


Novtel Self Storage - 13 Steps to Mastering the Basics2

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

Table of Contents

Part I Step 1 - Setup Users and Passwords 3

Part II Step 2 - Setup Company 11

Part III Step 3 - Creating Categories 15

Part IV Step 4 - Creating Storage Units 17

Part V Step 5 - Creating Items 26

Part VI Step 6 - Creating Suppliers 32

Part VII Step 7 - Creating Customers 35

Part VIII Step 8 - Opening a Shift 39

Part IX Step 9 - Creating Fixed Contracts 42

................................................................................................................................... 531 Creating Monthly Contracts

................................................................................................................................... 612 Creating Short Term Contracts

Part X Step 10 - Recurring Billing 65

Part XI Step 11 - POS Transactions 73

Part XII Step 12 - Payments 79

Part XIII Step 13 - Shift Cashup 82



Step 1 - Setup Users and Passwords 3

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

1 Step 1 - Setup Users and Passwords

When different people are using the same system, it is very important to create "Users" and unique passwords
for all of them. Novtel keeps record of every action on the system, therefor "Users"  must  log off whenever they
leave their workstation

Click on "Setup - Users / Passwords"
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The first "User" created, will always be the "Administrator" who will  have full  rights  to the system - usually
the Company Owner

Click on "Add"
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In the "General" Tab, enter the following:

The "User Name"

Password  - Novtel is case sensitive. When logging into the system, the password should at  all  times be
entered exactly the way it was created. If not, access to the system will be denied

Enter the "User's" first and last name
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As said before,  the first  "User"  is  always  the  "Administrator".  In  the  "Permissions"  tab,  notice  how the
"Permission Type" is "Administrator" by default, and cannot be edited

Novtel Integrates with Pastel

"Multi-Stores"  (If the module is  installed),  and "Pastel  Users"  are  setup  in  Pastel  itself.  When  "Users"  are
created in Novtel, the "Multi-Store" and "Pastel  User"  can be linked to this  current  "User"  being created,  by
clicking on the magnifying glass; browse for the appropriate "Multi-Store" and "Pastel User", and selecting it
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The "Administrator" has now been created. Click "Add" to create the next "User"



Novtel Self Storage - 13 Steps to Mastering the Basics8

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

A "Supervisor" must be created who will manage "Shifts" and "Cashup" procedures

Enter all details in the "General" tab as explained previously, and proceed to the "Permissions" tab

Select "Supervisor Cashup" for the "Permission Type"

Create a "User" for the "Shop" - if applicable
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When the "Custom" option is selected, you can tick only the check-boxes for functions that you would want
this "User" to be  able to access
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When the "Users"  are created,  and a "User's"  name is  selected,  his/her permissions are  displayed  in  the
bottom half of the screen

In order to make changes to a "User", click on the name and then "Edit". Make the changes and save it

To remove a "User", click on the name and then "Delete"

Create as many "Users" as needed
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2 Step 2 - Setup Company

Click on "Setup - Company"

Select the "Company Details" tab and enter all details correctly, since these details will be displayed on all
documentation to your "Customers" and "Suppliers"
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In the "General" tab, the following must be set up:

1. Automatic Refresh Interval. We have set the interval at every 60 seconds

2. The number of rows on the grid represent  the number of "Storage  Units"  to be viewed simultaneously  -
15 rows will  allow you to see the entire screen at  one glance - including the  blue  and  block  containing
booking details when the mouse is moved over the booking on the grid. Also note that the number of rows
will only come into effect when the "Storage Units" have been created

3. The  number  of  columns  on  the  grid  represent  the  number  of  days  to  be  viewed  simultaneously.  We
always select 45, since it allows us to view bookings that stretches over a month and a half

4. When  a  Unit  is  rented  on  a  month-to-month  basis  -  and  not  a  6  month  or  12  month  contract  -  the
"Monthly Billing" option must be activated

5. Novtel Software also incorporates a full "Access Control" system, using Tags for entrance to the facility.
If this is used in conjunction with "Novtel Self Storage", "Access Control" can be activated here

6. Should your company make use of "Agents", the option to "Force Agent Commission" can be selected
here

7. Set the "Reservations overlap" - should you choose to do so

8. Set the "Grace Period" on the time when a Unit must be vacated

9. Tick  the check-box to activate the "Unique  Rate  Description".  When  this  option  is  selected,  you  will
not be allowed to enter the same description twice pertaining to naming "Units"
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In the "Financial" tab:

1. Select "Yes" to "Use Tax", and enter your company's Tax number

2. Set the Tax percentage

3. Tick the check-box to "Use Detailed Open Item System"
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In the "Preferences" tab, enable or disable the following:

1. Use Internet Interface (Kiosk)

2. Warning messages

3. Receipt System

Proceed  to  the  "POS"  tab,  and  "Enable  Discount"  if  it  is  allowed.  Set  the  "Maximum  Discount
Percentage"

If a bar code scanner is used, tick the check-box to "Enable Quick Scan"

Should the company make use of Sales Reps, the option to "Enable Sales/Rep Code" are selected

Click "Accept" to save the changes in all the tabs
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3 Step 3 - Creating Categories

"Categories"  are  created  in  order  to  categorize  different  types  of  storage  units.  The  rates  are  setup  per
"Category" and the "Units" within the "Category" can be billed either daily, weekly or monthly

Click on "Edit - Categories - Add New"
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1. Enter the "Name" for the "Category"

2. Enter the "Description"

3. In the "Detailed Notes" field, enter all important details pertaining to this "Category"

4. Enter the Daily;  Weekly  and Monthly  rates  - Larger Units  will  always be more expensive than  the  smaller
Units

5. Select the "Rate" to be charged

6. Click "Accept" to save this "Category"

In order to create more "Categories", click "Add New"

To make changes to a "Category", click on it; then "Edit"; make the changes and click "Accept"

In order to remove a "Category", click on it and then "Delete"

Click "Close" to exit the window
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4 Step 4 - Creating Storage Units

In order to create the "Storage Units" that will be shown on the Grid, click on "Edit - Grid No - Add New"
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1. Enter the "Unit Code" - normally an alpha numeric code - in this case the "Code" is BA01

2. The "Description" that will explain the "Code", is Block A Unit 1

3. Tick  the check-box to "Create  Grid Number in Pastel"  -  if  this  option  is  not  selected,  every  "Unit"  will
have to be created manually in Pastel

4. Select  the "Branch"  this  Storage Unit  belongs to.  The setup is  done in "Edit - Branches",  and explained
on  the  Forum  at  http://www.novtel.com/forum/index.php?topic=1531.0  (We  created  the  "Branches"
according to "Storage  Size"  - this  way all  of the same size "Storage  Units"  will  be grouped  together  on
the Grid)

5. Click on the magnifying glass next to "Category"

Select the appropriate "Category" this Unit belongs to, and click "Accept"

http://www.novtel.com/forum/index.php?topic=1531.0
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Still in the "General" tab, enter the "Unit" and "Building Number". Should the building have more than one
storey, enter the "Floor" where this "Unit" is located

Tick the check-box to show this "Unit" on the Grid

The  "Sub-hire  Item"  option  will  only  be  selected  when  the  "Unit"  is  owned  by  another  Company  or
individual (Who will then be referred to as a "Supplier")

The "Monthly Billed Item" check-box will only be ticked when the "Unit" is rented out on a month-to-month
basis, and not on a fixed contract (Explained in Step 9)
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The "Details" tab - before any information is entered -  displays as follow:

As soon as the details  pertaining to the "Unit's"  height;  width;  depth;  door  height  and  width  is  entered,  a
diagram of the "Unit" appears in the block on the left side of the window

The  "Area"  and  "Capacity"  will  automatically  be  calculated  by  the  system,  according  to  the  particulars
entered by the "User"
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1. In the "Financial" tab, enter the "Rental Price Per Day Excluding Vat" amount - this price will be used in
short term rentals

2. If this is a "Sub-Rented Unit", select the "Supplier" (The owner of the "Unit")

3. Enter the "Replacement Value" of this "Unit" - we have entered R100 000.00

"User  Defined  Fields"  are  created  in  "Setup  -  User  Defined  Fields  -  Grid  Nos".  This  refers  to  any
additional information not covered by the system, which you would like to add. These details  can be entered
in this tab. However, this is not part of this tutorial.
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In the "Pastel Interface" tab, the Pastel Inventory and Cost Codes for this "Unit" has not  been entered yet,
since the "Import" has not  been done.  This  will  happen as soon as the "User"  click  "Accept"  to save this
"Unit"

This is now where the Import to Pastel will take place:

1. Click on the drop-down arrow next to the "Inventory Group", and select "Services"

2. Select  "Service  Item"  -  the  reason  being  that  the  "Unit"  will  not  be  sold,  but  rented  -  thus  rendering  a
"Service" to the customer renting the "Unit"

3. Tick the check-box to "Create Cost Code"

4. Click "Accept"
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The first "Unit" has been created. Click on it and then on "Edit"

In the "Pastel Interface" tab, the "Pastel Inventory Code" and "Pastel Cost Code" has now been entered
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The fist "Unit" now displays on the Grid

Follow the same steps to enter all other "Units"
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The "Units" are displayed on the Grid in "Branch" colors
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5 Step 5 - Creating Items

Some Storage Companies sell packaging materials in the shop, and all "Items" are created and categorized
as "POS and Shop Items", which will include:

Bubble wrap per roll or per meter

Corrugated Cartons

Tapes

Labels

Hand Tape Dispensers

Stapling Pliers (Office and Industrial)

Staples (Office and Industrial)

"Payout Items" include the following:

Transport Costs

Items for company use, such as coffee; tea;  sugar;  printing paper and any other "Item"  that  will  be paid
from  the  "Petty  Cash"  (The  function  of  all  "Items"  created,  will  be  demonstrated  in  Step  11  -  POS
Transactions)

In order to create the above mentioned, click on "Edit - Item - Add New"
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1. Enter the "Code" for this "Item"

2. The "Description" is the "Item" itself

3. Enter the bar-code (In "Setup - Company" the option can be selected to use a bar-code scanner)

4. Tick the check-box to "Create the  Item in Pastel".  If this  option is  not  selected,  each "Item"  will  have to
be created in Pastel manually

5. Tick the check-box to display the "Item" on the invoice when it is bought

6. In the "General" tab, enter the "Rate including Tax" - which is the selling price to the "Customer"

7. Tick the check-box to "Allow Tax". The system will automatically calculate the price excluding Vat

8. In  "Setup  -  User  Defined  Fields  -  Items"  tab,  additional  information  fields  can  be  set  up,  and  that
information can be entered here

9. The "Pastel Inventory Code" has not been created yet, since the "Item Import" still needs to be done

Proceed to the "Properties Tab"
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Tick the check-boxes next to "Pos Item" and "Shop Item", and click "Accept"

This is where the "Item" is imported to Pastel. Next to "Inventory Group",  select  "Inventory Goods"  from
the drop-down menu

Select "Physical Item" - since this is a tangible item that will be sold - and click "Accept"



Step 5 - Creating Items 29

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

The first "Item" has been created. Click on it, and then "Edit"

See how the "Pastel Inventory Code" has now been inserted after the import was done



Novtel Self Storage - 13 Steps to Mastering the Basics30

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

When creating "Payout Items",  the process is  the same but  in the  "Properties"  tab,  the  "Payout  Item"
check-box is selected
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In order to make changes to an "Item", click on it and then on "Edit". Make the changes and click "Accept"

To remove an "Item", click on it, and then "Delete"
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6 Step 6 - Creating Suppliers

"Suppliers" can refer to the following:

Companies supplying goods that are sold in the shop

Courier Services for transporting those goods from the above mentioned "Supplier" to your shop

Service Providers who is maintaining the facilities, such as:

Garden Services

Key and Lock Services

The owners of "Storage Units" which are sub-rented

A local Supermarket that is supplying goods for Company use, such as coffee; tea; sugar etc

Click on "Edit - Suppliers - Add New"
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1. Enter the "Account Code"

2. The "Description" is the "Supplier Company's" name

3. Enter the following in the "General" tab:

The Postal Address

Telephone Number

Fax Number

Mobile Number

Email Address

Enter the physical address in the "Delivery Address" tab
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The "User Defined Fields" tab are used to enter all additional information pertaining to "Suppliers".
(Creating these fields, are done in "Setup - User Defined Fields - Suppliers" tab)

The first "Supplier" has been created. Click on "Add New" to add more "Suppliers"

In order to make changes to a "Supplier", click on the account and then "Edit"
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7 Step 7 - Creating Customers

"Customers" refer to any Company or individual renting a "Unit", or buying stock from the shop

Click on "Edit - Customer - Add New"



Novtel Self Storage - 13 Steps to Mastering the Basics36

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

1. Tick  the  check-box  to  "Use  Customer  AutoNumber".  The  functionality  of  this  option  is:  whenever  an
Account Code is created, only the alpha part of the code needs to be typed.  The system will  automatically
check for the next available numeric code, and insert it.

2. Enter the "Description"

3. "Customer  Categories"  are  created  in  Pastel,  and  selected  in  Novtel  -  should  you  choose  to  use  this
option

4. The tick for the "Monthly Customer" will only be selected when the "Customer" rents  a unit  from month-to
month, and not on a fixed contract basis

5. In the "General" tab, enter the "Customer's" Postal Address

6. Enter the "Tax Reference"

7. Select the "Contract Start Date"

8. Enter all contact numbers for this "Customer"

9. Email Addresses are important, since much of the correspondence will be sent electronically

10.Tick the check-box to "Keep E-mails the  same"  (Or leave it  un-checked if different  e-mail addresses are
used) for the following types of documents:

Contact Documents

E-mail Documents

Contact Statements

E-mail Statements
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In the "Delivery Address" tab, enter the "Customer's" physical address

"User Defined  Fields"  are  created  in  "Edit  -  User  Defined  Fields -  Customer"  tab,  and  the  additional
information can be inserted in this tab
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The first "Customer" has been inserted. Click on "Add New" in order to create more "Customers"

In order to make changes to a "Customer Account",  click  on it,  and then "Edit".  Make  the  changes  and
click "Accept"
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8 Step 8 - Opening a Shift

It  is  important  to know that  transactions can only  be done when the Supervisor has opened a  shift  for  the
User on duty.  A "Shift"  must  be open when raising  and  receiving  Deposits,  as  well  as  receiving  Account
Payments. 

Novtel Self Storage incorporates  an entire shift  opening and cash-up procedure function.  What  this  means,
is that the "Cash-up Supervisor" will log on using his / her password,  and open shifts  for each of the other
users for each day

The "User"  may then log in and perform  transactions  throughout  the  day,  and  at  the  end  of  the  day,  the
day's takings must correspond with the transactions done in Novtel. The supervisor then double checks that
the money count is correct, and also that there were no mistakes made in any transactions

This is a very powerful and safe way of checking that your business' daily takings are handled correctly

Cash-up supervisors are able to see exactly  how much money was taken - and exactly  which transactions
were done - for each employee during the day

Once you have created your "Cash-up Supervisor"  (Setup - Users  /  Passwords),  the  "Supervisor"  must
log in (File menu - Log Off)

How to open a shift:

Click on "Supervisor Open Shift"
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Select the "User" whose shift is to be opened and click on the arrow pointing to the right

The "User" will now be displayed in the right  hand block  under "Selected Users".  Should more "Shifts"  be
opened, select the "User"; move them to the right and click "Accept"
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Now you can "Close" the window, and the "User" can Log On for his/her shift
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9 Step 9 - Creating Fixed Contracts

"Fixed Contracts"  are created when a "Customer"  is  renting a Storage Unit  for  a  period  of  3,  6,  12,  or  24
months (Or longer)

Click on "Edit - Contract Manager - Add New"
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1. The "Customer List" screen will open. For a new "Customer", click "Add New"  and follow the instructions
in Step 7

2. For an existing "Customer", click on the account, and then "Select"



Novtel Self Storage - 13 Steps to Mastering the Basics44

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

1. Select "Fixed Contract" for the type of contract being created

2. The "Customer" selected in the previous window, will be inserted

3. Select the start and end dates  for the contract.  The system will  adjust  the number of months according to
your selections

4. Select the payment date for this contract - usually the first of the month

5. Click on "Add Grid No" 
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The window containing all available units, will open. Click on the unit to be rented, and "Accept" it

The Unit has been inserted. Click on the "Escalations" button. If this step is skipped,  there will  be no rental
amount inserted when the actual reservation is made
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1. Enter the "Escalation Percentage" - normally 10% annually

2. Enter the "Escalation Month"

3. The  "Initial  Amount"  is  the  rent  payable  by  the  "Customer"  for  this  unit.  (Different  sized  units  warrant
different monthly rental amounts). Click "Accept"

As soon as the "Make Reservations" button is clicked (Next to the selected unit),  the reservation for the 7
months will be inserted
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In the "Fixed Items" tab, any extra "Items" can be added such as Electricity, Water, etc. Click "Add"

Select the "Item", and click "Accept"
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In order to insert more "Fixed Items",  click  "Add".  When all  "Items"  are added,  click  "Add Items to Grid
Nos"
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Proceed to the "Deposit" tab. Important to remember, is that the "User"  will  not  be able to raise a deposit  on
this contract if a shift has not been opened by the Supervisor 

1. Enter the "Deposit Amount" (Usually a full month's rent)

2. Click on the check-mark next to "Deposit Raised"

The  "Deposit  Raised"  field  will  be  highlighted.  Enter  the  "Deposit  Due  Date",  and  click  "Save"  at  the
bottom of the screen, in order to conclude the contract
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The contract is now displayed on the Grid, and the "C"  in front  of the contract,  indicates  that  it  is  a "Fixed
Contract"

In order to link this reservation to a "Category",  right-click  on the reservation on the grid,  and select  "View
Details"
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Click on the magnifying glass next to "Category"

Click on the "Category" and then "Accept" to insert it
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1. The reservation is currently on the "Reserved" status

2. When the Unit is occupied, set the status to "Current", and click "Accept"

Notice how only  the  part  of  the  current  month  on  the  contract  has  changed  to  orange  -  the  color  of  the
"Current" status. The rest of the reservation is still purple - the color of the "Provisional" status
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9.1 Creating Monthly Contracts

When creating "Monthly Contracts", there are three important check-boxes that must be ticked:

1. The specific "Customer" must be classified as a "Monthly Customer"

2. The specific "Storage Unit" must be classified as a "Monthly Billed Item"

3. In "Setup - Company - General Tab", the "Activate Monthly Billing" must be selected as "Yes"

In order to create the contract that will run on a month-to month basis, click on "Edit Contract Manager"

Click "Add New"
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Select the "Monthly Customer"
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Select "Month-to-Month" as the type of contract, and select the start date

 We will not set "Escalations" on "Month-to-Month" contracts

As with "Fixed Contracts",  select  the payment  date;  "Add Grid No";  Add fixed items;  Raise the deposit;
Make the reservation, and "Save" the contract



Novtel Self Storage - 13 Steps to Mastering the Basics56

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

Right-click on the contract, and select "View Details"

In the "General" tab, click on the magnifying glass next to "Category"
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Click on the "Category" this Unit belongs to, and then "Accept"

The "Category" has been inserted

1. Enter any "Comments and Remarks" pertaining to this contract, in the fields provided

2. The date and time that the contract was created, displays in this window

3. Enter  the  "Move-in  and  move-out"  times.  The  dates  are  inserted  automatically  according  to  your
selections when the contract was created

4. Select the "Payment Type" from the drop-down list for this "Customer"

5. In this case, we will leave the "Status" on "Reserved", since the Unit  will  only  be moved into on the 1st
of April. The "Status" can be changed on the day of occupancy when the "Customer" collects the key to
move in
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1. Click  on  the  "Financial"  tab  and  see  how the  "Category"  that  has  been  selected,  is  now  used  in  the
"Price Calculation" field

2. The "Price (Incl)" is the price for the Unit's monthly rental

3. The "Invoice Total" is the total amount, including the "Fixed Items" that has been added to the contract

Have a look at the other tabs as well before clicking "Accept" to close the "Reservation Details" window

On the grid, in front of the "Month-to-Month" contract, "CM" will display - short for "Contract Monthly"
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There is a second way in which "Monthly Contracts" can be created - Directly on the Grid

Select the "Customer" from the list
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Enter all details in the "Reservation Details" window's tabs, and click "Accept"

The reservation will be displayed on the Grid, with a "M" in front of the reservation
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9.2 Creating Short Term Contracts

Short  Term bookings are done directly  on the grid.  Click  on  the  appropriate  date  when  the  reservation  is  to
start; hold the mouse down; drag and release of the end date

Select the "Customer" for this reservation from the "Customer List",  or click  "Add New"  in order to create
a new customer
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1. In the "General" tab, enter all "Comments and Remarks" pertaining to this reservation

2. Click on the magnifying glass next to the "Category", and select the "Category" this unit belongs to

3. The  "Move-in  and  Move-out"  dates  are  entered  by  the  system  automatically.  Enter  the  times  the
"Customer" is allowed to move in and out

4. Enter the "Payment Type"  in which this reservation are to be paid

5. Leave the status  on "Reserved"  if the unit  is  not  occupied right  away.  Alternatively,  change the  status  to
"Current" if the "Customer" is moving in immediately
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1. In the "Financial" tab, select  "Grid No"  for the "Price  Calculation".  The unit  will  be charged per day,  as
entered by the "User" when the Unit was created

2. Enter the number of days for the unit to be charged

3. The system will automatically calculate the "Invoice Total"

In the "Additional Costs" tab, enter all extra costs to be added - if applicable

The "Quick View" tab will display all details pertaining to the rent and "Additional Costs"
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The "Reservation" now displays on the grid

"Sub-Rented"  Contracts  are  not  part  of  this  tutorial.  Please  register  on  Novtel's  Forum  at  http://
www.novtel.com/forum/index.php,  and  follow  this  link  for  more  information  on  the  subject:  http://
www.novtel.com/forum/index.php?board=1277.0

http://www.novtel.com/forum/index.php
http://www.novtel.com/forum/index.php
http://www.novtel.com/forum/index.php?board=1277.0
http://www.novtel.com/forum/index.php?board=1277.0


Step 10 - Recurring Billing 65

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

10 Step 10 - Recurring Billing

Open Pastel and make sure that there are no "Open Batches" 

In Novtel,  the process for monthly  billing for "Fixed Monthly";  "Month-to-Month"  and "Sub-hire"  contracts,
are as follow:

Click on "Process - Recurring Billing"

1. Select the Month and Year to be billed

2. Click on the "Fixed Contracts" tab

3. Click on "Select All" in order to process all invoices

4. Click "Update Selected Invoices"
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Select one of the following options:

Update Customer and Supplier Invoices

Update Customer Invoices Only

Update Supplier Invoices Only

Tick the check-box to "Print Updated Invoices", and click "Proceed"
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The "Pre-Import List" will be minimized to your Internet Browser. First check it before proceeding

The "Customer Invoices" represent fixed, monthly as well as sub-hire contracts

The "Supplier Invoices" are invoices for the suppliers of the sub-hire Units

Click "Yes" to continue with the recurring billing 
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In  order  to  do  the  "Recurring  Billing"  for  the  month-to-month  contracts,  click  on  the  "Active  Monthly
Customers" tab, and click on "Update Selected Invoices"

1. Select which Invoices to Update (Customer / Supplier / Customer and Supplier)

2. Tick the check-box to "Continue Rental" if the reservation will continue for another month

3. Select the option to "Print updated Invoices" (Pre-Import List)

4. Click "Proceed"

Check the "Pre-Import List" before continuing 
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Click "Yes" in order to proceed with the billing process

The window for both "Fixed Contracts"  and "Active  Monthly Customers"  are now clear,  since the  billing
was completed for April
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1. Returning to the Grid,  the color of the contracts  on the grid that  have  been  billed  through  the  "Recurring
Billing"  process,  has turned light  green - the color of the "Invoiced"  status.  Right  click  on each contract
and click on "Update Invoice - Customer"

2. Notice that the "Short Term" reservation was not processed

Right-click  on the booking on the grid (The Status  color  is  purple  at  this  stage  -  still  reserved).  Move  the
mouse over "Status" and select "Invoiced"
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The reservation has turned light  green  -  the  color  of  the  "Invoiced"  status.  Right-click  on  the  reservation
again; move the mouse over "Update Invoice" and select "Customer"

Click "Yes" to update the invoice
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In order to print the Customer Invoice, right-click on the reservation; move the mouse over "Documents"  and
select "Invoice"
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11 Step 11 - POS Transactions

Please note that no transactions can be done without an open Shift  (See Step 8 for instructions on opening a
shift)

Click on the arrow next to the "POS Icon",  and select  "Sales (POS)"  in order to "sell"  any shop item to a
customer
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Stock is received in Pastel, and the quantity "On Hand" will display in Novtel

When using a bar-code scanner, the item can be scanned.  But  if not,  "Shop Items"  are added manually  in
this manner:

1. Click on the "Item" to be sold

2. Click on the arrow pointing to the left 
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The item now displays  in the  left  side  of  the  window,  and  the  "Payment  Due"  reflects  this  single  item's
selling price
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1. Follow  the  same  steps  to  enter  more  items,  and  see  how  the  "Payment  Due"  amount  is  adjusted
automatically

2. If an item has been wrongly  inserted and it  must  be removed,  click  on it  and then on the arrow pointing to
the right
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1. The item has been removed, and the "Payment Due" amount adjusted

2. Select the "Payment Type"

3. Enter the "Payment Received" amount

4. The system will calculate the "Change" due to the Customer

5. Click "Accept" to finalize the transaction

The receipt will print, and the amount in "Change" to be paid to the customer will be displayed. Click "OK"
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Click "New" to start a new transaction
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12 Step 12 - Payments

Deposits  and Account  Payments  can both be done by clicking on the arrow next  to  the  "POS"  icon,  and
selecting "Receipt New"

Select the "Customer" from the list from whom the payment is received
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Mr Black has outstanding amounts of R400.00 for the Deposit, as well as R480.00 for the Account  when the
"Recurring Billing" was done. The total outstanding amount is R880.00
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1. Enter the "Receipt Total"

2. Click on "Auto Allocate" 

3. Enter the "Payment Date"

4. Select the "Payment Type" from the drop-down list

5. Enter the "Reference" for this payment

6. The total amount of R880 will be allocated to the outstanding amounts

7. Click "Accept" in order to print a Receipt

The color of Mr Black's reservation on the Grid, has turned Dark Green - the color of the "Paid Status"
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13 Step 13 - Shift Cashup

In order to finalize a shift  at  the end of each "User's"  workday,  click  on the arrow next  to the "POS"  icon,
and select "Shift Cash Up"

1. The "Shift Number" and "User" displays in the top right-hand side of the window

2. The "Shift Total"  is  R8425.00.  Notice  how the  same  amount  is  displayed  next  to  "Shortage  Amount".
This is due to the fact that the "Money Count" has not been done yet

3. Click on the "Money Count" tab
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1. When the cash is counted, enter the number of notes and coins next to each value, and not  the amount  the
notes and coins represents

2. The system will automatically calculate the "Cash Total"

3. Calculate the total for "Credit Card" payments, as well as the "Bank Transfers" and enter the amounts

4. When you  enter  the  "Float"  amount,  it  will  be  subtracted  from  the  Total.  The  "Physical"  amount  is  the
combined total for the cash, bank transfers and credit card payments received during the shift

5. Should there be a "Shortage" amount, the system will indicate the amount in red for a shortage 
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A "Surplus" amount (Or no surplus) will display in blue

Click "Accept"

The previous "Shortage Amount" has become the "Physical Amount" after the "Money Count"

Click on the "Detailed Report" tab
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The report will be minimized to the Internet Browser, and displays the following details:

All POS transactions done during the specific shift (Part 1 of the Report)

Account Payments (Part 2 of the Report)

Deposit Payments
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Click on the "Daily Takings" tab
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The "Daily Takings Payment Summary" report will display the totals for the different  payment  types when
goods was purchased in the shop

 Notice that the Shift is still open at this moment. Click on "Cash Up"
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The shift is now "Closed". Click on "Close" to exit the window

The "Supervisor" must now log in.  The following process performed by the "Supervisor"  will  send all  data
to Pastel

1. Click on the "User"  whose shift  is  being finalized,  in order to display  all  transactions during their shift  in
the left hand side of the window

2. Click "Cashup"
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Click "Yes" to continue the cash up procedure

The import will run, and the system will indicate whether or not the import was successful

If the import had failed, it would have been due to one these reasons:

1. The accounts in "Setup - Interface - Pastel" has not been entered

2. The Pastel Path is not correct

3. When  the  "Grid  Numbers"  were  created,  the  check-box  to  "Create  the  Item  in  Pastel",  were  not
selected - and must be created manually in Pastel

4. The  Shop  and  POS  Items  were  not  imported  to  Pastel  as  explained,  and  must  be  created  in  Pastel
manually
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Click on the "Documents" tab

The total for cash sales will be displayed on this report. It can be saved or printed for reference

Click "Close" in the "Import" window
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In the "Supervisor Shift Cashup" window:

1.  In order to open another "User's" shift" click on "Open Shift"

2. Click on "Close" to exit the window

This  concludes  the  "Novtel  Self  Storage  -  13  Steps  to  Mastering  the  Basics"  PDF
Manual

Please  register  on  Novtel's  Forum  at  http://www.novtel.com/forum/index.php  for  more
information

http://www.novtel.com/forum/index.php
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