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Introduction

Novtel Property Management is a specialized system by which long term rental properties can be managed. This includes:

✓ Properties owned by your company.

✓ Properties managed on behalf of a single Landlord, or multiple Landlords.

✓ Body Corporate and Home-Owners Association Properties for which Levies apply.

✓ Residential / Commercial and /or Industrial Properties.

Owned and Sub-Rented Short Term / Holiday Rental Properties can also be managed for which a Restaurant and Diet

Report, as well as the Housekeeping Report can be printed daily.

Properties can be rented on a Month-to-Month basis, and a monthly escalation amount can be charged if required.

Please note that there are many features in Novtel which are not included in this basic manual. To only name a few:

✓ The Meter Reader System

✓ The Open Item System

✓ Setting up Assets and linking it to the various properties

✓ Charging Interest on accounts in arrears

✓ Setting up and using TPN

✓ The Workshop Module

✓ Setting up and using the Reminder System

✓ Managing Body Corporate Properties for which Levies apply

✓ Scheduling Property Inspections and capturing the findings

✓ The Debit Order System

✓ Novtel Forms Designer

✓ Short Term / Holiday Rentals
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Introduction – Third Party Integration

Financial Systems

Novtel integrates with the following financial systems and comprehensive reporting is derived from:

➢ Sage Pastel Xpress

➢ Sage Pastel Partner

➢ Sage Evolution Ultimate Standard

➢ Sage Evolution Ultimate Enterprise

As a result of integrating with these financial systems, the use of Multi-stores / Warehouses; Agent Codes and Cost Codes can be

activated in Novtel when these were set up in the financial system.

Microsoft Office

➢ Reports can be exported, edited and saved in Microsoft Word

➢ Novtel allows for reports to be exported to Microsoft Excel, while some Excel files can be imported into Novtel - such as Bulk

Charges and Door Rentals

➢ Tenant and Landlord Invoices and Statements; Deposit Statements, as well as reports for management are emailed directly

from the system, using Microsoft Outlook

✓ Please note that up to 10 additional attachments for Customers and Suppliers respectively, can be send with the Invoice and /

or statement when the billing process is performed.

➢ Microsoft Access is used as the basis for Novtel’s databases (except for when SQL is used)
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Introduction – Third Party Integration

TPN (Tenant Profile Network)

When registered with TPN and the required settings have been entered in Novtel, an export file is submitted to

TPN - which will return several reports including a report indicating which Tenants:

➢ Paid on Time

➢ Are still in the ‘Grace Period’

➢ Made a Partial Payment

➢ Paid Late

➢ Did not pay at all

Novtel Products

Novtel Property Management also integrates with:

✓ Novtel Relations Management by which communication from and to Customers / Suppliers and

Prospects are captured and a complete record is obtained

✓ Novtel Access Control by which access to a facility is granted by means of ‘Access Tags’.
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Introduction - Documents

Invoices

In Novtel, one of various invoice options can be selected

as the default Invoice layout, namely:

1. Plain Paper

No Logo can be added to this layout.

2. Invoice Logo Layout 1 or 2

When Logo Layout 1 is selected, the Company logo

– as selected per the path entered – will be

displayed on the top left-hand side of the

document.

Logo Layout 2 displays the logo on the top right-

hand side of the document.

3. Forms Designer

Novtel incorporates the Forms Designer Feature by

which a custom invoice can be created and used.

Document Notes

The purpose of setting up ‘Document Notes’ is to create a standard note to be

displayed on each of the following document types:

✓ Custom Invoices

✓ Provisional Invoices

✓ Customer Invoices

✓ Landlord Statements

When an invoice is printed or e-mailed, the note created here, will display at the

bottom of the document

Word Documents

Novtel Property Management is fully integrated with Microsoft Word, Excel and

Outlook. For this reason, ‘Word Documents’ (letters) can be added to the system

and selected when needed.

It uses ‘Bookmarks’ which will derive the information from the Tenant Master

File, as well as the Contract; Reservation and Property.

Please note that this excludes any financial type of documents such as Tax

Invoices and Customer Statements.
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Introduction - Documents

Customer Statements

There are 6 different Customer Statement Layouts to

choose from, and a custom message to be displayed on

all Customer Statements, can be entered.

Supplier Reports

For Supplier Statements, there are 3 layouts to choose

from, namely the:

✓ Standard Layout

✓ Summary Layout

✓ Split Layout

Work Orders

In Novtel, Work Orders for Maintenance can be created.

One of 5 layouts can be selected, and if a custom message is set, it

will appear on all created Work Order Documents.

Service Provider Quotes

Quotations can be requested from one or more Service Providers

before a Work Order is created.

The preferred Quote Request Document Layout can be selected, and

the default email settings configured.
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Grid Statuses

In Novtel, each reservation is displayed in a distinctive colour on the Grid. These colours represent a specific status.

By simply glancing at the Grid, the User will know exactly which stage the reservation is currently linked to, without

opening any reservation.

Note: ONLY if the checkboxes next to the following statuses (visible at the bottom of the grid) are ticked, will the

contracts containing the selected status, be displayed on the grid.

Reserved

A contract has been created; and the property is now

‘Reserved’ for the duration of the contract term.

Confirmed

A contract is ‘Confirmed’ once the Tenant linked

to this contract, has paid the deposit.
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Grid Statuses

Current

When a Tenant has taken occupancy of the property,

the contract status is changed to ‘Current’ upon

performing the recurring billing process.

Invoiced

The Tenant has been billed for the month, but no

payment has yet been received. The status is

‘Invoiced’.

Partially Paid

The Tenant has made a payment, but a portion of

the invoiced amount is still outstanding. The status

of the specific month’s reservation is therefore

‘Partially Paid’.

Paid

The Tenant has settled the full outstanding amount

as billed, and the status is ‘Paid’.
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Grid Statuses

Supplier Paid

The Landlord has received full payment, and the status is ‘Supplier Paid’.

Communal (U) and Communal (P)

These statuses pertain to Communal properties, both Shared Accommodation and

Shared Services.

An unprocessed property will display in yellow; and will cause the Recurring Billing

process to be halted until the property is right-clicked and marked as ‘Processed’.

Only then, will the ‘Processed’ property’s status colour, change to white.
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Users and Passwords

The General Tab

When adding Users to the system from the ‘Setup – Users/Passwords’

menu, all details are mandatory to be entered in the ‘General’ tab –

regardless of creating an Administrator; Supervisor or Custom User.

A User Master File is created for the purpose of:

✓ Linking a person to a specific set of permissions.

✓ To link a password to their Username in order for them to gain access to the permissions set up for them.

✓ Whenever they perform transactions during their shift, a Shift number is allocated, and an audit trail is obtained.
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Users and Passwords

The Pastel / Evolution Tab

Depending on Novtel being integrated with Pastel Partner or Xpress, OR Sage Evolution,

the 3rd tab will be displayed as either ‘Pastel’ or ‘Evolution’.

When your system is not activated for the use of ‘Multi-Stores / Warehouses’, the ‘Default

Store’ is applicable here.

If Multi Stores / Warehouses are set up, the relevant Warehouse is selected.

Select the specific User in Pastel or Evolution to whom this User’s documents must be

imported.

The Permissions Tab

In the ‘Permissions’ tab, the option selected here will determine the

permissions a User will have, and they will access the relevant part

and features of the system when entering their password.
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Users and Passwords - Administrators

Users classified as an ‘Administrator’, have full rights to set up and

edit everything in the system – including Users and Passwords.

Although Novtel allows for an unlimited number of Administrators

to be created, we recommend that the number is limited by your

Company for the simple reason of control and security.
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Users and Passwords - Supervisors

A Supervisor has the ability to:

✓ Set up Printer settings.

✓ Open new shifts for Users when applicable.

✓ Perform the Supervisor cash-up process – which sends the shift’s data to

Pastel or Evolution.

✓ Produce various reports.

✓ Track transactions as it is processed by the Front Desk personnel in real time.

✓ Re-open a shift which was accidentally and prematurely closed by a User.

This is the screen the Supervisor will access when entering their password.
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Users and Passwords – Custom Users

As the ‘Setup’ and ‘Edit’ menus are available from the Grid, it is recommended that all

Front Desk Users be classified as ‘Custom’ Users and some – or all listed permissions

be restricted.

The reason being that if not restricted, the Users can access information and settings

which must only be accessed by persons in authority, such as the facility’s Owner; CEO

or top-level Managers.

When an option is unticked, it means that the Custom Users will not have access to it.
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User Shifts

A new shift is opened by the Supervisor when a User is on

duty. A shift number is linked to the User’s name which is

date and time stamped.

All activity by this User during their shift is recorded and

various reports are available to the Administrator and

Supervisor.

In this case, Shift ‘SFT00001’ is linked to the User, Tiaan.

The shift started on 5 September 2022 at 13:47pm, and

was cashed up on the 7th of September 2022 at 9:14am.
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User Shifts – Opening a Shift

Please note that Front Desk personnel will not even be able to raise a

deposit without an open shift linked to their name.

Therefore, the Supervisor will log into the system and click on the

‘Supervisor Open Shift’ button when no other open shifts are present.

Should either open or closed shifts be displayed in this window, the

button’s caption will read: ‘Supervisor Edit Shift’.
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User Shifts – Opening a Shift

All available Users without an open shift at present, are displayed in the left-hand

side of this screen.

To select a User, simply double click on their Username.

Immediately, the selected User will be displayed in the right-hand side of the window.

If applicable, shifts for other Users can also be opened in the

same manner before clicking ‘Accept’.
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User Shifts – Opening a Shift

1. A Supervisor Shift has now also been opened and linked

to the logged in Supervisor.

2. The User for whom the shift was opened, does not yet

display in this window, since he has not yet logged into

the system.

However: When the User logs into Novtel and starts

processing Transactions, the Shift will be displayed here in a

pink background – indicating that the shift is open - and all

transactions can be tracked in real time.
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Residential, Industrial and Residential Properties

Properties can be classified as either a:

1. Rental Property

2. Levy Property, or

3. A Billing Unit only

In Novtel, ‘Branches’ can be created in order to link

Properties in the same Suburb; Town; City or whatever

criteria preferred, to the same Branch which is colour

coded.

The Property Code will then be displayed in the

selected Branch colour on the Grid – provided that the

option is selected to ‘Show on Grid’.
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Residential, Industrial and Residential Properties

Properties can be linked to a specific pre-created Category for the purpose of:

1. Distributing Bulk Charges – such as water; electricity usage; security costs etc. - between properties linked to

the same category.

2. To link the same sized Properties to a specific category.

3. To link Properties in the same building or complex to a specific category.

4. When managing short term rental Properties, specific seasonal category rates can be set up and which is

linked to a specific Property or Properties.
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Residential, Industrial and Residential Properties

1. Different Types of Properties can be created in the Novtel system and

depending on the classification selected in the ‘Type’ field, the information in

some of the tabs will differ from those on other Property Master Files.

Properties can be linked to one of the following default ‘Types’:

✓ Apartment

✓ Bachelor’s Flat

✓ Country Estate

✓ Complex

✓ Guest House (Specifically For Short Term Rentals)

✓ House

✓ Small Holding

✓ Town House

✓ Vacant Land

✓ Industrial (Industrial Park; Light or Heavy Manufacturing; Warehousing

or Research and Development)

✓ Commercial (Office Buildings; Retail Shops etc.)
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Residential, Industrial and Residential Properties

The ‘Area’ refers to a more specific region/part of a city or town.

Depending on the Branch/Suburb already selected for this property,

more specific areas within this suburb will be displayed for selection.

In the rental contract between the Tenant and the Landlord / Rental

Agency, provision can be made for a set interval for inspections of the

property during the rental period.

An appointment will be made with the Tenant for the date upon which

the inspection is to be performed.

Novtel Property Management can manage these Inspections, by

setting up the following:

1. The inspection Interval on the Property’s Master File.

2. Scheduling the Inspection.

3. Setting up an Inspection Reminder.

4. Printing the Inspections Report for a specified period.

5. Documenting the Inspection findings.

6. Processing the Inspection and creating a Work Order for

maintenance if applicable.
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Residential, Industrial and Residential Properties

Owned Properties VS Managed Properties

For Properties owned by your company, the ‘Sub Rented Item’ checkbox is

NOT selected, and therefore, the ‘Commission’ tab will be deactivated.

This will cause the ‘Ownership’ in the ‘Details’ tab to be displayed as ‘Owned’.

Should the ‘Sub-Rented Item’ checkbox be selected, Novtel will

immediately require a ‘Supplier’ (Landlord) to be selected and linked to this

Property.

The ‘Details’ tab will then display the ‘Ownership’ as ‘Managed’ and

indicate the owner of the property as selected.

The ‘Commission’ tab will be activated to select the applicable commission

settings for this property specifically.
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Residential, Industrial and Residential Properties

The Details Tab

Commercial and Industrial Properties

If the ‘Size m2’ User Defined fields were customized, the rentable spaces on all

of the ‘Commercial’ and ‘Industrial’ Properties will be displayed as follow, and

per the customization set in our system:

✓ The descriptions for the first 5 fields are default and cannot be changed.

✓ The other 10 fields were customized.

The size of each area can be entered and selected as a rented space for which

the Tenant will pay.

All Other Property Types

The ‘Details’ tab of all other Property Types will be displayed as follow:
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Residential, Industrial and Residential Properties

The Financial Tab

The following details can be entered in the ‘Financial’ Tab:

✓ The Property’s purchase price and the date upon which it was purchased.

✓ Whether or not tax will be applicable on the rental amount for this property specifically.

✓ The current value.

✓ The original rental amount, and the current rental amount per month (for long term rental properties) and daily rental amount

(for short term or holiday rental properties).

✓ The original date upon which the property was first rented.

✓ The Municipality from which the municipal bill is obtained (Supplier), as well as the property’s municipal account number.
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Residential, Industrial and Residential Properties

Fixed Added Costs for a Guest and the Supplier

The ‘FAC Guest’ and ‘FAC Supplier’ tabs are identical in appearance

and are relevant to Short Term or Holiday rentals ONLY in order to:

➢ FAC Guest

Add fixed costs to the Tenant’s rental invoice automatically

when a short-term reservation is created

➢ FAC Supplier

Add charges to be deducted from the rental amount

payable to the Landlord / Supplier.
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Residential, Industrial and Residential Properties

User Defined Fields Tab

If set up, Specific customized information can be entered in this tab.

The first 5 fields will display the Information set up in the ‘Property’ tab of the ‘User Defined Fields’

setup window, and the additional info can be entered here.

The other 2 fields are displayed as set up in the ‘Reminders’ tab of the ‘User Defined Fields’ setup

window.

Pastel Interface Tab

When a Property Master File is saved, and the ‘Create Item in Pastel’ checkbox is selected,

the Property will be imported to Pastel as a ‘Service’ Item. The Property Code and

Description will automatically be created in Pastel as an ‘Inventory Item’.

The Property can also be linked to a specific Cost Code – upon importing it to Pastel.

The Pastel Inventory Code is now linked to this Property.

The relevant ‘Bond / Mortgage’ GL account – as set up in Pastel – can be selected

here.
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Residential, Industrial and Residential Properties

TPN

TPN is short for Tenant Profile Network – a registered credit bureau that

specializes in vetting tenants for rental properties. Their systems and services

help companies make better decisions on which tenants to place, and assists

them in collecting their rent each month.

To benefit from this functionality, your company must be registered with TPN.

Assets

The ‘Assets’ module is used to manage and keep track of items linked to specific

hostel rooms, such as kettles, toasters, etc.

Assets are created in a different part of the system, and linked to the applicable

property – after which it will be displayed on the Property Master File’s Assets

tab.

A warranty period and expiry date can be linked to electric and electronic devices

in order to return faulty devices within the warranty period.

The Manufacturer; Serial number and Model number is also captured on the

relevant Asset Master Files.
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Communal Properties

Two types of Communal Properties can be

created in Novtel, namely:

✓ Shared Services

✓ And Shared Accommodation

This type of Property is created in order to distribute bulk charges (such as

electricity and water usage in common areas; Security costs, etc.) between

tenants, and the following filters can be used in order to do so:

✓ Tenant Category

✓ Property Category

✓ Property Area Category

✓ Property Code Range

One of the following options can be selected by which the charges are

distributed:

✓ Apply whole amount to each linked booking

✓ Distribute equally between linked bookings

✓ Specify division percentage

✓ Distribute on unit size (m2)

Shared Services Property

Novtel only allows one Shared Services Property to be created per Dataset,

and it will always be displayed at the top of the Grid.

This property indicates ‘CP’ to the left of the Property Code on the Grid, which

is short for ‘Communal Property’.

It also indicates a ‘C’ to the right of the Property Code, while ‘Non-Communal’

properties display an ‘N’.



Page 38

Communal Properties

Shared Accommodation Property

A ‘Shared Accommodation’ property is created as a ‘Parent’

property for the purpose of linking ‘Non-Communal’ Properties’

to it in order to:

✓ Rent out different rooms in the same building to

individual Tenants.

✓ To produce an invoice for each Tenant individually

since individual contracts will be created.

✓ Bulk Charges can also be distributed between these

Tenants or properties linked to a Shared

Accommodation ‘Parent’ property.

An example of where this option will be applicable, is for

students at boarding school or in a Hostel.
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Charges

Different types of charges can be created in

the Property system, and depending on the

classification selected, will the corresponding

action be applied by Novtel.

Charges must also be linked to a ‘Reporting

Group’ to obtain even more detailed

information at month end.

Some charges will not be linked to a specific

classification in the ‘Properties’ tab, but it will

be linked to a Report Group.
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Charges

POS Items

Charges classified as a ‘POS Item’ will be available to be sold from the POS

system accessed from the Grid.

This means that any item classified as such, can be sold directly to a

Tenant / Occupant / Supplier / Employee or any other person, for

immediate payment.
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Charges

Payout Items

Items paid for from the petty cash – for example - are

classified as ‘Payout’ items and will be accessed from

the ‘POS – Payouts’ window.
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Charges

Workshop Items

Novtel incorporates a Workshop Module by which damages can be

recorded and Job Cards linked to a specific technician responsible for

completing the job.

Only charges classified as a ‘Workshop Item’, will be available for selection

in the ‘Workshop Module.

Third Party Charges

When your company is responsible for settling an account with a Service

Provider directly (e.g. Municipality), will charges such as municipal rates,

taxes, electricity and refuse be categorised as ‘Third Party Charges’.

Such charges will first be payable by the Tenant as it is included in the

rental invoice; and then be paid by your company, to the Municipality.
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Charges

Refundable Charge Item

Any charge that is refundable to a Tenant, must be categorised as a

Refundable Charge Item.

For example, in short term/holiday rentals, a ‘Key Deposit’ will be classified

as a Refundable Charge Item as it is charged to the guest at the start of a

booking; and refunded to the guest at the end of their reservation period

once the key was returned.

A complete list of all created charges in the system can be obtained, indicating the:

✓ Charge Code and Description.

✓ The Pastel Inventory Code it is linked to.

✓ The rate linked to it.

✓ Whether or not tax is applicable – as set on the Charge Master File.
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Tenants and Occupants

The Tenant is the person or entity liable for the rental invoice, thus ensuring an income to both the

Landlord and the Property Management Company/ Rental Agency that is managing the rental

property on behalf of the Landlord. As the responsible party, it is always the Tenant’s name that will

appear on the rental contract.

The Occupant on the other hand, is specified as the person/s who will occupy and stay in the rental

property during the agreed rental period. In many cases, the Tenant will also be the Occupant of the

rental property.

However, a Tenant may be renting a property for someone else to occupy (e.g. for their children or

parents to live in), in which case the Tenant will not be the Occupant of the property. Whatever the

situation, the details of the Occupant/s of the rental property will always be specified under; and

added to; the responsible Tenant’s Account in Novtel.
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Tenants and Occupants

1. Tenant Category

If Tenant Categories were set up in the financial system, a Tenant can be linked to the applicable category.

✓ Bulk Charges can be distributed by means of a Tenant Category

✓ Rental Statistics per Tenant Category can be obtained for the selected period or month

2. Pastel Foreign Currency

Novtel Property Management is in essence a single currency system, and all reports will be displayed in Rand

Value in South Africa, or in the currency set up on your pc’s regional settings.

When Foreign Currencies are set up in Pastel or Evolution and the exchange rate kept up to date, the specific

currency for a new Customer or Suppler can be set on the respective Master Files in Novtel.

The Foreign Currency for existing Customers and Suppliers cannot be changed.

The Customer or Supplier’s set currency will only be taken into consideration when importing data to Sage

Pastel. The SDK will convert the Rand Value to the Customer or Supplier’s set currency – and according to the

exchange rate set up in Sage Pastel.

In Sage Pastel, the documentation will be displayed in the currency set on their master file.
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Tenants and Occupants

The General Tab

Use Tenant as Occupant

If the Tenant is renting and living in / doing business from the rental

property, the Tenant will be specified as the Occupant of the

property as well, by ticking this checkbox.

The ‘Occupant’s’ name; surname; date of birth and ID number must

be captured in the corresponding fields.

In this tab, the general information of the Tenant who will be responsible for the payment of the rental property, will be entered. This will

include general contact details such as:

✓ The Tenant’s postal address

✓ Telephone and Mobile Numbers

✓ E-mail address

Please note that Novtel integrates with Microsoft Outlook, and when the billing process is performed, Invoices and Statements can either be

emailed to all Tenants directly, or saved to the Drafts folder to send the documents later, if so selected.

The email address as entered on the Tenant’s master file - will automatically be inserted by Novtel in the ‘To’ field in Microsoft Outlook.
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Tenants and Occupants

The Delivery Address Tab

In this tab, the Tenant’s Physical address will be captured.

The User Defined Fields Tab

The custom User Defined Fields entered for all Tenants in

the system, will be displayed in this tab.

For each Tenant respectively, the custom information can

be entered.
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Tenants and Occupants

The Waiting List Details Tab

If there is no rental property available that meets this Tenant’s

requirements, the details of the desired property type and

description; area; rent within a specific range, and the layout can be

entered here.

The Banking Details Tab

The banking details of the Tenant, who will be responsible for the

payment of the daily/monthly rent, will be captured here. The fields

marked with an asterisk (*) are mandatory.

Please note that if the option to ‘Use Electronic Payment / Save Bank

Details’ is not selected, the banking details will not be saved here, and

the details will have to be re-entered after saving the Tenant’s Master

File.

If the Tenant chooses to pay via a bank transfer or a cash payment, the

‘Debit Order Action Day’ and ‘Debit Order Set Amount’ fields will not

apply.

However, if the Tenant has selected his method of payment as ‘debit

order’, the Tenant will be required to sign a debit order for the rental

amount to be deducted from his bank account. Enter the day on which

the money will be deducted from his account, here; and specify the

debit order amount to be deducted, in the next line.



Page 51

Tenants and Occupants

The Occupant Tab

More than 1 ‘Occupant’ can be captured on single a Tenant Master

File, and designated parking spots can be allocated to each person

where applicable.

When a contract is created, an Occupant is linked to it in addition

to the Tenant’s name.

Moving the cursor across the ‘Occupants’ field, all ‘Occupants’

linked to the selected Tenant Master File, will be displayed.
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Tenants and Occupants

There are 8 tabs present for a host of information to be captured per Occupant in the

‘Add / Edit Occupant’ window, namely:

1. General Information

2. Photo

Please note that a default ‘Images’ path must be

pre-setup in the ‘Company Setup – Images’

screen from where Occupant photos are to be

retrieved. The specific Occupant’s picture can

then be selected to be displayed here.

3. Spouse

Details of the Occupant’s Spouse are

entered in this tab.
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Tenants and Occupants

4. Employment

The details of the Occupant’s current and previous

employers are entered in this tab

5. Dependants

The details of multiple dependants can be

captured here if required.

6. References

The name, address and contact number of 3 references can

be captured here.
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Tenants and Occupants

7. Access Tags

When entry to a property or facility is to be obtained by

means of ‘Access Tags’, the specific Tag Number for this

Occupant is entered and saved in this tab.

8. Parking

When set up, open and undercover parking spaces

can be assigned to the specific Occupant.
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Tenants and Occupants

The Vehicle Registration Tab

When vehicles are captured to a Tenant’s Master File,

a report can be printed to list the vehicles linked to

the Tenant.
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Suppliers

In Novtel Property Management, one of 2 classifications can be selected:

1. A Landlord (or Property Owner) lists their property with your agency to

advertise, rent out and manage on their behalf. As your company will pay

the rental income received from the Tenant (the Customer), over to the

Landlord (minus the agency commission and other relevant costs), a

Landlord is classified as a Supplier.

2. Service Providers deliver services to the Properties / Tenants that your

agency manages. As your company will usually source and pay for these

goods or service (regardless whether the Tenant or Landlord is liable for the

payment thereof), the following Service Providers will typically be listed as

Suppliers on your system:

• Maintenance companies (supplying taps, geysers, paint, carpets, tiles,

windows, etc.)

• Electricians

• Plumbers

• Gardening services; and

• Municipalities (i.e. municipal services)



Page 58

Suppliers

Reports which can be produced - pertaining to Suppliers in

the system – are:

1. List All Suppliers

All Suppliers – whether a Landlord or Service Provider - are

listed on this report.

2. List Supplier Categories and Services

Specific pre-created Categories and Services can be linked

to a Service Provider’s master file. By printing this report, a

complete listing is obtained of those services and

categories linked to each Supplier Master File.

3. Service Quality

When a Supplier Invoice is received and a Work Order is

completed, a service quality rating is linked to the specific

Work Order.

A report can be produced to list the ratings linked to the

Supplier for the selected period.

Other Supplier Reports:

4. Supplier Payments

5. Supplier Monthly Report

6. Payment Summary to:

✓ The Landlord

✓ Municipality

✓ Maintenance (Service Providers)

7. Detailed Landlord Report
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Property Management
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Contracts

Rental contracts are created to link a specific Tenant to a

specific Property, and to determine the following:

✓ The amount payable by the Tenant for rent and

additional costs.

✓ The amount payable to the Landlord – in the case

of the property being a sub-rented item.

✓ The amount retained by your company for

managing a sub-rented property on behalf of the

Landlord.

Only 1 contract per Property is allowed. Should the Tenant

rent more than 1 property, a contract for each property will

apply.

While in the process of creating a new contract, the

‘Contract Number’ field will be indicated as ‘New’, and a

contract number is only allocated upon saving it.

1. The Tax Rate to be applied is indicated here.

✓ Please note that Novtel takes into account whether or not the ‘Allow Tax’

option is selected on the Property Master File, as well as on the charges

added to the contract, and will only apply the tax where applicable.

2. If Agent Codes are set up in the financial system, and activated in Novtel, a

specific ‘Agent’ can be linked to this contract.

3. The Payment date is significant, especially when your company is registered

with TPN. This date will be checked against the dates upon which payments

were received from the Tenant, and a complete payment history can be

obtained – whether good or bad.
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Fixed Monthly Contracts

When the ‘Fixed Monthly’ contract type is selected, the contract

term can be set by entering a definite ‘Start’ and ‘End’ Date.

Novtel will calculate the number of months according to the dates

selected and it will be displayed in this field.

Annual Escalations

A set escalation percentage can be set up to increase a Tenant’s

rent during the same month each year, and the initial rental

amount is entered before clicking ‘Accept’.
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Fixed Monthly Contracts

To create the individual reservations for each month as set

for the rental period, click the ‘Make Reservations’ button.

Immediately, 12 reservations are created for this single

contract, but no rental number has been linked to it yet.

This will only be created once the contract is saved.
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Fixed Monthly Contracts

Calculate Commission (For Sub-rented Properties Only)

As the contract determines the amount payable by the Tenant; the amount payable To the

Landlord, and the amount to be retained by your company, the percentage in commission to

be applied to this contract, is entered here, and the ‘Apply Commission’ button is clicked.

When viewing the ‘Sub Rentals’ tab, Novtel has automatically

calculated the amount due to the Landlord.

✓ Also note that specific ‘Sub-Rental’ numbers will be

allocated to each reservation when the contract is

saved.
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Fixed Monthly Contracts

Accessing the saved contract, a definite contract

number is now created, as well as sequential rental

numbers linked to each month’s reservation

individually.

Sub-Rental numbers are also created.
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Fixed Monthly Contracts

The reservations are displayed next to the Property on the Grid, and in the colour of the ‘Provisional’ status.
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Month-To Month Contracts

1. When creating a ‘Month-To-Month’ contract, the start

date is selected first.

2. The ‘Contract Type’ is selected as ‘Month-To-Month’.

3. This will cause the ‘End Date’ option to be changed to

‘Contract Completed’ – which must NOT be selected

unless the contract is to be terminated.

4. The number of months will be indicated as ‘1’ and cannot

be changed manually here.

In the ‘Rent Escalations’ window, the rental amount is set, and

if an annual escalation is relevant, the percentage and month

is set for the rent to automatically increase when the month is

reached.
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Month-To Month Contracts

When the ‘Make Reservations’ button is clicked,

only 1 reservation will be created for the month

linked to the ‘Start Date’.
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Month-To Month Contracts

Month-To-Month’ contracts display ‘CM’ in front of the Property Code on the Grid, and only

1 reservation is created and displayed on the Grid in the colour of the ‘Reserved’ status.
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Fixed Additional Costs for the Tenant’s Account

All monthly Charges which will be billed to the Tenant, in addition to the rent as

agreed upon, can be inserted under the ‘Fixed Charges’ tab. Depending on the

agreement, these charges may include a fixed monthly amount, charged for

water and/or electricity usage.

However: Novtel incorporates a Meter Reader system by which the exact

readings for water and / or electricity are captured, and the Tenant is charged

accordingly.

For demonstration purposes, we will insert an ‘Open Parking’ charge to be

added at a cost of R50.00 per month for the ‘Tenant’s Account’.

By clicking ‘Add’ in the ‘Fixed Charges’ tab, all pre-created charges are displayed.
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Fixed Additional Costs for the Tenant’s Account

The applicable charge can now be searched for and selected.

1. The selected item is now displayed in the ‘Fixed Charges’ tab, and at a

quantity of 1. If more parking spaces are required, the quantity is increased

by entering the required number in the ‘QTY’ field.

2. A Parking space can directly be assigned to this Occupant from this window.

3. To update the selected charge to ALL reservations linked to this contract,

click the ‘Update Existing Rental Charges’ button.
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Fixed Additional Costs for the Tenant’s Account

1. Immediately, the selected cost is added to every

reservation linked to this contract.

2. To view the effect on the first reservation for the month of

September 2022, click on the reservation and select the

‘View Reservation’ button.

Proceeding to the ‘Quick View’ tab, the charge is displayed, and

added to the rental amount.
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Fixed Additional Costs Payable to the Landlord

In the ‘SH Fixed Rates’ tab, charges for which the Tenant is billed and to

be added to the Landlord’s amount payable, are added.

✓ Please note that charges classified as a ‘Third Party Charge’ will

not be displayed here.

The applicable charge can now be searched for and selected.
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Fixed Additional Costs Payable to the Landlord

Always remember to click the ‘Update

Existing Sub Rental Charges’ button to add

the charge to all Sub-Rental’ reservations.

In the ‘Sub-Rentals’ tab, the charge is added

to the amount payable to the Landlord. To

view the effect on the first ‘Sub-Rental’

reservation, click on it, and select the ‘View

Subhire’ button.

Proceeding to the ‘Quick View’ tab, the following is observed for the month of September

2022; sub-rental number 276, and rental number 746:

1. The amounts for the rent and the added charge are displayed here, and the total

payable to the Landlord is R 11 550.00 inclusive of VAT.

2. The amount – exclusive of VAT – which is payable by the Tenant, is displayed here.

3. The amount – exclusive of VAT – payable to the Landlord, is indicated here

4. And the amount in Commission to be retained by our company for managing the

property, is displayed here.
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Accessing Customer and Supplier Documents

Tenant Invoices and Statements, as well as the Supplier’s Monthly Report can

be accessed during any stage of the Contract.

However: Official Invoice Numbers are ONLY invoiced when the monthly

recurring billing procedure is performed.

The Tenant’s Invoice is obtained by right-clicking on te required reservation on

the Grid, and selecting ‘Documents – Invoice’.
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Raising a Deposit

In practice, the equivalent of one month's rent is usually

payable by the Tenant upon acceptance of the rental

contract. The deposit is generally payable via a bank

transfer, cheque, cash or credit card before the Tenant is

permitted to take occupation of the property.

At the end of the contract term, the deposit will either be

applied to the contract, or refunded to the Tenant; and

may a part thereof be forfeited in the case of damages to

the property, depending on the terms of the agreement.

A bank guarantee can also be offered by the Tenant, and is

a promise from the Tenant’s bank or other lending

institution, confirming that the institution will cover the

loss should the Tenant default on a payment.

Note:  Either a deposit or bank guarantee will be processed 

for a contract, but not both.  

To raise a deposit or process a bank guarantee in Novtel, an open shift is

required.

The amount to be raised is entered in the ‘Deposit Amount’ field, after

which the checkmark next to the ‘Deposit Raised’ field is clicked.
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Raising a Deposit

Upon raising the deposit, the ‘Deposit’ tab is displayed

as follows:

1. The ‘Bank Guarantee’ option is totally removed

from this window.

2. The ‘Deposit Raised’ field turns blue, and the

date upon which the deposit was raised is linked

to it.

3. The deposit amount is captured here and can be

edited in the future to increase the deposit

amount when an escalation occurred.

4. The date by which the deposit amount is

payable, is selected here.
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Raising a Deposit

Please note that the ‘Raised Deposits Transaction Listing’ report can be printed for all contractual deposits which was raised, but not yet fully

paid, and which will display the following information:

✓ The Contract Number

✓ The Tenant Description and Property linked to them by means of this contract

✓ The date upon which the Tenant is scheduled to take occupation of the property

✓ The date the deposit was raised

✓ The date upon which the deposit is due

✓ The deposit amount raised on the contract

✓ Whether or not any payments were received

✓ And the amount still due by the Tenant
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Processing a Deposit Receipt

As soon as proof of payment is received, the amount will be

receipted from the ‘POS – Receipts’ window.

The specific Tenant can now be searched for by means of

either the ‘Tenant Code’ or ‘Tenant Description’.

The Tenant is to be selected to capture a receipt against their

Tenant Account.
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Processing a Deposit Receipt

1. The ‘Tenant Receipts’ window is displayed, and in the

‘Deposit Payments’ field, the deposit amount raised on

contract 53, is displayed as the ‘Outstanding Total’.

2. In the ‘Receipt Total’ field, the exact amount – as

received from the Tenant – is entered.
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Processing a Deposit Receipt

To now directly allocate the receipt total against the outstanding

Deposit balance, click on the ‘Auto-Allocate’ button.

This will immediately allocate the amount against the outstanding

total in the Deposit Payments field, and clear the outstanding

balance as we have received the full outstanding amount.

Now enter the date upon which the payment occurred, as well as

the method by which payment was received.

Enter the payment reference as stipulated by your company, and

click ‘Accept’ to process the receipt.
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Processing a Deposit Receipt

The deposit receipt is printed, indicating the following

information:

1. The Tenant Linked to the Property.

2. The Contract Number; Property; Rental Period and

Deposit raised amount.

3. The Payment Type – as selected by the system User.

4. The Reference as manually entered by the system

User.

5. The total payment due amount.

6. And the amount received and receipted .

At the bottom of the Receipt, the following information is

displayed:

✓ The User logged into Novtel at the time the transaction

was processed.

✓ The payment date.

✓ The date and exact time upon which the payment was

processed.

✓ The Shift Number linked to the User.

✓ And the Receipt Number.
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Processing a Deposit Receipt

The moment a Deposit payment is receipted, it becomes a liability to your company. The ‘Deposit Transaction Listing’ report for

deposits which have either been partially or fully paid, but not yet been applied or refunded, will be displayed as follows:
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Processing a Deposit Receipt

Viewing the ‘Deposit’ tab for contract 53, the ‘Deposit Paid’ field displays the date

upon which the payment was received, as well as the amount paid by the Tenant.

As this is a new contract, no interest on the paid deposit has been accrued.

The status of the first reservation does not change to ‘Confirmed’ automatically

when a deposit payment is received. The User will right click on the reservation

and change the status to ‘Confirmed’ manually, which will immediately update the

status and colour of this reservation on the Grid, accordingly.
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Deposit Interest

Novtel incorporates the function to set up Deposit Interest Rates, and to perform the

monthly interest roll.

The total for interest accrued will be listed in the ‘Deposit’ tab – ‘Deposit Paid’ section:

The monthly interest is captured in the ‘Deposit

Interest’ tab.

The ‘Deposit Interest Statement’ can be produced for a
specific month.
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Invoicing

Only contract reservations linked to the following statuses, can be invoiced from the ‘Recurring Billing’ window:

✓ Reserved

✓ Confirmed

✓ And Current

Also note that when using the Bulk Charges Update feature to distribute charges between Tenants /

Properties, it must be completed first and the ‘Communal Properties’ processed, which will display the

reservation in white.
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Invoicing

To perform the billing process, click on ‘Process – Recurring Billing’.

At the top of the ‘Recurring Billing’ screen, the month and year

can be selected.

As we have created ‘Fixed Contracts’, as well as a ‘Month-to

Month’ contract, two tabs are visible in this screen, namely:

✓ Fixed Contracts – which will display all reservations still

to be billed, and linked to the ‘Fixed Contract’ type.

✓ Active Monthly Tenants – which will display

reservations linked to the ‘Month-To-Month’ contract

type, and is yet to be billed for the selected month.
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Invoicing Fixed Contracts

In the ‘Fixed Contracts’ tab these reservations are displayed,

and all are selected.

To invoice all of the reservations linked to this tab, click on

the ‘Update Selected Invoices’ button.
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Invoicing Fixed Contracts

2. Print Detailed Pre-Import List

By selecting this option, the ‘Pre-Import Report’ will indicate

more details than when unticked.

3. Email Statements

As Novtel integrates with Microsoft Outlook, Statements and

invoices can be emailed to all Tenants and Suppliers upon

executing the billing process, provided that:

✓ Valid email addresses are entered on all Tenant and

Supplier Master Files.

✓ The email setup has been done for Customer and

Supplier Documents.

✓ The ‘Email Statements’ option is selected.

1. The ‘Month End Options’ window will now be

displayed, and we have selected the option to

update the Customer and Supplier invoices

simultaneously.

The email settings for both Customers and Suppliers can be set up

and saved before clicking ‘Accept’.
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Invoicing Fixed Contracts

Before executing the billing process, first check the ‘Pre-Import List’ (opened in

your internet browser) for any discrepancies. If any are found, first click ‘No’;

rectify the problem and re-start the billing process.
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Invoicing Fixed Contracts

The pre-import list for September displays the

following information:

Customer Invoices

These are the invoices for all Tenants selected to be

billed for the billing month. In this case, 9.

Supplier Invoices

As 4 of the 9 properties are sub-rented, the relevant

Landlords will receive documentation for the

properties owned by them.
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Invoicing Fixed Contracts

Summary of Managed Properties

In this section, the following information is displayed pertaining to properties managed by your company on behalf of the Landlords:

✓ The total payable by the Tenant.

✓ The total to be paid to the respective Landlords.

✓ And the total to be retained by your company as commission for managing the properties.

Owned Properties

All properties owned by your

company will be displayed in this

section.
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Invoicing Fixed Contracts

Total Rent per Property

Only the rental amounts are displayed in

this section, and no additional costs are

listed or included in the totals.

Total per Charge

And lastly, only fixed additional costs added

to the rental contract and updated top the

reservations, are listed here.
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Invoicing Fixed Contracts

When all is found to be in order, click ‘Yes’ to execute the billing process.

The Invoices are now being processed, after which the ‘Fixed Contracts’ screen is

cleared since the billing for September has been completed successfully.
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Invoicing Fixed Contracts

September Fixed Contracts

Viewing the impact of the billing process on the reservation’s statuses, the invoiced reservations for the month of

September are displayed in the colour of the ‘Invoiced’ status.

Moving the cursor across any of the reservations for sub-rented properties, both the Customer Invoice and Supplier

invoice numbers are displayed.

For owned properties, only the Customer Invoice Number is displayed.

October Fixed Contracts

The statuses and colour of the reservations in October, have automatically changed to ‘Current’.
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Invoicing Month-To Month Contracts

Reservation number 758 is linked to contract 54 for Mr Walters, and a month-to-month contract was

created, starting in September. Therefore, only 1 reservation is displayed on the Grid.

This property is owned by our company.
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Invoicing Month-To Month Contracts

Proceeding to the ‘Active Monthly Tenants’ tab in the

Recurring Billing window for September, this reservation is

displayed here.

To start the billing process, click on the ‘Update Selected

Invoices’ button.

The same principle will apply to the selecting of the ‘Print

Detailed Pre-Import List’, as well as the ‘Email Statements’

option.

However: please note that an extra option is displayed here

which will determine whether or not the rental will continue.

If the ‘Continue Rental’ option is selected, Novtel will

automatically create a reservation for October on the Grid.

Unticked, the action will require a Supervisor’s permission to

confirm the termination request for this contract.

For demonstration purposes, we will continue the rental, and

click ‘Proceed’.
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Invoicing Month-To Month Contracts

Once again: First check the ‘Pre-Import List’ before executing the billing process.



Page 
100

Invoicing Month-To Month Contracts

Immediately, this tab is cleared too since the billing

process was executed successfully.

Returning to the Grid, the reservation for September

has changed to the ‘Invoiced’ status and colour, and

the invoice number is linked to the reservation.

The reservation for October has been created and is

displayed in the colour of the ‘Current’ status.

For November, no reservation is present, since this

contract is continued from month to month.
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Maintenance

Maintenance and damages can be recorded via the ‘Workshop Module’ – which is an ‘Add-On’ module in Novtel.

A job card can be created and linked to a specific Technician responsible for the job allocated to them.

Or Maintenance can be recorded on a property

by simply right-clicking on the specific

reservation when linked to the ‘Current’ status.
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Maintenance

As with the reservations being linked to specific status colours,

the stage linked to the maintenance is also colour coded:

Recorded Maintenance: 

This status indicates that the required maintenance was captured in

Novtel (and no other action has been taken).

Works Order Created: 

The damage is now tied to a Works Order. However, the Works Order

has no Invoice Number (and has therefore not yet been opened and

saved).

Repaired Only: 

The damage is tied to a Works Order, with an Invoice Number (and

has therefore been opened and saved at least once).

Billed Only: 

The damage tied to the work order with an Invoice Number, has been

billed to either the reservation (Tenant), sub-hire (Supplier) or office.

The work order has not yet been updated.

WO (Work Order) Updated Only: 

The damage tied to the work order with an Invoice Number, has been

updated only. The work order has not yet been billed.

WO (Work Order) Updated and Billed: 

The damage tied to the work order with an invoice Number, has been

billed to the either the reservation (Tenant), sub-hire (Supplier) or

office; and was updated accordingly.
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Maintenance

On the Grid, and in front of the property for which maintenance were recorded, Novtel will display a

‘spanner’ icon. The background colour is significant, since it indicates whether or not the maintenance

logged is still within the set allowed time frame.

If displayed in a red background colour, the allowed time limit has been exceeded.

If displayed in a green background colour, the job to be completed is still within the set time allowance.

The moment the maintenance is completed and processed, the ‘spanner icon’ on the Grid in front of

this property, will be removed.
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Maintenance

BuildingManager

A Building manager is set up in order to be notified whenever maintenance is recorded; Work orders, and Quote Requests are created.

The emails are sent to the Building Manager, and will be displayed as follows:

Maintenance Recorded:

Service Provider Quote Request:

Work Order Created:
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Maintenance

BilledMaintenance / Damages

Damages or maintenance can either be billed to the Tenant; Landlord, or to your company.

To list all maintenance billed to Tenants within a specified

period, the ‘Maintenance Billed to Tenant’ report is printed.

The Tenant

Whenever a Tenant is liable for the payment of damages, it is

billed to their ‘Current’ reservation immediately, and will be

displayed according to the charge selected and amount entered

for repairs:

The Office

When a property is owned by your company and maintenance is to be performed for which your

company is liable for the payment, the maintenance will not be displayed on a reservation, but

can be accessed by viewing the ‘Maintenance Billed to Office’ report for a selected period.
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Maintenance

The Supplier

Should the Supplier be liable for the payment of damage or maintenance, the

amount will be deducted from the amount payable to them. For example:

The Geyser’s replacement of R7000.00 was billed to the Landlord’s account, and

this is displayed in the ‘Maintenance’ tab of the ‘Sub-Rental’ reservation.

In the ‘Quick View’ tab, the maintenance total is deducted

from the amount payable to the Landlord.

The ‘Maintenance Billed To Owner’ report lists

maintenance billed to a Landlord within a specified period.
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Account Payments

All receipts – whether issued for Deposit Payments or Account Payments – are

performed from the ‘POS – Receipts’ window.

The Tenant from which the proof of payment was received, is now searched

for and selected – In this case, Mr Andrews for Reservation 746.

All reservations for which the Recurring Billing process was performed, and for

which an outstanding amount is present, will be listed in the ‘Account

Payments’ section.
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Account Payments

The exact same principles apply as described in the

‘Deposit Payment’ section of this document, namely:

1. Enter the amount as received from the Tenant in

the ‘Receipt Total’ field. In this case, we received

the full outstanding amount from the Tenant by

means of an EFT payment.

2. By clicking the ‘Auto Allocate’ button, the receipt

total is allocated against the outstanding balance.

3. Now simply select the date upon which the payment

was received; select the applicable ‘Payment Type’

and enter the payment reference before clicking

‘Accept’.
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Account Payments

The receipt will now be printed.

Please note that since we have received full payment from the Tenant, the

reservation’s status and colour will change to that of the ‘Paid’ status.
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Account Payments

Should the Tenant pay less than what is outstanding,

the reservation on the Grid will indicate the ‘Partially

Paid’ status.

It will remain as such until the outstanding balance has

been settled in full.
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The Shift Cashup Procedure

In order to cash up a shift at the end of the day,

proceed to the POS menu, and select ‘Shift Cash Up’.

In this case, the Shift Total is displayed as R71 800.00.

The User will count the physical amounts in the cash

drawer and capture:

✓ The amount of cash – if applicable

✓ The combined total for payments received by

credit cards

✓ Cheque payments – if allowed by your company

✓ And Bank Transfers

Credit card slips – if any - will be included in the cash up

documents.
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The Shift Cashup Procedure

Performing theMoney Count Procedure

To start the Cash-up process, click on the ‘Money Count’ button.

At present, the Money Count window indicates the following

information:

Since the money count has not yet been performed, Novtel

indicates a Shortage amount – printed in Red.

According to Novtel, the ‘Shift Total Cash’ amount is the same

than the ‘Shortage’ amount.

Only payments received in cash; by credit card; cheque and Bank

Transfers will be counted and entered in the relevant fields.
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The Shift Cashup Procedure

As we now count all the money in the cash register (which

includes the cash float), we will insert the exact physical

number of notes or coins in the corresponding fields (and

not the value of the notes or coins).

Please note that we did not receive any cash during this

shift, and only the float amount of R400.00 will be counted

and inserted.

✓ R50.00 notes x 3

✓ R20.00 notes x 6

✓ R10.00 notes x 13

The total Cash amount, as well as the Total and Physical

amounts are all indicated as R400.00 at present, and the

system indicates a shortage amount of R71 400.00.
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The Shift Cashup Procedure

1. Our company policy dictates that no cheques will accepted, and this field is left blank

as it is not applicable.

2. The combined total for all credit card payments – as manually calculated by adding

up the credit card slip totals – is entered here when such payments were received.

3. The amount in Bank Transfers received are calculated and inserted here.

4. The ‘Surplus’ amount is R400.00, displayed in blue. This is due to the float amount

which has not yet been deducted.

By entering the float amount in the designated field, the

amount is deducted from the total of R72 200.00 for a

physical amount of R71 800.00.

The ‘Surplus’ amount is now indicated as zero.

Any comments relevant to this cash up or shift, can be

entered in the ‘Comments’ field, and will be displayed on

the ‘Operator Cash-Up Report’.

Clicking on the ‘Report’ button, the Operator Cash Up

report is produced in A4 format.
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The Shift Cashup Procedure

Both the ‘Operator’ and the Supervisor will sign the report

after checking the cash and all the relevant documents.

The Supervisor will now be responsible for the pre-mentioned.

Clicking ‘Accept’, the ‘Money Count’ window is closed.
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The Shift Cashup Procedure

Cashing up and closing the Shift

At present, Tiaan’s shift is still open, and no end date

and time has been captured yet.

By clicking on the ‘Cash-Up’ button, the shift status is

changed to ‘Closed’ immediately, and the Shift End

Date and Time is captured.
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The Shift Cashup Procedure

The Supervisor’s Screen

Shift number 1 is no longer displayed in pink since it

has been closed on the date captured next to it.

The Supervisor will now perform the ‘Supervisor Shift

Cash-up’ procedure for Tiaan’s shift in order to send

the data to the financial system.
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The Novtel Dashboard

Novtel incorporates the ‘Dashboard’ feature, and

statistics can be obtained for a specific month.

There are 4 tabs to be viewed, and are displayed as follows:

1. Portfolio Dashboard 2. Size M2 Dashboard
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The Novtel Dashboard

3. Financial Dashboard

4. Parking Dashboard
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The Novtel Property Management App

The Novtel Property Management app takes existing desktop
application statistics and features to the cloud, enabling you to
view important rental information and perform key tasks whilst
out-of-office.

Novtel clients can now also view and communicate with their
Sage Pastel or Sage Evolution customers through the Novtel app.

The entire Novtel dashboard can be accessed from the app in
real-time, providing the user with important information
regarding unit utilization, expiring rental agreements, rental
income, rental cost distribution, and much more.

Take your existing Sage Pastel or Sage Evolution customer and
supplier list out of the office and view information from
anywhere.

Easily view and navigate to your Sage Pastel or Sage Evolution
customer and supplier addresses. Simply tap a customer or
supplier postal or delivery address to set a pin in Google maps.

The maintenance feature allows the user to manage the existing
collection of maintenance items, types, and locations used in the
Novtel Property Management damages system.

The damages feature allows the user to quickly view all damages
captured on all rental properties.

This list can also be filtered by repair status to determine how
much work is still outstanding and what has already been
completed.

The user can also record new rental property damages whilst
performing an inspection at a rental premises.

This allows for detailed information to be captured and photos to
be taken whilst with the tenant.

Upon completion, the new damage record and all attached photos
are automatically uploaded to the Novtel Property Management
desktop application for later examination by the office staff.

The app can display information from, and perform work in, any of
the user's existing list of Novtel datasets, making it quick and easy
to manage a large list of properties on any dataset.
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The Novtel Property Management App

The Dashboard contains 3 tabs, namely:

1. Portfolio

2. Size 3. Financial
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The Novtel Property Management App

Your Customers and Suppliers will be
available from the app, and they can be:

Phoned (Landline or Mobile)

Messaged (SMS or WhatsApp)

Emailed via your Android app
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The Novtel Property Management App

By tapping the ‘Damages’ menu option, damages and / or maintenance can be recorded

on a specifically selected property.

The required Property can be searched for by tapping on
the search option in the top right-hand side of the screen,
and entering either the Property code, or part thereof, the
Property Description, or the Property Type.

The required property can then
be selected by tapping it.
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The Novtel Property Management App

Existing damages recorded on the property can be filtered by means of the status. 

Photos can be uploaded for existing damages, but the

damages cannot be altered; updated or invoiced from

the app.

This is only possible from the Novtel System itself.




