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1. Introduction

This document is intended to give a quick overview of the basics of Novtel Vehicle Hire.
However: Please note that Novtel has a wide range of capabilities and is feature rich.

Feel free to request a product demonstration for more details.

1.1 Third Party Integration

Novtel Vehicle Hire manages your fleet with ease, and integrates with:
v Microsoft Office

Sage Pastel Partner and Xpress

Sage Evolution

Webfleet

Novtel Access Control

N N NN

And Novtel Relations Management

1.2 Reservation Statuses

On the Grid, the status of a reservation can be tracked by means of specific status colours linked to it — as
indicated below:

# Novel Vehicle Hire Uttimate Enterprise 6.00.0 - [em Grid]
WP File Edit Modify Setup Process Reports Help

O Confimed
DonRent
(O Temed
O Nen Rew

ViewVeticles by

" Registration Number
9 B etem]
2020/09/03 | |2020/10/08
Tooltp Display [ CustomerInfo_+|

1.3 Multi Branch Management

Novtel Vehicle Hire supports multi-branch management where a vehicle can be checked out at one branch
and checked in at another.
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1.4 Agents and Commission

Agent Codes can be set up in the financial system, and commission structures set up.

Edit Sales Anaysis Codes - o x
(+] ] Q M« <4« »
Add  Edit Delete Save Reject Search | Code MName Fist  Prev  MNext last
Sales Analysis Code |1 Blocked [~

Description

Commission This Year Totals Last Year Tetals Notes Picture

Pay Commission On

* Gross Profit Sales

Periodic Target Amount Commission %

From 10 000.00 to 19 999.99 10 DDD‘DDl 5.00
From 20 000.00 to 39 999.99 20 DDD‘DDl 10.00
From 40 000.00 onward 40 DDD‘DDl 20.00

| 0.00

Copy Commission Structure

These codes will be available in Novtel to be linked to a reservation.
Complete commission and sales reporting are obtained from the financial system.

In Novtel, a Rental Statistics Report can be obtained to list the total ‘sales’ per Agent.

Rental Statistics - Agent

01 August 2020 To 31 August 2020

PRINTED DATE: 20 AUGUST 2020 TIME: 10:55:27 AM

. IBER OF o TURNOVER | AVG RENTAL | AVG RENTAL [AVG DAILY
AL e o e ] P

1- Test Agent
TOTALS - Test Agent 3 41 0.00 1216522 14 4055.07 296.71
TOTALS 3 41 0.00 12165.22 14 4055.07 296.71

1.5 Customer Categories

We recommend that ‘Customer Categories’ are set up in the financial system in order to link the relevant
Category to each Customer master file in Novtel to obtain a rental statistics report based on Customer
Category.

1.6 Multi-Currency

If the Multi-Currency Module is installed and active in Sage Pastel or Evolution; different currencies have
been set up and exchange rates updated, a specific foreign currency can be linked to the Customer master
file in Novtel when the Customer is created.

In Novtel, Invoices and Statements will be produced in the home currency, BUT in the financial system, the
Invoice will be produced in the foreign currency linked to the Customer’s master file.

1.7 Reminders
Novtel incorporates the feature to notify the User prior to an expiring licence; when a service is due, and
when a contract is about to end.

On the Grid, next to the vehicle code, an exclamation mark will indicate that an action is needed, and when
hovering on the exclamation mark, the action is listed as follows:

Reports can also be obtained which will indicate:
v" Which vehicle licences have already expired, and which are still valid
v’ Services due - and if overdue - how many kilometres the service is overdue

v" And contracts expiring within a selected date range

In addition, 2 custom reminders can be set up for all Vehicles in the system.

Dates are linked to the custom reminders; the notification period set, and exclamation marks will appear
next to the vehicle code on the grid to notify the User of an action to be taken.
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2. Customers

An unlimited number of Customers can be set up in Novtel and will also automatically be saved in the
financial system simultaneously.

1. By using the ‘Customer AutoNumber’ functionality, the system User will only type the 3 letters ‘Alpha-
Code’, and Novtel will check for and insert the next available numeric code.

2. Enter the Customer Description in this field.
3. Select the relevant Customer Category to be linked to this Customer.

4. And if ‘Multi-Currency’ is set up in the financial system, select the applicable currency here while in the
process of creating the Customer Master File. Once saved, the currency CANNOT be changed.

Add Mew Customer

fccountCode [FETOOT  (E)" [~ Corporate Customer

™ Monthly Customes
Description |Palersun,John 9

[~ Inactive Customer

Custamer Category IIJE - Intemet Awebsite 6 d
Pastel Foreign Currency |03 - British Pound a d
—  |00-Home Curency
General|01 - US Dallar User Defined Fields

02 -Eurg

Telephone Mo l—

Fax Mo l—
Mobils Phons [
Email &ddress l—

Contract Month Start Day |1 vI

Postal Address

Tan Reference |

Accept | Cancel |

In the ‘General’ tab, all contact details must be captured.

I General | 1 Physical Addresses 1 User Diefined Fields

Postal Address |15West Rigde Rd
TIEEAEC Telephone No |+44 12345678310
London Fax No I—
England
Mabile Phone |+44 98765432111|
Email Address I

Tax Reference

Contract Month Start Day |1 -

Accept | Cancel

Page 6

Enter the Customer’s physical address in the 2" tab.

General T | Physical Addresses | T User Defined Field:

Physical Address |15 "West Rigde Rd
32EEARC
London

England

Accept Cancel

In the User Defined Fields tab, Novtel has made provision for additional information to be entered in 5 fields.

By default, the line descriptions are indicated as ‘User Defined Field 1 — 5’. However, we have customised
lines 1 — 4 in the User Defined Fields Setup screen as follows:

# User Defined Fields Setup X

| Customers [|__vehicles | Rates | Reminders | Suppliss

Customer User DefinedField 1 [Cantactname
Customer User Defined Field 2 [[D7passportre.
Customer User Defined Fieid 3 |Licence Nr

Customer User Defined Fiekd 4 [Local ContactNe
Customer User Defined Field 8 [T

Accept | Cancel |

Therefore, the customised descriptions are displayed here, and the relevant information can now be entered
in per line.

General T Physical Addresses T | User Defined Fields |

Caontact name IJDhn Peterson
0/ passport re. | 123456753

Licence M [BC123456723

Local Contact Nr - [08212345678

! Accept ! Cancel |
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Saving the Customer Master File in Novtel, and proceeding to the financial system, all details for this
Customer have been saved here too as entered in Novtel.

FILE EDIT PROCESS \

N CHANGE SETUP UTILITY WINDOW

m ERJRETJE YO0 EeEKaEOS04O 0

Edit Customer Accounts - X
O F @ = Q 4 4 » P
Add Edit Delete Save Reject  Search |~ Code Name First Prev. Next Last
ceahint Corie] ’—‘p Cash Sale Account [~ Blocked [~
Deseripti Peterson, Johi
S [Peteson.Johm Click the Scheduled Invoices button to see and/or editthe [
Customer Categery | 9 - Internet/website ~| | list of Scheduled Invaices for this custamer. cheduled Invoices
Details Processing Terms User Defined Balances Notes
Addresses Entity / Banking
2 Pay
Postal Address Contact y
15 West Rigde Rd [ | 4

3256ABC

Londen

\.EE:p:‘:}:esmm | WHé” P‘yl”E

England

Fax

‘ RN /s 7His EASY,

Delivery Address

15 West Rigde Rd

3256ABC

Londen

England

Additienal Delivery / Contact Details...

YOU DON'T HAVE TOASK TWICE
Mobile Phone
[+a4 98785432111 ]

Email
‘ ] ymen

Sales Code

TRY THE DEMO

Sage Pay Connect
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3. Suppliers, Supplier Prices and Sub-Hires

3.1 Supplier Master Files

An unlimited number of Suppliers can be created in Novtel.

Any person or company rendering a service to your company can be classified as a Supplier. Examples may

include the following:
v" Plumbers
v’ Electricians

v’ Garden Services — if applicable

v" As well as companies from which a vehicle can be sub-hired in the case where your fleet, or required

vehicles are not available for the period requested.

Supplier Master Files requires a unique account code and description, and in the ‘General’ tab, all contact

details are captured.

# Suppliers
Account Code IBESDm

Description |Best Car Hire

Pastel Foreign Curmency IUIJ - Haome Curretcy

=

User Defined Figlds

General T Delivery Addresses T
Postal Address [P0 Box 741 Telephone Mo
Bellville Cape Town
= Fax Mo
Mabile Phone
Email Address

|D21 1234567534
|081 123486789
Ibest@carhire. com

Save | Cancel |

In the ‘Delivery Address’ tab, the Supplier’s physical address is entered, and in the ‘User Defined Fields’ tab,

custom information is captured as required.

Page 9
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3.2 Setting up Supplier Prices

Supplier prices for sub-rented vehicles can be imported from an Excel spreadsheet, or it can be set up

manually directly in Novtel.

It can be accessed; viewed; edited or deleted from the ‘Setup — Supplier Prices’ menu option.

# Sctup Supplier Prices

X

Supplier ([Tl S Best Car Hire

Category |ﬁ3«5 0z S Coszt per Day: 210

Fiate per Day: 27R.00

Profit £5.00

Cancel | Accept |

Details
Category Cost | Rate | Profit |
A 350.00 500.00 150.00
E 400.00 550.00 150.00
C 500.00 700.00 200.00
o] £00.00 850.00 250,00
B530 155.00 255.00 £0.00
ESER— G20
Remaowe Add
E =it | Save |

3.3 Sub-Hire Reservations

In our example, we have created a reservation for a vehicle

classified as a ‘Subhire Item’.

The Supplier Prices Category - BS30 — has been linked to the reservation.

# Feservation Details

General T Financial T

Addiional Costs | Additional Diivers |

Quick View

Wehicle Mumber |BEIDD‘I S |T05J0ta Tazz
Reservation Mumber |14387 Ré Number ID—
Order Number li
Customer Code lumi Search <F5»

Description |Stanton Travels

Dwration Charged 7 il

Category |BS30 - @£oup B S Rate 1.9

Date Out | 2020-02-05 -
Tirne Out | 05:00:00 e

Page 10
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Proceeding to the ‘Financial’ tab, the search option is selected in the ‘SH Number’ field.

® Resenvation Details

x

Germd | Finangial

| Addiional Costs

| addiional Diivers | Guick View

Price {Incl)

Price (Excl) 155217
Tax 23203

Dieposit Calculated By
 Pewcentage (% Amount

Durstion Chatgedd | 7~

Imvaice Total 1865.00

2020-02-05

[ I~ Depbs Paid l
\

Deposit Amount 000

[ peposkaned |

Fiental Charge Incl / Excl

Fiental Charge Per Day (Incl 255 0]
Rental Charge Per Day (Excl] 23774

Applicable Rates Incl Tax
Insurance ChagePerDay [ 0104
Comtactfes | 600

Fremium  Amount

Standard Insurance -m 3500.00
Super Coverlnswance | 000004

Agent Cade

Deseription

Subhire D etails

SH Number

Cost Code:
* Use ltem Cost Code

Wiew Audit Log

Accept Cancel

This will display the ‘Select Best Price’ screen, indicating the 3 best prices in sequence from the lowest to the
highest, and the preferred price can now be selected.

# Select BestPrice

BESO01 AHIO001

er Dap

per Day Cozt per Day 200.00

r Day Frofit per Day

ABCOOT :
Cost per Day 20500 :
Rate per Day 25500 :
Profit per Day B0.00 ;

If the selected Supplier is correct, click ‘Yes’ to confirm the action.

Movtel Wehicle Hire
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1. The selected Supplier is now displayed at the top of the ‘Sub-Hire Vehicle’ screen 4. Rates (Charges)
2. The buying price per day is indicated here

3. And the amount — exclusive of VAT — owed to the supplier, is indicated at the bottom of the screen. Any charge to be added to the reservation or contract, can be created in the ‘Setup — Rates’” menu.

Such charges may include the following:

# Subhire Vehicle b v A Contract Charge

v Excess Km / Miles per vehicle grouping

' ate: Start - 05 February 2020 hired - v' Basic Insurance per vehicle grouping

[ate End : 12 February 2020

Additional Insurance per vehicle grouping

Super Insurance per vehicle grouping

Supplier [BESO 01 Best Car Hire |

Financial | Addtional Casts I Quick View

Car Seat Rental

Roof Rack

Contact Person Pick-up / drop-off fees

Reqistration Number
s Additional Driver

Supplier Reservation Number

SN N N U VRN

Young Driver, etc

Order Mumber

Supplier Invoice Number

Femarks

Code |aDO0 9 W Create [tem In Pastel

7 D .
Description |Additi0nal Crriver el— Dl Onlnvaes

Duration Charged 7 ill Frice Lists aQ, I” Blacked

Buy Frice Per Day Selling Price Per Day I~ workshop Item

Price [Excl) | 1E9.57 Fental Total (Excl) 1186.99 Price [Excl) 221.74 General

T 2543||  Rental Total T 178.01 T 326

o | | erialTotel Tsx | 178.01] s [ Rate Incl 200.00(E) Riate Excl 17391 alowTax ¥ E)

Price (inci) | 19500  Rental Total (Incl 1365.00 Frice (Incl) 255.00 e PR R
zer Lehine [~

] User Defined Field 2
Neit Profit/Loss User Defined Field 3

Cuztamer [rvoice Excl Taotal 1621.74 User Defined Field 4
Supplier Invoice Excl Total  (€)) 118693 Gross Excl Profi 434.75 PN | Cancel ‘ User el At @
Paztel Inventory Code ﬂ

1. Aunique code and description are to be created for each charge individually

2. If the item does not yet exist in the financial system, the option is selected to ‘Create Item in Pastel’. This
will cause the item to be imported to Pastel once the charge is saved in Novtel.

3. To display the charge on the Customer’s invoice, tick this checkbox.
4. Enter the amount inclusive of VAT to be charged

5. And if VAT is applicable, tick the option to ‘Allow Tax’. Novtel will then automatically calculate and insert
the tax amount in the activated field.

Page 12 Page 13
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To save the charge, click ‘Accept’.

In this case the User will only classify the item to be imported as a ‘Service Item’ and select the relevant

Inventory Group before clicking ‘Accept’.

# Import Inventory ltem

Code  jADOOT

Drescription |Addiliuna|Driver

IInventoryGroup |DD‘I - Services I

Excl Seling Pricg 17391

Accept |

" Physical ltem

=l

Cancel |

The charge will now be created and when accessed, the Pastel Inventory Code it is linked to, is displayed at

the bottom of the screen.

#® Rate Setup E3
Code | Description | Amount A
00001 Spak Plugs 2000
0000z FanBelt 5000
00 Fint of Oi 5600
00004 Break Pads 12000
ADBB Addtional Driver - BB 22000
ADET Addtional Driver - CT 22000
ADST Addtional Drive - Shiand 2000
AHBB At Hous fes - BB 40000
AHCT Aher Hou fee - CT 40000
AHST After hour fee - ST 40000
oF Coniract Fee B8 8000
CFCT Coniract Fes - CT 8000
CFST Contract Fez -5T 2000
CLEE Clearing BB 160,00
it learing CT 15000 ¥
< >
SotBy  [Cod | Seach |

Code [epoor

Descriptior {hdditional Driver

Rates 20000

Add New ‘ Edit ‘ Delete ‘ Close ‘
# Edit Rate
Code  (AD001

Description

Iv Dizplay On Irevice
™ Blocked
™ Workshop Item

General

Rate Inc! 200.00 Rate Excl

Allow Tax W

User Defined Field 1

User Defined Figld 2

User Defined Field 3

User Defined Field 4

User Defined Figld &

4]

Pastel Inventary Code ADODT Ldditional Driver I
1

Aecept Cancel

Novtel Vehicle Hire — The Basics (V2)
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Other charges to be created, include:

v" Damaged parts of a vehicle such as a Right Fender; Left Taillight; Bonnet; Front Left Indicator Light,

etc.

v ltems needed to service a vehicle, such as Spark Plugs; Fan Belt; Brake Pads, etc.

Should the Workshop Module be used in Novtel to record, track and repair damages or perform services on
vehicles, these charges will be classified as ‘Workshop Items’ to make it available for selection in the

Workshop Module.

# Add Mew Rate
Code |0ILOOT

¥ Create Item |n Pastel

Description |Dil- 5L

¥ Dizsplay OnInvoice
™ Blocked

| W workshop Ikem |

General

Riate Incl 220,00 Rate Exel [___2000(]

Allow Tax [

User Defined Field 1

User Defined Field 2

User Defined Field 3

User Defined Field 4

User Defined Field 5

Pastel Inventory Code

|

Cancel

A complete list of all charges in the Novtel System can be obtained by clicking on the -Reports — List — Rates’

menu option.

- X
&) Ci\Users\Usen\AppData\Local\Temp\TermpReport,html - ¢/ search o~ AL

List Rates A
o000t Spack Pigs 2000 vEs
00002 FanBet 5000 ves
00003 Piat £ 5600 ves
00004 Bresk Pads 1000 ves
Apoot Aditionsl Driver 20000 ves
Apes AddiionatDriver B8 2000 ves
aper Adttionai Drivee - CT 2000 ves
apsT Adtions Driver - Scand 2000 ves
s Aer Hous oo 55 40000 ves
ascr Jra— 40000 ves
AmsT Jrem——. 40000 ves
o Contact Fee BB 000 ves

v

Page 15
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The following may be an example of how to set up the Categories, but please note that it is an indication

5. Categories

ONLY.
Categories must be planned well before creating it in Novtel. GROUP A VEHICLES
Vehicles are not all charged at the same rates, and therefore we need to create price structures for each
group individually. Code Rental Period Rental/ Day | Insurance / day | Contract Fee Free KM
Rates may also vary for the rental of a vehicle for different rental periods. Al 1-7 Days 300.00 40.00 60.00 300
. . . ) A2 8 — 14 Days 290.00 35.00 60.00 450
On the Category Master File, you will be able to capture the following information:
A3 15-21D 280.00 30.00 60.00 600
v The Category Code and Description ays
A4 22-28D 270. 25. . 7
Detailed Notes pertaining to the Category 8 Days 0.00 >:00 60.00 0

v
v" The rental charge per day
v

GROUP B VEHICLES
The Insurance amount per day (Which will not automatically be charged when a vehicle is rented, -

but it is an indication of the price to be charged) Code Rental Period Rental/ Day | Insurance / Day | Contract Fee Free KM
The Contract Fee (Which will not automatically be charged when a vehicle is rented, but it is an B1 1—7 Days 250.00 80.00 50.00 500
indication of the price to be charged)
B2 8 — 14 Days 440.00 70.00 60.00 650
v" And the number of free kilometres allowed before the Customer will be charged for the excess
kilometres upon returning the vehicle. B3 15-21 Days 430.00 60.00 60.00 800
v’ Standard and Super Cover Insurance amounts. B4 22 -28 Days 420.00 50.00 60.00 1000
Edit Catego x
g o GROUP C VEHICLES
Name Im I~ Subhire Category
[~ Mon WAT-Able Code Rental Period Rental/ Day | Insurance / Day | Contract Fee Free KM
Deseription |17 Days c1 1-7 Days 500.00 120.00 60.00 700
Detailed c2 8 —14 Days 590.00 110.00 60.00 900
Maotes
Cc3 15 - 21 Days 580.00 100.00 60.00 1200
ca4 22 —28 Days 570.00 90.00 60.00 1500
—dpplicable Fates Incl Tax
Fental Charge Per Day 300,00
Insurance Charge Per Day 40.00
Contract Fee 60.00
Free Ki 300.00
Premium Amount
Standard Insurance 0.00 0.an
Super Cover Insurance 0.00 o.on
Accept Cancel
Page 16 Page 17
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When created, the ‘Category Setup’ window will be displayed as follows:

Mame

Motes

# Category Setup X

a2 814 Dayz
A3 15-21 Days
Ad 22-28 Daps
B1 17 Days
B2 814 Days
B3 15-21 Daps
B4 22-28 Days
[m] 1-7 Days
c2 814 Days
[ec) 15-21 Days
C4 22-28 Days

Description |1 -f Days

Detailed

Add New Edit Delete Cloze

e

The ‘List Categories’ report will display all created Categories, and the details linked to it.

£ CAUsers\User\AppData\Local\Temp\TempRep: ~ € | Search..

List Categories

PRINTED DATE: 21 August 2020  TIME: 11:29:26 AM

DETAILED
NOTES

1-7 Days
Al 8-14 Days
A3 15-21 Days
A4 22-28 Days
Bl 1-7 Days
B2 814 Days
B3 15-21 Days
B4 22-28 Days
Cl 1.7Days
C2  8-14Days
c3 15-21 Days
Cc4 22-28 Days 570.00
NUMBER OF CATEGORIES -

INSURANCE

CHARGE
PER DAY

12

40.00
33.00
30.00
23.00
80.00
70.00
60.00
50.00
120.00
110.00
100.00
90.00

CONTRACT FREE
FEE EM

60.00
60.00
60.00
60.00
60.00
60.00
60.00
60.00
60.00
60.00
60.00
60.00

300
430
600
730
500
630
800
1000
700
200
1200
1500

Page 18
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5.1 Discount per Category

It is possible to create discount structures for specific Vehicle Categories, and for a specific Customer.

For example: We have selected Stanton Travels here and added the ‘Camper Vans’ Category — which is
normally charged at R400.00 per day.

Customer Prices

Customer {001 | | Stanton Travels

“Wehicle Category Discaunt

Category Code Description

Add Femaove

Accept Cancel

Entering the discount percentage of 10% in the ‘Discount’ column, the normal price is reduced to R360.00.

® Setup Vehicle Category Discount X

Customer Prices

Customer 007 S |5lanlon Travels

“ehicle Category Discount

Categary Code

Description

Add Remave

! Aceept !l Cancel

© 2020 Novtel — All copyrights reserved

Page 19

Novtel Vehicle Hire — The Basics (V2)

© 2020 Novtel — All copyrights reserved



Whenever a reservation is created for this Customer, and the ‘Camper Vans’ Category is linked to a
reservation, the discounted daily price will be charged instead of the normal price as inserted on the Category
itself.

]
4 File Edit Modify Setup Proce

Reports  Help

CI=F:

dh o ‘I.Il=I E
FFFF EFF 2 [T # reseration etars x
2020 |2020 |2020 (2020 [8 2020 |2020 [2020
co — L . — Gened | Frencid | AddtonslCosts | AddtonalDivers | ok View:
o Desoription oy | ol Indl
e Camper Van 2 9391 62609 W% 72000
INSO01 - Inswance - Group 4 - 17 Days 2 ®08 173891 20000
|9 CF - Conlract Fee BB 1 1043 £957 £0.00
| o] TOTAL DUE 130.43 26357 100000
o
==
o
| o

# File Edit Modify Setup Process Reports Hel

& o Aar -"OQX

s [ [z |es 51 [o1 ez
dug | g | Aug | Aug A | s | sep | 4 @ Reservation Details ®
2020 (2020 [2020 [2020 2020 [2020 |2020 (29

CON1T 3] |Toe fwes |7 |7 hom | Toe | Wed [ Y

General Financial Addtional Costs | Addiional Diivers | Quick View

- cAo3T) Vehicle Number [CAMOD Q] [Camperan | Durstion Chaiged [ 2+
[ o] | Reservaon Number [14435  RANumber [0 | Calegory [CAM - Campervans Q|
Order Mumber [ Branch Out
Customer Code [00T  Gestch < [ George Aiport, Soth Alrica =
Desciplion [Stanton Travels Date Dut | 2020/08/31 _~

Comments Time Out | 8:00 =
Branch In

[ |Geoige Aiport, South Afica— ~

Dielivery Address

Ki Dut g Dateln |z020/08/02 -
=) KHin 2 Tieln 50 =
KM Used 0 mein =
o Piokup Address KM Free 0 Estimated Time Due | 8:00 = |
Vit () Gzt 0| PaymentType -
& Code Fuel Used ]
" Registration Number
Q. New Ressrvation
2020008/~ [2020010/08 =]
Tooltp Display  [Customer Info =
Remarks Status | Provisianal

View Audit Log Ascept Cancel

Novtel Vehicle Hire — The Basics (V2)
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6. Vehicles

New Vehicles can be created continually as and when it is added to your fleet. When a vehicle is sold, it will
be classified as ‘Disposed’, and will no longer be available for rental.

BUT: Vehicles can never be deleted from the system because of a history linked to it.

Vehicle Codes must be planned well, and this is an indication of how it can be set up:

GROUP A TYPE VEHICLES
Vehicle Code Vehicle Description
A001 Datsun Go
A002 Chev Spark
A003 Fiat Palio
A004 Opel Corsa Lite
A005 Toyota Tazz
GROUP B TYPE VEHICLES
Vehicle Code Vehicle Description
B001 Volkswagen Polo Sedan (M)
B002 Volkswagen Polo Sedan (A)
B003 Hyundai Accent
B004 Chev Aveo Sedan
B005 Opel Corsa Sedan
GROUP C TYPE VEHICLES
Vehicle Code Vehicle Description
Cc001 Toyota Fortuner
002 Nissan Qashqai
Cc003 Ford Ranger 4x4 Double Cab
coo4 Volkswagen Tiguan
€005 Mazda CX-3

Novtel Vehicle Hire — The Basics (V2)
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When a new vehicle is created, and it has not yet been created in the financial system, the checkbox is ticked
to ‘Create Item in Pastel’. When the vehicle is saved, it will be imported to Pastel.

B Add MNew Vehicle

Code A001

Dezcription |Datsun Go

I [¥ Create Wehicle In Pastel I

General T Dretailz T

Financial TUserDefined FieldsT Pastel Interface ]

The Vehicle Master File is displayed as follows, and the details for each vehicle must be entered and selected

correctly:

The General Tab:

I General I T Details T Financial T User Defined Fields T Pastel Interface
Shaw On Grid Iv
Branch [ |Eape Town, South Africa j Subhire Item —
Registration Mumber ~ CA123 Hire Purchase r
Manufacturer D atzun r
Category A - Group A S v
- Additional Daily Hire Item [
Type |Carfutomobile -
Disposed r
The Details Tab:
General T I Details I T Financial T Uszer Defined Fields T Pastel Interface

General Details

Tyres Make |Dunlop

Spare Tyre Make |Dunlop

Battery Make |W'i||ard

License Due

Maintenance

Recuring Maintenance

Under Maintenance Plan: Yes KM's Covered

i+ Mo Expiry Date | 2013,/07/10

Current KM ’07
First Maintenance ’W km
Recuring [nterval ’W km
Mest Maintenance ’W km

100000

Novtel Vehicle Hire — The Basics (V2)
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The Financial Tab:

Please note that if specific charges are linked to the Vehicle Master File in this tab, it will be added to the

contract or reservation automatically.

General T Details T

T User Defined Fields T Paztel Interface

Default Charges
Insurance Charge

Cost Price 120000.00

Contract Charge

Rental Per Day Excl Tax 26087

] _gea|

W = |

Excesz KM Charge

] _cea

Rental Per Day Incl Tax 300.00 |

Date OF Purchase 2020407701 - Replacement ¥ alue 0.0o

S _cea

Supplier Code Q) |

Monthly Papment 0.00

| [ only avalable for tire Purchased tems |

Accept ‘ Cancel ‘

The User Defined Fields Tab:

Here, 5 fields are available to capture custom information.

By default, the line descriptions are indicated as ‘User Defined Field 1- 5’. However: If custom User Defined
Fields for all Vehicles have been created from the ‘Setup — User Defined Fields — Vehicles’ window, the line

descriptions for all vehicles will be exactly the same.

In this case, we have set up Custom descriptions as follow:

P User Defined Fields Setup *

Customers | Wehiglesi | Rates | Feminders | Suppiers

“ehicle User Defined Field 1 ‘Vin Huox

Wehicle User Defined Field 2 | [Engin No

Wehicle Lser D efined Field 3 | [Model and colour

“ehicle User Defined Field 4 ‘Slnck Humber

Weicle User Defined Field 5 | |Previous Registration No:

Accept Cancel

Page 23
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Therefore, the line descriptions in this tab is displayed as follows, and the specific details for this vehicle can

Viewing the Grid, all created Vehicles will be displayed here, provided that the option were selected to ‘Show
be captured. on Grid’.
@ Edit Vehicle X LA
Code A0
Desciiption  [Datsun Go
ey |
General T Details T Firancial 'rUsel Defined Fields Pastel Interface

VinNer 123456789

Engin No: |957654321

Model and colour |2020 Silver

ViewVehicks by
@ Code
Stock Number |1  Registation Nurber
)| NewReservation
Frevious Fiagistration No: [New Car A B tonesotn |
ez <] [z <]
“ehicle User Defined Reminder 1| 2020/08/21 =

Toolip Displey [Customer Infa_+

Wehicle User Defined Reminder 2 |2020/08/21  «

By clicking on the arrow pointing to the right, the vehicle descriptions will be displayed next to each code:

A # Novtel Vehicle Hire Ultimate Enterprise 6.0.0.0 - [Item Grid]
coept Cancel
W File Edit Modify Setup Process Reports Help
The Pastel Interface Tab din o '|.I|:'
m
2ot
This tab will be void of information as the vehicle was not yet imported to Pastel. By saving the Vehicle i P
Master File, the import will take place. [ aoor | I
Code  [aomi [ Aos |
Description  [Datsun Go [ B0 Volkswagen Polo Sedan --
4
Inventory Group |UU1 - Services j . J
Excl Selling Price oo " Physical ltemn
. - b e, - . ) .
Eeice e Printing the ‘Vehicle Listing’ report, and activating the option to show the User Defined Fields too, the
information per vehicle will be displayed as follows:
[” Create Cost Code
Accept Cancel

- o %
Returning to the Vehicle Master File, the Pastel Inventory Code is displayed here: €] CWsers\UsenAppDataiLocal Temp\ TempRep: ~ & | | Search.. P~
. .
A
o List Vehicle
Code oot
Description  [Datsun Ga
PRINTED DATE: Friday, 21 August 2020 TIME: 1:22:51 pm
Geresl | Detaits | Finencisl | UserDefined Fields | Pastel Interface
, .ory|  REGISTRATION
A001 Datsun Go A CA123 Cape T;’;Es"“'h
Pastel Inventory Code [A001 A [DatsunGo_ =" | Clea VIN NO: 12458780 )
ENGIN NO: 087634321
MODEL AND COLOUR 2020 Silver
STOCK NUMEER 1
Pastel Cost Code. | I | Cear PREVIOUS RECISTRATION
NO- New Car
FASTEL INVENTORY CODE ~ A001 - Datsun Go
PASTEL COST CODE
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7. Contracts Fixed charges to be billed can also be added to the contract in the ‘Fixed Rates’ tab.

Clicking ‘Add’, the window containing all pre-created charges in the system, will be displayed, and the

In Novtel Vehicle Hire, the following types of contracts can be created by using the ‘Contract Manager’ applicable charges can be selected and added individually.
option:
[ ] cle
v Fixed Monthly Contracts LT Select Rate
v Month-to-Month Contracts dl o Contract Number  [3 Type | Fised Manthly JEa| | Search
Search By |Code -
v’ Fixed Weekly Contracts cotoe SeatchFor [
o1
Datstan |1 Soptenter 2020 =] i T
v' Week-to-Week Contracts o1 e - o =  [Code | Desorplion I el ~
o1 ERBE  Equipment Rental - BB 75.00
n . . n . . - ERCT Ei it Rental - Cape T 75.00
Short Term Reservations are created directly on the Grid, and the process will be explained in Chapter 8. co1 Vehicks I Suhics | FuodRates || |erst  oqupmentromal-svond %500
€01 | LieType |Rate  |Desorption low]  Ewl PR Erooes Komeles 0
) ) . - Fe-fuel BB 0.00
7.1 Fixed Monthly Contracts and Recurring Billing | RelulCT w
- Insurance - Group A
. " . N A
Fixed Monthly Contracts can be created with a definite start and end date. Although a contract is created, a = Addiional Km's CT
Additional Km's Shand 295
reservation per month will be created — and linked to the contract. ] Labour per Hour 3000
e vk Smsoas 9 =00
H H t outine Services
In this case, we have created a 12-month contract, starting on the 1°* of September 2020, and ends on the D) R e and o
S [ BE 55.00
315 of August 2021. ‘;‘f‘”t\n’; Q0D Super Cover CT 5500
» . . )  Rel dcidFates ToVericees | scidRematk | | add T e Fender Toah
Individual reservation numbers enable the system user to manage each reservation separately and bill %E Teyta Tazz e ekt Headioh e
specific charges to the reservation as, and when needed. [zwroars g oo a2 funber Zn0
Tooltp Display | Customer Infa L’E :2::5 Davar T 21733 261 o v
L
I™ Show C: lled C
Contract Mumber |3 Tupe Cancel Contract G EEED

By selecting the ‘Add Rates to Vehicle’ option, the charge will be added to every reservation linked to the

contract.
DateStat | 1 Seplember 2020 DateEnd |31 August 2021 = [ 12 -] Months
¥ Contract Manager hd
Vehicles T Subhires T Fived Rates T 5H Fized Rates Contract Number |3 Type | Fized Monthly ﬂ Cancsl Contract
CO107 - Hyundai 10 Grand manual j
Add Vehicle ‘ ‘ DateStat | 1 September 2020 * DateErd |31 August 2021 - [12 = Months
Fental Hum | Date Start ‘ Date End | Status | Iy Tatal A~ - -
14456 2020409401 2020409720 Prowisional 3600.00 Vehicles I Subhires T Fixed Rates 5H Fired Rates
14457 202010/01 2020410431 Provisional 3500.00 ] |t | s T 2 = =
14458 2020411401 2020411420 Prowisional 3600.00 e ype Tae SETphon i s > [
14459 2020/12/01 2020412431 Provisional 3500.00 Item [INSD02 _[isurarcs - Monty Contracts 6522
14480 2021/01/01 202101431 Provisional 3500.00
14461 2021/02/01 2021/02/28 Provisional 3500.00
14462 2071/03/01 2021/03/31 Prowisional 350000 o,
< >
Calculate Commission ) : :
’—U j #poly Commission “iew Reservation Escalations |

S e 43478 €5.22 500.00
“{ el k.| add | pelets |

Save Cancel

Page 26 Page 27

Novtel Vehicle Hire — The Basics (V2) © 2020 Novtel — All copyrights reserved Novtel Vehicle Hire — The Basics (V2) © 2020 Novtel — All copyrights reserved



1. The ‘Invoice Total’ amount will now also be amended for all reservations accordingly.

2. A reservation can be accessed from the contract by clicking on the reservation and then on ‘View

Reservation’.

# Contract Manager X
Contract Humber |3 Type | Fived Monthly | Cancel Contract
Date Gtatt |1 September 2020 = DateErd |31 August 2021 ~ Wilmmm
Vehicles I Subhires | Fired Rates | SHFised Rates
0107 - Hyundai 110 Grand manual =l
AddVehicke | ‘
Rental Mum | Die Stan Datgfnd [ Staws [ Iy Total A
i il
2020/10/01 202010731 Provisionsl 400000
020/11/01 2020/11/30 Frovisional 4000.00
2020112/ Provisional 400000
2021701731 Frovisional 4000.00
2021/02/28 Provisinal 4000.00
14462 2021/03/01 2021/03/31 Provisionsl 400000 o,
<
Caloulate Commission \ i
[ 0= Aol Commission Yiew Ressrvation Escalations ‘
Save Cancel
The selected reservation contains 5 tabs, namely:
1. The ‘General’ Tab
# Reservation Details hd

|Eene|al| f Financia | AddiionalCosts | Addiional Diivers | Quick View

Reservation Murber [14456  RaNuwber [
OderMumber [

Custormer Code [ODEODT  Smarch <F5»

Description [Odendaal, Kevin

Comrmerts

Dielivery Address
KM Out
KM In
KM Used
KM Free
KM Charged

Fuel Used

Pickup Address

Vehicle Mumber [CON07 2| [Hyundai 110 Grand marual Duation Chaged [ 1+

ca||:.':|:c.

Category [C - Giowp C Q)

Branch Out

Date Out |2020/03/01 =
Time Out | & :00:00 am —2

Branch In
| S
Dateln |2020/03/30 -]
Timeln | 8 0000am ——
Estimated Time Due | 12:00:00 am —
PamentTone [ =]

Remarks

Status |Provisional =

Wiew Audit Log

Accept Cancel

2. Financial

# Reservation Details

Geetol || Financisf | || AddtonalCoste | AddtonalDivers | Guick View

Price {Incl] 3500.00
Frice (Excl] 3043.48
Tax 456.52 Irwoice Total 4000.00

Deposit Calculated By
" Percentage " Amaunt _
I I Deposit Paid l

Dieposit Amount 0.00 I [ Deposit Applied l

Rental Charge Incl / Excl

Flental Charge Fer Dap flnl) [ 30000 Agent Code 2
Rental Charge Per Day [Excl] 304348 Description l:l

Duration Charged 1 ﬁ

Applicable Rates Incl Tax

Insurance Charge ParDay [0
Contaetfee | oo

Premium  Amaount

St nsores [ 00T 00f
I —

Super Cover Insurance

Wiew Audit Log Accept Cancel

3. Additional Costs

# Reservation Details

Addtional Drivers | Quick View

General I Financial

Line Type | Rate Description Oty Excl| Tax| Incl

43478 65.22 500.00

Add Remark Add

View Audit Log Aocept Cancel
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4. Additional Drivers

# Reservation Details

General | Financial | Addiional Costs

Quick Yiew

Driver 1

First & Last Name |
Licence Mumber
Passport Number

Driver 2

1D Humber

First % Last Name |
Licence Number
Passport Number

Driver 2

1D Number

First & Last Name |
Licence Mumber
Passport Number

1D Mumber

Copy Addtional Drivers From Pravious Ressrvation ‘

Yiew Audt Log

Accept Cancel

5. Quick View

Novtel Vehicle Hire — The Basics (V2)

# Reservation Details
Gereral | Financial | Addiional Costs | Aditional Drivers
Desciption | oy | Tar| Exel el
Hyundai 110 Grand manual 1 45D AMILAE BHO0OD
INS002 - Insuance - Montly Contracts 1 B522 4178 SO0
TOTALDUE 52174 M7EZE 400000
View budit Log hooept Cancel
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On the Grid, all reservations linked to the created contract, will be displayed.

Hovering on any of the reservations for the selected vehicle, the reservation number, as well as the client’s
contact details, and User Defined info are displayed below the grid.

® Novtel Vehicle Hire Uttimate Enterprise 6.0.0.0 - [Item Grid] -
# File Edit Modify Setup Process Reports Hely

59 |5 |59 |se |se = | 55 [se | 50 | 5
en et

View Veicles by Qe =
Druwvsional ¥

€ Regstiation Nunber OCorfimed 7

- v

a I
: . O Temed 3

2020/08/01 v | [2020/10415 4 e ONenfiev 4

Toolip Display | Customer nfo _+.

@ Non ey Retun ¥
@FaxContaner ¥

If a deposit were raised and payment received, the status of the reservation will be changed by Novtel to
‘Confirmed’ automatically. The reservation will now also be displayed in this status colour.

L]
@ File Edit Madif

Setup  Process

o [0 [o+ 3 1 [15 [16 [17 |18 2 [2 23 [24 |28 2 [2 [0 [ [z
s | 5o |se s | sz [Se (So [Se So |s@ (s |so | s s |sm |se |0t
2020 [2020 (2020 |20z 2020 20z 2020 2020 (2020 [2020 |2020 2020 (2020 (2020 (2020 2020

an Wed The Wes Han
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Each month’s reservation will be displayed in the corresponding month’s ‘Recurring Billing” window and can 1. The invoiced reservation will now be termed, and an official Invoice Number linked to it.

be invoiced. . . . .
2. The next month’s reservation will have also be changed to the ‘On Rent’ status and colour linked to it.
® Recuring Biling x @ Novtel Vehicle Hire Ultimate Enterprise 6.0.0.0 - [Item Grid] - x

@ File Edt Modfy Sewp Process Repors Help Cex

Bctive Morthlp Customers | Fived Hie Purchase Payments | Weekly Contracts T ‘Active Weekly EYEER A sl [5o |2n |2 HHEEH = (= |5 [ [ HEEE HEIEE
CO104 QA [T [wed |Th | Fei e Mon | Toe | Wed | Tha | Fri Tue |Wed | Th | Fri Man | Toe |Wed | Th | Fri Mon | Tue | Wed | The
FesHumber | ContractMo | CustomerCode | Customer Descr.. | Vehicle Code | Status [ Date Start Date End [
3 ABDO02 Annette Amstia. ADDTT Provisional 2020/03/01 2020/03/30
8 ANDO03 Andrews, Martin - CO032 Provisional 2020/08/01 2020409730

T R

O Canceled
Dposisiona
 Registation Nursber (0 Corfimed

S
o O Temed
2020/09/01 | |2020110115 ¥ ONonRev

@ tonRevRetun V'
BPexontane ¥

View Vehiles by
Code.

I

Toolip Display  [Customer Infa

Select Al Select Mone Update Selected Invoices

Close ‘ The invoices updated in Novtel, will be available in Sage Pastel immediately.
All invoiced reservations for the selected month will be displayed on the ‘Pre-Import’ list as follows: e
5 = o % (A =
—— W EROEZPA YY&CDL A EOF0Z OO
2] C\Users\User\AppData\Local\Temp'TempRepr = & | | Search... 0~ L Frocess Customer - - X
DocumentType  Tax Invoice v Number [‘Global Q] Customer| | ]
Pre-Import List For September 2020 Lo
I Ingg
™ Q"u Tax Invoice Zoom ...Done
PRINTED DATE: MONDAY, 24 AUGUST 2020  TIME: 10:19:31 AM Zoom Sequence
* Number Code Reference Zoom From
CUSTOMER INVOICES g = —
Tpe N Net ~
TEHICL INCL Number  Customer Accounts/Description Amount Date Reference Printed Delivery 1
RESERVATION|CONTRACT CUSTOMER CODE TOTAL IN111153 | AADDO2 - Annette Armstrong R3500.000 | 30/09/20 (14358 Yes
IN111154 | ANDOD3 - Andrews, Martin R3500.000 | 30/09/20 |14444 Yes
14338 3 AAD002 - Annette Armstrong ADO11 304348 456.32 3500.00 IN111155 |ODEOO! - Odendaal, Kevin RA000.000| 30/09/20 |14456 Yes
14444 8 ANDO03 - Andrews, Martin Co032 304348 436352 330000
14456 9 ODEO01 - Odendaal, Kevin Co107 347826 52174 4000.00
NUMBER OF INVOICES TO BE UPDATED - 3 TOTALS 956522 143478  11000.00
.
< >
< > ——
Page 32 Page 33

Novtel Vehicle Hire — The Basics (V2) © 2020 Novtel — All copyrights reserved Novtel Vehicle Hire — The Basics (V2) © 2020 Novtel — All copyrights reserved



7.2 Month-to-Month Contracts and Recurring Billing Rental Continued = Another Reservation created on the Contract and Grid.

.
When the Contract Type is selected as Month-to-Month, only 1 reservation is created, and the contract can ® e B Moty Seup Prces Repots
either be continued or terminated when the recurring billing process is performed.

L] . S ® Contract Manager
M File Ed Reports p

L P P Contiot Number [10 Type [IESTRITN | Cancel Contact
o o

Daesta [1 mmm w0 =] ConnsctCorged

T v N BT

55125 - Crav Spak L5 Han <]

@

Ao
# Contract Menager X et [bostor — [setos [ e (o
Q| B tenhomroim | e mown  omees  onfen 500 Dramed
2 IenRev v
Contract Number |10 Typs Cancel Contract Tootio Dty [Gumemerio =] 8 Non ey Retun ¥
WP Container V'
P —
BAD61 - e |
BAOEI(T)
’— Date Start 1 August 2020 * Contiact Completed [ 1 Manths User Noviel ‘emaDatalVehicleHie!Novtel Reservations mcb
Cor02(8) Vehicles 1 Sviis ) - | SHriedRaes If the ‘Continue Rental’ option is not selected at the next recurring billing process......
co104,
()] BOT2E - Chev Spark LS Man ~|
Wigw Vehicles by add Vehicle | ‘
& Code
" Registration Number
< RedElim_| BERSED [ DoteEnd [ Status Inv Total Fired Conbiacts Active Monthly Customers Fired Hire Puchass Paymenis | Veekly Contracts
Q, e 14468 Z020/08/01 2020/08/31 Frovisional 280000
ResMumber | Customer Code | Customer Description | Vehicle Code [ Status
2020/08/01 [ 5] 2020/03/14 7 1 14883 L0000 Loun, Hannes B0NZ6 On Flert
Tookip Display [ Customer Info
#® Month End Options X
[Update Customer And Supplier Inwaices ~|
Calculate Cammission
0= Appl Commission Wiew Reservation Escalations . -
- PRY I LConbinue Beservatiort

Al selected monthly contracts are extended to the end of the nest
Save Cancel month

I~ Pint Updated Invices
Prints a it of all the customer and supplier invoices that were

. . . . . dated after thy th end has b leted.
If the option is selected to ‘Continue Rental’, Novtel will create another monthly reservation for all selected e o shfes been cenele

. Fi d C: |
‘Month-To-Month’ reservations. roceed >» ancel
Select Al Select None
» =

User : Novtel

. . . ‘ s
Fived Conlracts | Active Monthly Customers || Fired Hie Purchass Payments | Weekly Contracts 1 Aciveeskly | | e the contract will not be continued. The User will mark the contract as Completed and the ‘End Date’ will
IﬁexNumbev | Customer Code | Customer Diescription [ Vehicle Code Status [ Date Start Date End be inserted.
14468 Louoo3 Loun, Hannes B0126 Provisional 2020/08/01 2020008431
# Month End Options X #® Contract Manager *

[Uipdste Customer And Supplir Invoices =] Contract Number |10 Type  |Month-To-Month j Cancel Contract

¥ Lontinie Aeservation

AN selected monthly contracts are extended to the end of the next

I int Uodaed Invoioes Date Stat |1 August 2020 DateEnd |30 September 2020~ 2 Months
Prints a list of all the customer and supplier invaices that were
d,

updated after the morth end has been completed. Lontract Completed Iv

Procesd »» Cancel

Vehicles T Subhires T Fired Rates T 5H Fived Rates
Select Al Select Hone
BO126 - Chev Spark LS Man ~|
Close
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7.3 Fixed Weekly Contracts and Recurring Billing

Novtel can create fixed weekly contracts and bill those contracts on a weekly basis too.

The ‘Fixed Weekly’ Contract Option is selected in this case, and the number of weeks will be calculated
according to the date range selected.

# Contract Manager X

Contract Mumber — [Mew Type |Fized Weekly - Cancel Contract

Wieek-To-Week

In this case, 2 reservations will be created for the selected vehicle to manage each reservation individually.

# Contract Manager X

Contract Mumber |1 Type |Fixed 'wWeekly Cancel Contract

Date Start 3 August EIER < Diate End 16 August 2020 = Zi‘w’eeks

Vehicles 1 Subhites 1 Fised Rates | SHFised Rates
4001 - Datsun Go |
Add Yehicle | |
Rental Nurmn | Date Start | Date End | Status It Tatal |
1 2020/08/03 2020/08/03 Provisional 1200.00
2 2020/08/10 202008415 Provisional 1200.00

Calculate Commission

,—Dj Ayl el iew Rezervation Ezcalations |
Save ‘ Cancel ‘
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The 2 reservations are now displayed on the Grid and linked to individual reservation numbers.

# Novtel Vehicle Hire Ultimate Enterprise 8.0.0.0 - [ltem Grid]
W File Edit Modify Setup Process Reperts Help

- ®

03 o4 5 06 o7 10 11 12 13 1

Aug Aug Aug Aug Aug Aug Aug Aug Aug Aug

2020 | 2020 | 2020 | 2020 | 2020 2020 | 2020 | 2020 | 2020 | 2020

Mon Toe Wed Tha Fri Man Tue Wed Thy Fri
e  ——"—

soot | I O ---------J—--

The reservations linked to this contract is displayed in the ‘Recurring Billing Billing’s ‘Weekly Contracts’ tab
and can now be billed.

For T EEE
Fived Contracts | wlive Monthly Customers | Fised Hire Purchase Papments Weekly Contracts Active Weekly

ResNumber | Contract No | Customer Code | Custamer Description | Vehicle Code | Status | Date Start | Dats End |
1 1 ANDODT Ancrews, Shawn A001 Provisional 2020/08/03  2020/08/03
H 1 ANDODT Ancrews, Shawn A001 Provisional 220/0810 2020408416

Salect Al Select Mone Update Selected Invoices
Close
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7.4 Week-to-Week Contracts and Recurring Billing 8. Short Term Reservations

When creating a ‘Week-to-Week’ contract, only 1 reservation will be created for the selected vehicle when
the contract is saved.

Short Term Reservations are created directly on the Grid.

In the date column next to the required vehicle, click; hold; drag and release the mouse button on the

L] requested end date.
#P File Edit Modify Setup Process Reports Help

y -|_I|:'mm -}'“Q

21 [25 |25 [27 |28
Aug | Avg | Aug | dug | Aug
2020 (2020 |2020 |2020 |2020
Men | Toe | wes | Tha | Fri

14472 Anderson,

For example: A reservation is made for vehicle code BA0O60, and from 24 — 27 August 2020. The vehicle will
be returned on the 28" of August.

[31 o1 [o2 [o3

Pri . :
#® Contract Manager

Contract Number |13

26 Upon releasing the mouse button, a Customer must be selected. If the Customer already exists in the Novtel

system, search for and select the Customer.

Cancel Contract

1§

If not, create the Customer, save the master file, and select it.

:
S

Date Start 24 August 2020 ¥ Cortract Completed o

# Fie Edt Modfy Setwp Process Report

il

Vehicles 1 Subhires 1l Fixed Rates | SHFiedRates il |2 |5 |5 ‘

e o v o |

Er = A | T auven

a

il

B0128 - Chev Spark LS -l

C01086:
% # Cosomersewn x
c0107, AddVehicke | | s
= L ke [Dessipion e 2| e
RentalMum | Date Start [DateEnd [ Status I Total I RPOODT_|Ryan Pip 5
View Wekiicles by 14472 2020/06/24 2020/06/30 Fovisional 120000

RPomz (PP
RPO003 | Richard Atthur Peacock. Edt
T p

RPo0t e P o
RPO0E [y P

RO [Ronanode
RPO02 Richard Pocle -
e i
T
RO [ e

& Code
€ Reegistralion Number

&) ) e |

2020/08/23 | 202041006 ~
Tooltip Display | Custamer Infa v

8
2
<l

View Vehicles by
Code

Caleulate Commission ]
[ 0=d  Apely Commisson View Reservation Escalations @ Rt

aj Pt | obenPraten B ‘
[acanvierzs <] [aceooe =] s R _sola |
Save Faneel Toolip Display [ Customer Info  tunber peepien posme Close
In the Recurring Billing window, the ‘Active Weekly’ tab displays this type of contract and can either be
continue for another week if so selected, or the rental contract can be completed upon performing the billing
process. A reservation number is only created once the reservation is saved.
[
# Fie it Modify p Process Reports Help

2020/08/01 2020/08/31 v

Fixed Contracts | ctive Monih Customers | Fixed Hire Puchase Payments | ‘Weekly Contiacts Active Weekly — il 2
e [ s B Goneal | Pl | Asstaces | T G

J

Fes Number | Contiact Mo | Customer Code | Customer Desciption | ehicle Code: | Status | Date Start | DateEnd I Mo
14472 13 A00m Anderson, Megan [E] Provisional 2020/08/24 2020/08/30 o
[ snosas) W;Wm | Duton Charsed [ 52
BAOGL(T) Reservation NumB#®New Reser R Number Category [B4 - Group BA a
# Week End Options X ESZ0) OderNumber [ Branch Out
G Customer Code [RDSO6 — Seatch <5 | [1/0R Tambo Aipar, South Afica_~
[Updte Customer And Supplier Invoiess = s Desciption [Fosswerdy Date Dt [2020106/2¢ -
c0102(%)

Commerts ’7 Time Out | 8:0000am —
Branchin

3/ 0R Tambo Aipott, South Afics

]
2

el

[ Corine Reservations

Delvery Address

All selected weekly contracts re extended to the end of the nest o106 O3 4 Dateln [2020m6728 =
" imeIn =
[ o7 P 5 Tineln [ :0000 a
e 00 | Estinated TimeDue | 8:0000an =
[~ Print Updated Inveices o Fickup Address (SR F
iew Vehicles by KM Charged 0 Payment Type. -

Phints a st of il the customer and supplier invaices that were
Updated after the week end has been completed

o)

FuelUsed 0
€ Regisration Number

[2]]| New Reservation
Frocesd>> | Cance Q) B [eneseotn | 5
ecaornvzs =] [avaoriors <]

Tookip Display [ Customer Info_~ |
Select Al Select None Update Selected Invaices . Rematks sitis [Provisonal <]
Close Coeem )| coma

Page 38 Page 39

Novtel Vehicle Hire — The Basics (V2) © 2020 Novtel — All copyrights reserved Novtel Vehicle Hire — The Basics (V2) © 2020 Novtel — All copyrights reserved



Now the reservation on the Grid displays the allocated Reservation Number, as well as the Customer’s name.

To access the reservation, simply double-click on it.

In the General tab, the following information can be entered:

1. Comments and Remarks — which will be displayed on the ‘Comments and Remarks’ report

# File Edit Modify Setup Process Reports

-

Help

2t 25 |2 |27 |28
A | Aug | ug | Aog | g
2020 (2020 [2020 |2020 (2020
e | Tue | Wed | Tha

iew Vehicles by
% Code
" Registration Humber

O B esramaer |

2020/08/23 =| |2020410/08 =
Toolip Display ~ |Customer Info ~

Reservation Details

x
General | Financial | AddionalCosts | Addional Drivers | Guick View
Vebicle Number [B8060 | [Suauki Celero Auto Duation Charged [~ 4

Reservafion Mumber [14474  RANumber [0
OnderNumber [

Customer Code [ROSO0E  Search <F5>

Descripion [Ross. wendy

@ Corments [vehicle must be resdy at 7am

Delivery Address

Kb Qut 0

Kb In 0

KM Used T

Pickup Address KM Free E00
KM Charged 0

Fullsed [ 0

Customer requested a GPS to be added
Remarks

Cateory [B4 - Group B Q
Branch Out

[/0R Tambo Aiport, Seuth Aica_+

Branch In

| 0R Tambo Aiport. South Afiica_~

Estimated Time Due | 8:00.00 am —

Fayment Type -

Date Out |2020/08/24 =
Time Out | 8:00.00am —

Dateln |2020/08/28 =
Timen | 8 0000am ~

Status | Provisional >

“Wiew Audit Log

Cancel

Booking No Vehicle

14474 Suzuki Celerio Auto

Customer

Ross, Wendy Vehicle must be ready at 7am.

2| C\Users\User\AppData\Local\Temp\TempReport.html

Booking Comments and Remarks

Date From 24/08/2020 To 28/08/2020

Comments

Remarks

Customer requested a GPS to be added

2. If applicable, a delivery and pickup address can be added, and which will be displayed on the
‘Deliveries’ and ‘Collection’ reports respectively for the selected dates.
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# Reservation Details x
T Financial T Additional Costs T Additional Drivers T Quick Wiew
Wehicle Mumber |BADED S |Suzuki Celerio Auta | Duration Charged 4 :I
Reservation Mumber |14474 Ré Number |0 Categary |BA - Group B ﬂ
Order Mumber Branch Out
Custamer Code  |ROS006 Search <F5» ] |DH Tambo Airport, South Africa j
D escription |Hoss, “wendy Date Out | 2020/08/24 _~
Comments [vehicle must be ready at 7am. Tirme Out | 8:00:00 am =5
Branch In
. 0OR Tambo Airport, South Afica -
Delivery Address L] | P J
elivery Address entered for Kh;l\-? IUt 73 Date In | 2020/08/28 _~
e demonstration purposes [ Ti -
[r— imeln | 80000 am =
kM Used a
" E00 Estimated Time Due | 5:00:00 am =
Fickup Address KM E:l FIEZ —
Collection &ddress entered aIge Payment Type hd
for demohstration purposes Fuel Used a
- X
&) C\Users\Usen\AppDatal Loca\Ternp\ TermpReport html - || search o~
Deliveries List
From 2020/08/24 To 2020/08/25
PRINTED DATE: 24 AUGUST 2020 TIVE: 12:3553 Pl
24 August 2020 - s P SantonTets Nocagon e vt
[rmstzos 5 Tae Roms. Wandy o ciegory Caaweiar Daiar Adorees nterea o e p— Fromonal
- X
&) C\Users\Usen\AppData\Local\Ternp\ TermpReport htmi - || search o~
Collections List
From 2020/08/24 To 2020/08/28
27 August 2020 = gt 2020 ' w2 Sarin s Nosssy - Cope Town Oce
28 August 2020 [ 2% Avgust 2020 5 14474 Ross. Wendy o categary Casastor Prousionsl |
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3. Duration Charged VS Category These charges are displayed in the ‘Additional Costs’ tab:

In this case, the vehicle is rented for 4 days, and the daily rate as entered on the selected category, # FReservation Details b
will be charged.
General T Financial T Additional Drivers T Guick View
a D =
General T Financial T Additional Costs T Additional Drivers T Quick View . o
Line Type Fate Description Gty Excl Tax Incl
4 13913 160.00
. 1 E3.57 80.00
Wehicle Mumber |BADBD S |Suzuki Celerio Auta | Duration Charged 4 il
Reservation Mumber |14474 Fi& Mumber |0 Category |B& - Group BA‘ aQ,
The rental amount -as derived from the linked Category — is displayed in the ‘Financial’ tab.
In this case, the daily rental amount of R365.00 — inclusive of VAT — is charged, and therefore the
Price Inclusive of VAT total for the rental ONLY, is R1460.00.
However: You will notice that the Invoice Total at present, is reflected as R1700.00. This is due to the
default charges added to the Vehicle Master File to charge a specific daily insurance rate (R40 per
day), as well as a once off contract fee (R80). i) F80 &N
Add Remark. Add
P Reera X
General Financial T Additional Costs T Additional Drivers T Quick Yiew
. As the Customer requested a GPS to rent as well, this charge is added to the ‘Additional Cost’ Tab
itz (i) Ehizopibaro=dll__ti=x too, by clicking ‘Add’; searching for and selecting the required item.
Pre el
o ReoTE (e e
4} File Edit Modif - - ”
Pl CEBT ARy — “ T BT T T R S T
" Percentage &+ Amaunt p—
[  Deposit Paid l sy [E T |
m Search For |GPS.
Deposit Amournt 0.00 [ | Deposit Applied I
Code_| Desciiption | Excl Tax Incl_ A
Rertal Cherge Incl / Excl B Arbna o1 N
ADST Additional Driver - Stand 191.30 2870 22000
Rl Crtg D i woop | | fetot L1 Hshaty =
Renil Chaige Pe Doy [l ot | | BT aul S s
GOT ComratFee o7 fasy  tne s
CFST Contract Fee - 5T 6357 1043 80.00
Applicable Rates Inc| Tax Gt Cemett B0 oo
20870 3130 24 | CLST Cleaning 5T 150,00 0.00 150,00
Insurance Charge Per Day T ] ol D Debverectoaon-C1 Ha %o oo
Cantract Fee: OMEE  Dammgeets Tow  am om
DMCT  Damages CT 0.00 0.00 0.00
Premiam  Amaunt o G5 Eqspment ol 58 @2 am  mm
St naaerce [ 007 i N R
5 o I i 3500.00 || NewRes EXCOD1  Excess Kibmeties
Tooltip Display | Custom th EZ }Shand
iew Audit Lo coef I
w _Aeeent] [INSO0T  eurance - Groug A 1-7 Daps

Wiew Audit Log Accept Cancel
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The selected item will now also be displayed in this tab, and the total for additional costs amended. ADDITIONAL DRIVERS

® Reservation Details X Up to 3 additional drivers can be added to this reservation if required, and the costs can be added to
General T Financidl | Additional Costs | Addiional Divers | Guick View the ‘Additional Costs’ tab as well.
# Reservation Details (
Line Type  |Rate | Description Oty Excl Tax Incl General | Fnancid | AddiionalCosts | Additional Drivers | Duick Yie
Item INS003 | Insurance Group B 1-7 Days 4 139.13] 2067 16000
F EM EE q Diiver 1
| ltem GPSO0_[GPs First & Last Name |
Licence Mumber 1D Nurmber
Passport Mumber
Drriver 2
Fitst & Last Mame |
Licence Number 1D Number
Passport Mumber
382.61 57.39 440.00 Diiver 3
Acd Remark Delete Rzt |
Licence Number 1D Number
Passport Mumber
Cosy Addiina Divers From Previous Reservation |
View Audit Log Accept Cancel VemerHiley G o=

Any other charges can be added here in the same manner, and as items are added, the ‘Invoice Total’ UICK VIEW

in the ‘Financial’ tab will increase accordingly. o o, . . . .

The ‘Quick View’ tab gives an overview of all items added to the reservation at present. However:
- ; please note that the excess kilometres and fuel used will be added when the vehicle is returned, and
® Reservation Details e

before issuing the final invoice.
General

Price [Incl) 1460.00
Price [Excl] 1269.57

| AdditionalCosts | AddtionalDrivers | Quick View

® Reservation Details

x
- General 1 Financil | AddiionalCosts | Addiional Drivers Tl Quick View: |
Duration Charged 4=

Descriplion | ow | Tay| Ese el

Suzuki Celerio Ao 4 19043 126957 146000

Tax Inwoice Total 1300.00 INSO03 - Insurance Growp B 17 Days 4 087 13313 16000
CF - Conract Fee BB 1 10.43 £9.57 B0.00

GPSO0 - GPS 1 609 1739 20000

TOTAL DUE 24789 165217 190000

Wiew Audit Log Accept Cancel
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8.1 On Rent Vehicles 8.2 Returning a Vehicle

When the vehicle is handed to the Customer, they will be required to sign the rental agreement, and their When a vehicle is returned, the status cannot be changed to ‘Termed’ if the current kilometres have not
credit card details must be verified. been recorded.

The status of the reservation will be changed to ‘On Rent’, and the reservation’s colour will also change Therefore, the User will access the reservation, and enter the odometer reading as at present in the ‘KM In’
accordingly. field.

- - - - - Novtel will automatically calculate the number of kilometres used and deduct the free kilometres to indicate
# Novtel Vehicle Hire Ultimate Enterprise 6.0.0.0 - [ltem Grid]

W File Edit Modify Setup Process Reports Help

an > O (=

[l 24 [25 [26 [27 [a8 » |ENEREERERER - | « |IERERERERER : ; i i : Y
General T Financial T Additional Costs T Additional Drivers T Quick View
FUEN | Aug | Aug | Aug | Aug | Aug PN | 4y | Sep | Sen | Sen [ s ECAEER | 5= | 59 | 50 | 5en | 5o
RN 2020 (2020 |2020 |2020 (2020 ENEN] ENEN] (2020 (2020 (2020 (2020 |20z ENEN ENEMY (2020 (2020 (2020 |2020 (202(
BO125 . EPR | Mon | Tue |Wed | The | Fri [JEER JEEN | Mon | Tue |wed | The | Fri [EEI) IEEN| Mon | Tue |Wed | Thu | Fri

Wehicle Mumber |BADBD ﬂ |Suzuki Celerio Auta | Duration Charged 4 il

Reservation Mumber |14474 Fi& Mumber 10857 Category |BA - Group Ba Q,
Order Mumber Branch Out
Customer Code |ROS006 Search <F5» | |DH Tambo Airport, 5 outh Africa j

the number of excess kilometres to be charged.

# Reservation Details X

Description |Hoss, whendy Date Out | 2020/08/24 =
View Details <F5> Comments [vehicle must be ready at 7am. Time Out | 2:00:00 am =3
Job Branch In

Documents Delivery Addiess O |DH Tambo Airpart, 5 outh Africa ﬂ

Delivery Address entered for ﬁ YRR Date ln |2020/08/28 _~
demonstration purposes T Lo " Timeln | 8-00:00am —=
Pickup Address KM Free G0 Estimated Time Due | 8 :00:00 am =
Collection &ddress entered b1 ged et Payment Type A
for demonstration purposes Fuel Used ’—D

Status Cancelled

Record Change-Over Provisicnal
Record Damages Confirmed

Print Check List On Rent

Termed

Wiew Yehicles by
* Code
" Registration Nurnber

MNon Rev

Mon Rev Return

In Chapter 10, we will have a look at how damages can be recorded, and the Customer billed for it.
Remarks

Customer requested a GPS to be added
Statuz | On Rent hd

Wiew Audit Log Accept | Cancel |
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PLEASE NOTE:

If the default charge for excess kilometres to be charged were linked to the Vehicle Master File, Novtel will
instantly insert the charge as a line item and calculate the total in the ‘Additional Cost’ tab.

*

Financial

T Additional Enslx]’ Additional Drivers T

Quick View

4225.00]

Add Remark

4056.52 60B8.48 4665.00

Add Delete

The ‘Invoice Total’ in the ‘Financial Tab’ will correspond with the total indicated in the ‘Quick View’ tab.

# Reservation Details

General T Financial T Additional Costs T Additional Drivers T
Description ‘ Qty | Tak| Excl Incl
Suzuki Celerio Auto 4 150.43 1269.57 1460.00
IMS003 - Insurance Group B 1-7 Days 4 20.87 13313 160.00
CF - Contract Fes BB 1 1043 B3.57 80.00
GPSO0T - GRS 1 26.09 173.91 200.00
EXCO0T - Excess Kilometres 845 551.03 367391 422500
TOTAL DUE 73891 5326.09 E125.00

# Recervation Details

General T

| addiionalCoste |

Additional Drivers T Quick Yiew

Price (Incl) 1460.00
Price [Excl) 1269.57
Tax 190,43

Diuration Charged 4 ﬁ

Ireeoice Total E125.00 ‘I

Wiew Audit Log

Accept Cancel |

Novtel Vehicle Hire — The Basics (V2)
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If the Customer did not fill up the tank, the fuel used will be entered in the reservation’s ‘General’ tab, and
must then also be added manually to the ‘Additional Costs’ tab to bill the amount to the reservation

The final invoice can now be issued - PROVIDED that no damages occurred for which the Customer is liable

for the payment thereof.

A Checklist is also produced to check that the battery; tyres and spare tyre brands, as well as all other items
listed for this vehicle, are correct; present and in good order.

8.3 Invoicing reservations

Upon changing the status of the reservation to ‘Termed’, the ‘Update Invoice’ button is activated.

Clicking on the button, the Invoice can be updated by clicking ‘Yes’, and ‘OK’.

® Reservation Details

General T Financial T Additional Costs

T Additional Drivers T

Quick Yiew

Vehicle Number [B2080 | [Suzuki Celerio Auto

| Duration Charged |_4j

Reservation Mumber |144T4 FA Mumber (10857
Order Mumber I
Customer Code IHDSDUE Search <F5>

Description |F| ozg, Wendy

Comments [vehicke must be ready at 7am

i~ Delivery Addre:
Wbt O [ AN300 |

Category IBA - Group BA Ql

Branch Out
] IDH Tamba Airport, South &frica j

Drate Olut I202WUSI’24 'I

Time Out | 8:00.00am —

Eranch In
O IDH Tamba Airport, South Africa d

Deliveny dddress entered for
demonztration purposes

Movtel Vehicle Hire

.
9' Update invoice 7
k. 4

r Pickup Addiess

Collection &ddress entered
faor demonstration purposes

I

Date In IZUZD!DBQB 'I

Time In | 8:00:00am =
ted Time Due | B:00.00 am —|
t Type I -l

Customgsfequested a GPS to be added

Remarks

Status | Termed Vl

Cancelled
Provisional
Confirmed

Update Invoice|  View Audit Log

On Rent

A Non Fey e

MNon Rev Retun

Mowtel Vehicle Hire b

Invoice update successful.
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The status of the reservation is now indicated as ‘Termed’ and the colour has been changed accordingly. 9. Grou p Reservations

The Invoice number is also displayed when hovering on the reservation.
A Group Reservation can be created for more than 1 vehicle to be rented, and a single invoice will be issued

# Noviel Vehicle Hire Ultimate Enterprise 6.0.0.0 - [Item Grid] to the Group ‘Owner’ for all selected vehicles.
W File Edit Modify Setup Process Reports  Help
.
B il Edt Modity Reports Help
dim & o AP
T = o [ [E %
5% |2 ® Group Details o o=
car [ ’;’7 Tee | Wet Wom | Tue | e | Tha | i
| o] | Gophimber: [T
Group Descrption [Hans Kiein Group
eneial Reservatons adiiona Costs
Invaice Number
Customer Code :  |KLEOD2 <
Customer Desciiption :  [Kieiin, Hans
StaitDate: [2020/10/01  ~] EndDate =
[ BAOGO(T) - 14474 Ross, Wendy - _ .
R —— Vr'e'"cveh‘“‘“ b Group Status [ Provisional -
* Code u
ol | ] : :
Group Comments: [The contact person is Mr Kleijn, and hie i iable for the: g
& New Rsse [payment of the Invoice g
2020/09/10 = | |202041) m|
Tookip Display | Custome| :

The invoice will also be available in Sage Pastel immediately. = = i

AAA Car Rental (Pty) Ltd t/a (AAA)
FILE EDIT PROCESS VIEW CHANGE SETUP UTILITY WINDOW FAVOURITES HELP
AP ¥y &GP L & E0T0Z00 Al reserva cesin | |
0 reservations for vehicles in this Group are linked to the same group reservation.
=) = 4 o oba =R & : p group
Process Customer - o0 x -
# Group Details x

Document Type  Tax Invoice v Customer [ROS006 | Ross, Wendy

Link / Create Ship/Deliver  Postal Address
7 Inclusive demonstration purposes [Terms Odays Group Mumber : 5
[ Quick Mode Freight Method
[ Customer User Defined Fields Collection Address entered (Ship / Deliver H. i

: ans Klein Grou
I~ On Hold for demonstration purposes Current Balance  R0.000 LlciEpescblion | ‘ R
Customer Ref Sales Code Discount % Exch. Rate Terms Payment Due CreditLimit ~ R0.000
6 ~[28/08/20 z . dditiondl G
eneral T i T itional Costs
Type Code Description Project  [Unit | Quantity[  Serial Inc Price Disc% Home| Net A Reservations
4 Item Code BADGO Suzuki Celerio Auto BAOGD 4.00] 365.00 R1460.000 R1460.00
4 Item Code INS003 Insurance Group B 1-7 Days BAOGD 4.00] 40.00 R160.000 R160.00
4 Item Code CF Contract Fee BB BAOGD 1.00| 80.00 R80.000| R80.00 "
4 item Code  |GPSOOT GPs BA060 100 20000 R200000(  R200.00 Rz Nurn Vehicle C. Cust Code | Cust Desc Total Incl
4 femCode  [EXCOO1 Excess Kilometres BAOG0 845,00 5.00 R4225000 R4 22500 4 ¢
T | LED Klzin, Hans
7 Remarks K 14480 camonz Camper Yan kLEOOZ2 Fleiin, Hans 8000.00
7 Remarks i NOVTEL NOTE: M
7 Remarls k Booking was 14481 Camon3 Camper Yan kLEOOZ2 Fleiin, Hans 8000.00
7 Remarks | generated 14482 CAMOO4 Camper Yan kLEDO2 Elgiin. Hans 8000.00
7 Remarks i by Noviel
7 Remarks i Vehicle Hire -
7 Remarks i Reservation NR : 14474
7 Remarks i
7 Remarks i Time Out : 8:00:00 am
7 Remarks i Date Out : 2020/08/24
7 Remarks X | Time In: 8:00:00 am v
< >
Discount
Thank you far your support. P EstEn R§ 125,000
Please keep this invoice as eceipt [Tax
proof of purchase. [ToTAL R6 125.000
Batch. Delete/ Insert.. Edit Document. Next Document Close
= = = = Add New Remove
Save Cancel Irvoice | ‘
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And Additional Costs can be added here.

10. Managing Damages

# Group Details X
Novtel keeps a complete record of all damages on a vehicle — whether on the outside, or inside.

Graup Mumber : 5

An unlimited number of ‘Damaged Parts’ can be created. This may include items such as:

Group Description ‘Hans Kleiin Group
v" Door - Left Front
General | Fieservations | Additional Costs
v Door - Right Front
Ling Typs ‘Hate |Descr|pl|on Ay Excl| Tan Incd
Itern |Psom [ &Ps 2609

v' Headlight — Left
v Headlight - Right

Various ‘Damage Types’ can also be created and may include examples such as:

v Burned
v )
173.91  26.09 200.00 Chipped
acdRemak | [T Rdd | Deite v Cracked
v Dented
v' Torn

Save Cancel Invaice

Upon collection of the vehicles, the rental agreements will be signed per vehicle, and the status of all the
reservations linked to the Group, can be changed to ‘On Rent’ simultaneously.

There are 2 ways in which damages can be recorded, namely:
v" On a reservation linked to the ‘On Rent’ status for a specific vehicle

v" Or by means of the Vehicle Hire Workshop Module

# Novtel Vehicle Hire Ultimate Enterprice 6.0.0.0 - [Item Gricl
W File Edt Modfy Setup P Reports  Hel ; ; ; ‘ , ;
W Fie Edi Modly Setup 0 pi ‘Q“’ 10.1Recording Damages to a vehicle directly on a ‘On Rent’ Reservation
gn e AP - - Q p o
2E R Specific damages can be billed to a Customer when they are liable for the payment thereof. When recording
< |5
COTT [ | e | Wee | s | 7 the damages, the option is ticked to ‘Invoice Customer for Damage’.
| 9 "
m # File Edit Modify up Process Reports Help
9 oo P E S-S |
i Despon: Dot i 1
m 14479 Kleijn, Hans Registration Number :  C&W/1256 .i
 camoory) s o o s 3l
T ‘ Roscvation Nusber 1443 i
— = Customer Stanion Travels
| pooss(ry Vehicle Descrption Datsn Go- CAW1256 I
Method of Payment
a Do - I
Pl ks DamagedPan [Tallgh - Fight q i
((.:;Udet tion Mumbs ‘ DamageType [Gacked & I
e = = opicateRate [DAEDT Bamages 30005 & '
% New Ressrystion T — — smausy [ 055
. Pegetoton Nunber . e g e —
2200523 :" 2|J2D/1w12jv Qf B HewReseraion o [Custoner [Fe=msen Dareeaay e ”
Toaltip Display [ Custamer Info e v [zanone - ¥ For Damage | ||
Totp Doy [Citomio ]
" Repairs Only.
P Check L Domoges
Close.
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On the reservation, the selected charge will be added for payment by the Customer. 10.2 The Workshop Module

W Reservation Details X . . . .
Novtel also incorporates a Workshop Module. This feature is an add-on module and activated by Novtel
Gereral 1 Financisl | AddtionalCosts | AddiionalDrivers | ek View! Support at a small monthly fee.
Descintion oy Tad & = Damages can be recorded; vehicle services managed, and job cards issued for specific jobs to be completed
Datsun Go 4 153.91 1026.09 1180.00 by a Selected Technician.
I DAMOOT - Damages 1 391.30 2608.70 3000.00 I

TO7TAL DUE 54522 3478 8000 @ Novtel Vehicle Hire Uttimate Enterpris =
# File Edit Modify Setup Process

- Deposit Paid on 21 August 2020 14160

CURRENT DUE 4038.40

Costomer: @67 [&]] Descrption: [Sarten Teveis
Phone Number- |088 789 456 123 /
Damages Recorded to Vehicle
Daaged Pt T f Damage
[REE Cacked
oo GRS [Wok O Carpitad] | ol e riwod [ CemisiDanages
Record Daages sk Damged| [ Damaged Pat Type o Damage D Recorded
1 Tailight - Right Cracked 2020/08/25 8:42

View Audit Log Accept Cancel o [ OpendobCards | invoiced | “:w
ot Tota =2

o T ==

A remark can be added to the ‘Additional Costs’ tab to capture the extend of the damages. Invoios Detals

Transacton & Date Document # Invoice 4

P Reservation Details X
Gereral | Financisl | Additional Costs | AddiionalDrivers | Duick View And the damages can be billed to the selected Customer for payment.
[ Reportviewer
Lins Type _|Rats | Description | aty Excl| Tax Incl W41 o2b M @ - Find | Next
Item DAMO0T [ Damages 1 260870 391.30| 3000.00
Remark TAX INVOICE Date 25 August 2020
Invoice Date 25/08/2020
Inv oice Number: IN111162
d Novtel‘ Vehicle Rentals CC
Tel 044 605 123456
Fax 044 605 123456
Address.  Unit 30
Diaz Ofice Park.
pesn StanenTroes
Beach Bovioara West
Comaet 068709 455 123
S, [P T——
2608.70 391.30 3000.00
Items Used:
Add Remark. Add Delate Item Code Description Qry Excl Amount Tax Incl Amount
LABO01 Labour per Hour 1.00 304.35 4565 350.00
ITAIDD1 Tail Light - Right - Datsun Go 1.00 21739 326.09 2500.00
Wiew Audit Log Accent Cancel
ExcrTout Zaro)
ToxTol e
nctTota 285000)
Page: 2
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11. Hire Purchases

Hire-Purchase is an agreement between two parties in which one party purchase an asset from the other
party by means of paying a set monthly charge to ‘hire’ the item.

When the buyer settled the total price of the asset in the form of hire charges, the asset is transferred to the
buyer.

Novtel manages ‘Hire-Purchase’ vehicles with ease.

v" A Vehicle is classified as a ‘Hire-Purchase’ item and a monthly payment amount is added to the
Vehicle Master File.

v" A Contract is created in Contract Manager for the required period.

v Then, a payment schedule is set up, and the Customer is billed monthly for the selected period until
the full outstanding amount has been settled.

# Hire Purchase Payments X

Item

pplier

Date Stat  [01/09/2019 DateEnd | 31/03/2022 [ 36 = Months
Rate per Month 350000

Date End Status
3500 | Invoices

201910-31
2019-11-01 201911-30 3500 Mat Invoiced N
2019120 2018123 3500 Mat Invoiced N
2020-01-01 2020-01-31 3500 Mat Invoiced N/
2020-02-01 2020-02-29 3500 Mat Invoiced W&
2020-03-01 2020-03-31 3500 Mat Invoiced WA
2020-04-01 2020-04-30 3800 Mat Invoiced M v
ANINARN ANILAR 1 AEAN Wb Diwsimad Wl 2
£ >

The Recuring Biling process will anly be available when interfaced ‘ e ‘

with Pastel or Evalution,
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12. The Pax System

The Pax System is used to schedule trips for the transportation of a set number of people per vehicle from

one location to another, in bulk.

The applicable vehicles are classified as a ‘Pax item’ and the maximum number of passengers are captured

per vehicle — which cannot be exceeded when a trip is scheduled.

Trips can be scheduled on either a daily, weekly, or monthly basis. Or schedule an Ad-Hoc’ trip when needed.

Cier: EDMEEE D,
Clent: i z

Timestorepeat: 1 1% Schedule Booking
Soheduied Containers

BookingNum Tiip Type Date Start Date End Time Out Time In Passengers Pickup Address Dropoff Al

Tasst Weeky im0 g2 300m 200m o Cape Town Ofce. Goorg A

1atz2 Weekly Dm0 A 220 5000m 200m © Cope TownOfice. Goorge A

1aazs Weekly 0 Sotenber 2020 03 Sefenbor2.. 500pm 2005m © Cope Townfice. Goorge A

14434 Weekly 10 September 2020 10 September 2. 800pm 2:00pm 10 Cape Town Office George Ail

1aass Weekly 17 Septambr 2020 17 Seterbr 2 5000m 2005m © Cope Townffce. Goorg A

Tatss Weekly 2 Sepenbr 2020 24 Sefembar 2. 8005m 200m o Cope Townfice. Goorge A

1ats7 Weekly O1Cucber2020 01 Ocber 2020 500pm 200m © Cope Townfice Goorge A

) 1atss Weekly 0BOncber 2020 080ctber 2020 500pm 2005m © Cope Townfice. Goorge A

14433 Weekly 15 Qctober 2020 150ctober 2020 8:00pm 2:00pm 10 Cape Town Office George Al

VF\EW Wehicles by 14440 Weekly 22 October 2020 220ctober 2020 8:00pm 2:00pm 10 Cape Town Office George Ail
c |

" Registration Number
Q| B Hewheosnotion
e <] [zozomore <]
Tooltip Display | Customer Info_~
K « >
Clear List
P
Schedodvps; 10 | BookCotaens

The Pax Container bookings are accessed individually to add a specific driver; add the kilometres at the start

and end of the trip, as well as times of departure and arrival as it happened.

# Novtel Vehicle Hire Ultimate Enterprise 6.0.0.0 - [item Grid] — X
® Fle Bt Moty Sewp Process Reports Help _ax
S feadd =)

| no o - se o |50 | 50 | o 5o | 5o | se [ oo | oo
203 |20 2020  [2020 (2020 2030 2020 | 2030 | 2020 | 2020 |2

ViewVetickes by Otsrceled T
Code Droisond
 Regitiaton Nunber Oconimes ¥
. 32 DonRent v

)| [ ew Reservation ave
Q| B[] Qrems ©
ez | 20200/ | s Bons 2

@ Non Rev Retun ¥
BPaxCortainer W

Toolip Display [CustomerInfo |
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13. The Dashboard

Novtel Vehicle Hire Software also incorporates a Dashboard, and statistics can be viewed in these 4 tabs:

1. Portfolio Dashboard

® Novtel Dashboard

Vehicle Rentals CC

Porfoio Dashboard Trp Stats Workshop Sats _Clert Dashboard

ltem Uti
=

ation (Durstion incl

lilized [0 % Not Utilized

~
—

ltem Utilization

[ Used [ Mot Used

L P>

Contracts

. Monthly I Vieckly N Fixed Ueekly

T Fixed Monthly

Booking Status Distribution

100

[0] [0]

Cancelled Provisional Confirmed

On-Rent Termed Pax Contai

NonRev NonRev Retum

2. Trip Stats

@ Novtel Dashboard

Fotfoio Dashboard Tip Stats  Workshop Stats _Clent Dashboard

Trip Status ibution

[0 Scheduled [ Confirmed ] Invoiced [ Moved
\ ) '

TOTAL TRIPS: 1

Total Scheduled Trips 0
Total Checked Trips 1
Total Invoiced Trips: 0
Total Moved Trips: 0

PAX TOTALS:

Actual Pax for entire month: 10

Un-Edited Trips

Export to Ercel

Tip#  ScheduledD.

Vehicle

Driver

# Hours Ove.
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3. Workshop Stats

® Novtel Dashboard

Potfoio Dashboard  Tip Stats Workshop Stats it Dashboard

Work Orders Expiries: Click on the Exclamations to display the details
SHOR e #Licenses:
[New [Quote [ Quote Accepted [ Vorkshop (] Complete BB Invciced
Regisration Descrpiion Date Bipred A
Chev Spark 2011031
ChenyQQ 2019/01/31
FistPalio 2019/04/30
=n Datsun Go 2019/04/30
Datsun Go 2019/04/30
Chev Spark LS Man 2019/08/31
Chev Spark LS Man 2019/08/31
Giroen C1 .
Vehicle Down Time:
Veicle Registraion Descrpion Total Donn Trme '~
0011 Chev Spaic 10ays
0016 Cheny QQ 25Days
0017 s Palo 190as
80001 Toyota Tazz 31Dy
80112 Datsun Go 31Dy
Bo1e Datsun Go 27Days
80119 Datsun Go 31Dy
80124 Chev Spark LS Man 31Dy
80125 Chev Spark LS Man 31Dy
80126 Chev Spark LS Man 1Days o
B0127 CiroenC1 290as Town
80128 Chev Spark LS 25Days v it

4. Client Dashboard

@ Novtel Dashboard

Fotoio Dashboard  Tip Stats  Workshop Stats  Cient Dashboard

Stanton Travels

T cte Orly it from the selecied morin s usedfor e deials ofhe clert _

Route Averages

1 # ofvarying routes ravelled
S perepareeTrp
Bverage i ime Raute vas

3 [0 =g

2—+ 1]

1 1]

0 25 50
Show Route Detas Expotto Eucel
TioNu... Venice Fck Lp Drop OF TmeSat  Tmen Clnt  Pax

No. of Trips Completed: 1

Invoicing Detai
Clert Descrifion Total Amourt Exportto Brcel
|y oy ey

Invoice Number  Cint Code:

Please do not hesitate to contact us for more information, and to request a quotation or product demo.
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