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Mastering the Basics
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Novtel Self Storage - 13 Steps to Mastering the Basics
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Step 1 - Setup Users and Passwords 3

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. Nowtel keeps record of every action on the system, therefor "Users" must log off whenever they
leave their workstation

e Click on "Setup - Users / Passwords"

" Movtel Self Storage Professional 5.2.0.5
W File  Edit  Modify Process  Reports  Help

- ] Company ? -
L] ] I —|I|:I : L

b Interfaces k

T . . 25 24 27 30 31 T
el User Defined Fields ol ol o il ol dor
2015 Users / P d 2ot | 2e1s | 2015 2015 | 2e1s | 2015
DEMOOT . Fri BELS 4 PREFEE S Wed | Th Fri Sat ian Tue e

Cash Drawer

IW - Docurments
0

Database et

Wiew Grid Mog ]
& Al Grid Nos Rerninders Mabile Phone
" Available Grid Moz Authorization

. Telephone
% Mew Reservation | B phion

Field 1
|2015/03/20 ~| |2015/04/15 = |

v5.2.0.5
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4 Novtel Self Storage - 13 Steps to Mastering the Basics

e The first "User" created, will always be the "Administrator" who will have full rights to the system - usually
the Company Owner

¢ Click on "Add"

Setup Users £ Passwards

Uzers Group
F 1 b
Add | Edit
Permizzions
Item Grid ﬂ

Edit Gnd Hos

Edit Branches

Edit Items

Edit Categories
IJpdate lnvoices
Select Movtel Database

3rd Party Interface

|Jzers Setup J
w

v5.2.0.5 Close
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Step 1 - Setup Users and Passwords 5

¢ In the "General" Tab, enter the following:
» The "User Name"

» Password - Nowutel 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

’ Add user

EX8

F'ermissiu:unsT Fasztel T Options

IJzer Hame |J ames

Password  |12304

Firzt Mame |J ames

Lazt Mame |Wesﬂ

v5.2.0.5 Accept Cancel
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6 Novtel Self Storage - 13 Steps to Mastering the Basics

e 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

.’ Add user @

Fasztel T Options

General

Pemission T Adriristrator *
ermigzion Type | *!J

Edit Grid Mog %

Edit Branches
Edit lterns

Edit Categanies
Update [Fvoices

Select Movte| Database

s

L

id Party Interface

Accept | Cancel

e Nowtel 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

" Edit user @

Options

General T Permizzions

Fulti-Stare
001 Q] [Defaul Stare

Import Custorner Docurnents bo Pastel User
-

|EIEI - James { LI ’
[mpart Supplier Documents to Pastel User

|EIEI -lames j

v5.2.0.5 ' C.&cu:?pt) Caticel
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Step 1 - Setup Users and Passwords

e The "Administrator" has now been created. Click "Add" to create the next "User"

Setup Users # Passuwords

| Users | Group
ﬂ James Adriristrator
4 1 [

( Add ) Delete |

— Permizzions for James

Edit Grid Moz 3

Edit Branches

Edit lterns

Edit Categories

|Jpdate [nvoices

Select Movtel D atabase

Jrd Party Interface
IJzerz Setup _I

L T e N . T T 1

V5.2.0.5 ' Close
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8 Novtel Self Storage - 13 Steps to Mastering the Basics

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"

Q Add user

-
General F"Elmissiunsb Pasztel T Options

Permizzion Type

lzzue Credit Mates ;I
Megative Receiptz
Fapouts
Supervizor Cazhup v
Shop IT
E|

v5.2.0.5 . Accept Cancel

e Create a "User" for the "Shop" - if applicable

" Add user

3

General T Permizzions T Paztel

Permizsion Type | Shop ;I
Adrministratar

|zzue Credit Maotes Supervisor Cashup
Custarm

Megative Aeceipts

FPapouts

Supervisor Cashup IT

V5.2.0.5 I Accept Cancel

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



Step 1 - Setup Users and Passwords 9

e 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

" Add user e
General T Permiszions T Pastel
Permizzion Type |Eustu:um j

[dpdate [Fvoices
Select Movtel Database

Jrd Party Interface

|zers Setup

L

nupdate lrvvoices
|zzue Credit Motes

Megative Receipts

BRI

Paypoutz

VEE.UE ' .l':".I:I:El:It Cancel
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10 Novtel Self Storage - 13 Steps to Mastering the Basics

e When the "Users" are created, and a "User's" name is selected, his/her permissions are displayed in the
bottom half of the screen

Setup Users / Passwards

| Users | Group I
ﬂ Dave Supervizor Cazhup
ﬂ Shawn - Custarn
£ stella Shop
F Tl | 3
add Delete | Edit

C:'F';;nissiuns for James
Edit Grid Moz 3

Edit Branches
Edit [tems

Edit Categories
[dpdate [rvoices
Select Mowvtel D atabase

Jrd Party Interface
[dzers Setup _I

V5.2.0.5 S

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

L L L % L 5 LK

e To remowe a "User", click on the name and then "Delete"
e Create as many "Users" as needed
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Step 2 - Setup Company 1

2 Step 2 - Setup Company
e Click on "Setup - Company"
'ﬂ Movtel Self Storage Professional 5.2.0.5
W File Edit Mu:udiu:u:ess Reparts  Help

P ‘|_I|:I | Compary hzj -

b Interfaces 3

= User Defined Fields

DERMOO1 . E,:.]:ns sers f Passwards
DEMOO1 - Documents
0 <

Cash Drawer

Database et

Wiew Grid Mos ]
Al Grid Nos Rerminders
" Awailable Grid Mos Authaorization

Q[ @

e Select the "Company Details" tab and enter all details correctly, since these details will be displayed on all
documentation to your "Customers" and "Suppliers"

'ﬂ Cormparny Setu
pany P

Mew Reservation

Company Details General T Firarcial T Preferences

Mame : |Nnvtel Self Storage Comparny
Tel: |0951 66 8339
Faw: |02651171E5
Cell: |082 . ..

Company Email ; |$ales@nnvtel.cnm

Addressz - |Diaz Office Park.

Block 1 Lnit 30

Beach Boulevard West
Diaz Beach, Mozzel Bay
South Africa

Ernail &ddress |sales@nwtel.mm
[Far this computer)

Computer Location : |Sales

V5.2.0.5 Accept Cancel
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Novtel Self Storage - 13 Steps to Mastering the Basics

® |n
1

the "General" tab, the following must be set up:

. 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. Nowvtel 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"

» Carmpany Setup @

[

POS _
Company Detailz w Financial T Freferences

Automatic Refresh Interval B0 Seconds
Enter 0 to disable automatic refresh

MHumber of rows on Grid 15

Mumber of columns on Gnd

activate Monthly Biling @) & Ves © Na
Activate docezs Control (™ Yes ¢ Mo
Force Agent Commizsian (" Yes ¢ Mo

Allowe reservations ta overlap by l_'I:lI dayz
Allow Grace Period of |_2j hours
Inique Rate Desc v

e

v5.2.0.5 I Accept Caricel
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Step 2 - Setup Company

¢ |n 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"

'ﬂ Comparny Setup &l

I POS ]

Compary Details T General Preferences u

VAT A GST / Sales Tax
UzeTax f* “es T ax Percentage 14 %

" Mo Iv =& detaled open tem svstend

¥ TaxMumber  [123456783

L 4
Cauunnt®

V5.2.0.5 I Acoept Cancel
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14 Novtel Self Storage - 13 Steps to Mastering the Basics

¢ In the "Preferences" tab, enable or disable the following:
1. Use Internet Interface (Kiosk)
2. Warning messages
3. Receipt System

W Company Setup (=5
( POS ] .
Company Detailz T General T Financial T Preferences I_

IJze Internet Interface [Kiosk)

[v Usze lntermet Interface

Warning Messages h

Dizable warning messages for pre-payments o customers with
outstanding payments

V5.2.05 Accept Canicel

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

" Cormparny Setu
pary P

[ Company Details T General T Finarncial T Preferences

Frant Desk

Enable Dizcount [+ Enable Quick Scan [+
Max Discaunt Percentage |5_ il Show rventary Dretails v

Enable Sales / Rep Code |

C-’-‘-.-ccept ‘ Caricel
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Step 3 - Creating Categories 15

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

e Click on "Edit - Categories - Add New"

W Mowvtel Self Starage Professional 5.2.0.5
» ([m] dify Setup  Process
—
- Grid Mo
dh Custarmers
Suppliers
|DEM Branches
W Iterns
Categories h
¥ Caontract Manager
W Category Setup V5.2.0.5 'ﬁ
K24 Storage [3x 3 M)
] Storage [3 x5 M
Storage [3 « 9 M]
Mame |3‘><EI
Dezcription |5t|:|rage [3 =9 M)
Detailed
Motes
{ Add New} Edit Delete Cloze
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16 Novtel Self Storage - 13 Steps to Mastering the Basics

. Enter the "Name" for the "Category"
. Enter the "Description"
. In the "Detailed Notes" field, enter all important details pertaining to this "Category"

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

. Select the "Rate" to be charged
. Click "Accept" to save this "Category"

W Edit Cateqory @

Select Current Incl Rate
MHame Bes12 o 0
" Daily E0.00

C eekly 40000
: © 1500.00
s 0.0

( @.ﬂ.ccept 3 Cancel |

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

A WON -

o O

Dezcription |Stu:urage [E =12 M] g

Detailed Mo windows e
M otes

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

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

Click "Close" to exit the window

B Categary Setup V5.2.0.5 )

I3 Storage [3 & 2 M)

3B Starage [3 = B M]

39 Starage [3 = 9 M)

B12 Storage (B« 12 M]
N e |12

D escription |Stnrage [E =12 k]

Detailed Mo windows
M otes
x W W K
.ﬁ.d;\lew i IZ?lnalrn;tna‘r | EES‘EF |
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Step 4 - Creating Storage Units 17

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"

torage Professional 5,2.0.5
dify  Setup  Process  Rep
3rid Mo

Customers
Suppliers
Branches

Tterms -

[= Categories

[ Contract Manager
Wig e g” V5.2.0.5 |

P

W Grid Mo Setup V5205 (S

Code | Cozt Price
Categamy | Fental per day [Ex=cl]
Serial Humber | Tax
Rental per day [Incl] Ii

Supplier Code |
Dezcrption |
A eplacement | D ate Of
Value Purchaze
Dezcription |
Branch ] |

@ Add Mew I) | B
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18 Novtel Self Storage - 13 Steps to Mastering the Basics

1. Enter the "Unit Code" - normally an alpha numeric code - in this case the "Code" is BAO1

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"

W 2dd New Grid Mo
Tl IEU-‘«EH o
Dezcription IEIu:u:k A Urit 1 g 9 ¥ Create Grid Mo In Pastel
General T Detailz T Financial T Idzer Defined Fieldz T Pastel Interface

Branch I Uit 3 = 3. South Afica Claws O Grid v
=
Category [ @ Subhire ltem r
1 rit Mumnb
il HHMEET I Dizpozed r
Floar Mumber I
Maonthly Billed ltem r

Building Murmber

l v5.2.0.5 I Acoept | Cancel

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

W Zelect Cateqory

D escrption
(353 [ Storage (2w 3 M) 250.00/ Month
346 Starage [3 = B M] F00.00/ Month
249 Storage (33 9 M) 1000.00/ Marth Cancel
B12 Starage (B = 12 k] 1500.004 tanth
1 | 1} r
— Search By
IE::u:Ie ;I Search Far v5.2.0.5 l
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Step 4 - Creating Storage Units 19

e 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

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

e 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")

e 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)

W 2dd Mew Grid Mo =
Code BAM
Description |BI-:u:k A Unit 1 Iv Create Grid Mo In Pastel

Detals | Financial | UserDefinedFields | Pastel Interface
@_ﬂn Gid 2

Categary |35><3 - Storage [3# 3 M] E Subhire [bem |— *

~ |

Branch [l |L|nit 353, South Afrca

Unit Murnber N h Disposed -
Floor Mumber

| h Manthly Billed ltem [ *!
Building Mumber |,f.‘-] h -

Accept ‘ Cancel
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20 Novtel Self Storage - 13 Steps to Mastering the Basics

e The "Details" tab - before any information is entered - displays as follow:

W Add Mew Grid Mo [
Code BAM
Descnption |B||:u:k A Urnit 1 [v Create Grid Mo In Pastel

General Financial T Idzer Defined Fields T Pastel Interface

Height ] fidth 0 Depth I}
D'oor Height 0 *f D oor WwWidth |

*r firea 0 m#
v W 0w
Capacity ~ 0 m

v5.2.0.5 Accept Cancel

e 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

e The "Area" and "Capacity" will automatically be calculated by the system, according to the particulars
entered by the "User"

W 2dd Mew Grid Mo =
Code BaO
Dezcription |E=|-:u:k A Unit 1 [ Create Grid Mo In Pastel

General Financial T I1zer Defined Fields T Pastel Interface

Height 25 Width | 3 Depth 3
Dioor Height 2 Door'width | 2.4

v5.2.0.5 Accept Cancel
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Step 4 - Creating Storage Units 21

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

W Add New Grid Mo

=

Code BaO1
Dreszcription |BI-:u:k & Unit 1 [+ Create Grid Mo In Pastel
General T Details @ Idzer Defined Fields T Pastel Interface

Rental Per Day Excl Tax ‘. 20.00

2.80

22.80

Drate Of Purchase 2015/03/24 - Replacement % alue 61 00 000, od
Supplier Code a 0, | |

Vv5.2.0.5 I

e "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. Howevwer, this is not part of this tutorial.

Tax

Rental Per Day Incl Tas

Accept ‘ Cancel

W 2dd Mew Grid Na

==

Code Baol
Description |Bln:n::k A Unit 1 [v Create Grid Mo ln Pastel
General T Dretailz T Financial GLI;EI Defined Field: ) Paztel Interface

Uset Defined Field 1 |

Uses Gerzd Fildl 2 |

User Defined Field 3 |

User Defined Figld 4 |

User Defined Field 5 |

Accept Cancel
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22 Novtel Self Storage - 13 Steps to Mastering the Basics

¢ 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"

W 2dd Mew Grid Mo ==
Code BAM
Dreszcription |BI|:u:k A Unit 1 [v Create Grid Mo In Pastel

eneral T Details T Financial T dzer Defined Fieldz{] Pastel Interface!
_-""I-—.—---—-

Pastel lnventary Code | ﬁrJ | | Clear |

Paztel Cozt Code | *f‘J | | Clear |
-

v5.2.0.5 . !', Accept 2' Canizel

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"

W Import Inventory Trem @

Code  |BADI

Description |EI|:u::k A nit 1

-
Inventan Group |DEI'I - Services @

Excl Selling Price | 20.00 " Physical lbem

9'\7 Service |tem

Cost Code
Code  |BADT

Description |EI|:u::k A nit 1

v5.2.0.5 @.ﬁ.ccept r Cancel
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Step 4 - Creating Storage Units 23

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

W Grid Mo Setup

E”I:II::|‘=:_ .n'l'.. I_I r'|it 1

BAO]

Cade |EAEI1 Cast Price 0.00
Cateqary IE‘-XS Rental per day (Excl) I 20.00
Tax 2.80

Senial Mumber I

Rental per day [Incl] I 22.80

Auta Create

Supplier Code I
D ezcription I
Replacement D ate OFf 2015/03/24
Yalue I Purchaze
Dezcription IBIl:u:k B,
Branch w3, South Africa

¢ In the "Pastel Interface" tab, the "Pastel Inventory Code" and "Pastel Cost Code" has now been entered

W Edit Grid Mo
Code IE.":".D-I

Drescription IBI::u:k A Unit 1

eneral T Detailz T Financial T Idzer Defined Fields

Pastel lnventory Code  |BADT * Block & Unit 1 h Clear
Pastel Cost Code  |BADT * Block & Urit 1 h Clear

v5.2.0.5 Accept Cancel
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24 Novtel Self Storage - 13 Steps to Mastering the Basics

e The fist "Unit" now displays on the Grid

W Movtel Self Storage Professional 5.2.0.5
W File Edit Modify Setup  Process Reports  Help

dh T '*'OE'

24 (25 |26 (27 EERIER 3 [0 [0 [ez2 [0z [El | oc [ o7 [eg [0 |10 2 |EE

War | Mar | Mar | Mar LOLM | Mar | Mar | Apr | Apr | Apr (EER E-UM | Apr | Apr | Apr | dpr | Apr (RN 4 Aon

2015 (2015 (2015 [2o15 ARG ERBRD 2015|2015 (2015 [2015 (2015 (EEY EERR 2015 |2015 [2015 [2015 (2015 COEE PN 2015

DEMOM . Tue | Wed | Th | Fri ENB| von | Tue | Wed | Tha | Fri ENB| von | Tue | Wed | Tha | Fri Mon

gl G | [ [ ]
0

Wiew Grid Mog

Al Grid Mos
" Available Grid Moz

. Telephone
% Mew Reservation | phan

Mobile Phone

ser Defined Field 1
2015/03/24 ~| [2mss05/07 - | jcfined Fiekd 2
] d Field 3

efined Field 4

v5.2.0.5 hed Field 5

¢ Follow the same steps to enter all other "Units"
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Step 4 - Creating Storage Units

25

e The "Units" are displayed on the Grid in "Branch" colors

-8 -

|

B Mowvtel Self Storage Professional 5.2.0.3 V5.2.05
W} File  Edit Modify  Setup  Process  Reports  Help -

i [ev 2 (o7 IR (5 o [ [ RONKENw [vn [0 [ [0

DEMODT [2] =
BAD1

]
BADZ Black & Unit 2 2280

B&03 Block & Unit 3 22.80
EEM EBlock B Unit 1 45.60
EBOZ2 Block B Unit 2 45.60
EBO3 EBlock B Unit 3 45.60
ECM EBlock C Unit 1 E2.40
BCOZ2 Block C Unit 2 £5.40
BCO3 Block C Unit 3 E2.40
BBO3 EDO Block D Unit 1 114.00
EDO2 Block D Unit 2 114.00

BCO1

EDO3 Block D Unit 3 114.00

Code

| Cost Price

. ﬂ Categary | Rental per day [Excl)
. . Senial Number | Tax
View Gnd Mos
Al Grid Nos Rentalperday Incll |

" Available Grid M

E Wew B Supplier Code |
ooi5/03/24 ~| [20f Descripon |

Replacement | Drate OF
Yalue Purchaze
Description |
Branch [l |
AddNew | | Clase

1| W Grid No Setup @
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If Storage - 13 Steps to Mastering the Basics

Step 5 - Creating Items

e 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)

e "Payout Items"

include the following:

» Transport Costs

> ltems for com

pany use, such as coffee; tea; sugar; printing paper and any other "ltem" that will be paid

from the "Petty Cash" (The function of all "ltems" created, will be demonstrated in Step 11 - POS

Transactions)

In order to create the above mentioned, click on "Edit - ltem - Add New"

W Mo torage Professional 5.2.0.5
W Eile odify  Setup  Process  Report
- Grid Mo L -
ol Custarmers
: TR
Suppliers el F
2015 [20
BAO1 Branches han | T
B e h ]
B
I—B Categqories H
W Ttern Set
B Iter Setup V5.2.0.5 '&'
Code Description | Aot |
Sort By Code j Search ||
Code |
Descnption |
[tems |
( Addnew T) | Close
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1. Enter the "Code" for this "ltem"

2. The "Description" is the "ltem" 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 "ltem" will have to
be created in Pastel manually

5. Tick the check-box to display the "lItem" on the inwice 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 "ltem Import" still needs to be done

W 2dd Mew Ttem ==
Code [BUBODT o ) ¥ CeatelteminPastel
Dezcription |E=uI:I:|IeWrap per meter e 6 I+ Dizplay On Irvoice
Barcode [12345 B [ Blocked
e
{ General , T Froperties

Rate Incl 780 [tem Excl £.58

IJzer Defined Field 1
IJzer Defined Figld 2
IJzer Defined Figld 3

IJzer Defined Field 4 e
IJzer Defined Field 5

Paztel lrvventary Code | E EI

V5.2.0.5 I bcept ‘ Carcel ‘

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

W 2dd New Trern ==
Code IW I+ Create Item In Pastel
Dreszcription |Bu|:ul:ule “Wrap per meter I+ Cizplay On Invaoice
Barcode |12345 [ Blocked

e
General T ( Properties ’

Trr
i . POS Cateqgony:

[ Payout Item Q,

[ Add Before Cormm Itemn

| | Clear |

Paztel lnventary Code | &I

V5.2.0.5 g o 2‘ Cancel

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

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

'” Irnport Inventory Iterm |ﬁ

Code  |BUEDOT

Drescription |E ubble YWrap per meter

Inwentan Group |I:IEIE - Irwentory Goods

Excl Selling Price | £.58

" Service Item

oo D [
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Step 5 - Creating Items

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

b Itern Setup | V5.2.0.5 %

Amaount

Code Dezcription

29

EUEBOM

Sart By Search

Code |BLIBIIIEI

Dezcription IBuI:II:IIE rap per meter

Items

|:-'.5|J

addNew | Edi b Delete

Cloze

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

W Edit Ttern

Code IELIEHZIEH

EX8

Deszcription

Bubble ‘Wrap per meter

Barcode |1 2345

v Dizplay On lnvoice

[~ Blocked

General T

Froperties

A ate Incl T80 [tem Excl

£.58] Allow Tax v

dzer Defined Field 1

dzer Defined Field 2

dzer Defined Field 3

I1zer Defined Field 4

I1zer Defined Fizld 5

é;;t;ry Code | BUBODT  Bubble \Wrap per meter

l V5.2.0.5 I

Accept

Cancel
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e When creating "Payout Items", the process is the same but in the "Properties" tab, the "Payout Item"
check-box is selected

W 2dd Mew Ttem ==

Code |OFFOD h [v Create ltem [n Pastel
Drezcription |I:Iffi|:e Ilze - Coffee 2009 h lv Dizplay On Invoice

Barcode | [ Blocked
General T
[ POS ltem
I_ Shap ltem POS Categony:

c ¥ Payout [tem Q,

[~ Add Before Comm Item

| | Clear |

Pasztel lnventany Code | &I

V5.2.0.5 I P— ‘ Carcel ‘
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¢ |n order to make changes to an "ltem", click on it and then on "Edit". Make the changes and click "Accept"
e To remowe an "ltem", click on it, and then "Delete"

W ltem Setup | V5.2.0.5 "—"EE'

Code D ezcription | Amount
BUBOM Bubhble ‘wrap per meter 7E0
BUBOOZ Bubhble ‘wiap 50 meter rall 35000
CAROM Caton-1=1=1M 10.00
CARODZ Carton 100 & 75 % 75cm a.60
CARO03 Carton 150 % 100 » 100cm 12.50(_
iS00t Dizpenzer Heavy duty 48mm/72mm 20000 =
LABOM Labelz 1000 [Fragile] 100mmnm = 150000 G000
Lag0o2 Labelz 1000 [Irwvoice] 100mm = 150mm G000
QFFOO Office ze - Coffee 200g a0.00
QFF002 Office Use - Sugar 2000
QFF003 Office Uge - 200 teabags anoo
QFFO04 Office ze - Printing Paper 500pgs 30.00
OFFD05S Office ze - Milk 1L
STADM Staples [Office) 1000 20.00
STADDZ Staples [Industrial) 1000 28.00
STADDZ Stapling Pliers [Office] 30000 -
1| 1] [ ¥
Sort By |I:|:u:|e ﬂ Search
Code \OFFO05

Desciiption  |Office Use - Milk 1L

Items oo

Add New| Edit | Delete Blsss
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Novtel Self Storage - 13 Steps to Mastering the Basics

Step 6 - Creating Suppliers

"Suppliers" can refer to the following:

» Companies supplying goods that are sold in the shop
» Courier Senvices for transporting those goods from the above mentioned "Supplier" to your shop

» Senice Providers who is maintaining the facilities, such as:

e Garden Seniices
e Key and Lock Senices
» 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"

» Mowtel Self Storage Professional 3.2.0.3

#T

Reports

W Fife pdify  Setup  Process
- Grid Mo
dh Custarmers
Suppliers h
lm Branches i
I_B Tterns
I—B Cateqories
B Contract BManager

REDE| | |

W Supplier List

Murnber | D'escription

| Telephone

=

| Fax | Refresh

Search

&+ Mumber

" Description

{. Add Mew !l

Cancel
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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

e Telephone Number

Fax Number

Mobile Number

Email Address

33

’ Zuppliers
PP

Account Code |DEEEIEI‘I 0

Drezcription |Dee's Packaging Suppliesz g

i

| User Defined Fields

{ General ) T Delivery Addresses

Postal &ddress  |PO Box 777
Cape Town
4444

Telephone Mo |021 123 456 763
FaxMo |021123 456 789
ohile Phone | 082 123 456 759

E mail &ddress |dee@packaging.mn1

Vv5.2.0.5 .

Save ‘ Cancel

e Enter the physical address in the "Delivery Address" tab

” Suppliers
PP

Account Code |DEE oo

==l

Description |Dee's Packaging Supplies

e
Gereral T Delivery Addresses IJzer Defined Fields

Deliverny Addresz |40 Green Shreet

Bellvile

Cape Town

4444

V5.2.0.5 I

( Save ” Cancel
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e 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)

W Suppliers ]

Account Code |DEE oo

Dezcription |Dee's Packaging Suppliez

————
General T Delverny Addreszes TQEI Defined Fields ﬁ

Delivery Days Mo, wWed, Fri

Contact Perzon ||

Additional Cell Mr

|
Service Dayz |
|

Payment Terms

V5.2.0.5 I Céave ) e

e 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"

i

W Supplier List

M urnber D ezcription Telephone Fam Fefresh |
DEEOD  |Dee's Packaging Supplies |021 123456 739 021 123 45 =
{  AddMHew !

Edit

Search V5.2.0.5

i Murnber " Description DEEDOT

Cancel

e
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Step 7 - Creating Customers

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

e Click on "Edit - Customer - Add New"

w Maovwtel Self Starage Professional 5.2.0.5

W Fife dify Setup Process Reports

Grid Mo

- _— ‘
dh C h
ustarners

Suppliers

Branches

Tterms
Categories

Contract Manager
I —

BBO1 i--i

BEOZ

’ Custormer List @

M urnber | D ezcription | Telephone | Fam | Fefresh

alalal B

|

Add Mew

Vv5.2.0.5

Search

{* Mumber (" Description || Cancel
ance |
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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 Nowtel - 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
1

0.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:

e Contact Documents
e E-mail Documents
e Contact Statements
e E-mail Statements

Add Mew Customer

Account Code  |[FRAODT o (_iv Uze Custamer Autohlumber >.

Dreszcription |Flank||n Douglaz

Custorner Category |DD - Mo category 6 | -

e —

{ General , T Delivery Addresses T User Defired Fields

Poztal Address |25 Hope Street
Moseel Bay a Telephone Mo 044 222 333 444 e

4444 FaxMo ||
Mobile Phone |082 123 456 783

Contact Email | dougfranklini@hotmail cor e
Tax Reference | e Email Address_|dougfranklin@hatmail. co

@ zame v @

Contract Month Start Day |1 G = Cantact Dacuments [dougfranklin@hotmail.cnl

Email Documents |dougfranklin@hotmail.cnl

Contact Statments | dougfianklinhatmail con

Email Statements |dougflanklin@hotmail.cnl

v5.2.0.5 Accept Cancel
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e In the "Delivery Address" tab, enter the "Customer's" physical address

Add Mew Custaomer

Account Code  [FRADD

[V Use Customer Autohumber

Dezcription |Franklin, Douglaz

Cugtomer Category |EIEI - Mo category

=]

T

[ Inactive Customer

I tonthly Customer

Gereral T ‘ Delivery Addrezzes ’

User Defined Fields

Delivery Address |25 Hope Street

toszel Bay

4444

Vv5.2.0.5

Accept Cancel

e "User Defined Fields" are created in "Edit - User Defined Fields - Customer" tab, and the additional

information can be inserted in this tab

Add Mew Custormer

Account Code  |FRADD

[¥ Use Customer Autohumber

Degcription |Flank|in, Douglas

Customer Categomy |DD - Mo categomn

=

[~ Inactive Customer

[ Manthly Customer

General T

Dielivery Addrezses

Uzer Defirned Fiald 1

1D Mumber

User Defined Field 4

|
|
User Defined Field 3 |
|
|

Uzer Defirned Field 5

V5.2.0.5

|| Accept ? Cancel
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e The first "Customer" has been inserted. Click on "Add New" in order to create more "Customers"

" Custormer List [ﬂ]

MHurnber D ezcription Refrezh

FRADD Franklin, Douglas

Search

& Mumber " Description FRAOM

Cancel |

e In order to make changes to a "Customer Account”, click on it, and then "Edit". Make the changes and
click "Accept"

'” Custormer List

M urnber D ezcription Telephone Faw Fefresh

FRAOO Franklin, Douglas

Add Mew

E E dit !

Search

V5.2.0.5 ™ Description
Cancel
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Step 8 - Opening a Shift 39

Step 8 - Opening a Shift

> It is important to know that transactions can only be done when the Supenisor 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.

» Noutel 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 supenvisor 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 supeniisors 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:

e Click on "Supervisor Open Shift"

» Supervisor Shift Cashup e
File Reports  Credit Mote

View Location: | - Supervizor _ Shift # _

Shin

Customer Table / TA Type Total » Shift # User Total Invoice Date

@ Batch Shift Q@ Single Shift | |Open Shift I

Check Customer Supervizar
Integrity Open Shift

Print o : Screen Print j v6.3.0.3

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



40 Novtel Self Storage - 13 Steps to Mastering the Basics

e Select the "User" whose shift is to be opened and click on the arrow pointing to the right

Select User
Available Users Selected Users

Jamesz [Front Desk]
Shawn [Shop)
sup [Credit Hote]

V6.3.0.3 hecept ‘ Cancel ‘

e 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"

Select User
Available Users Selected Users

Shawn [Shop] James [Front Desk]

sup [Credit Hote]
4
13

V6.3.0.3 ( .-;-‘-.ccept 1} Cancel

{
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¢ Now you can "Close" the window, and the "User" can Log On for his/her shift

» Supervisor Shift Cashup VE.3.0.3 @
File  Reports  Credit Mote

Yiew Location: (& Supervisor _ Shift # LGN

—

@ Batch Shift i@ Single Shift - Open Shift| shift Total: |G

o

Check Customer
| nkegrity

Supervizor
Edit Shift

Supervizor
Shift Cazhup

Prirt ta : |Screen Prirt j

Mowtel Equipment Hire

Cancel

Change Pazzword l_ Unlack
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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"

W MNovtel orage Professiona V5.2.0.5 1
» e dify  Setup

- Grid Mo
dh - -
ustamers
. 31
Suppliers e
BAD Branches 21?,_'1:

Items

I_B
I—B Categqories
B

Contract Manager

[ ROl
W Contract Manager | \V5.9.0.5 ' &I
Search
Sort by |Eu:untrau:t Mo j
Search for ||
Contract Mo | Customer Code |EustamerDescriptiDn Start Date End Date| Grid Mc

<] | i

[ Show Cancelled Contracts i Add Mew ” E xit |
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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"

"’ Custarmer List @
Mumber Dezcription T elephone Fax Fefresh
ﬁ Andrews, Shawn W —
BLADODT | Black. Yeman 044 B85 777 333 o Add New
CAROO1 | Car, Stan 044 777 565 444 e
ESPOOT  |Eszpin, Wemer 044 582939 333 Edt
FOUOM  |Fourie, David 044 852 258 852
FRADDT  |Franklin, Douglas 044 222 333 444
LaMOdl  |Lang, Robert 044 111 222 555
Lauom | Louw, Jane 044 951 147 752
MaARIM | Marting, George 044 444 777 238
RaDoll  |Rademan, Jake 021 123 456 728

Search Select
{* Mumnber " Description
Cloze

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



44 Novtel Self Storage - 13 Steps to Mastering the Basics

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"

W Contract Manager S

Contract Mumber  |Mew Twpe | Fired Maonthly ‘I: Caticel Contract |

DateStatt |25 Mach 2015 v| W€D | DateErd |30 September 2015 | [ 7 = Manths

€D PaymentDay -

Gnd Nos T Fised ltems T Deposit T Deposit Interest

| ﬂ b ake Reservations

(.-‘-‘_«dd Grid Na G e B e |

Rental Num ] D ate Start | Date End | Status Irve Toatal |

Calculate Commizzion

| 0 :ll Apply Commiszion Escalations ‘

vs.z.u.ﬁl Save ‘ Cancel
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45

e The window containing all available units, will open. Click on the unit to be rented, and "Accept" it

W Aailable Grid Mas (]

Code Deszcription
Ba Block & Unit 1
BADZ Black & Unit 2
BA03 Block A Urit 3 Cancel |
BB Block B Unit 1
BEOZ Black B Unit 2
BEO3 Block B Unit 3
BCOZ Block C Unit 2
BCO3 Block C Unit 3
BOO1 Black D Unit 1
BODOZ Block D Unit 2
BOO3 Black D Unit 3
v5.2.0.5
Search By
Code j Search Far |

amount inserted when the actual reservation is made

The Unit has been inserted. Click on the "Escalations" button. If this step is skipped, there will be no rental

W Contract Manager

Contract Mumber  |Mew Twpe  |Fired Mornthly j Cancel Contract |

Cuztomer

(=]

Date Stat |26 March 2015 v | DateEnd |30 September 2015 | |7 = Months
FPavrment Day |1 ﬂ
Gnd Hos T Fised ltems T Deposit T Deposit Interest

ECO1 - Block C Unit 1

ﬂ kake Reservations

&dd Grid Ma

Rental Murn | Date Start | Date End

[ Total |

Calculate Commiszion

0 ill Apply Cammizzion |

@calatiuns , |

| v5.2.0.5 I |
Save

Cancel

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



46 Novtel Self Storage - 13 Steps to Mastering the Basics

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"

" Escalations @

E zcalation Percentage 10 ﬁ E accept !

E zcalation Manth m Cancel
[ritial Aot a 1000.00

_ _ v5.2.0.5
[ Apply Ezcalation To &l Contracted Grid Mos

e As soon as the "Make Reservations" button is clicked (Next to the selected unit), the reservation for the 7
months will be inserted

1 Contract Manager o
Contract Mumber  |MNew Twpe  |Fixed Monthly J Cancel Contract |

Custamer AMD Andrews, Shawn

DateStat (26 March 2015 ~ | DateErd |30 September 2015 v || [ 7= Months
FPavrnent Day |1 ﬂ
Grid Mos T Fixed ltems T D' epozit

BCO1 - Black C Urit 1 Make Reservation

&dd Grid Mo | |
Rental Murn Doate Start | Date End | Status I Total
0 2015403426 205403431 Rezerved 1000.00
0 2015/04/M 2015404430 Rezerved 1000.00
0 201505/M 2015405431 Reserved 1000.00
0 2015/06/M 2015406430 Reserved 1000.00
0 2015407/M 205407431 Reserved 1000.00
0 2015408/M 25408431 Rezerved 1000.00
0 2015409/M 2015409430 Rezerved 1000.00

Calculate Commiszion S

g j Apply Commission s o

v5.2.0.5 I Save Cancel
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¢ In the "Fixed Items" tab, any extra "ltems" can be added such as Electricity, Water, etc. Click "Add"

W Contract Manager

Contract Humber  |MNew

Fixed Monthly

=]

Type

Customer

|

Cancel Contract |

Date Stat |26 March 2015 | DateEnd |30 September 2015 ~ | ?ﬁMnnths
Fayment [1ay |‘I ﬂ
[arid Moz TQxed Items ﬁ Deposzit T Deposit Interest
Line Type [tem |Descriptil:nn | Gy | E:-:|:I| Ta:-:| [l

Add Itemz To Grid Moz

Add Remark

e Select the "ltem", and click "Accept"

’ Zelect Ttern @I
Code | Description | Excl | Tax | Incl =
BUBOM  Bubble ‘\Wrap per meter B.53 naz .80
BIUECOODZ  Bubble wiap 50 meter roll a07.02 42598 350,00
CAROM  Carton-Tx1 s 1k 277 123 10.00
DISOM  Dizpenser Heawy duty 48mm 7 2mm 175.44 24.56 200.00
ELEOOT  Electricity (Units 3« 3) av.rz 1228 100.00
ELEODZ  Electricity [Unitz 3 » & k) 131.58 1842 150.00

Electricity [Unitz 3 = 5]
ELEODS  Electricity [Unitz B x 12k) 219.20 070 280,00
L&BOOT  Labels 1000 [Fragile] 100mm = 150 B0.00
TRADDZ  Tranzport Charges from JHE GO0.00
WAATOOT wiater [Units 3 3k 000 T
v5.2.0.5 |
Cancel
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e |n order to insert more "Fixed Items", click "Add". When all "ltems" are added, click "Add Items to Grid
Nos"

W Contract Manager e

Contract Mumber — |Mew Tupe  |Fized Maonthiy J Cancel Contract |

Custorner

DateStat |26 March 2015 v | DateEnd |30 September 2015 ~ | 7 :| Months
Pavrnent Day |1 ﬂ
Grnid Moz T Fixed Items T Depozit T Depozit Interest
Line Type [termn | Deszcription [ty Encl Tax Inc
[tem ELEOD3  [Electncity (Unitz 3 = 9] 24 56

17544 2456 200.00
g Add Items To Grid Noz 2 AddRemark | || Add Delete |
V5.2.0.5 I Save | Cancel
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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 Supenisor

1. Enter the "Deposit Amount" (Usually a full month's rent)
2. Click on the check-mark next to "Deposit Raised"

W Contract Manager e

Contract Murmber  [Mew Tupe |Fi:-:eu:| P orthly J Cancel Contract |

Custamer

Date Stat |26 March 2015 v | DateEnd |30 September 2015 ~ | |7 | Months

Payment Diay | 1 ﬂ

e —

Grid Moz T Fixed [tams T { Deposit , T Depozit Interest

——
@ .1 Depogit R aized ]
Deposzit Amount : " 1000

Save | Cancel

e 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

W Contract kanager V5.205 léi

Grid Mos T Fised [tems T Deposit T Deposit | nterest

1.] Depozit Raized 201540

Deposzit Amount - 1000.00 Depasit Due: | 20165/03/26 = h
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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"

[E=S =R =

W Movtel Self Storage Professional 5.2.0.5
W File Edit Modify Setup Process Reports Help

o @ -

ERENCR R - | - 2 ] EE =7 [25 [z [=0 [o1 ws [05 [0s [07 [oz |
e | dtor | s | e | spr sor | pr [ dor | dpr | s sor |t | dpr | sor | atay Moy |ty |ty | dhay | oy
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[ Partially Paid v
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¢ In order to link this reservation to a "Category", right-click on the reservation on the grid, and select "View
Details"

W Movtel Self Storage Professional 5.2.0.5
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Step 9 - Creating Fixed Contracts 51

e Click on the magnifying glass next to "Category"

" Resersation Details

T —

Financial

1

Depozits T

Addtional Costs | Quick View

Reservation Mumber I'I

Order Mumber |

Customer Code I.-'i‘-.NDEIEI'I

Description |.-’-'-.nu:|rew3, Shawn

Grid Mo Murnber IE“:E” vI Black C Unit 1

Category

Search <F5» |

[— (<

ogo0on =

Comments N b ove-Out Date |2|:|'| R3S 'I
bove-Out Time IUB:DD:UD =
Remark.s A Fayment Type | LI
Creation | 2015/03/25
Timestamp 14:26:03 Status IHesewed ;I
V5.2.0.5 pccept | Cance

e Click on the "Category" and then "Accept" to insert it

W Zelect Cateqory

EX8

Code | D escrption
33 Starage [3 = 3 M]
36 Storage [3 A B M]

Starage [3 = 9 M]

Bl 2 Starage (B = 12 k]

1500.00/ Manth

4|

T

.! Accept !

Cancel

— Search By

I Code

Search Far

V5.2.0.5 l

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



52 Novtel Self Storage - 13 Steps to Mastering the Basics

1. The reservation is currently on the "Reserved" status

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

)

General T Financial T Deposits

| Addiional Costs |

Quick View

Grid Mo Mumber |BCOT ~| [Black C Unit 1

Order Mumber

Description | Andrews, Shawn

Comments

Remarks
Wiew Grid Moz
+ Al Grid Mos

" Available Grid Moz

% Mew Reservation

2m5/03/26 ~| |2015/05/09 ~|

Creation | 2015/03/26
Timestamp 14:26:03

Custorner Code [ANDOOT Search <FB>

Reservation Mumber |1 Category |3<3 Storage [3x 9 M) 1000.00/MS,|

Moveln Date | 2015/03/26 _~
Moven Time |08:00:00 —

Move-Out Date | 2015/03/31 _~
Move-Out Time  |02:00:00 —2

FPayment Type |Direct Deposit -

Statuz |Reserved -

Intemet Matice
Invoiced

Motice Period
Suzpended

ntemet Booking

= rcel

Cancelled

e 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

W Movtel Self Storage Professional 5.2.0.5 ﬂ V5.2.0.5 !
W File Edit Modify Setup  Process  Reports  Help

ll'IﬂI:'

26 27
War | Mar
2015 (2015 N

Ba0l . Tha | Fri

[} 02 03
Mar | Apr pr | Apr
2015 [2015

T
Apr

b | Fri

BBO3 Lz
I I I

1 Andrews, Shawn

115 (2015 EARRE (2015 (2015 2015 (2015 (2015

0g ug 10
Ao | Apr | Apr
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9.1

Step 9 - Creating Fixed Contracts 53

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"

Edit Custamer V5.2.0.5
[ Inactive Customer
Account Code | (FOLIOOT =
L - - [ 4 Iv Monthly Customer >,
Dreszcription |Fnune, David

Custamer Categaory |DD - Mo categany ﬂ

General T Delivery Addresses T Uszer Defined Fields

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

xl

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

x|

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

xl

¢ Click "Add New"

xl
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54 Novtel Self Storage - 13 Steps to Mastering the Basics

e Select the "Monthly Customer"

E]
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Step 9 - Creating Fixed Contracts 55

e Select "Month-to-Month" as the type of contract, and select the start date
e We will not set "Escalations" on "Month-to-Month" contracts

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

E]
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Novtel Self Storage - 13 Steps to Mastering the Basics

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

xl

=l

¢ In the "General" tab, click on the magnifying glass next to "Category"
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Step 9 - Creating Fixed Contracts 57

e Click on the "Category" this Unit belongs to, and then "Acce pt"

E]

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
movwe in

E]
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58 Novtel Self Storage - 13 Steps to Mastering the Basics

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

E]

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

e On the grid, in front of the "Month-to-Month" contract, "CM" will display - short for "Contract Monthly"

E]
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Step 9 - Creating Fixed Contracts

There is a second way in which "Monthly Contracts" can be created - Directly on the Grid

xl

e Select the "Customer" from the list

=l

59
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Novtel Self Storage - 13 Steps to Mastering the Basics

e Enter all details in the "Reservation Details" window's tabs, and click "Accept"

xl

=l

e The reservation will be displayed on the Grid, with a "M" in front of the reservation
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9.2

Step 9 - Creating Fixed Contracts

Creating Short Term Contracts

61

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

i ovtel Self Storage Professional 5.2.0.

W Moutel Self Storage Professional 5.2.0.5

W File Edit Modify Setup Process Reports Help
o

BN EREE

NEE

BAD1
BADZ

BAD3
BBO1

BBOZ

BBO3
BCO1

e Select the "Customer" for this reservation from the "Customer List", or click "Add New" in order to create
a new customer

'ﬂ Customer List

MHurnber Description T elephone Fax
ANDOD | Andrews, Shawn 044 222111 777
ELAO0T Black, Vermon D44 BRA 777 333
CAROOT | Cam, Stan 044 777 888 444
ESPODT | Ezpin, Wemer D44 838 995 333
FOUDI | Foure, David 044 852 258 852
Franklin, Douglas 4472233444 | |
LAMODT1 | Lang, Robert 111 222 Bh5
LOoUad | Lo, Jane 0445 17 752
MARDDT | Marting, George 044 444 77500
RaDo01 | Rademan, Jake 021 123 456 788

Search

& MNumber

" Description

(|

R efresh
Add Mew

E dit

Select

Cloze
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Novtel Self Storage - 13 Steps to Mastering the Basics

1.
2.
3.

In the "General" tab, enter all "Comments and Remarks" pertaining to this reservation
Click on the magnifying glass next to the "Category", and select the "Category" this unit belongs to

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
" Resersation Details @
T

{ Eeneral> T Financial T Deposzits T additional Costs T Guick Wiew

Grid Mo Mumber |BEO3 - Block C Urit 3

Reservation Mumber |New Reservation Category |3‘><E| Ctorage [3 = 9 M) 1EIEIEI.EIUJME 9
Order Mumber |

Customer Code |FF|.-'1‘-.EIEI'|

tove-ln Date | 2015/04/071 _=
Search <F5»
Dzl |Franklin, Douglas fave-ln Time | 10:00:00 =

Comments |Rental from 1 - 12 April, with - Move-Dut Date | 2015/04/12 - | 9
the aptian to extend the lease o M QutTi 10:00:00 n
ove-0ut Time :00: -

Remarks || & Fayrnent Type |Eash j o

Creation | 2015/03/30
Timestamp | 10:31:03 &AM Status |Reserved =l 9

vs.z.u.ﬁi P ‘ Cancel ‘
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Step 9 - Creating Fixed Contracts 63

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"

" Reservation Details @

Depozits T Additional Costs T [uick Wiew

General

Price Calculation
Price (Excl] 720,00 Duration Charged | 12 (2]

" Categom

D C & GidNe ) Ta 100.80

™ Manual Price [Incl] 870,80 Agent Details

[rvoice Total : 6 820.80 Dezcription |

Accept | Cancel |

¢ In the "Additional Costs" tab, enter all extra costs to be added - if applicable
e The "Quick View" tab will display all details pertaining to the rent and "Additional Costs"

'” Resersation Details

aeneral T Financial T D eposits T Additional Costs
Descrphion | [ty | Ta:-:| E:-:u:|| [l
Block C Unit 3 12 100.80 72000 a20.80
TOTAL DLIE 100.80 72000 a20.80

!', _.-’-'-.-cu:ept 2' Cancel
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64 Novtel Self Storage - 13 Steps to Mastering the Basics

¢ The "Reservation" now displays on the grid

W Movtel Self Storage Professional 5.2.0.5
" File Edit Modi Setuy Process FReports  Hel
P P 2

RN | & -
o (31 (o1 [o2 [0z [ Tl 06 (o7 [0z Jor |10 13 |14 [15 |16 |17 ;
War | Mar | Apr | Apr | dpr W Ap dpr | Apr | Apr | Apr | Apr Ap Apr | Apr | Apr | Apr | dpr R
2015 (2015 (2015 2015|2015 CIPEY ERRY (2015 (2015 (2015 (2015 2015 BRY [IBR (2015 (2015 [2015 |2015 (2015 (IR
B0 . Mon | Tue | Wed | Thu | Fri pon | Tue | Wed | Thu i Mon | Tue | Wed | Tha | Fri
BAD1 ﬂ Blat:k 'u'ernun

BA02 -------------------

BAD3 -- 11 Carr, Stan
—_—_————_—_—_—_—_

V5.2.0.5 r

dh " o

BBO2 -- _26 Fourie, David__
e | [ (i

@ BCO1  awn anklin, Dougl 2 Andrews, Shawn
g 1 1 1 ‘ (

B€02 g [ [ [ [ [ I I J [ [ [ ]
-F HEENN

BEI]S 27 Franklin, Douglas

B0 HlEEEE .
500z NI N A I I A A B
BDO3

e "Sub-Rented" Contracts are not part of this tutorial. Please register on Nowel's Forum at http://
www.nowvtel.com/forum/index.php, and follow this link for more information on the subject: http://
www. novtel.com/forum/index.php?board=1277.0
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Step 10 - Recurring Billing 65

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:

e Click on "Process - Recurring Billing"

W Movtel Self Storage Professional 52&5‘
W File Edit Modify  Setupf [ Process zepu:urts Help

II'I-LIF'

1] 31 0l 02
War | Mar | dpr | Apr

Recurring Billing

05 0 0T [ og 1
-l | Aer | dApr | Apr | dpr | A
EIEEN (2015 2015 |2015 2015 |2
=IL | ¥on | Tue | Wed | Thu A

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"

’ Recurring Billin
e @ Vo205 |22
r _— ; Current ear  |[ENIS -
e Fized Contracts T Active Monthly Customers
Res Numisr | Contract Nol Customner Code | Customer Description | Grid Mo Code | Status | D ate Start | D ate End |
1 AWDOO Andrews, Shawn BCOM Current 2015/04/01 2015/04/30
2 BLAOO Black. Wermon BAD Reserved 205/04/01 201504430
3 CAROOT Cair, Stan BA03 Reserved 2015/04/01 2015/04/30
4 ESPOO1 Ezpin, ‘Werner EEO1 Reserved 2015/04/01 2015/04/30
B Lanaot Lang, Raobert EDO Reserved 205/04/01 201504430
g MaR 001 Martinz, George EDO3 Reserved 2015/04/01 2015/04/30
9 Louaont Lo, Jane EDO2 Reserved 2015/04/01 2015/04/30
Select Al | Select None | o Update Selected Invoices
| Cloze
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Novtel Self Storage - 13 Steps to Mastering the Basics

66

e Select one of the following options:
» Update Customer and Supplier Invoices
» Update Customer Invoices Only
» Update Supplier Invoices Only

W Month End Options

| Update Customer &nd Supplier [nvoices *

L||:u:|ate Eustu:u!'ner Imf!:m:es Orly

|_|l:u:|:|h:' Cusztomer &nd Supplier [ny

Frintz a list of all the cugtomer and supplier invoices that were
updated after the maonth end has been completed.

Proceed »» |

Cancel

e Tick the check-box to "Print Updated Invoices", and click "Proceed"

W tonth End Dptions

( iv Print Llédated Invuicegp

updated after the manth end has been completed.

Frintz a list of all the customer and supplier invoices that were

{ Proceed »» d Cancel

==
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Step 10 - Recurring Billing 67

e The "Pre-Import List" will be minimized to your Internet Browser. First check it before proceeding
e The "Customer Invoices" represent fixed, monthly as well as sub-hire contracts
e The "Supplier Invoices" are inwoices for the suppliers of the sub-hire Units

E=8 =R 55

| £1 causersiLouise\ippDatatLocaliTempTempReporth © = © || @ CauserLauise\appDatat. | ‘

File Edit ‘iew Favarites Tools  Help

Pre-Impeort List For April 2015

PRINTED DATE: 20 MARCH 2015 TIME: 04:15:35 PM

CUSTOMER INVOICES ‘—
l GRID NO .
RESERVATION CONTRACT CUSTOMER CODE EXCL TOTAL INCL TOTAL

2 1 ANDOO1 - Andrews, Shawn BCO1 103263 14737 1200.00
8 2 BLAOQO1 - Black, Vernon BAOL 421.05 38.95 480.00
11 3 CARO01 - Carr, Stan BAO3 42103 3893 480.00
23 4 ESP001 - Espin, Werner BBO1 166.67 2333 120.00
28 & LANQO1 - Lang, Robert BDO1 1587.72 22228 1810.00
52 2 MARO01 - Martins, George BDO3 175439 24561 2000.00
64 9 LOU001 - Louw, Jane BDO2 1719.30 240.70 1960.00
NUMBER OF INVOICES TO BE UPDATED - 7 TOTALS T122.81 997.19 8120.00

SUPPLIER INVOICES 4—
e N = e

MARO01 - Marshall, Ken BD03 1500.00 21000 1710.00
:D MALQOL - Malan, James BD02 1500.00 210.00 1710.00
NUMBER OF SUPPLIER INVOICES TO BE UPDATED - 2 TOTALS 3000.00 420.00 3420.00

¢ Click "Yes" to continue with the recurring billing

Movtel Self Storage 12

f - | Wouare about to execute the recurring billing for both Custarner and
Suppllerlnvmces
Do you wish to continue with the update?

| V5.2.0.5 I

Mo
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68 Novtel Self Storage - 13 Steps to Mastering the Basics

e 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"

W Recurring Billing @l
Current Month — |[E3el - Current Year  |jEikd -

Fixed Contracts T ctive Monthly Custome
Fies Number | Customner Code | Customner D escription | Grid Mo Code | Status | Diate Start | D ate End |
26 Founo Fourig, D avid BBOZ2 Resarved 205/04/01 2015/04/30
Select All | Select Mone | ‘ Update Selected Invoices H

| | [ V5205 | Close

1. Select which Inwoices 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"

l’ Month End Options @

-
| |lpdate Customer And Supplier [Fvoices o { ﬂ ,

v Continue Beservation

Al zelected monthly contracts are extended ta the end of the nest
rnonth,

v Prnt Updated [nvoices

Printz a list ot all the customer and supplier invoices that were
updated after the maonth end has been completed.

o Gr_c:ceed 33 J’ Cancel

e Check the "Pre-Import List" before continuing

=
57 CAllsers\Louise\AppData\Lacal TemptTempReporth O - ¢ H @ CUsers\Louise\AppData... | ‘ g5

File  Edit Wiew FENEHES

Tooks  Help

Pre-Import List For April 2015

PRINTED DATE: 30 MARCH 2015 TIME: 04:42:31 PM

CUSTOMER INVOICES «-
26

FOUQ01 - Fourie, David BBO02 780.70 108.30 890.00

NUMBER OF INVOICES TO BE UPDATED -1 TOTALS 780.70 109.30 890.00
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Step 10 - Recurring Billing 69

e Click "Yes" in order to proceed with the billing process

Mowvtel Self Storage £3

I.-"'_"‘-.I YWou are about to execute the recurring billing for both Custorner and
W Supplier Invaices,
Do wou wish to continue with the update?

-"r'es Mo

e The window for both "Fixed Contracts" and "Active Monthly Customers" are now clear, since the billing
was completed for April

I’ Recurring Billing @
i‘ Current ear

Active Monthly Customers

Current Month April

Fixed Contracts

Fies Mumber Customer Code | Customer Description Grid Mo Code Statuz [rate Start Date End

Select All | Select Mone | Update Selected Invoices
| V5.2.0.5 Cose |
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70 Novtel Self Storage - 13 Steps to Mastering the Basics

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

W Movtel Self Storage Professional 3.2.0.5 I |||

W File Edit Modify Setup Process Reports  Hel
p p p
o e A AE
ms zms zms ms zm zns zm zms ms

w b ES - OF

n7 n=
znns zms zns zms znns

@ nn nz ns

znns zms znns zms

BAOL -|___
[ Banz
HEN
[ BAD3 - 4 Carr, Stan
BBOL -! 23 Espin, Werner
| BBO2
e
@ BCO1 |
BCOZ
| Bo3 27 Franklin, Douglas
[l ~ 28 Lang, Robert

BDOZ -| 54 Louw, Jane

52 Martins, George

0 0|
View Grid Nos @ Reserved v
@ Al Grid Mos O Current I
€ Awaisble Grid Mos B Inemet Booking ¥
E Mew Ressrvation 0 W intemet Notice ¥
O inveiced 3
20150331 ~| [2015:0514 ~ O Notice Period 1@
[ Suspended v
B Paid 4
v
~

[ Partially Paid
v5.2.0.5 O canceled

¢ 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"

! awtel Self Storage Professianal 5.2.0.
» N | Self Storage Professional 5.2.0.5
W File  Edit Modify Setup  Process Reports  Help

@ -

I
3 (o1 [0z [0z | ] TRIEAREREE 1 : 14 |15 17 2i [IERRE]
Mar | dpr | Apr | dpe dpr | Apr | 4pr | Apr | 4pr JERSD Apr | dpr Apr Apr | Ap
2015 (2015 |[2015 |2015 Bl (2015 2015 2015 2015 |2015 [k 5 2015 2015 2015 2015 2015 B 2015 201
Bao . Tue | Wed | Thi | Fri Won | Tue Th | i 1B Won | Tur | Wed | Tha | Fri Tu
BAD1 8 Black \Fernon

l
A2 ----------------------------
[ Banz -___________________________

(¢ ecot __ _  opnuewsShawn
—
scez [ d-----l-----------------
[ T 1

Ii —,————————— M owe = —————
200 -—————————— Wiews Details <F5
BDOZ -l—

 ————————— — Grou L4
BDO3 - i
u £ Docurments 4 J
Status k| v Reserved
Wiew Grid. Nos Current
" All Grid Moz

(™ Available Grid Mos Internet Booking

: o - : Internet Motice
% Mew Reservation 0 g —
) Ihvoiced

[2015/033 ~| [2015/0514 ~|

Motice Period
Suspended

Cancelled

Vv5.2.0.5
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Step 10 - Recurring Billing 7

¢ 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”

[ Movtel Self Storage Professional 5.2.0.5
W File Edit Modify Setup  Process Reports  Help v5.2.0.5 t

an " e AP B0 -
1z 14 15 1d 17 13 19 20 21 22 23
Apr | dpr | Apr | dpr | dpr EESTON WESDM | Aor | dpr | dpr | Apn)
2015 |2015 2015 (2015 (2015 [LbEl EOEY (2015 (2015 (2015 201
Mon | Tue | Wed | Thu Fri S E=I0l | von | Tue | Wed | Thy

21 [n (2 [0z | Tl 06 [or [0z [op |10 2

Mar | dpr | dpr | Apr EESUN EEUE | dor | Ape | Apr | dpr | Apr B Ap

2015 (2015 (2015 (2015 EEE 2015 (2015 (2015 (2015 (2015 ERRE
B . Toe |¥ed |Th | Fri [EEE IERE | #on | Toe | #ed [ Th | Fri BB un

BAD1 4 Black, Yernon

|W- ______________________

BEO1 - 23 Ezpin, Werner

BBOZ2 - 26 Fourie, David

— EEEEEEEEEEEEEEEEEEEEEEN

BCO1 i, Dol Andrews, Shawn

. r r r r r r r r I 1 r r @ r r r o 1

oz Al EEENEE
]

| ' HEEEE

| BCO3 27 Franklin, Douglas E——
s e e e s s s s e Wiewe Details <F5= ! ! |
BDO1 3

 ——— ————— — — Documents ' —(—— — ——

1 [ T T 1 [ T T || Status b — — — —— —

BDO3 _—__
- Update Inuoice*i

Customer — —
u Giwve Motice

e Srid ke
e Click "Yes" to update the inwoice
Mowtel Zelf Storage £7

':9:' Update invaice 7

es Mo

Mowtel Self Storage 3

[o] Customer invoice update completed successfully,

V5.2.0.5 C o< )
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72 Novtel Self Storage - 13 Steps to Mastering the Basics

e |n order to print the Customer Inwoice, right-click on the reservation; move the mouse over "Documents" and
select "Invoice"

——————— e pr—
e T T [
-

Wiew Details <F5x T

Documents Quote <Ctrl+0 =

Status Inwoice <Ctrl+1=
Unupdate L Custarner Statement
. . =
Give Motice
WAT Mo 123456759
Tel Mo 0861 66 8335
Farx Mo 0865 1171 65
Cell Mo : og2 ...
Hovtel Self
Diaz Office Park
Block 1 Unit 30
Beach Bouleward
Diaz Beach,
South Africa
Date 31 March 2015
Customer Details Pro Forma Invoice 27
Franklin .
' Contact Detail
25 Hope Street F;x . a afls
Mossel Bay B
4444 Tel: 044 222 333 444
Fental Date From
01 April 200510 12 April 2015
Code Description Days Oty Excl Price VAT Hett Price
BCOS Block C Unit 5 12 1 720.00 100.50 §20.50
Total VAT 100.50
Total Excl WaT 720.00
Total Incl WaAT 52080
Signed Date
tems received by the customer on behalf of the above mentioned production
T Incare ofany kes and of damages, 3 1% (e viype roe itam) excezs oo the Bemds rick i@ ive willbe kukd.
2 Astndand 0% Qew perceaiim cleang charge on allwandrooe lems will 3pphy
h The corpmerwarant tathesie b3r
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Step 11 - POS Transactions

73

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

shift)
B Sale: ! V5.2.0.5 I X
™ Select ltem(s] :
mo b 1 IE] Barcode | Code Ciescription | Rate| »
12345 EUEOO Bubble "Wrap per meter
WWW.I1Nnov tel COIm 112233 BUEDODZ Bubble *rap 50 meter roll
223344 CARDDT  Caon-1%7x 1M
James 334455 CARDDZ Carton 100 % 75 « 75cm
- 444705 CARDD3 Carton 150 % 100 % 100cm E
Store: Default Store FERag DISO0T  Disperser Heavy duty 43mmd72mm
Selected ltem(s) 222008 LABOM Labels 1000 [Fragile) 100mnn % 150mnm
EECed eE . — _ 2205577 L4BO0Z  Labels 1000 (Invaice] 100mm & 150mm
Oty | Code | Description | Price .. | | 223345 STAO0_ Staples [Office] 1000

Mowtel Self Storage @
! Jarnes', no shift has been opened ywet, b .

l Flease consultyour superdsor for further information, Search for : I—

etails E

’Tl Sold: | @ Balance: | 0

TEimErt TS Payment Receied : IW

Cash = Change : IW
Overall Digcourt : ’l]_ ﬁ

. 0.00
<F3» - Mew Cazh Up Shift #: Cloze

¢ Click on the arrow next to the "POS Icon", and select "Sales (POS)" in order to "sell" any shop item to a

customer

W Movtel Self Storage Professional 5.2.0.5

BCDZ

Receipts “Mew®
BCO3

W File  Edit Modify  Setup Reports  Help
a7 o AP 5 - @ -
[ Sales (POS) ﬁ
|;|% 23 Acc Payments ?::5 g
| SAD il Deposits —
— Payouts —
BA0Z -!! Arrears !
BAO3 -== PrePayrnents —
BBO01 -55 Megative Receipts —
BEOZ
IW =ii Shift Cash |_||:| i
@liﬁl:ﬂl =—|_— Shift Surmnrmary —
e NN
B .
—

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



74 Novtel Self Storage - 13 Steps to Mastering the Basics

e Stock is received in Pastel, and the quantity "On Hand" will display in Nowtel

e 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

5 Bubkl \ pEr meker

112233 BUBOOZ Bubble Wrap 50 meter roll
223344 Caroot Cartor -1 %1% 1M
James 334455 CaRooz Carton 100 = 75 » ¥5cm
4445855 CarR003  Carton 1500% 100 % 100cm
jatat] iS00 Dizpenzer Heawy duty 48rmm:/72mm
222000 Lap0ot Labelz 1000 [Fragile] 100mm = 150mm
— - 2220077 Lapooz2 Labels 1000 (Imwwoice] 100mm » 150mm
Description | Price ... 223345 STAO001 Staples [Office] 1000
12321 STADDZ Staples Industrial] 1000
759654 STADD3 Stapling Pliers [Dffice)
321456 STADD4 Stapling Pliers [Industnial)
77raas Ta4P00 Tape Clear 12mm « 50m
4 1

g -

1

Store: Default Store
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e The item now displays in the left side of the window, and the "Payment Due" reflects this single item's
selling price

Barcode Code [escription
12345 BLIBOOT Bubble “Wrap per meter
112233 BUBOOZ Bubble "rap 50 meter roll
223344 Caron Cartorn -1 =71« 1M
James 334455 CAR002  Carton 100 = 75 % 7Acm
444585 CAR003  Carton 150 = 100 % 100cm
55588 QIS0 Dizpenzer Heavy duty 48mmd7 2rmm
222888 LAROOT Labelz 1000 [Fragile] 100mm = 150mm
2225577 LAROOZ Labels 1000 [Invaice] 100mm & 150rmm
373345 STADD  Staples (Office) 1000
; Eubb 7 5 12321 STAODZ  Staples (Industrial] 1000
7BaER4 STADDS Stapling Pliers (Office]
321456 STADD4 Stapling Pliers (Industrial)
777888 TAPO01 Tape Clear 12mm = 50m

Store: Default Store

PAYMENT DUE
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76 Novtel Self Storage - 13 Steps to Mastering the Basics

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

==

Barcode Code Description

334455 CARDD2 Cartar 10004 75 » 75cm

444555 CARODZ  Cartor 150 % 100 % 100cm

oiaiatss] Disom Dizpenzer Heavy duty 48mm/72mm

James 222008 LABOM Labelz 1000 [Fragile] 100rmmm % 150rmm
2225577 L&BOD2 Labels 1000 [Invoice] 100mm % 150mm
223345 STADM Staples [Office] 1000
1231 STADDZ Staples [Industrial) 1000
— - THIEE4 STADO3 Stapling Pliers [Office]
Code Description | Price|... 321456 STAODD4 Stapling Pliers [Industrial)
BUBODT  Bubble'w... 750 Frrass TARPOM Tape Clear 12mm & 50m
LaBO0  Labels 10.. £0.00 g TAPO02  Tape Clear 18mm = 50m
STA00T  Staples (0. 20.00 L TAPOOZ Tape Clear 24mm = 50m
STAODDZ  Stapling P... 30000 y TAPDD4 Clear Taoe 72mm & 50m
TAPODT  Tape Clea... ‘

Store: Default Store

PAYMENT DUE
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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

B Sales ! V5.2.0.5 l‘:ﬂ&
Select ltemls] :

-
@NO b I I ﬂ Barcode | Code D escription | Ratel =
334455 CaR00z Carton 100 % 75 # 75cm
WWW.1ovV tel .COIm 444585 CAR00F  Carton 150 % 100« 100cm
55588 DIS001 Dispenzer Heawy duty 48rmm. 7 2mm
222888 LaABOM Labelz 1000 [Fragile) 100mm = 150mm
5 2225577 Lagoo2 Labelz 1000 [Irvvoice] 100mm x 150mm
ez L el ST 273348 STADDT  Staples [Offiee] 1000
Selected ltems) 12341 STA002 Staples [Industrial] 1000 =
- — - 789654 STA003 Stapling Pliers [Office]
Qty | Code | Description | Pricel... | 321450 S5TAD04  Stapling Pliers [Industiial
¥1  BUBODT  Bubble'w... 7.50 7iTEe8 TAPOOT Tape Clear 12mm « 50m
®x1 LABOD1  Labels10.. E0.00 778899 TAPO02 Tape Clzar 18mm « 50m
X1 STADDT  Staples (0. 20.00 7788ey TAPOOD3 Tape Clear 24mm « B0m
¥1  STADOZ  StaplingP..  300.00 78987 TAPOD4  Clear Taoe 72mm = S0m ol
®*1  TAPOM aa Clea... 20.00 Ll m 3
i‘ Search by : Barcade - Search for :
4 Pastel Inventory Details ﬂ

On Hand: i} On Order: i ﬂ Sold: i Balance: i

Payment T.'l-'IJBiE Paprnent Received : 6 450.00
Change : l, 4250

Overall Discount : ’I]_ ﬁ

407.50

<F2>-Accept| <F35 - Mew Cash Up ‘ ‘ shitt #: SFTO0001 Cloze

e The receipt will print, and the amount in "Change" to be paid to the customer will be displayed. Click "OK"

Mowtel Self Storage @
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e Click "New" to start a new transaction

Barcode

Code

Description

12345
112233
. 223344
James 334455
444555
BEGAR
222608
2205577
Description . 223345
12321
7R9E54
321456
777008

Store: Default Store

BUBOO!
BUBDO2
CAROON
CARDO2
CARDO3
DIS0m
Lap00i
LA&B00Z2
STa0
STa002
STan03
STa004
TAPOI

Bubble “Wiap per meter

Bubble *rap 50 meter roll

Cartabi - 131 % 1M

Carton 100 % 75 # 7hcm

Carton 150 % 100 x 100cm

Digpenszer Heavy duby 48mmd72mm
Labels 1000 [Fragile] 100rmm = 150mm
Labels 1000 (Ireeoice] 1T00mm = 150mm
Staples [Dffice) 1000

Staples [Industrial] 1000

Stapling Pliers [Office)

Stapling Pliers (Industrial]

Taoe Clear 12mm = 50m

L]

,
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Step 12 - Payments

Step 12 - Payments

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

selecting "Receipt New"

W Movtel Self Storage Professional 5.2.0.5

W File  Edit Madify  Setup Reports

dh " 'I.II:I
01 joez | sales (POS)
115 (2015 |20 Ao P t
2015 (2015 |20

BAT Q8] | weoet | Tha | F SR
Deposits

@:H BADL |

—— — F'E:-,-'I:Iutﬁ

BA02 --I HArrears
@ BAD3 —— PrePayments
@ BB01 —— — Megative Receipts

IW --I Sh?ﬁ: Cash Up
@:”W i Shlf‘t SUFIany
IW --I History

=== Receipts “Mew®

BCO3 [ ————

Help

e Select the "Customer" from the list from whom the payment is received

'ﬂ Custarmer List

Mumber Dezcription | T elephone

Fax

ANDOM 044 2221171 777

CAROOT Carr, Stan

Andrews, Shawn

Black, Wernan

CASOM Cazh Account

ESPOM E zpin, “Werner

Fouoo Faurie, D avid

FRAQI Franklin, Douglas

Lk 00 Lang, Robert

Lauam | Louwe, Jane 044 351 147 752

MARDO [ Marting, George 044 444 777 338
RADODT | Fademan, Jake 021 123 456 723
v5.2.0.5
Search

{* Murnber " Description

=]

Refrezh
Add Mew

Edit

S Select !'
Cloze

79
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80 Novtel Self Storage - 13 Steps to Mastering the Basics

e 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

W Custorner Receipts E

Custarner BLAOD &I | Black, Yernon | Receipt Total 000

Balance In Pastel 0.00 Wiew Statement |
&I Unallocated Amount: 0.00
_-| Account Payments  smmme— Ovutstanding Total @

Drescription Outztanding Amount Allocated Amaount
Fieservation 8 - Block A Unit 1 [2015/04/071 to 2015/04/30) 480.00 0.00

Description Outstanding Amount Allocated Amount
Contract 2 - Block & Unit 1 [2015/04/01 to 2015/06/30) 400.00 0.00

Fayment Date I 2017403/ - l @ Total 880.00 >
Allocated Total 0.0o
FPayment Type I Cash 4 l

Unallocated Total 000
Reference :
Vv5.2.0.5
— Accept Cancel
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81

. Enter the "Receipt Total"

. Click on "Auto Allocate"

. Enter the "Payment Date"

. Select the "Payment Type" from the drop-down list
. Enter the "Reference" for this payment

N o b WON -

. Click "Accept" in order to print a Receipt

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

W Custorner Receipts

Custarmer BLADDT

&I | Black, Yermon

Balance In Pastel 0.00

‘iew Statement |

Receipt Tatal I " aa

&I Unallocated Amount:

D.Dﬂté Auto-dllocate D
0.00

_- | Account Payments

Drescription

Outstanding Total

Outztanding Amount

0.00

Allocated Amount

Feservation 8 - Block A Uit 1 [2015/04/01 to 2015/04,/30)

0.00

4580.00

Drescription

Outztanding Amount

Allocated Amount

Contract 2 - Block & Unit 1 [2015/04/01 to 2015/06/30)

0.00

400.00

|2D1?/D4/D1 6 vl
ID\rectTransfer t’ 'l

Payment Date

FPayment Type

Reference :
IVemon Elach

Outztanding Total
Allocated Total

Unallocated Total

0.00

@ s

0.00

@Accept q Cancel |

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

W Movtel Self Storage Professional 5.2.0.5

@ BADL
BADZ

@W

(c|[ BBOL

—
23 E=pin, Werner

W File Edit Modify Setup Process Reports  Help
o " o AP - - (@ -
TR o5 [ERERERERED 13 (14 (15 [16 [17 an (21 |2z |23 |24 R ECRED
dpr | dpr | dpr dpr | dpe | dpe | dpr | dpr dpr | dpe | dpe | dpr | dpr dpr | dpe | dpe | dpr | dpr dpr | fpr | dpr | Apr
2015|2015 (2015 H (2015|2015 [2015 |2015 [2015 H l2015 |2015 |2015 (2015|2015 2015 |2015 (2015 [2015 (2015 2015|2015
IB.-’-‘«D1 . Sed | Th | Fri Mon | Tue | Wed | Thi | Fri Mon | Tue | Wed | Thi | Fri Mon | Tue | Wed | Thi | Fri Wed | Thi
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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"

W Movtel Self Storage Professional 5.2.0.5
W File  Edit Madify  Setup Reports  Help
an " oo AP [ 5 - @& -
TR Sales (POS) 10|
115 (2015 |20 Ao P t #lfir
2015 (2015 |20 rn1Y
BAT Q8] | weoet | Tha | F SR Fri
Deposits —
@:H BADL |
—— — F'E:-,-'I:Iutﬁ

BA02 --I HArrears
@ BAD3 —— PrePayments
@ BB01 —— — Megative Receipts

li Shift Cash Up
@]7::2? !li!! Shift Surnrmary

Ii —— History

l% l@ Receipts “Mew®

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

W Shift Cash Up | v5.2.05 I%

Shift Tranzactions : Transaction Type : _ A Shift Mumber : SFTO0001

Type Time Stamp | Doc Mum | .t'-\mnunt| User [Shift Dwner]:  James
Shift Start : 2M 5403431 021532
Shift End :
Shift Status : OPEN

Physical Amount ; 0.00
Shartage Amaunt ; 8425.00

| ©8425.00
©
Cash Up ‘ kaney Count | Shift Suramary | Detaled Report | Daily Takings Cloze
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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

W Money Count | V5.2.05 IIE|

Cash: *9 5135.00
200.00 W =~ 050 [ 20 = Chedue ; | o000
10000 [ 24 - 020 [ 0 Credit Card ; | s 880.00
000 I__I a0 I_uﬁ Bank Transfer: B 2800.00

000 l_ 005 l_uﬁ Youchers : 000
10.00 |_—I ooz [0 Btz 0.00

5.00 j om [ 0 j Total £215.00

200 [ 20 :|' — Float: t' 400.00
1.00 [ 104 ————

(=] Phyzical : 8415.00

Camments : || Shortage : G 10.00
Shift Tatal 8425 00

Repart Accept ‘ Cancel |
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Novtel Self Storage - 13 Steps to Mastering the Basics

e A "Surplus" amount (Or no surplus) will display in blue

e Click "Accept"

W Money Count

200.00
100.00
50.00
20,00
10.00
5.00
2.00
1.00

Comments ;

R epart

C
050 [ 20 =
n20 [ 0
oo 0
005 [ 0
ooz [ 0
oot [ 0

Caszh :
Cheque :
Credit Card :
Bark Transfer :

Youchers

Other :

Total :
= Float :

Phuzical :

| V5.2.0.5 llél

5145.00

o
 sso00
 Zso0.00
 om

0.00

8825.00

400.00

8426.00

Surplus : * 0.00

Shift Takal :

!', Accept 2 ‘ Carnicel

8425.00

e The previous "Shortage Amount" has become the "Physical Amount" after the "Money Count"
e Click on the "Detailed Report" tab

W Shift Cash Up :vs 205 (23w
Shift Transactions : Tranzaction Type : | ﬂ Shift Humber : SFTO00001
Type Tirne Stamp | Doz Mum | .t'-‘«mcuunt| Uszer [Shift Owner]:  James
Shift Start : 2015403431 021532
Shift End :
Shift Status : OPEN
Phwsical Amount : 8425.00
Shortage Amount ; 0.00
Cazh Up Shift Surmrmary |! Detailed Hepur? Draily Takings Cloze
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e 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
ﬁ Detailed Shift Summary - Supervisor: Part 1
Cashier: James - Shift #:SFT00001
Shift Start 2015/03/31 02:15:32 PM - Shift End 2015/04/01
Time and date report was printed: 2015/04/01 04:46:29 PM
TRANSACTION # CODE DESCRIFTION QTY RATE
8 (REC00001)
BEUBOD] Bubble Wrap per meter 1 7.30
LAB0L Labels 1000 (Fragils) 100mm x 150mm 1 60.00
STAN0L Staplas (Office) 1000 1 20.00
STANO3 Stapling Pliars (Office) 1 300.00
TAPDD] Tape Clear 12mm x 50m 1 20000
TRANSACTION TOTAL: g 407.50
9 (REC00002)
CARDOZ Carton 100 x 75 x Tem 1 830
LAB0L Labels 1000 (Fragils) 100mm x 150mm 1 60.00
STAND3 Stapling Pliars (Office) 1 300.00
TAPDD] Tape Clear 12mm x 50m 3 &0.00
TAPDOZ2 Tape Clear 18mm x 50m 1 22.00
TRANSACTION TOTAL: 7 450.50
10 (REC00003)
CARDOZ Carton 100 x 75 x Tem 2 17.00
LAB0L Labels 1000 (Fragils) 100mm x 150mm 1 60.00
TRANSACTION TOTAL: 3 77.00
SHIFT TOTAL: 935.00
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Account Payments Part 2

TRANSACTION # CUSTOMER BOOKING # CONTRACLT # AMOUNT
11 RECO0004 BLAOOL 0 0 480,00
12 RECO0003 AND0D] 0 0 2400.00
15 RECO0008 CAROOL 0 0 480,00
17 EECO0007 ESP0O1 0 0 190,00
12 RECO0008 FOUQa1 0 0 320,00

4440.00

Deposits

DEPOSIT BOOKING#  CONTRACT# DOCNOD CUSTOMER AMOUNT
Paid 0 5 EECO0008 FOU001 630,00
Pad [+] 4 BECO000T ESPQ01 GO0.00
Pad 0 3 EECO0006 CARGI1 400,00
Paid [+] 1 RECO00035 AWDO01 1000.00
Pad 0 2 EECO0004 BLAOOL 400,00

3050.00

e Click on the "Daily Takings" tab

WM} Shift Cash Up

| v5205 |i==

SFTOo0001

James

2M5/02/31 021532

Phgical Arnount :

Shift Trahsactions : Transaction Type : | j S hift Murmber -
Type Time Stamp | Doz Num | .fl‘n.muunt| User [Shift Owner]
Shift Start :
Shift End :
Shift Status :

Shartage Amount ;

OPEN

8425.00

0.00

8425.00

Cazh Up Money Count | Shift Summary | Detailed Feport |{

Cloge
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e The "Daily Takings Payment Summary" report will display the totals for the different payment types when
goods was purchased in the shop

# Daily Takings Payment Summary V5.2.0.5

Cashier: James - Shift #:SFT00001
Shift Start 2015/03/31 02:15:32 PM - Shift End 2015/04/02

CASH

#  DOCUMENT # TYPE AMOTUNT
10 RECO00003 Sales 7700
B REC00001 Sales 407.50

Total : 484.50

CREDIT CARD
DOCUMENT # i PAYMENT DETAILS
123436739 i
.

9 RECO0002 Sales VIER 450,50

Total : 450,50

e Notice that the Shift is still open at this moment. Click on "Cash Up"

W Shift Cash Up ! V5.2.0.5 I@

Shift Tranzactions : Transaction Type : | j Shift Mumber |

SFTODDD1
Type Time Stamp | Doc Mum | .-’-‘n.muunt| User [Shift Owner):  James
Shift Start : 2015/03/31 021532
Shift End :

';};;:Status :

Phyzical dmont © 842500

Shortage Amount 0.00

8425.00

! Cazh Up ! Money Count | Shift Surmmary | Detailed Report Cloze
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e The shift is now "Closed". Click on "Close" to exit the window

W Shift Cash Up (23w
Shift Tranzactions : Tranzaction Type : | ﬂ Shift Mumber - SFTO0001
Type Tirne Starnp | Doc Mum | .t’-'«rncuunt| User [Shift Dwner]:  James
Shift Start : 2015/03/31 021532
Shift End : 2015/04402 11:20:31

e

Shift Skatus : CLOSED

Physical Amount ; B8425.00

Shartage Amount ; 0.00

| 8425.00

‘ | Shift Surnmany | Detaled Report | Daily T akings

e 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"

W Supervisor Shift Cashup V5.2.0.5 @
File

Reports

Transacion (STT0000T)

1D Customer Type Total w Shift # User Total Invoice Date

8 Sales 407.50

9 Sales 450,50 Front Desk
10 Sales T7.00

1 BLAOO Ao, Payment 480.00 2015/04/02 -
12 BLAOOT Deposit Paid 400.00

13 AMNDODM Acc, Paprent 2400.00

14 ANDOO Deposit Paid 1000.00

15 CaRoo Acc. Papment 480.00

16 CARDDT Deposit Paid 400.00

17 ESPOM Acc, Papment 130.00

18 ESPOO Deposit Paid £00.00

149 FoOoo Acc, Papment 290,00

FOUO0 Deposit Paid

Edit Shift

Shift Total: 8425 00

@ Batch Shift © Single Shift
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e Click "Yes" to continue the cash up procedure

Mowvtel Self Storage E3

| Continue Cashup?

v

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

Import Status

Shift Humber Status

SFTO0001 Successhul

<] | i

Done,
.l.l ll l.l.l Succeszbiul Failed Diacurents

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

| Cloze |

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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e Click on the "Documents" tab

Import Status | v5.2.0.5 I

Shift Humber Status Error
SFTO0001 Successful

<] | i

Dane.

TTTTTTTITT Successhul Faled [ |

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

Supervisor: Dave, Shift #: SUP00001 V5.2.0.5
Time and date report was printed: 2015/04/02 11:53:26 AM
User Shift # Doc Type Doc # Transactions Doc Value
James SET00001 Cash Sale Invoice: INA10DO1 3 935.00

e Click "Close" in the "Import" window
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e 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

W Supervisor Shift Cashup
File  Reports

Vv5.2.0.5 e

VYiew Location: Bl

-

Supervisor (NN sir N

Transaciion (SFTO000T)

1D Customer

Type Total w

Shift # Uszer

Total Invoice Date

@ Batch Shift

@ Single Shift

[ Jopen shir SR R 5 g

o Open Shift Cazhup ‘ Cloze q

» 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
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OUR PRODUCTS

Our 5age Pastel integrating software include products for:

* Property Management

NOVTEL GROUP * Vehicle Hire®
Compar s SclfStorage®

e Equipment Hire*

® Relations Management®

s (Contract Management®

e Hospitality*

® Point of Sale: Retail*

® Point of Sale: Restaurant®

® Gate/ Facility Access Control*

* Can also be used as stand-alone applications

OUR WEB PORTALS

GLOBAL +

. PROPERTY ONLINE

ANOVTEL COMPANY "

oviel
Ay et 15y

MOVTEL APPROVED DISTRIBUTORS

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

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

tern Cape

1ern Region Cauteng Management) System:

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

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

ybean Kenya

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

aland Tanzania

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