=22
Suppliers Apr | Apr | Ape | Apr | Ape Apr | Apr | Apr | Apr
2016 | 2016 | 2016 | 2016 | 2016 2016 | 2016 |2016 |2016
I Rates Mem | Twe |Wed | Tha | Fri Mom | Tue | Wed | Thu

e Click "Add New"

VB1.0.7

Cost Price I

Code I
Categaory I Fental per day [Excl) I—
Sernial Mumnber I Tax I—
At Create Fental per day (Incl) I—
Supplier Code I
Dezcription I
Replacerment I [ ate OF
Walue Furchase
Dreszcription I
Branch [l I
CIED Close
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e Property Codes generally consist of an 4 letter Alpha Code, in conjunction with a 4 digit numeric code. The

first property we will be creating, is 17 Mountain Rd. The code is created as MOUNO0017.

e The Property Description will be entered as Mountain Rd 17. The reason for not entering the property
number first, is that when a search is done according to property description, it will be difficult to get the

desired result.

e When interfaced with Pastel, ensure that the check-box is selected to "Create Item in Pastel". If this is not

done, each property will have to be created in Pastel manually.
¢ One of the following options must be selected to classify the property:

» Rental Property - This option is selected for all "Normal" type of rentals; including Residential; Industrial;

Commercial and Communal Property rentals

» Lew Property - This option must be selected where levies are charged on rental properties

» Billing Unit Only - This option is selected where only a portion of a property is rented. For example: The
roof of a building where a "Cellular Company" rents the space per square meter for erecting a cellphone

|

tower
_ | V6107
Code IMDUNEIEH? W Create ltem In Pastel (% Fental Property
o {7 Lewy Property
Description  |Mountain Fid 17 7 Billing Unit Oy

¢ In the General tab, click on the arrow next to "Branch" and select the Branch this property must be linked

to. In this case, it is the "Southern Suburbs"

W Add Mew Prope VE6.1.0.7 i

Cade IMEILINEIEH? ¥ Cieate ltem In Pastel  ©* Rental Property
{7 Lewy Property

Description |Mountain Rd 17 ¢ Billing Urit Orly
General ] Dretails Financial ] FAC Guest ] Llse;:gﬂlsned ] Pazt

Branch []

Atlantic Seaboard - South Africa
Category Morthern Suburbs - South Aftica
Southern Suburbz - South Africa

Tune

000 m

e The Branch Color for the Southern Suburbs has now been inserted

e None of the properties created for the purpose of this manual, will be linked to a Category

e Now click on the arrow next to "Type", and classify the property as a house. Enter the floorspace of the

house. In this case it is 128 square meters

Detailz Financial FAC Guest USEngISHEd Fasztel Interf
*__" Branch [ ISDuthern Subuwrbz - South Africa ;I
Cat ¢
ateqgory I_x.‘ _ Q,
Type Houze l’\;l Floorzpace: 12800 m?
. Guest House =
M aintenance Image
(Outside + nside] . | |Detaul) |
Small Halding
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Property Management

Click on the search option next to Area.....

- D

ERF Mumber |

and select Claremont from the list by double clicking on it.

W Select Area ﬁ

Code | D ezcription | Accept
BELO Bellville —_—
CLANDT m

DURDT Durbarwille Lancel
MHEW M ewlands

1. Enter the ERF number as indicated on the Municipal account

. Novtel provides an option to set an inspection interval on all properties. Reminders can be created in order

to keep track of all inspections due. This can also be linked to Maintenance to be done on the property.
This however, is not part of the Basic Manual.

. Please note that all properties created for the purpose of this manual, will be a Non Communal Type.
. Now tick the check-box to display the property on the Grid
. When a property is owned by your company, the Sub rented Item check-box is left woid. This will then result

in the "Commission" tab to be inaccessible since commission is not applicable.

General ] Dretailz I Firancial ] FAC Guest ] Use;:!:;;zﬁsned ]PastellnterfaceIx'lﬂmission TPM Address I FAC Supplier
-

Branch Southerm Suburbs - South Afn A
ranch [ I outhern Suburbs - South Africa _I Show On Grid 6 v
Category I ﬂ Sub Rented Item 6 r
Type I House LI Floorspace: I 12800 m*? Manthly Billed ltem r
t aintenance Image (]} d
[Dutside + Inside] I[Default] =l I[Default] = FRese =

Fecord Meter -

Area ICL&DEH - Claremant &I

ERF MHumber |123 “

Inzpection |nterval ID ill Days e

Cammunal Type: INnne [M] o ;I

But when the property is managed by your company on behalf of the Owner, the Sub-rented Item" check-
box must be selected. As soon as this is done, the "Supplier Setup" window will be displayed. Since Mr
Black is the owner of this property, double click on his account in order to select it.

. Supplier Setup — g u
MHurnber | Deszcription Telephone Fam B afrash
AMTOO Anton's Repairs 032123 456 789

077 123 456 789 Add New
ESPOO Espin, Jake 073123 456 783 _ [
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Since the owner was selected previously, the Details tab will now be open by default. The ownership has
automatically been selected as "Managed", and Mr Black displays as the selected owner

e Now enter the number of Bedrooms; bathrooms; kitchens; Living Rooms; Bars and Braais; Studies;
Garages and Car Ports

e Also select whether or not the property has a garden; Granny flat; Loft and Swimming Pool

Enter a detailed description on all relevant information pertaining to the property

Code |MOUMOO7 [V Create ltem In Pastel  ©* Rental Property
. " Levy Property
Diesciption - |Mountain e 17 ¢ Billing Uit Oy

General { Details >I Financial T FALC Guest T U$e;:!:;;adflsned Pastellnterface\[ Commizzion T TPM ﬁ.ddress\[ FAC Supplier

Ownership [Managed - é Owner |BLAODT - Black, Yemon a
Bedrooms Sil Bars & Braais 1 i‘ Garden @ Yes I No
4 Bathrooms 1.5::' 4l Studies 1i‘ 4 Granny Flat ™ Yes ™ Mo
W Kitchers 1i| w Garages Ei‘ g Laft " ez & Mo
Living Rooms 1 il Car Parts 1 i‘ Swirrning Pool T Yes {* No

Detailed Description [wheelchair accessible. Pets Slloved | d -

1. Proceed to the Financial tab, and enter the cost price of the property - this is the price the owner paid for
the property

2. It is very important to know that Tax is NOT applicable on residential rentals. The "Allow Tax" check-box
must be un-ticked

3. The Original Rental amount is the amount that was first charged when the property was rented for the first
time. The date the property was added to the system, is also set here. When a property is only now rented
for the first time, the Original Rental amount and the "Rental per month" amounts will be the same

4. A specific Municipality can be selected if created as a Supplier, and the property's municipal account
number entered here

General l Detailz {( Financial )J FAC Guest { Use;:!:;iedfisned XF'asteIInterfacel Commisgion l TFN Addiess l F&C Supplier

D Cost Frice 1200000.00 Muricipality | H Ql

aﬂllow Tax o Account Hurnber |

Original Rental Armount B 5000 Ornginal Date | 2016/04/08 =

Per bManth Per Day

Rental Il Tas
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e The FAC Guest tab is used to capture fixed added costs payable by the Tenant
e The User Defined Fields tab is intended to enter additional information not covered by the system

e In the Pastel Interface Tab, all fields will be blank at present. The reason being that only at the end of
creating a property, the importing process to Pastel will be performed. We will return to this tab later.

. . IJzer Defined :: Pastef j .
Financial FALC Guest Fields Interface Commizzion Tl

Imventary Rental lncome ﬂ | |
[Fventory Commizzion COS ﬂ | |
Cost Code E | |

Proceed to the Commission tab. As said previously, the Commission tab will only be accessible if the "Sub-
Rented Item" check-box was selected in the General tab. Now select one of the options on how commission
will be charged:

» No Fixed Commission
» Fixed Commission Amount. If this option is selected, enter the amount
» Fixed Commission Percentage. If this option is selected, enter the default commission percentage

e The TPN Address tab is intended for the Property's full address
e The FAC Supplier tab is used to enter fixed added cost for the supplier's account
* Now click "Accept" to save the property

1.1.. Add New l__'-i- ! @

Code [MOUNDIT W Create ltem In Pastel @ FRental Property
o " Lewy Property
Description  |Mauntain Fd 17 £ Biling Urit Orly

- ]
General T Details T Financial T FALC Guest T Use;—_!:;;adf;ned F'astellnterface TPNAddress\‘/ FALC Supplier

" Mo Fixed Cormisgion

(" Fixed Comrmission Armount 0.00

W

(% {Fixed Commission Percentage | 10 %

! _.t‘-‘:cc:ept !' Cancel
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e This is now where the property is imported to Pastel. The Code, Description and "Selling Price" has been
inserted automatically - as created in Nowtel.

e Click on the arrow next to "Inventory Group", and select 001 - Senvices
¢ Now also select "Senice ltem"

e Tick the check-box to Create Cost Code, and see how these codes have been entered automatically by the
system.

e Now click "Accept"

W Import Inventary Item ﬂ

Code  [MOUNOOZ

Description IMnuntain Rd17

Irventany Group IEIEI'I - Semvices '*__'I ;I

Excl Seling Price | RO00.00 " Physical ltem
f*  Service |tem

Code  |MOLND

Description IMnuntain Rd17 |

1', .ﬂ;:n:ept !l Cancel |

— — e —

e The property has now been created, and displays in the "Property Setup" window. In order to now view the
Pastel Interface tab on the Property Master File, click on the property and then on Edit.

W PropertySetup. L[ V6107 | e

MOUMOOT7  Mountain Bd 17 .00

Code IMEILINEIEH? Cost Price I 1200000.00

Cateqgary I Fental per day [Excl) 0.00
Serial Number | Taw 0.00
Fental per day [Incl] Q.00

Auto Create

Deszcription IMDuntain 17

Branch = ISD Suburbs, South Africa

AddNew | Edt |  Delete rea
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e Click on the Pastel Interface tab. These two Pastel codes have been created and inserted by the system:

» Inventory Rental Income, and
» The Cost Code

e Now the Inventory Commission Code must be selected in Pastel. Click on the Search option.....

Code |MOUNODY (* Rental Property
L ™ Lewy Property
Deseription | Mountain Rd 17 ¢ Billing Urit Oy

zer Defited
Fields

Pasztel

General T Detailz T Financial T FAC Guest Interface

Commizsion T TPM Address\[ FALC Supplier

Irwentary Rental Income |MDUNDD1?S |Mounlain Rd17 | Clear |
=
Inventary Commission COS | i S |) |
CostCode [MOUND @ [Mountain Rd 17 | Clear |

Accept ‘ Cancel
VE.1.0.7 i

.... and select MOUNO0O017 from the list by double clicking on it.

The code is now inserted. Click "Accept" to save the change.

[N D L =

Code |MOUNOOM7 f* Rental Property
L ™ Lewy Property
Description |Mountain Fid 17 ¢ Biling Unit Only
General T Detaile T Financial T FALC Guest T USE;:!:;FJISan Irﬁ::ft:::e T Commizzion T TPM Address T FAC Supplier
Irrvertory Rental Income  [MOUNDTT7 |Mountain Rd17 | Clear |
monEDS IMOUNDDT7 [S] [Mountsin d 17 | ces |
CostCode  [MOUND G| [Mountsin Ad 17 | Clear |
Accept | Cancel
V6.1.0.7
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Commercial and Industrial Properties

The process of creating Industrial and Commercial properties are mostly the same, but with these differences:

» In the General Tab, select the "Type" as either Commercial for Retail Shops; Offices etc,
» Or Industrial for Warehouses and manufacturing

—-— - o) =

Code |SHOFOD47 W Create ltemIn Pastel ¢ Rental Property
- (" Lewy Property
Desciiption  |Shop 47 Maritz Building £ Billg Unit Orly

i Dietails T Financial T FALC Guest T USB;_-EEHSHBEI \[Pastellnterface]/ Coammizsion I TPNAddressT FAC Supplier

Branch [ |Southem Suburbs - South Africa j Shaw O Grid I~
Lategory |_ 4 Manage Size Sub Rernted ltem i
@_ m%nted Space: | 000 m? Morthly Biled tem [~

i oy [0t =] [oefai = :
Record Meter r

Area |NEWD1 - Mewlands ﬂ

ERF Number  [729
i ==l
Ingpection |nteryval i] = Days

Communal Type: |None M) ﬂ

In the Details tab - on a "Commercial" property's master form - select either "Office” or "Retail" to specify the
type of Commercial business

Code |SHOPOD47 I Create ltem In Pastel ¢ Rental Property
o " Lewy Property
Description |Shn:||:| 47 Maritz Building ™ Biling Urit Orily

. . : IJzer Defined
General Details | Financial | FAC Guest | Figlds | Pazt
Owrership |Managed J Commercial F"rl:lma_[la\‘-:.|l| h

@ice O Retal & _
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e Should the "Type" have been selected as Industrial in the General tab, the Details tab will be displayed as
follows, and one of these options must then be selected:

» Industrial Park

» Light Manufacturing

» Heaw Manufacturing

» Warehousing

» Research and Development

VEB1.0.7

Code ISHEIF"EIEI#? [V Create ltem In Pastel  * Flental Property
= Lewy Property

Description IShu:up 47 M aritz Building ™ Billing Urit Orly

Financial ] FAC Guest ] USE;:!:;FJLHEEI ] Pastellnterface] oy

Dwnerzhip IMaﬂaged ;I\ Industrial Property
l Industrial Park € Light Manufacturing & Heawy Manufactuing © Warehousing HE esearch and r'!

e |n the rest of the Details tab - for both Commercial and Industrial Properties - there are 15 fields where the
size of each area within the property can be specified. Only 5 of these fields are activated. The rest of the
fields will only be activated and can be used if the setup was done in "Setup - User Defined Fields - Size
M2". This is however not part of this tutorial.

* Now enter the floorspace of each of the following in the block provided, and tick the check-box next to each
applicable space. For example:

> The Office is 100 square meters

» The Toilet - 5

» The Kitchen - 10

» The Storage space - 400

» Other (Not specified) - 500

» The total floorspace will be added up according to what you have entered (1015 square meters)

Feneral

e Enter "Detailed Notes" in the field provided

Dffice [T00.00 v | UserDefined: WI_ U zer Defined: ID_DD r Tatal: I 1015.00
Toilet: 7l UserDefined User Defined: | [

Toie: [500__ [P UserDeiied: Joo0 7 UssiDelied: o0 T | o —
Kitchen: [10.00 W | UserDefined: [on0 M UserDefined [0 r [ om
Storage: [aono0 W | UserDefiredt [ooo [ UserDefined: [o.00 [ | MomChergestls =

Other: |5|:||:|_|:||:| v § User Defined: ||:|_|:||:| - |Jzer Defined: ||:|_|:||:| - “C alact the checkbox to set

zize az Rented

e
Detailed Motes I o
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¢ In the "Financial" tab, remember to check the "Allow Tax" check-box when entering the details. When all of
the fields in all of the tabs have been populated, click Accept and import the property to Pastel.

e When all of the properties are created, click on "Close" to exit the window

MOUMOOT?  Mountain Rd 17 Q.00
PAREDON Park Street 11 0.00
SHOPOOZ2Z2 Shop 22, Marula Street 0.0a
SHOPOO47 Shop 47 karitz Building Q.00
IHIT 0004 drut 4, Sunzet Cres 0.0a
WAREDDD4  ‘wWarehouse 4 Hary Circle 0.0a

Code PARKO0TT CostPrice | 2000000.00
Categary | Rental per day [Excl] liﬂﬂﬂ
Serial Mumber | Tax 0.00
Auto Create Rental per day [Incl] Q.00
Supplier Code  |ESPO0T
Deszcription |
Peplacement | 000 DaeOf W - [o016/4/08

Dezcrption |F'ark Street 11

Branch = |Snuthern Suburbs, Sout

Add New | Edi Delete Close

Now, all of the created properties are displayed on the Grid - in Alphabetical Order, and in the selected Branch
colors

b Movtel Property Management Ultimate Standard 6.1.0.7 - Novtel Default - [ Item Grid]
W File Edit Modify Setup Process Reports Email/Export Import  Help

- - OE 2é

15 7

Apr

2016 2016
MOUNG07 Fr

[ [IeouNGoTI [N --------------

N B | L]

|_ SHOP0022 |F --

N B | NN

[ [ werrocos [ [ I I O

BE J------
. 4

" M

13
Apr
2016
M

12
Apr
2016
Tz

13
Apr
2016
Wed

14
Apr
2016
The

18
Apr
2016
Mar

21
Apr

2015
The

pr'
2016

Toe

HPF
2016

Wed
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Step 9 - The Fictitious Tenant List

Shawn Andrews

Postal Address: PO Box 000, Claremont, 8888
Cell No: 061 123 456 789

Email: shawna@gmail.com

Rental Property: MOUNOO017

Duwvet and Pillows

Contact Person: George Martins

Postal Address: PO Box 001, Cape Town, 8888
Cell No: 061 222 333 444

Email: willem@dpm.co.za

Rental Property: SHOP0047

Taylor Engineering

Contact Person: Stuart Taylor

Postal Address: PO Box 002, Cape Town, 8888
Cell No: 021 123 456 789

Email: stuart@tayloreng.co.za

Rental Property: UNITO004

Bellville Art And Craft Suppliers

Contact Person: John Wilson

Postal Address: PO Box 000, Bellville, 8888
Cell No: 081 123 456 789

Email: johnwilson@art.co.za

Rental Property: SHOP0022

Dave Snell

Postal Address: PO Box 500, Bellville, 8888
Cell No: 081 123 456 789

Email: ds@hotmail.com

Rental Property: PARK0011
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Concrete Creations

Contact Person: Ruben Towers

Postal Address: PO Box 200, Cape Town, 8000
Cell No: 083 123 456 789

Email: concrete@creations.co.za

Rental Property: WAREO0004

Copyright © 2016 Novtel® V 3.03 Louise Janse van Vuuren PM Version 6.1.0.7



68 Property Management

10.1 Creating Tenants / Occupants

e "Tenants" are always liable for the monthly rental payment of the property
e On the top menu, click on Edit - Tenants

l’ Movtel P rty Management Ultimate Standard 6.1.0.7 - Movtel Default

W Fie [Edit) Ig:diﬁ,f Setup  Process Reports  Email/Export  Impon
o —
Property

T E - O E
Tenants h
14 15

qul |r1.r1.|i|=-rr.

Click on "Add New"

Tenant Setup

Mumber Dezcription T elephone Fax | Refresh

! Add MNew !

VEB1.0.7

1. First tick the "Use Tenant AutoNumber". The functionality of this is: When you type a 3 letter Alpha Code
in the Account Code field, the system will automatically search for, and insert the next available numeric
code.

2. For Example: The code for Mr Andrews as shown below, will be entered as "AND" - Nowtel will enter the
"001" automatically.

3. Now enter the Tenant's description as the surname first, and then the last name

4. Tenant Categories are setup in Pastel, and can then be selected in Nowvtel. This however, is not part of this
tutorial.

5. Only check the applicable check-box if:

» Corporate Tenant - An Industrial or Commercial Company is liable for the rental of the property

» Monthly Tenant - A Tenant with this classification rents a property on a month to month basis, and not
on a fixed contract

» Inactive Tenant - The Tenant is no longer renting a property with this company

Account Code  [ANDODT B ° [V Use Tenant Autahlumber I Corparate Tenant a

[ Manthly Tenant

Description |.t’-‘«ndrews,8hawn G ™ Inactive T
nactive Tenant

Tenant Category R [l Eelil
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Step 9 - The Fictitious Tenant List 69

e In the General Tab, enter the Tenant's
» Postal Address
» Contact Details and E-mail Address
» Enter the day on which the contract is to start. In this case, it is on the first of the month

» Now tick the check-box to use the Tenant as Occupant, since Mr Andrews are going to live in the
property - 17 Mountain Rd - himself

» Enter his Name and Surname; his date of birth, and ID Number

o New Tenant VoroT

Account Code  |AMDOOT I Use Tenant Autohlumber I Corporate Tenant

[ Mantkly Tenant

D escription |.t’-‘n.ndrews, Shawn :
I™ Inactive Tenant

Tenant Category |EID - Mo category ﬂ

{Eeneral’ T Delivery Addreszes T dzer Defined Fields T Waititg List D etails T Banking Detail: T Occupant

Postal Address |PO Box 000
Claremont Telephone Mo |EIB1 123456 789

2888 Fax Mo |

Mobile Phone |61 123 456 783

Email Address |Shawna@gmail.cnm

Ta= Reference |

Feyre B | Contract Manth Start D ay |‘I j

@se Tenant &z Occupant )

Seperator: " Space ™ Comma

First Mame:  |Shawn D Mumber | 7004020000000

Last Mame: |And[ewg Mon South African Citizen |

Date of Bitthe | 1970,04/08 =l

Accept ‘ Cancel |

Since we already know which Property Mr Andrews are going to be renting, we will enter the Delivery address
as follow:

General ﬁelivew Addresses i Uszer Defined Fields

Delivery Address |17 Mountain Rd
Claremont

(EtEta

VB.1.0.7 l
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70 Property Management

e You will also need to complete the following tabs:
» Banking Details - Note that there are mandatory fields that needs to be completed
» Occupant - In this case the "Tenant is the "Occupant”

e Click on "Accept" when you are done
e Now click on "Add New" again to create the next Tenant

Tenant Setup

Murnber
I AMDO01

D ezcription

Andrews

Telephone

061 123 456 789

Fam

Refrezh

When all Tenants have been created, click on "Cancel" to exit the window

Tenant Setup
Murnber Dezcription Telephone F am
AMDOOT | Andrews, Shawn 0B1 123 456 789
BELOO Beliville &t And Craft Supp | 0871 123 456 783
COMODT | Concrete Creations 083123 456 739
CUOmM | Duvet and Pillows 01 222 333 444
SMEDDT [ Snel, Dave 021 123 456 739
Tay0m Taylor Engineering 021 123 456 789

Search

VB 1.0.7 I

{* Mumber " Description

Refrezh

Add Mew

1', Cancel !'
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11  Step 10 - Setting up Documents

Click on "Setup - Documents"

# Noviel Property Ma nagement Ultimate Standard 6.1.0.7 - Novitel Default - [ Item Grid]
1 ile it odi ety DCess eports mal ort  Import e
W File Edit Modi Setup Rep Ernail/Exp Imnp Help
o o S—
- _LII:I Branches E - O E |
T | .
ormpany
1 (18 |20 [z
Charges Apr | Apr | Ape | A
2016 | 2016 |2016 |20
(MOUNO017 Interfaces y Wed
|_ User Defined Fields
|_ Users / Passwords
l_ SHOPDD22 Documents

There are 3 standard inwice layouts to choose from:
e Plain Paper
e Logo Layout 1
e Logo Layout 2

When the options are selected in the "Main Inwice Layout" field, the layout will be displayed in the right hand
side of the window.

Documents

( Invoices , I Lettars TWord DocumentsT Document NotesT Property Images I Sct:tséﬁwrgﬁts T Supplier HeportsT Dehit Orders T Wwork Orders

Main Invaice Layout

TaN INVOICE

i Logo Layout 1

" Logo Layout 2
Ry VS o i BOCM S HUMEBR D
S nanom men sz
. oy s i

™ Movtel Forms Designer

Ta |

[ Include Copy of lnvaice

Paper Size - &4 - 210 mm x 237 mm
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e The Novtel Forms Designer option enables the user to create a customized inwice layout. This however,
is not part of this tutorial

e Should the need arise to "Include a Copy of the Inwice", tick the check-box to enable the layout options
below it. Please note that the copy may hawe a different layout than the original.

8 ocuments Serup o —— |

Invoices I Letters I\N'ord DocumentsI Diocument NotesI Property ImagesI ;gf;ﬁﬂrgi[ts I Supplier HepoltsI Debit Qrders I Wwhork Orders

—Main Invoice Lapout
B Duiatrabepr BT
FEGPERTY RESL ERTATE r_ﬂ g:-—-_.u; TAX INVOICE
roznn
 Logo Layout 1 A e 0 el
prncaing
" Logo Layout 2
D/ene W 5 ferm— e
e
e — i
£ Maovtel Farms Designer
Pgasy  Cemcrpbzn L Fermo T e |
P repr— FE aa T
" T — ' o =
[ Include Copy of Invaice i s b - e
: S — 1 o b
— Copy of Tnvvoice Cayout wam ey ' i e
R ——
% PFlain Paper e v o= e
N
Tomm e wm
 Logo Layout 1 Y mm
JE— wmm
e
" Logo Layout 2 i e 8 L AL P e 4
= Movtel Farms Designer .
Paper Size : Ad - 210 mm x 237 mm

Proceed to the other tabs to setup the document preferences for:
> Letters

» Word Documents. Nowvtel Property Management integrates with Microsoft Office, and all "Letter" type of
documents can be imported to Novtel to be printed or edited directly from the system. Please refer to our
Property Management Basic Course for more information on the subject.

» Document Notes to be displayed on the various Document Types
» Property Images

» Customer Statements

» Supplier Reports

» Debit Orders

» Work Orders

Click on Accept to save the settings in all of the tabs
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Step 11 - Opening a Shift

e |t is important to know that transactions can only be done when the Supenisor has opened a shift for the
User on duty. Nowtel Property Management incorporates an entire shift opening and cash-up procedure
function. What this means, is that the cash-up supenisor will log into the system - using his/her password -
and open shifts for each of the other users for each day. The receptionist, for example, may then log in and
perform transactions throughout the day and at the end of the day, the money she has received must
correspond with the transactions done in Nowtel.

* You may even have different supenisors, supenising different sections of your business. Each supenisor
then has his/her allocated users reporting to them.

e Once you hawe created your cash-up supenisor (see "Step 3 - Creating Users / Passwords"), you will
need to log on as the supenisor and open the shift

Movtel Property Management

Enter Pazsword

Cancel

e Click on "Supervisor Open Shift"

File Reports

VYiew Location: | - Supervisor m Shift # _

1D Tenant Table / TA Type Total « Shift # User Total Invoice Date

@ Batch Shift © Single Shift shit Total: DN

Supervizor
Open Shi
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74 Property Management

e All Users reporting to this Supenisor, will be displayed in the left side of the window. Select the User for
whom a shift is to be opened - in this case it is James - and click on the arrow pointing to the right

Available Users

Shift Users

Admin [Front Desk]
James [Front Desk]
Mick [Front Desk]
Stella [Front Desk]

ud

VBEA.0T Accept Caricel

e James will now be displayed in the "Shift Users" column. A shift for all other Users on duty, can be opened
by selecting them as well. Click "Accept"

Available Users Shift Users
Admin [Front Desk]

Jamesz [Front Deszk]
Mick [Front Desk]

Stella [Front Desk]
{
)
WE.1.0.7

Accept Cancel
i
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e Now click "Close" to exit the Supenisor window

W Supervisor Shift Cashup V6.1.0.7 ﬁ

File Reports

Wiew Location: |l - Supervisor [ Shit # GG

# Batch Shift © Single Shift [ shift Total: [N

e The Supeniisor will now be logged out. The User will be able to start performing transaction immediately

{MSlpervizor || Supervisor
i Open Shi Shift Cashup

Movtel Property Management
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Step 12 - The Contract List

The following contracts will now be created for demonstration purposes:

1. Tenant: BELOO1
Contract Type: Fixed Monthly
Date End: 31/03/2018
Date Start: 1/04/2016
Months: 24
Property: SHOP0022
Escalation %: 10
Escalation Month: April
Yearly Escalation: Ticked
Initial Negotiated Amount (Incl): 6000
Deposit Amount: R6000.00

2. Tenant: ANDOO1
Contract Type: Fixed Monthly
Date End: 31/03/2017
Date Start: 1/04/2016
Months: 12
Property: MOUNO0017
Escalation %: 10
Escalation Month: April
Yearly Escalation: Ticked
Initial Negotiated Amount (Incl): 5 000.00
Deposit Amount: 5 000.00
10% Commission - Apply Commission

3. Tenant: DUV0O01
Contract Type: Fixed Monthly

Date End: 31/03/2017

Date Start: 1/04/2016

Months: 12

Property: SHOP0047

Escalation %: 10

Escalation Month: April

Yearly Escalation: Ticked

Initial Negotiated Amount (Incl): R10 000.00
Deposit Amount: R 10000.00
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Step 12 - The Contract List 77

4. Tenant: TAY001
Contract Type: Fixed Monthly
Date End: 31/03/2017
Date Start: 1/04/2016
Months: 12
Property: UNITO004
Escalation %: 10
Escalation Month: April
Yearly Escalation: Ticked
Initial Negotiated Amount (Incl): R10 000.00
Deposit Amount: R10 000.00

5.Tenant: SNE0O1
Contract Type: Fixed Monthly
Date End: 31/03/2017
Date Start: 1/04/2016
Months: 12
Property: PARK0011
Escalation %: 10
Escalation Month: April
Yearly Escalation: Ticked
Initial Negotiated Amount (Incl): R9 000.00
Deposit Amount: R 9 000.00

6. Tenant: CONQO1
Contract Type: Fixed Monthly
Date End: 31/03/2017
Date Start: 1/04/2016
Months: 12
Property: WARE0004
Escalation %: 10
Escalation Month: April
Yearly Escalation: Ticked
Initial Negotiated Amount (Incl): R10 000.00
Deposit Amount: R 10 000.00
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13.1 Creating Contracts and Raising Deposits On Properties Owned by
your Company

A booking to rent a property, is seen as the contract. In order to create the contract, click on "Edit - Contract

Manager"
N Movtel P Management Ultimate Standard 6.1.0.7 - |
» Ie godify Setup Process Reports  Email
- Property
dh Tenants
Suppliers
Im Rates
|_I Categories
|_I Supplier Categories
|_[ Supplier Services
| Contract Manager

¢ Click "Add New"

® Contract Manager v6.1.0.7 [N ]

Search
Sart by |Tenant Code ﬂ
Search for ; ||
Tenant Code Contract Mo ‘TenantDescriptiun Start D ate End Date| Proper
<] | 2l
[ Show Canceled Contracts ! Add New !' E xit |
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e Click on the specific "Customer" for whom the contract is to be created, and click on "Select"

# Tenant Setup VE1.0.7 i P

Mumber Dezcription Telephone Fax Fiefresh
AMDOD | Andrews, Shawn 051 123 456 789

BELOO7 tellville Art And Craft Supp | 081 123 456 789 Add Mew

CA50M Cazh Sales

COMODT | Concrete Creations 033123 456 733 Edt
CUVODT | Duwet and Pillows 061 222 333 444
SMEDDT [ Snel, Dave 021 123 456 739
TAYDmM Taplar Enginesring 021 123 456 789
Search Select
o Murnber " Description
Cloze

e "Contract Manager" will open and the Contract type is selected as "Fixed Monthly"
e The Tenant's Name has been inserted as selected previously

e This Tenant has signed a contract to rent the property for 24 months. Now: FIRST enter the end date for the
contract as 31 March 2018

Contract Murmber Mew Type  |Fixed Monthly ‘i v Cancel Contract
Tenant BELOO1 Belkville Art And Craft Suppliers 2
DateStat |1 api 2016 ¥ Payment Day - DateEnd |31 Mach 2018 v ) [ 24 Months
T R —
™ Mach2012 |
Properties T Sub-Rentals T Fized Charges T SH Fixed Rates T Deposit |rrvoices
2 272 23
ﬂ Make Rezervations 141 152 183 1?4 15 3 ::g
18 13 20 A 22 24
Add Property ‘ Remove Property | 2h 026 27 28 029 I00A
1 2 3 4 5 B 7
| Rental Mum | Date Start | Date End | Status O Today: 2016/04/12 |—|

e When the number of months are adjusted to 24, the contract start date is entered as the 1st of April 2016
automatically

e Enter the "Payment Day" on which payment is due each month, and then click on "Add Property"

raorths

DateStat |1 Apil 2006 = Payment Day lt‘ Date End March 2018 ~ [ 24

v

Properties T Sub-Fentals Fixed Charges D eposit [nterest T Additional lnvoices

F‘ Make Reservations |

[
@ Property > | ‘ VE.1.0.7
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e Bellville Art and Craft Suppliers are going to rent the property: SHOP0022. Now click on the property and

click "Accept"
® Available Properties - ﬁ
Code | Description Accept I

MOUMOOT?  Mountain Rd 17
PARE.DO1 Park Street 11
SHOPDOZ2Z Shop 22, Marula Street
SHOPOO4Y Shop 47 karitz Building
HIT 0004 nit 4, Sunzet Cres
WAREDDD4  ‘wWarehouse 4 Harmy Circle

Caricel

The property has been inserted on the contract. Click on "Rent Escalations"

Contract Mumber lNewi Type ’W Cancel Contract
Tenant BELOD

| DateStat |1  Apil 2016 = PaymentDay |1 =] DateEnd [E] Mach 2018 v | [ 24- Months
Properties T Sub-Rentals T Fixed Charges T 5H Fixed Rates T Deposit T Deposit Interest T Additional [nvoices

SHOFO0ZZ - Shop 22, Marula Street

j I ake Reservations

Add Property ‘

Rental Nurn | D ate Start Date End I Tokal

< |

Calculate Commission

i j‘ Apply Carnmission

Charge Escalations | Fent Escalations
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81

In the property rental business, there will be a guaranteed escalation in the rent annually. We have set this
percentage at 10% for the month of April. By ticking the "Yearly Escalation" check-box, the escalation will be
effective as from the month of April in the following year. Now enter the Initial Negotiated Amount (Incl) as
R6000.00, and the system will calculate and insert the rental amount excluding tax - as well as the actual tax
amount. The reason why tax is applicable: This is a Commercial property, and on the Property's master form,

we hawve selected to allow tax on the rental amount.
Click Accept to sawe the settings

¥ Rent Escalations

25|

I E zzalation Settings

Escalation Percentage: [ =1
g W 10 =

E zzalation Month:

Existing Fental B aze Amalnt

Initial Megaotiated Amount [Excl]:
N | Tau

Initial Megatiated Amount [|nal):

[ ipply Ezcalation To &l Contracted Properties

Price Varance Summary [All Armounts Are Excl]

kd arket T ariff no] = 000méE
b arket T ariff Difference -6000_00
Subsidized T ariff 000 X 000m:
Subszidized T aniff Difference -6000_00

Aprl o - Ia/YearI_l,l E zalation

52E31E
73E.84
+/ E000.00

0.00

0.00

ﬁ Accept !‘ |
Cancel

VE1.0.7

Click on the "Make Reservations" button

|SHDF'DDI22 - Shop 22, Marula Street

Add Property | |

I i take Reservations I’

Rental Hum | Dabe Start | Date End

| Status

|r Total

1L
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The reservations for 24 months have been created. Up until the 31st of March 2017, the rent per month is
R6000.00. As from the 1st of April 2017, the rent is R6600.00 per month - This is due to the 10% escalation

we have set previously.

Properties T Sub-Rentals T Fixed Charges T 5H Fixed Rates T Depasit T Deposit Interest T Additional Invoices
SHOPOOZZ - Shop 22, Marula Street j
V61.07 I
Add Property ‘ ‘
Rental Mumn | D ate Start | Date End Statuz I Tatal =
il 2016120 2016M2/31 Reserved £000.00
il 2EI1 ?.n"D'I .I’EI'I 2D1?£U'I .-"31 Heserved gO0C.O0
[ EO00 00 [~
I : y i '|
0 2EI‘I ?.f'Elfi.u’El'I 2D1 ?.-"04.-"30 Heserved
u ENEgILhI| 201405741 Hezerved .
il . 2017406,/ 2017/06/30 Reszerved gE00.00
4 1 | v

Proceed to click on the "Deposit" tab. Normally, a deposit equal to a full month's rental fee is required. Enter
the amount of 6000.00, and click on the check-mark next to the "Deposit Raised" field.

Contract Mumber MHew

Type  |Fixed Monthly Cancel Contract

DateStat |1 fpil 2016 = Payment Day |1 hd DateEnd |31 Mach 203 x| | 24 Months
Properties T Sub-Rentalz Fixed Charges SH Fixed Rates T ( Deposﬂ ’ T Deposzit [nterest T Additional Invoices
epozit Raized
epoz| E000

e Enter the date by which the deposit is due, and click Save to conclude the contract

@t[ﬁlue:

SH Fixed R ates D epozit [nterest T Additional lnvoices
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The contract just created now displays in the "Contract Manager" window. In order to create the next contract,
click on "Add New" again

Search
Sort by : ITenant Code LI
Search for ; I
| | Tenant Code Contract Mo | Tenant Description Start D ate End Date| Properl

I BELOOT Bellville &t And Craft Suppliers 1 April 2016 H March 2018 | SHOP

o] | 2l

[™ Show Cancelled Contracts Add New Edit | E it |
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13.2 Creating Contracts on Properties managed by your company

The second contract we are going to create, is for Mr Andrews, renting the residential property of 17 Mountain
Road - which belongs to Mr Black

# Tenant Setup V6107 |

MHurnber D ezcription Telephone Fan Fiefresh
ﬁ Andrews, Shawn 051 123 455 72 —_—
BELOOT | Belville &t And Craft Supp | 081 123 456 789 Add New
CASO0T | Cash Sales e
COMOOT | Concrete Creations 033 123 456 733 Edt
CUvODT | Duwet and Pillows 0E1 222 333 444
SMEDDT [ Snell, Dave 021123 456 789
TAY0m Taylor Engineerning 021 123 456 783

Search Select

% Mumnber " Description
Cloze

e The process of creating a sub-rented contract, is for the first part the same that when creating a contract for
properties owned by your company:

» Select Fixed Contract

» Select the contract End Date

» Adjust the number of months

» Set the payment date for this contract

» Click on "Add Property" and select MOUNO0O17 from the list
» Click on "Rent Escalations"

Cantract Wumnber V Type IWW Cancel Contract

Tenant

DateStat [1  Api 2016 ~ Payment Day W—j Date End Wj Manths
Properties T Sub-Rentals T Fired Charges T 5H Fired Rates T Deposit T Deposit Interest T Additional Invoices

[MOUNDOTZ - Mountain Rd 17 ~| Make Reservations
| Add Property % ‘

Rental Mumn | Drate Start | Date End Statuz Irvw Total

1| i 3

Calculate Commission %
,—Djl el Bl Charge Escalations | Fent Escalations
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e The "Rent Escalation" window for residential properties display differently than that of Commercial and

Industrial properties.

e The check-box to Allow Tax on the Property's Master File was left un-ticked, since tax is not applicable on
residential rentals. Now enter the escalation percentage and month; tick the check-box next to Yearly

Escalation; Enter the rental amount, and click Accept.

i

W Rent Escalations

&

Ezcalation Settings

E zcalation kMonth:

[nitial Arnount;

Ezcalation Percentage: 10.00 ﬁ

April » | v “early Ezcalation
Exizting Rental B aze Amount

5000

[ Apply Escalation To Al Contracted Properties

VEB.1.0.7

Accept

Cancel

Click on "Make Reservations"

Properties T

Sub-Rentalz

T Fixed Charges T SH Fixed Ratez T [l

MOUMOD? - Mountain Bd 17

vt b ake Reservationz h

A reservation for each month has been created at a rate of R5000.00 per month, for the duration of 12 months
Since this is a sub-rented property, enter the commission percentage as 10% and click on Apply Commission

Tenant

Contract Number MHew

Type |Fixed Monthly

Cancel Contract

DateStatt |1 apil 2016 ~ Payment Day |1 - DateEnd (31 Mach 2017 || [ 12 Months
Properties T Sub-Rentals T Fixed Charges T SH Fized Rates T Deposit T Deposit Interest T Additional Invoices
MOUNOD? - Mourtain Rd 17 j
Add Property | ‘
Fental Hum | Drate Start | Diate End Statuz | Iree Tatal =
a 20160401 2016404430 Reserved 5000.00
a 20160501 201640531 Reserved 5000.00 | =
a 201606401 201640830 Reserved 5000.00
a 20160701 26/07431 Reserved o 5000.00
a 20160801 201640831 Reserved 5000.00
a 2016/03/01 2016409430 Reserved 5000.00
a 201641001 2160531 Reserved 500000 -~
4 I 3
Calculate Commizsion i i
9 10 ﬁ Ayl Cemiesian B Charge E scalations Rent Escalations
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86 Property Management

Click on the "Sub-Rentals" tab, and see how the system automatically calculated the monthly amount due to
Mr Black. The Tenant will pay R5000.00, of which R500.00 is commission, and therefore Mr Black will receive
R4500.00 rental income from this property. Escalations on the Sub-hire will also be applicable when the
contract exceeds 12 months.

Contract Mumnber Mew Type |Fixed Monthiy Cancel Contract
Tenant
DateStat [1 apd  2m6 ~ Payment Day |1 - DateEnd |31 Mach 207 |l [ 12 Months
Properties Sub-Rentals Fixed Charges T 5H Fixed Rates T Deposzit T Deposit Interest T Addibional Invoices
[MOUNDOT7 - Mountsin Rd 17 |
SR Mum Supplier Date Start Date End I Tatal | -
] BLADD - Black. Wernan 2016404401 201604430 4500.00
] BL&OOT - Black, Wermon 2016,/05/01 20160531 4500.00
1] BLADDT - Black, Weman 2016/06/01 201640630 4500.00
] BLADD - Black. Weman 2016407401 201607431 450000 |=
] BLAOOT - Black, Wermon 2016,/08/01 2016/08/31 4500.00
1] BLADDT - Black, Werman 2016409401 201640930 4500.00
1] BLADDT - Black, Werman 2016410401 2MEM 03 4500.00 |
] BLADI - Black. Werman 2016411401 201641430 4500.00
] BL&OOT - Black, Wermon 2016/12/01 2061243 4500.00
0 BLAOOT - Black. Wemmon 201701401 2073 450000 7
[ n
——
(] SH Ezcalations Y

Proceed to the Deposit tab. Raise the deposit of R5000.00 and set the date by which the deposit is due. Click
save to complete the contract

Now both the contracts we have created, display in the "Contract Manager" window. In order to create more
contracts, click on "Add New". Alternatively, click on "Exit"

Vero7 P

Search
Sort by | Tenant Code j
Search for : |
Tenant Code Contract Mo | Tenant Description Start D ate End Date| Proper

BELOM 1 Belkville Art And Craft Suppliers 3 March 2018| SHOP(

< | i

[ Show Cancelled Contracts Add Mew ﬂ Edit ( Exit J’
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e Both Contracts now display on the Grid next to each property, as of the first of April 2016 - in the color of
the "Reserved" status

[ Novtel Property Management Ultimate Standard 6.1.0.7 - Novtel Default - [ ltem Grid]
W File Edit Modify Setup Process Reports Email/Export Import Help
an G a = o E 0 E = ﬁ

06 o7 10 ll 12 14 15 18 17 18 19 Zﬂ 21 oz L= 04
212 (125 Ape e | 4 - #y | May | ey
2016 | 2016 16 2016 2016 2016 2016 16 2016 2016 E & 2016 | 2016 | 201

Wed T The Tha -

2016
The

2016 zma

Wed

zma
Mom

2016
Tee

zma
Wed

e Please note that when sub rented contracts are created on Industrial and Commercial properties where Tax
is applicable, the calculation by the system is as follow:

» On a rental amount of R10 000.00 - which already includes 10% commission and Tax -, the commission
is calculated on the rental amount excluding Tax. Therefore, the Supplier will receive R 9 122.81, and
the commission amount is R 877.19

For demonstration purposes, we have created the other Contracts in the beginning of Step 12, as well

[W Contract Manager L) LLJ

Search
Sort by |Tenant Code ﬂ
Search for |
Tenant Code Contract Mo | Tenant Dezcription Start [ ate End D ate| Properl
ARNDOO 2 Andrews, Shawn 1 April 2016 3 March 2007 [ MOUMN
BELOM 1 Bellville Art And Craft Suppliers 1 April 2016 3 March 2018 SHOP(
COMNDM B Concrete Creations 1 April 2016 3 March 20017 wARE
Do 3 Duvet and Pillows 1 april 2016 A March 2017 SHOPI
SMEOM ] Shel, Dave 1 april 2016 31 March 2017 PARKL
TAYO01 4 T avlor Enginesring 1 April 2016
< o

[ Show Cancelled Contracts Add Hew Edit | { E it J’
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88 Property Management

Step 13 - Recurring Billing

e Before the Recurring Billing procedure is performed, all open batches in Pastel must be updated. In this
case, it is a new company, and no financial transactions have occurred yet. In Novtel, click on "Process -
Recurring Billing"

[® Noviel Property Management Ulfimate Standard 6.10.7 - Noviel Defauit - [lem Grid] |

W File Edit Modify Setuf |Process | Reports Email/Export Import  Help

Recurring Billing

dh "

Bank Staternents

15 | 17 |EEREERERE
Ap Journals Aer | A IEEAESRETRE
I p— ) 16 EOR] EGE 2015 2016 |2016 |24

1. Since we have only created fixed contracts, the contracts will all be displayed in this tab
2. Ensure that the correct month and year is selected

3. In order to bill all contracts simultaneously, click on "Select All"

4. Click on "Update Selected Inwoices"

@ Recurring Eiing e - - Ledad | % |

Cument Month  |Fa| -
o Fixed Contracts T Active Monthly Tenants |
Fies Mumber Contract Mo | Tenant Code Tenant Description Froperty Code Statuz [rate Start [rate End |
| 1 1 BELOOT Bellville &t &nd Craft Suppliers SHOPODZ2 Reserved 20 6/04/01 2016/04/30 !
25 2 AWDOOT Andrews, Shawn MOUNO0T7 Reserved 20 6/04/01 2016/04/30
7 3 Do Duvet and Pillows SHOPOD47 Reserved 20 6/04/01 2016/04/30
49 4 Tax0m Taylor Engineering LIMITOO04 Feserved 20604/ 2M6/04/30
1 5 SHEOD Snell, Dave PARKOOT1 Reserved 20 6/04/01 2016/04/30
73 E COMOM Concrete Creations WAREQDD4 Feserved 20604/ 2M6/04/30

0 Select Al ‘ Select Mone | 0 Update Selected Invoices

Banking system: | Generic C5Y ~| [ Specity Debit Day  |2017/05/01 = Clase

Electronic Payment Tenants
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Step 13 - Recurring Billing 89

1. The option to "Update Customer and Supplier Inwices" must now be selected, since we need to bill the
Tenants, and present the Supplier with an Invice as well.

2. Tick the option to print a detailed Pre-Import List. This will open the report in your internet browser which
can be checked for discrepancies before the actual billing is done

3. If the "Print Updated Invoices" option is selected, all invoices will be send to the default printer

4. By selecting the "E-mail Statements" option, the inwoices will be send immediately upon completing the
billing process - to each Customer and Supplier's respective e-mail address as set up on their Master
Files.

5. Click on "Proceed"

Month End Options VEA0T il
» P

|L||:u:|ate Cuztomer And Supplier [Fvoices o j

9? Print Detailed Pre-lrmport List

Printz a maore detalled version of the Pre-lmpart List repart.

Report Sort Order: | Rental Mumber ﬂ
Report Lapout: | Lawout 1 ﬂ

el_ Print Updated |nvoices

Prints a lizt of all the cugtomer and supplier invoices that were updated
after the month end has been completed.

oi_ Email Statements

b ail cuztomer/zupplier statement directly after the rezervation has rolled

‘ ‘ @mceed i P Cancel ‘
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1. The Pre-Import List will be minimized to your Internet browser. FIRST check this list before continuing

2. The report first displays the Customer Inwoices - 6 in total. Note that there are 2 properties where no tax is
charged. Those are residential properties where tax is not applicable.

3. The Supplier Inwvices are displayed beneath the Customer inwices. There are only 4 inwices to be
updated, since 2 of the 6 properties belong to our company

4. Close the report when you are satisfied that all invoices will be updated correctly
‘_. 4 — ——

~‘-\ 2] C:\Users\Louise\AppData\Local\ Temp\TempReport. html

File Edit View Favorites Tools Help

5 @ Sales Home Page for Louise | http--213.233.206

Pre-Import List For April 2016 ’ ~

Novtel Property Demo
PRINTED DATE: 15 APRIL 2016 TIME: 08:47:37 AWM

@ CUSTOMER INVOICES

TENANT TAX INCL TOTAL
1 1 BEL0OL - Bellville Art And Craft Suppliers SHOP0022 736.84 6 000.00
25 2 ANDO01 - Andrews, Shawn MOUNG017 0.00 5000.00
37 3 DUWV001 - Duvet and Pillows SHOP0047 122807 10 000.00
49 4 TAY001 - Taylor Engineering UNIT0004 1228.07 10 000.00
61 5 SNEQO! - Snell, Dave PARK0011 0.00 9000.00
73 6 CON001 - Concrete Creations WARE0004 122807 10 000.00
NUMBER OF INVOICES TO BE UPDATED - 6 TOTALS 45 578.95 4421.05 50 000.00

© SUPPLIER INVOICES

SUB-RENTAL CONTRACT SUPPLIER PRUPERT‘ EXCL TOTAL _ INCL TOTAL

2 BLA0OL - Black, Vernon MOUNQ017 4300.00 0.00 4500.00

13 3 BLAOOI - Black, Vernon SHOP0O047 800246 112035 912281

23 4 MARO0QI - Marshall, Kea UNITQ004 §002.46 112034 912281

37 3 ESPO0L - Espin, Jake PARK0011 §210.53 0.00 §210.33

o NUMBER OF SUPPLIER INVOICES TO BE UPDATED - 4 TOTALS 28 715.45 2 240.69 30 956.14

ST e ®@ JMWE e @ a8 | i nw e S

Now click "Yes" to execute the recurring billing for both Customer and Supplier Invoices

® Recurring GG Ladiad Ladied Ladiod o B
i
Fixed Contracts T Active Monthly Tenants |
L
Fies Mumber Contract Mo | Tenant Code Tenant Description Froperty Code Statuz [rate Start [rate End | |
1 1 BELOOT Bellvile &t And Craft Suppliers SHOPODOZ2 Reserved 2016/04/01 2016404430 |
28 2 ANDOOT Andrews, Shawn MOUNOM 7 Reserved 2016/04/01 2016404430
a7 3 Do Duvet and Pillows SHOPOO47 Reserved 2016/04/01 2016404430
43 4 Tav0m Novtel Property Management | 2016/04/01 2016404430
E1 5 SMEOM 2016/04/01 2016404430
73 g COoMOm 2016/04/01 2016404430
" | You are about to execute the recurring billing for both Customer and
¥ Supplier Invoices, Are you sure you wish to continue?
C Yes , | Mo
Select Al | Select Mone |
Electranic Payment Tenants Banking system: | Generic C5V w| [ Specify Debit Day  |2017/05/11 = Close
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The "Fixed Contracts" tab for April 2016 has now been cleared. Click Close to exit the window

# Recurring Billing T . LI . L (e ]

Curent Month  ([8s] - Current Vear  |(EIIEEEEEES

— ——— f

I ( Fixed Contracts ) T Active Monthly Tenants i
Res Mumber Contract Mo | Tenant Code | Tenant Desiiption Property Code Status D ate Start D ate End
i "

Select all ‘ Select Mone | Update Selected Invoices

Banking system: | Generic C5Y w| [ Specify Debit Day  |2017/05/01  ~ { Close !l

Electronic Payment Tenants

Returning to the Grid, the status color for April has changed to light green - the color of the "Inwiced" status -
and the color of the contracts for the month of May has turned orange - the color of the "Current" status

[® Novtel Property Management Ultimate Standard 6.1.0.7 - Novtel Default - [ltem Grid) [F=EETe
W File Edit Modify Setup _Process Reports Emai/Export_Import _Help NEE
ah 7 oo li -vCE'OE'ﬂﬁ
o e Tow el FrR FER T e [AEA A = |2 |27 |2 |2 nTn[ETs 16 [17 |18 |18
e | A - | PR PP - e | g | ppe | e | Ape My | oy | iy | ey
I —| 2?2.“ 2..','2: e 2?”5 B | [t [ 7 ks Z“Jf 2..','.’: =y ?‘“E - | e e e 2.2.’.“ 21‘-’,'.“ 2..','3: By 2;‘:‘55@ T et ?ﬁf@ o | o [P e g
@r _W 25 Andrews, Shawn 26 Andrews, Shawn
@|— _,V 61 Snell, Dave 62 Snell, Dave
@|— ,W’T 1 Bellville Art And Craft Suppliers 2Bellille Art And Crait Suppliers
@r _W 37 Duvet and Pillows 38 Duvet and ]
@r ,WW 49 Taylor Engineering 50 Taylor Eng
(][ [ wareooos [N 73 Concrete Creations oncrete C
g 4 T o

Proceed to Pastel in order to view the effect the Recurring Billing had on Pastel. Click on "View - Open
Batches"

'E Movtel Property D
File Edit Pmce{é_

> &

hange Setup  Utility Window Help

=, B
Dl Drowen

: group by that colun
Options “ General Ledger * —
D'ezcription
Cloze Explorer Customers 3
: Drvet and F'|IIn:|w<
Suppliers r
Taszks o PP Taplar Engineerin
Customers [7) Inventery » Bellville Art And C
) Srell, Dave
Suppliers Price Lists k Concrete Creation
| Fivenbony Manufacturing b Cazh Salesx
General Ledger
Projects k
q FY
Bl Open Batches h
[ !‘\Jlu:-tes Due 'I:::u:la_l,l Graphs 3
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92 Property Management

e There are now 3 affected batches:
» Tax Inwoice
> Supplier Inwice
» Commission Transfer

Click on the check-mark beneath the Pastel User in the Tax Inwoice line, and then on "Jump To"

e R =

]

| &lllzers Lovize
Tax Invaice é‘i\/ i
Supplier lnvoice W
21 Commizzion Transfer v
Mat Uzed
Mot Uzed
Hat Uzed

!', Jurmp To !‘ Prirt ‘ ‘

When the search option next to "Number" is clicked, all Customer Inwoices created in Novtel, can be viewed in

Pastel as well. Click on "Close"

I. Process Customer

) [=][= =]
Document Typel Tax Invoice VI Mumber  {IMA1 'lmﬂ . Customer | | |
| Link / Create | Delivery Ship / Deliver | Postal Address
[ Inclusive ;er.m; .
ick Mod reight b ethor
oo Ship / Deliver
[~ Customer User Defined Figlds Furiat Bl
[~ OnHaold
Peri0d| Date I Tax Invoice Zoom ...Done
2 - |18/04/1E -
— ’<Enter> = Select]
Type Co - Mett «
- Zoom Sequence _
@ MNumber (O Code ) Reference  Zoom Frg l:l ]
Mumber Customer Accounts/D escription Amant
IN&10001  BELOOD - Bellvile &t And Craft Swpplie 1 E000.00 15/04/1E
INATO00Z2  [ANDOOT - Andrews, Shawn 25 5000.00 15/04416 | e
INAT0003  |DUWOOT - Duvet and Pillows a7 10000.00f 15/0416 | Ye
INAT0004 | T&Y001 - Taylor Engineering 43 10000.00f 15/0416 | Ye
INAT0005  |SMEQOT - Snell, Dave 1 9000.00 15/0441E6 | e
INAT000E  |CONOOT - Concrete Creations 73 10000.00f 15/0416 | Ye
< | 3 =
d B ——— L
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Step 13 - Recurring Billing 93

In order to print a report for audit purposes, click on "Batch - Print - Tax Invoice Summary Listing"

Print

Import
‘ I Export

Update

Copy Recurring
Make One For All

Restore Columns

Tax Inveice Summary Listing

Print Cutstanding

Reprint Docurments

Click "OK" in order to print the report to the screen

I Tax Invoice Summary Listing

Prirt Ta

Scresn h -]

Cancel

Help

-

This amount for Customer Inwoices on this report corresponds with the amount on the Nowtel Pre-import list.
The report can now be printed or e-mailed directly from this screen. Click "Close" to exit the report

Novtel Property Demo (MANUALY o~ - —

File Edit Process View Change Setup Utiity Window Help

-@

5 BaelA AHESEOEE

G0N POE®

I TaxInvoice Summary Listing Page 1 of 1 - Complete

Nowtel Property Demo

Tax Invoice Summary Listing for user Louise

15/04/16 09:13 Page: 1

Prepared by: Noviel

End ofReport

I [ e o Y R e R B e,

Reference  Customer Per  Date  OrderNo printed  On Tax Total
ol
INAT0001  BELOO1-Belvile At AndCrat 2 1504116 1 Yes  No 73684 £000.00
Suppliers
INA10002  ANDOOT - Andrevs, Shawn 2 150418 25 Yes  HNo 5000.00
INA10003  DUVDO01 - Duvet and Pillows 2 1504016 37 ves  HNo 122807 10 000.00
INA10004  TAYDD1 - Taylor Engineering 2 1504116 49 ves  HNo 122807 10 000.00
INAT000S  SNEOO1 - Snell, Dave 2 150418 61 Yes  No 9000.00
INAT000S  CONOD-Concrete Creations 2 15104118 73 Yes  No 122807 10 000.00
Total for 6 Tax Invoice(s) not on hokt 442105 50 000.00
Total for 0 TaxInvoice(s) on hold _
TOTAL 442105 (sn 000, ED
—
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94 Property Management

Click on "Batch" again, and select "Update"

Print ¥

Restore Columns

Import

‘ Export

Copy Recurring

Make One For All

0 B

)1 Delete / Inzert... Edit Dacumg

You will have the option to "Backup Before Updating". We recommend that a backup is made, and then
click on "Update"

| |
B Process Customer - Update Batch 28

|VA B ackup Befaore Lpdating ]

Click on "Close" to exit the window

[ Process Custormer EI =] @I
Document Type | Tax Invoice - Mumber |IMAT0007 Customer || |Q|| |
| Link A Ereate | Delivery Address Ship / Deliver | Postal Address
W Inclusive Tems
[ Quick Mode Frglght Mgthod
X . Ship # Deliver
[~ Customer User Defined Fields Buriait Brallree
[ OnHold Credit Limit
|Peri0d| Date Cuztomer Ref Salez Code| Discount % |Exch. Hate| Tems | Payment Due
2 15/04416 b4 oool 9 .DDDDDD|DD 22/04118 v
Type Code Description Fraoject Unit Guantity| Serial Mumbers [ Tax Frice Disc? Mett a

Discount
E xclusive
<F10> Receqt =
TOTAL
Batch... || Delete / [nsert... || Edit Mocumert || ezt Documert || Eritit Macumiett || Sdditional Fields r}
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Click on the check-mark in the "Supplier Invoice" line, and then on "Jump To"

0 Open Batches | 22 |

| 2ipsers Lovize
Supplier lnvoice mv
i

21 Commizzion Transfer
Mot Uzed
Mot Uzed
Mot Uzed
Mot Uzed

1

I
! Jump To j ‘ Print | ‘ Cloze

Click on "Batch - Print - Supplier Inwoice Summary Listing"

Print Supplier Inveice Summary Listing
Restore Columns Print Cutstanding

e Reprint Documents

Export

Update

/|| Delete / Insert... ﬂ_ﬁditDncument || et Macurment || it Documiert |E

Once again, click "OK" to print the report to the screen

-

B Supplier Invoice Summary Listing &

F"
Frint To Soreen h j
Cancel
Help
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nt

The report can now also be printed or e-mailed from this screen. The Pastel total amount for the Supplier
Inwices corresponds with the amount posted in Nowvtel. Now click "Close" to exit the report

Novtel Property Demo 15/04/16 11:52 Page: 1
Prepared by: Novtel
Supplier Invoice Summary Listing for user Louise
Reference  Supplier Per  Date  OrderNo Printsd  On Tax Total
ol
PNAIDDDT  BLADD1 - Black, Vemen 2 150416 1 Yes  HNo 4500.00
PNAIDDD2  BLADDT - Black, Vemon 2 150416 13 Yes  HNo 112035 §122.81
PNAIDDO3  MARDOI - Marshall, Ken 2 1504118 25 Yes  HNo 112035 912281
PNA10004 ESPO01 -E spin, Jake 2 15/04116 37 Yes No 821053
Total for 4 Supplier Invoice(s) not on hold 224070 30956.15
Total for 0 Supplier Invoice(s) on hold _
TOTAL 224070 (30956 13\
—
End ofReport
e ) [rarese ) Somerwan i (2)7) E = D,

Click on "Batch" and then on Update"

Print
Restore Colul

Import

Export

mns

.... and "Update" again

B Process Supplier - Update Batch - |

[[] Backup Before Updating

! Update E

Cancel

And finally, "Jump To" the last

open batch

| &llizers

21 Commizzion Transfer

Hat zed

Lauiseﬂ

Hat zed

Hat zed
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Click on "Update"

I Process Journals

Entry Type |2‘| - Commizzion Tranzfer

ﬂ Batch Type |N|:urmal batch entry ﬂ

[ Prewiew... ] [

Bint. ] [ Update. ) | |
—

Batch... ] [ Settings...

Per Date GCS  |Account Reference De=scription Tax Exclusive
1 m;l 15/04/16 G 26004000 RCTO0025 Property: MOUMO0TY, Supp on- R00.00
2 joz2-  |15/0448 G 26004000 RCTO0037 Property: SHOPOO47 . Suppli 0o- ar71a
3 joz- 1540448 G R300/000 RCTO0049 Property: UMITOO04, Supplie 0o- ar71a
4 02 |15/04416 G R300/000 MWCTO00E1 Property: PARKODTT, Suppli 0o - 78347
| |
[ Delste <CtiD> | [ Inset<Chlls | [ Match<F3: | [ Inc/Exc<F8: |

I NCT00025=500.000

Commigsion Expense Account

Click on "Update this Journal Batch"

Update all Journal Batches

Update this Journal Batch

E = Y L [ [ 1 I

And close the window

clusive | DC | Project

D

F
Contra Accol—]

000a./aaa

There are now no more open batches in Pastel

[ Open Batches

Mat Uged

Al Users | Louize

Mat Uszed

Mat Uged

Hat Uzed

|

k

| Jump To H Print ‘

|£ Cloze !

Copyright © 2016 Novtel® V 3.03 Louise Janse van Vuuren

PM Version 6.1.0.7




15
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Step 14 - Viewing Documents from the Grid

¢ The following standard documents can be viewed directly from the Grid
» Quotation
» Invoice
» Supplier Monthly Report
» Customer Statement
» Deposit Statement

In order to view the Inwice for Taylor Engineering, right-click on the reservation; move the mouse across
Documents, and click on Inwice

# Novtel Property Management Ultimate Standard 6.1.0.7 - Novtel Default - [ Item Grid] ﬂ

W File Edit Modify Setup Process Reports Email/Export Import Help
dh T '_.;:: "'OE'OE'QQ
0 18 (19 [20 [21 |22
sgr | Apr | dpr | Apr | apr
zms zms zms znu znm anm zms zms zms 2016 (2016 2015 |2016 |2016
MOUMOM 7 . Tue |Wed |The | Fri Tue |Wed | Tha | Fri Mon | Tue |Wed |Thu | Fri
@|—| MOUNDD17 |— 25 Andrews, Shawn
P e — ———— ———— —

[
@:”— PARK0O11 |— _____________ : _ 7
@|— SHoP0022 |— 55555555365 _____
@:”— SHOPODAT |— 37 nuuet and Plllows
@:”— | UNITO004 |T

@|—| WARE0004 |F 73 Concrete Creations |

Edit Contract
()] Kl

Wiew Properties
&+ Al Properties
" twailable Properties

% Mew Rental

|2mBroas05 ~| [2018/0513 ~|

49 Taylor Engineering r— View Details <F5
~ iew Details <F3>

&+ Fental ™ Cub-Rental <F7> Restaurant and Diet

Documents 3 Quote < Ctrl+ Q>
Unupdate Invoice < Ctrl+I»

MS Word Documents

Give Motice

Supplier Monthly Report

Customer Statement

GoTo Top | Go To Bottamn | Deposit Staterment
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The inwoice will be displayed according to the selected layout in "Setup - Documents". For information
purposes, this is the format for Logo Layout 2.

NOVTEL PROPERTY DEMO TEL : 08681 66 82 35 TAX INVOICE
OFFICE PARK FAX :
UNIT 30 TAX REG NO. 122456789 I H

DIAZ BOULEVARD
MOSSELBAY

s
7
-

=
ol
Lomry

Tayler Engineering INVOICE HUMBER: INATODD4
PO Box 002 BOOKING NUMBER: 49
Cape Town
y Date In: 2016/04K
B8ak
Date Out: 2016/04/20
Property Description Days Personld Tax Incl Price
UNITO004  Unit 4, Sunset Cres (Rental) 1 1 122807 10000.00
Total Tax 122E0T
Total Excl Tax E77T1.53
Total Incl Tax 10000 .00
TOTAL DUE: 100:00.00

When the mouse is moved across a reservation, the "Status" of the reservation is displayed, as well as the
Customer Inwoice Number and Supplier Invoice Number. The details pertaining to the reservation also displays
in the blue and black block beneath the Grid.

. Novtel Property Management Ultimate Standard 6.1.0.7 - Novtel Default - [ tem Grid] !
W File Edit Modify Setup Process Reports  Email/Export  Import  Help

w- o FEIS-FR--0F- 0B 06

05 |06 (07 |08 11 [12 [13 [14 [15 18 (19 [20 |21 |22 25 |26 |27 |28 |28 0z [03 [+ 05 [o6 0s |10
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100 Property Management

Step 15 - How to Receive Payments

Deposits and Reservation payments are received in exactly the same manner. Click on the arrow next to the
POS Icon, and select "Receipts"

1, Movtel Property Management Ultimate Standard 6.1.0.7 - Novtel Default - [ Item Grid]
W File Edit Modify Setup Process Reports Email/Export Import Help

v 2 ESOR--OT -8B

Sales (POS) z ;::r ;:r ;::r
I 16 (2016 (2016 |2016
|MEILINIIIEI1? Deposits

— Payouts

@ Megative Receipts

@ SHOPODZ22 N

o WY |

(€| [ vwmooos_[1v | itsomma
@ WAREODD4 | N History

73 Concrete Creati
.| | | ]|

Receipts
]

e We will now use Taylor Engineering for demonstration purposes - by selecting their account from the list

L E&na nt Setup e —

M urnber Drezcription Telephone Fam B afrazh
ANDOM | Andrews, Shawn 0F1 123 456 789

BELOOT | Bellvile At And Craft Supp | 081 123 456 789 Add New
45001 | Cash Sales —
CaMom Concrete Creations 033123 456 729 Edi
DUVOOT | Duvet and Pillows 0F1 222 333 444

SMEDDT | Snell, Dave 091 123 456 789

TAYDO T avlar Engineering

Search Select

i Mumber " Description
Cloze
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Step 15 - How to Receive Payments 101

1. The "Balance in Pastel" is R 10 000.00, since the recurring billing occurred and the batch was updated to
Pastel

2. Note that there is an outstanding balance of R10 000.00 in both the Account Payments, as well as the
Deposit Payments fields. This is due to the fact that we have raised a deposit on the contract, but not yet
received the amount into the system. Likewise, the first month's rent has been inwiced, and the amount is
outstanding on the Tenant's account.

# Tenant Receipts | RS |

Tenant - ITAYDD‘I &I |Ta_l,l|or Engineering | Fieceipt Total l— Autodlosate |
l‘ Balance In Pastel o 10000.00 ; Wiew Statement |
&I Unallocated Amount: 0.0

Outstanding Total 10000.00

_-| Account Payments

Outstanding Amaount Allocated Amount
10000.00 0.00

Description
Fental 49 - Unit 4, Sunset Cres [2016/04/01 to 201 6/04

Outstanding Amaount
10000.00 0.00

Description
Contract 4 - Unit 4, Sunget Cres [2016/04/01 to 2017/03/31)

VB.1.0.7
Payment D ate I 2016/04/18 v l Outstanding Total 20000.00

Copyright © 2016 Novtel® V 3.03 Louise Janse van Vuuren PM Version 6.1.0.7



102 Property Management

e Taylor Engineering made a payment of R20 000.00 for the combined totals of the rent and the deposit. We
will now capture the payment as follows:
1. Enter the Receipt Total at the top of the screen, and click on "Auto Allocate"

2. This action will now clear the Outstanding Totals for both the Account Payments and Deposit
Payments fields

3. The allocated amounts now display in the like-named columns of each of the fields
4. The full amount is indicated as the allocated amount

5. Enter the date on which the actual payment was received; the Payment Type and the Payment
Reference

6. Click Accept to finalize the payment

[ 1B Tenant Receipts T ——)

Tenant ITAYDD‘I 3' ‘ Taglor Engineering | @ |—2DDUU.DU Auto-AID:ate
Balance In Pastel 10000.00 “igw Statement |
&I Unallocated Amaourt: 0.00
| _-| Account Payments QOutstanding Total 9 o.00 |
| |
Desciiption ‘ Outstanding Amount| Allocated Amount|
Rental 49 - Unit 4, Sunset Cres [2016/04/071 to 2016/04/30) ‘ D.DD| ‘IDDDD.DD|

Description
Contract 4 - Unit 4, Sunset Cres [2016/04/01 to 201 7/03/31)

Outstanding Amount Allocated Amount
0.00 10000.00

Payment Date I/UMD‘I - l Outstanding Total 0.00
Allocated Total 20000.00
Fayment Type I Direct Transfer hd l e e
Unallocated Total oo
Reference :
Taryam

' @ Accept b Cancel |
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Step 15 - How to Receive Payments 103

Immediately the next Tenant account can be selected to capture a payment. Alternatively, click Close

Ten_e_m-t Setup
Mumber Dezcription Telephone Fax Fiefresh |
ANDOOT | Andrews, Shawn 0E1 123 456 739 I—
BELOODT | Bellville Art And Craft Supp | 031 123 456 789 Add News
CASD0T | Cash Sales =
COMODT | Concrete Creations 083123 456 733
CUVODT | Duwet and Pillows 061 222 333 444
SMEDDT [ Snel, Dave 021 123 456 739
TAYDmM Taplar Engineering 021 123 456 789

Search

o Murnber " Description _-I:I
E o5 !

...And click Cancel to exit the Tenant Receipts window

Qutztanding Total Q.00

Allocated Tatal .00

nallocated Total .00
Accept ancel

The status has changed to "Paid", and the color of the reservation also changed to dark green - the color of
the Paid status

In the blue and black block, the system indicates that there are no Outstanding Deposits, and no unallocated
funds. There is also a credit on this account as a result of the deposit payment of R10 000.00

|® Novtel Property Management Ultimate Standard 6.1.0.7 - Novtel Default - [ Item Grid] [
# File Edit Modify Setup Process Reports Email/Export Import Help BER
o -B=--0g-0BE-B6
=i e = - EAER ¢ = = = BB = = = = | EAEE = | = & [® » |CEEIENEEER - |- I EE = =
e | ape | e | e | e LI e | e | e | g | e PALALATAES -+ |~ (A | e | ey |y | ey | ey PR PI | ey |ty (i | (e [ wer
B B o1 (2ot [c01s [2o1s feous (AER BSRTG |<0ts (2015 |201s (20t [cois [STNY CPR] (2056 |£01s (05 [e0s (2ot PR EAekd (201 (2016 [cois (2016 [c01s CARt] ESIG) 2016 (2026 (2016 [z0as feuis ok BAOHY (202 (201 (2016 [201s (2030 AL EARR][c0is
MOUNDOT7 [ s | oo [ R .. | .. | o oo g sy < | .. | P e g e < | .. | e e P | . | e e e . | .. | e e e ey an
@l_ _|T 25 Andrews, Shawn 26 Andrews, Shawn
@r _|W 61 Snell, Dave T2 7 62 Snell, Dave
@l_ SHOP0022 |T 1 Bellville Art And Craft Suppliers 2 Bellville Art And Craft Suppliers
G D 37 DuvotandPilaws___ —JSbwctandPiows
@] | ummooos [N
(C|| [ wareooos [N ~_ 73Concrete Creatons |
) K I
ol (o
P — Feental SubRental <F7> O Carcelled r
* Al Properties 0 Reserved W
" Auaiable Propetties | Debit]  Credi| [0 Corfimed ~
0 10 000.00 1 O Cunent W
pistibiend ing - 0 o1 10000.00
B ; Moo B
2016/0403 ~| [2016/05/23 = u WretialyPeid &
GoTaTop | (GeToEBottom Wrsid K
W supplierPaid M

Now "receive" the amounts of:

» R 12 000.00 in Cash for Bellville Art and Craft Suppliers
» R 20 000.00 Credit Card Payment for Concrete Creations
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104 Property Management

Step 16 - The Shift Cashup Procedure

e The Shift Cashup procedure is done in 2 parts. The first part is done by the User on duty, and the second
part by the Cashup Supenisor. This process will then send the data through to Pastel.

e Click on the arrow next to the POS icon, and select "Shift Cash Up"

I’ Movtel Property Management Ultimate Standard 6.1.0.7 - Novtel Default - [ Item Grid]
W File Edit Modify Setup Process Reports Email/Export Import  Help

Y H-
17 |FERECE ERES

Sales (POS) 18 |12 |20 |21 |22

MOUNDOT? Deposits

Payouts
(CZ“— IW W Megative Receipts
| SN | s,
CCZ“— IWW Shift Summary
CCZ“— IWW History
0

Receipts

e e * Rental " Sub-Rental <F7:

1. The Shift Number and the User for this shift is displayed at the top right hand side of the Shift Cash up
window

. The Shift Status is open at present

. For now, the "Physical Amount" is zero, since the money count has not been performed yet
. Therefore, the shortage amount will be displayed as the full shift total amount

. Click on "Money Count"

a B WODN

- [ V6107

Shift Transactions : Trangzaction Type |.t’-'«c:u:ounts j Shift Mumber ; SFTO0001

Type Time Stamp | Doc Mum Amu:uunt| User [Shift Owner] - James o

Shift Start : 2016/04/12 10:57:07¢

Shift End :

Shit Status : oPEN €

Phygical srmount : a 0.00
a 52000.00

52000.00
5 : _ .
Cazh Up | tdoney Count ‘ Shift Summary | Detailed Report | Daily Takings Cloze

Shortage Amon
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Step 16 - The Shift Cashup Procedure 105

In the money count window, the number of notes and coins are entered in the fields next to the applicable
values. The system will automatically calculate the combined amount. At this stage - after capturing the cash
amount - there is a shortage amount of R39 600.00.

Cash: 12400.00

20000 [ 40 nso [ 0 Cheque: [ o000
1onmn I 27 ill 00 I_“ill Credit Card : I—I]I]l]
snon [ 22 ill 010 I_u:II Bank Transfer I—I.'II]I]
2000 [ 15 oos [0 Lishists [ 000
1000 [ 20 = ooz [ 0 Dt [ oo

= -

500 [ 20 j ool [ o j Total: 12400.00

20 [ 0 ; - Float: | 0.00

100 0= ERp 1240000
Comments : Shﬂrtage B 39600 00 )

Shift Tatal - 52000.00

R eport | Accept | Cancel |

When the Credit Card payment of R20 000.00 is entered, the "Shortage" amount changes to R19 600.00

—

L 1l

R c Cash - 12400.00 ]
200,00 | 40 j 0.50 | 0 j
10000 27 j 0.20 I a0 ﬁ Credit Card : 20000.00
0.0 72 jll a0 I_uill Bank Transter : I 0.00 |
2000 15 j 005 I_uj “Youchers I 0.00
1000 [ 20 ooz [ 0 : | 0.00
so0 | 20 :Il om [ o :Il 3240000
2 [ 04 - Float : [ 0.00
100 [ o= _
= Phyzical : 32400.00
Comments : Shortage B 19600 .00
1]
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106 Property Management

e The Bank Transfer amount of R20 000.00 is now entered in the like named field. Now a Surplus amount of
R400.00 is displayed

[ e o 07 | =]

] C Cazh: 12400.00

20000 | 40 = ns0 [ 0 Cheque : [ 0.00

10000 [ 27 - 020 [ 0 Credit Card - [ 20000.00
snon | 22 j 010 0 j Bank Transter: 20000.0C

2000 [ 15 oos [ 0 el [ om0

1000 [ 20 ooz [ 0 LS [ ow
500 [ 20 =+ not [ 0 52400.00

200 [ 0 - Float: [ oo

L 0 ill Physical : m
Comments : SUFplUS : 400.00

e Qur company carries a Float amount of R400.00, and when this amount is entered in the corresponding
field, the amount next to "Surplus" is now zero and the cash up balances

e Click on "Accept"

8 ere ot ] ;107 | i

R C Caszh : 12400.00
20000 [ 40 = ns0 [ 0 Cheque : | 0.00
10000 27 ill 0,27 0 ﬁ Credit Card : I 20000.00
EDDD 22 ﬂ |:|1 |:| I] ﬁ Bank Transfer . I 2l]l]l]l].l]l]
2000 [ 15 :I' nos [ o :Il Wouchers : [ 0.00
10.00 [ 20+ ooz [ 0 L= [ 0.00
so0 [ 20 :ll ool | o j Total: 5240000
20| 0 é - Float: 40000
10| 0= —
=l Physical : 52000.00
Comments ; SUTP|U5 - @
Shift Tatal 52000.00
Fieport | { Accept Z | Cancel
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Step 16 - The Shift Cashup Procedure 107

1. The Shift status is still "Open"
2. Note that the "Physical Amount" now displays as R52 000.00, and corresponds with the Shift Total amount
3. The "Shortage Amount" has changed to zero

4. There are different reports to be printed - pertaining to this shift - before the cashup is finalized. After printing
those reports, click on Cash Up

Time Stamp

52000.00

SHIFT TOTAL

T\ 52000.00

i Shift Surmary | Detailed Fepart|  Daily Takings

The Shift Status is now "Closed". Click "Close" to exit the window

|

Time Stamp Doz Mum

5200000

SHIFT TOTAL

52000.00

Shift Surnmary | Detailed Report | Daily T akings r |
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108 Property Management

The Supenisor now needs to log into the system, using his Supenisor Cashup password

Movtel Property Management

1. Click on the User's shift to be processed. All transactions linked to this User will be displayed in the left-
hand side of the window

2. Click on "Supenvisor Shift Cashup"

File Reports

hit 1
Transaction (STT0000T)

Total Invoice Date

S

Shift # Uszer

Tenant Type Total «

1 BELOM Deposit Raized B000, 00
2 ANDOO Deposit Haised 500000 Front Desk
3 D00 Deposit Raized 2000.00
4 Tayoo Depozit Aaized 1000000 IR 201 E/418
5 SHEDOT Deposit Raized 3000, 00
B CONDO1 Depozit Aaized 1000000
7 Taqxaot Acc. Payment 10000.00
g Tayoo Depozit Paid 1000000
9 BELOO Acc. Payment E000.00
10 BELOO Depozit Paid G000.00
COWNOM Acc. Payment 10000.00

COmMOn1

Deposit Paid

@ Batch Shift

@ Single Shift

Shift Total: 52000.00

Supervizon|§e)
Shift Cashup

Click "Yes" to continue with the cashup process

Movtel Property Management

| Continue Cashup?

£ -"r‘es ” Mo

Copyright © 2016 Novtel® V 3.03 Louise Janse van Vuuren PM Version 6.1.0.7



Step 16 - The Shift Cashup Procedure 109

The data has been imported to Pastel successfully. Click Close

Import Status V6.1.0.7
Shift Humber Status Error
SFTO0001 Successhul

K i

Done.

HlNNNNNNEEE Successtul Failed | Documents

There is now no open shifts to be processed. Click on "Close" to exit the Supervisor Shift Cashup window

| Cloze |

File Reports

Yiew Location: AII - Supervisor m Shift # _

Transaction (SFT0000T)

Shift # Uszer Total Invoice Date

1D Tenant Type Total «

i@ Batch Shift © Single Shift - Open Shift | shift Total: | [NENT
Supervizor Supervizor -
Open Shift | Shift Cashup g Lo 2‘
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110 Property Management

18 Step 17 - Reports

Currently, Nowvtel Property Management incorporates 81 different reports in total. We will now only view a few
report options:

» Click on Reports - Income To

’ Movtel Property Management Ultimate 5 1.0.7 - Novtel Default - [ Item Grid]
W File Edit Modify Setup Proce Reports

Arrivals & Departures

Activity 3
List Of Availability

Rental Agreement List

dim T o

2\016 21]'115- 21]'16 2014
(MOLINOOT7 (6] | wea | Th E s

| g ——
CCZH_ _ |_ Rental Statistics 1
Usage Report
Utilization

Audit Log By User

Comments & Remarks

GoToTop | Go To Bottam E (@gmail.col Income To.., h

Sales History r

In order to print a report for the estimated Income Projection for the month of May, select the specific date
range and click Accept

# Income Projection ﬁ

From 2016/08/01 - { Accept !
To ElEOe/ 3 - Cancel
Sart By |F|enta| MHurnber ﬂ
™ Select Al W [ Canceled
* Select Specified e O FReserved
~ ] Confirmed
~ [ Cumrent
~ O Invaiced
[ B Partialy Paid
v B Pad
V6107 =
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Step 17 - Reports 111

This report can now be printed or exported to PDF and saved to the preferred location on the computer

e e & o clae
@5‘?3‘111»» 171 ‘gs;ﬂ.mcm - ||..,|...m =

Preview |

INCOME PROJECTION
Date and Time Report printed : 2016/04/18 01:48:12 PM
Report for the period 1 May 2016 to 31 May 2016
Novtel Property Demo

Arrival Date Departure Date Status
2 BELOO1 - Bellville ArtAnd  01/05/2018 31/05/2016 Current R 6 000.00
Craft Suppliers
26 ANDOO1 - Andrews, Shawn 01/05/2016 31/05/2016 Current R 5000.00
38 DUV001 - Duvet and Pillows 01/05/2018 31/05/2016 Current R 10 000.00
50 TAY 0071 - Taylor 01/05/2016 31/05/2016 Current R 10 000.00
Engineering
62 SNEQ01 - Snell, Dave 01/05/2016 31/05/2016 Current R 9000.00
74 COMO01 - Concrete 01/05/2016 31/05/2016 Current R 10 000.00
Creations
R 50 000.00

e In order to view a report on commission from rentals during a specific month, click on Reports - Monthly
Rental Commission

e
D MNovtel Property M e i Sta L.0.7 - Novtel Default - [ Ttem Gri
M} File Edit Modify Setup Proc Reports | ) =
P Arrivals & Departures
dil I Activity
o6 |07 |06 : S
pee | ape | aoe | List Of Availability
IMEILINEIEI'I? 2::: ?I'i}:f 2:;5 Rental Agreement List

Agency Status

Rental Statistics

Usage Report
Utilization

Audit Log By User

(0} (0 (0 {0 (0 (o

WAREQOD4 Comments & Rernarks
List
Yiew Properties List Property Links

&+ &l Properties
" Available Properties

Ckl | Mew Rental

|2016/04/08 ~| [2016/05/20 ~ |

List Un Posted Rentals
Rental Mumnber 2 Deposits

Maonth-End

Monthly Rental Commission
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112 Property Management

e There are 2 options on which the report can be based:

> Reservations made or
» Payments received

e Select the month and year to be viewed, and click on Accept

S Monthly Rental Commi E
Datez bazed on @ewatinn (" Payment )

Muanth |.-’.'-.pri| ﬂ fear -

Sort By | Praperty j

Fiter | Shaw al Rl

[~ Show Details
[ Shiink Repart

Cancel

e On this report, the commission amounts will be displayed next to each property; the amount the customer
paid; as well as the amount payable to the Landlord. If the Suppliers have been paid, the payment amounts
would have been included on this report

Monthly Rental Commission Report

For The Month Of April of 2016

PRINTED DATE: 18 APRIL 2016  TIME: 01:58:54 PM

MOVTEL PROPERTY DEMO

FROPERTY FPROPRIETOR COMMEXCL ~ COMMTAX  COMMINCL  CUSTPAID | PAIDTOSUPP || JAYABLE

AMOUNT

MOUN00L7 Mountain Rd 28 ANDOOL - Andrews, Shawn 540009 3 BLA00] - Black, Vernon 4500.00 500.00 0.00 500.00 5000.00 0.00 4500.00
(Contract : 2)

PARKO011 Park Street 11 00 5 L00L - Snell, Dave 9000.00 37 ESPO01 - Espin, Jake 5210.53 789.47 0.00 789.47 $000.00 0.00 8210.53
(Contract : 5)

SHOP0047 Shop 47 Maritz 37 DUV00I - Duvet and 10000.00 13 BLAOOL - Black, Vernon 9122.81 §77.19 0.00 §77.19 10000.00 0.00 9122.81

Building Pillows (Contract : 3)

UNITO004 Unit 4, Sunset 49 TAY00L - Taylor 10000.00 25 MAROOI - Marshall, Ken 9122.81 877.19 0.00 $77.19 1000000 0.00 s122.81

Cres Engineering (Contract : 4)

TOTALS 34000.00 30836.14 3043.56 0.00 304386 34000.00 0.00 | 3095614
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Step 17 - Reports 113

e There are a host of other reports to be viewed, for example:

e Nowtel Property Management incorporates a full maintenance system. All maintenance can be captured on
each individual property, and reports can be printed on:

1. All maintenance listings;

2. Work orders sent to the Building Manager;

3. The set time allowed in which the maintenance must be completed,

4. And reports on those liable for the payment of the recorded maintenance

e Under the Customer reports heading, there are 16 reports to be viewed

e All Contracts can be listed on one report and Contract Escalations can be viewed by Contract Escalations
and by Sub-Hire Escalations

e Housekeeping Notes, and the Restaurant and Diet reports are but a few of the reporting capabilities of the
Nowtel Property Management System

This concludes the starter manual for Nowvtel Property Management. For more information, please visit our
website at ww.nowtel.co.za; click on the Contact Tab, and click on the link to send a request to be registered
on the Forum under the "Support" heading

Online Training South Africa International Distributors

training@novtel.com » Head Office (Western Cape]) » Botswana
P Eastern Cape P Caribbean
SUppOIT » Free State » Kenya
» Gauteng and Northern Regions » Mauritius
Our online Discussion Board Forum is » KwaZulu Natal » Mamibia
llent r fi vhich t
an e.xce & |esqurce .rom wieh to » MNorthern Cape » MNew Zealand
acquire free online Product support.
(Registration is subjec proval. To » Uganda
find out more, pleasg click here .
P Stay Connected / Sign Up » Zambia
Alternatively, please select and contact » Zimbabwe

an Approved Novtel Partner/Distributor
located closest to you. FrsRHameE and summame

Telephonic Support Palicy

Download Remote Access

Like our Facebook Page for updates
on our Online Training promotions,

competitions and more!
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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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