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2 Equipment Hire (Containers) - 13 Steps to Mastering the Basics
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Step 1 - Creating Users and Passwords 3

Step 1 - Creating Users and Passwords

Please make sure that Nowvtel Equipment Hire is linked to a Pastel Company if interfaced with Pastel. The
system will not allow you to add a User if the linking was not done first

& Moutel Equipment Hire Derno Company (NOVEDEMO) Pastel = [ =
aste!
File Edit Process ‘iew Change Sewp  Utility Window Help
IE &g OO RO ®

Add Company

CAPASTEL14\NOVEDEMOD

[C] Open Last Used Company on Startup

At this stage, also make sure that the Pastel Interface in Novtel is off - Click on "Setup - Interface - Novtel"

Reports

Help

ompany
aa T Interfaces
g User Defined Fields
DEMOOT (€] z,f,:ds Users / Passwords 1

EMOO1 Dacuments
4

. Cash Draweer

Yiew [tems by
* Code ¢ Avaia
" Plant Mo ¢ On Fe Tag Reader

" Transfer ¢ Mainte Authorization
Ckl | Edit Can Warkstation and Printers

[z015/01714 | [2015n Rental Day Limits

Database Set

Reminders
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Equipment Hire (Containers) - 13 Steps to Mastering the Basics

In order to get started with Nowtel Equipment Hire, "Users" must
always be the "Administrator" with full rights to the system.
"Branches" according to where they are employed

e Click on "Setup - Users / Passwords", and then "Add"

be created. The first "User" created, will
"Users" can also be linked to different

EMI]I]I -
Yiew [kems by
 Code " Availa

" PlantMa © OnRe
(" Transfer © Mainte

Al B

|2015/01/14 = | | 201541

Edit Can

3 Mowtel Equiprment Hire 8.3.0,3 - [Trerm Grid] =
M File  Edit  Modify Process  Reports  Help

‘Lh ToDH Company r I
ol I e Interfaces L l_

ser Defined Fields

:I'un
Users £ Passwords hﬂiﬁ
Documents -

-

Cash Draweer

Database et

Reminders

Tag Reader
Authorization
Warkstation and Printers

Rental Day Limits
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Step 1 - Creating Users and Passwords

Setup Users f Passwords

|lzers Group First M ame Laszt Marme

Add Delete | Edi |

Permizzions —

Item Grid i'
Edit [terms

Edit Branches
Edit Charges
Edit Categories

Update [rwvoices
Select Movtel Databaze

Interface / Company Setup

Uzers Setup J

V6.3.0.3 =
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6 Equipment Hire (Containers) - 13 Steps to Mastering the Basics

In the "General" tab, enter the following:

e User Name

® Password

e Should "Access Control" be used, enter the "Tag Code" that will serve as a "key" for access to the facility
e The First and Last Name of the "User"

e "Creating Branches" are explained in Step 4, and you will need to return to each "User" to connect them
to a "Branch" - when you hawe created it

¢ Tick the check-boxes if the "User" is this branch's dedicated Cashier and Invoice Processor
e Select the "Load Item Grid" option

'ﬂ Add user @

e

{ General ’ T Permizsions

Izer Hame |J ames

Pazzword |a|:u:'| 24

Tag Code |

Firgt Mame |James|

Lazt Mame |West
EBranch [] |

Ll Lo

tanager Eranch [] |

Dedicated Cazhier in Branch [
Dedicated U=zer for [nvoice Proceszsing [
Load Item Grid v

Accept Cancel
V6.3.0.3 l
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Step 1 - Creating Users and Passwords 7

¢ In the "Permissions" tab, you will notice that the "Permission Type" for the first user is "Administrator",
and cannot be edited - therefor it is very important that the appropriate person is created as the
"Administrator”

" Edit user

General T

Permizzion Type I.ﬁ.dministratnr *
E %

dit ltemsz

Edit Branches
Edit Charges
Edit Categories
pdate [nvoices

Select Movtel D atabase

BREBRERERER

Interface ¢ Company Setup

! Accept ! Cancel |

e Click "Accept"
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8 Equipment Hire (Containers) - 13 Steps to Mastering the Basics

e James now displays as the first "User" in the top part of the window. In order to create the next "User",
simply click "Add"

Setup Users £ Passuords

| Uszers | [EroLp | Firgt Mame | Last Mame
€ James Adrinistratar James West

4 I 2

Add Delete |

— Permizzionz for James

Edit [tems 3

Edit Branches
Edit Charges
Edit Categories

Ipdate Irvaices
Select Movte| Databaze

Interface / Company Setup

L A A T T T

Ilzers Setup
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Step 1 - Creating Users and Passwords 9

e Enter all details for this "User" in the "General" tab - In this case it is Shawn - and proceed to the
"Permissions" tab. Shawn will be working in the "Shop", and this must be selected for his "Permission
Type". Click "Accept" to save this profile

" Add user [é]

General Permizsions

Permizzion Type | Shop j
Adrninistrator

Supervizor Casz
Custam

Profile B [+

Profile B

Supervizor Cazhup IT
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10 Equipment Hire (Containers) - 13 Steps to Mastering the Basics

e |f you want certain "Users" to have selected "Permissions" only, choose "Custom" for the "Permission
Type", and un-tick the permissions that the "User" do not have access to

W Add user X

General T ( Permiszions ’
Permiszion Type |Eust|:|m *ﬂ

Edit ltems v =

Edit Branches

v _|
Edit Charges l_ *
l_

Edit Categories

Ilpdate Invoices

v
Select Movtel D atabase [ *
—

|nterface ¢ Company Setup

Users Setup lTﬂ

V6.3.0.3 I  Concel |
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Step 1 - Creating Users and Passwords

e Set up a "Supervisor" for each "Branch" as well, and click "Close" when you are done

Setup Users £ Passwords

| Users | [Eroup | Firzt M ame | Laszt Mame

€ James Adrministratar James West

£ Shawn Shop Shawn Ross

£ ctella Custam Stella West

€ Supervisor « Supervizar Cashup Jarmed Peterzon

i 10 b
pdd | Delete

— Permizzionz for Supervisar

B
Profile R
Profile B
Shop

£

V6.3.0.3 ( Close j
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12 Equipment Hire (Containers) - 13 Steps to Mastering the Basics

Step 2 - Creating Charges

e Please make sure that if Pastel is used, the interface has been done in "Setup - Interfaces - Pastel", and
that the "Company Path" is correct

e Before we can set up the Company Details; Create "Customers" and "Branches", there are certain charges
that must be created first, in order to insert it in "Setup - Company - POS" tab, and we will code it as
follows:

» WORO001 - Workshop Charge

» POS001 - POS/Shop In-house Charge

» POS002 - POS/Shop In-house Payout Charge

» LATO001 - Late Return Charge

» REP001 - Replacement Charge

» REPO002 - Repair Charge

» HYGO001 - Hygiene Senvice Charge (This is used for "Toilet Hire", but the system requires this charge code)

¢ Click on "Edit - Charges" and then "Add New"

" Mowtel inment Hire 6.3.0.3 - [Ttern Grid]
w» dify  Setup  Process  Reports
Itern
ol Custormers
Suppliers
DEMI Branches
W Charges
| Itern Tariffs
Contract (Cash)
i
f;luEIfE Contract (Account)
P Specials
T

Charge Discount Matrices

% Itermn Discount bdatrices

207411 Itern Cateqory f Sub-Category

Areas

Service Agents
V6.3.0.3 Hyqiene Consumables
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Step 2 - Creating Charges

» Charge Setup

e

Code | Description

Arnounk |

Sort By Code ﬂ Search

Code |

Description |

Charges |

{ E_dd = ’ |

Cloze

13
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14 Equipment Hire (Containers) - 13 Steps to Mastering the Basics

e Enter the "Code" for the first charge, and then the "Description”. Nowel uses a 3 letter alpha code, in
conjunction with a 3 digit numeric code. For example: POS001

¢ In order for the item to be created in Pastel as well, tick the corresponding check-box. If this option is not
selected, then you will have to create each charge manually in Pastel, and link it in Nowel

e Tick the check-box to "Display on Invoice" if you want to utilize this option

¢ A "Physical Item" is something tangible that can be handled and sold. The check-box for this option must
be left blank in this case

¢ |n the "General" tab, tick the check-box to "Allow Tax", and set the default Tax percentage

® Leawe the prices blank, since charges will vary and the appropriate price can be entered manually when the
charge is selected. When creating charges that requires a cost price and selling price, you can simply enter
these rates as follow: The "Rate Incl" is the selling price including Tax to the customer. When the "Cost
Price Excluding" tax is entered, the system will automatically calculate the "Markup %' as well as the
"Charge Excluding" tax

W 2dd Mew Charge

Code |F'EISI:IEI1 W Create ltem In Paste

Dezcrption |F'EIS.-"5h|:up In-houze Charge W Display On Invoice

B d

arcode | [ Phyzical [bem

E stermal Reference | [ Blocked
T T —

QIE[:Q T Propertiez
Allow Tax ¥ h

Cost Price Excl Q.00 kd arkup & 0.0o
Rate Incl Q.00 Charge Excl

Jzer Defined Field 1
Uszer Defined Field 2
zer Defined Field 3
User Defined Field 4

IJzer Defined Field 5
Faztel [nventory Code | ﬂ
kulti Store code for retrieving Cost Price | J | |
| revenbary Categaory |IZIIZIIII - Wi categorny j

Accept ‘ Cancel ‘

¢ The "Pastel Inventory Code" will be created when the "Import" is done

e Should you make use of "Multi- Stores", the "Store" can be selected by clicking on the magnifying glass
and browsing for it

e The charge can be linked to an "Inventory Category". The setup is done in Pastel: "Edit - Inventory -
Categories". After the "Categories" have been set up, you need to select "Modify - Update Inventory
Categories" in Nowvtel, in order to import those Pastel created "Categories" to Nowvtel
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Step 2 - Creating Charges 15

¢ In the "Properties" tab, select the type of item the charge represents. We have selected "POS/Shop
Inhouse Charge"

e Click "Accept" to save the charge

W 2dd Mew Charge @

Code |F'EISEIEI1 [v Create ltem [n Pastel

Dezcription |F'|:|S.-"5|"II:I|:I In-howge Charge v Display On Invaice

Barcode |

[ Phyzical lkem
External Reference | [ Blocked
General T { F"mperties’
l._,.r"'_
q W POS Item
[ Shap ltem POS Categony: | a,
| Payout [tem | Clear |
[ Refundable Charge tem
I_ L. ;
Pastel Inventary Code | ﬂ
kulti Store code for refrieving Cost Price | J | |
Irventary Categary |IJEIEI - Mo categary ﬂ

C_A@ ‘ Cancel ‘
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16 Equipment Hire (Containers) - 13 Steps to Mastering the Basics

e |n order to import the item to Pastel, select "Services" for the "Inventory Group", and then "Service Item"
e Click "Accept" to complete the import

W Import Inventory Tkem @

Code  [POSO0T Code | Description |
om Default Store

Description |F'EIS.»'S hop In-hiouze Charge

Irwentary Group

Excl Seling Price | 0.00 " Physical ltem

* ¥ Service bem

Multi-Store Select
All Multi-Stares

%

Selected Multi-Stores i

C;ccept * Cancel
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Step 2 - Creating Charges 17

e Now when we return to the charge created, the "Pastel Inventory Code" has been created and linked to
the Nowtel charge

W Edit Charge ==

Code |P|:|snm

Ity el e T Ol (P01 5 /S hop | n-house Change W Display On Invaice
Berzaels | [ Phyzical ltem
Extemal Reference | [ Blocked
General T Froperties
Allows Tax v |1 -Wat - Standard rated [14%) ﬂ

Cozt Price Ewxcl .00 b arkup % 0.00
Rate Incl Q.00 Charge Excl

User Defined Field 1
Iser Defined Field 2
IJser Defined Field 3
IJzer Defined Field 4
IJzer Defined Field 5

Pastel Irrventory Code |PDSDD1* POS/Shop In-house Charae o

kulti Stare code far retrieving Cost Price | J | |

| ventary Category |EIEIEI - Mo categony ﬂ

Accept ‘ Caricel ‘

Copyright © 2015 Novtel® Louise Janse van Vuuren



18 Equipment Hire (Containers) - 13 Steps to Mastering the Basics

e Create all the other charges as mentioned before, by repeating the process

W Charge Setup V6.3.0.3 .
Code | D escription | Amnount |
H' G001 Hygiene Service Charge Q.00
LATOM Late Return Charge A0.00
POSO01 POS S hop [n-hiouze Charge .00
POSO02 POSShop In-house Payout Cha... Q.00
REPOOT Replacement Charge .00
REPOOZ R epair Charge .00
WOROM whorkshop Charge Q.00

Sort By Code j Search
Code |
Description |
Charge= |
| Cloze
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Step 2 - Creating Charges 19

e Other charges to be created, include:
» Delivery to Site

» Any item that will be sold in the shop - if applicable - and select "POS Item" and "Shop Item" in the
"Properties" tab when the charge is created. These items will then be imported to Pastel as "Physical

Items"
W Add Mew Charge @
Code | |¥ Create ltem In Pastel
Description | W Display On Invaice
Barcod :’" - >
Areods | [ Physical ltem
External Reference | [ Blocked
General T {PerEltiES ’
J'.‘-_
v POS ltem

v Shop ltemn POS Categony: | aQ,

[ Payout [tem | Clear |
| Refundable Charge |tem

[ Maintenance ltem

Paztel Inventary Code | E
bulti Store code for retieving Cost Price | J | |
Ireventony Categary |IJEIEI - Mo categorn ﬂ

l V6.3.0.3 I ‘ Cancel ‘
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20 Equipment Hire (Containers) - 13 Steps to Mastering the Basics

Step 3 - Creating Customers

e Click on "Edit - Customers" and then "Add New"

ipment Hire 6,3.0,3 - [Ttern Grid]
odify  Setup  Process  Reports

Item

Custarners h

Suppliers
" Customers @
Mumber |Descripti0n SearchMumber | Telephone Mobile Phone [ External Ref Physical Add Postal Add Email |I | Refiesh <F5»

Add New <FB>

iU

V6.3.0.3

Search
" Mumber " Description " 1D Mumber " Telephone # " Mobile Phone #
" Euternal Fef " Phypsical Address ¢ Postal Address " Email &ddress Cancel

1. Tick the check-box for "Corporate Customers" when it is a Company. This tick is significant, because
when contracts are created, either a "Cash Contract" or "Account Contract" can be selected. When this
check-box is ticked, only "Corporate Customers" will appear in the window for "Account Contracts". The
rest will automatically be "Cash Customers".

2. Very Important - Tick the check-box for "Monthly Container Hire"
. If an "Order Number" is required for this "Customer", select this option

4. Select the "Billing Interval" by clicking on the arrow, and selecting one of the following: On Month End /
On 25th Day / On 28th Day / No Month End

5. You do not need to enter any "Code" or "Description" for Customer, since the system will automatically
enter the "Description" for the Customer when you enter their Last Name and First Name for Private
Customers; or the Company Name for "Corporate Customers"

w

Add Mew Customer
accoinibeds €D~ corporate Customer Biling Interval  [On Morth End (D) -] o
¥ Maonthly Container Hi
Extemnal Account Ref 9 (A S i
Description * |J0rdan Canstruction 07 Order Number Required
Customer Category |DD - Mo category j [ Use Itern T ariff Prices
General T Site Details Contract Details T Uszer Defined Fields T Frivate Customer
PR Elleklrzss © Company Nangordan Construction Company RegNo
Last Marme * |Mike Copy To Telephone Mo *
I V6.3.0.3 . First Mame * |J0rdan Description ] Fax Mo
Tile [Mr = Initials = [J Boblcighens
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Step 3 - Creating Customers 21

If all "Mandatory Fields" are not entered, the system will not allow you to mowe to the next tab. The fields are
marked with a *
1. In the "General" Tab, enter the Postal and Physical Addresses

2. Make sure that you enter the correct ID number for this Customer, and tick the check-box for "RSA ID".
Nowvtel Equipment Hire incorporates an "ID Checker" program that will instantly alert you whether the ID
number entered, is "False" (In Red Letters), or "Valid" (In Green Letters). Please Note that no contacts
can be created if the ID is "False"

3. The "Date of birth" will be inserted automatically by the system when the ID is entered
4. Enter the following:
e Company Registration Number
e Telephone Number
e Fax Number
Mobile Number
E-Mail Address
e Contact Person

» A picture of the Customer can be taken via the web-cam, by clicking "Start Camera"

» Also remember to set the "Credit Limit" for the Customer. For "Corporate Customers" the limit may be
high, since they will sometimes rent more than one Container at a time for different "Sites", and will have
"Payment Terms" of 30, 60 or 90 days, and that limit will have to accommodate those monthly amounts -
without being blocked by the system

Add Mew Customer V6.3.0.3

Account Code v Corporate Customer Billing Irterval On Manth End ﬂ |U—
- . .
Estenal Account Ref ’7 ¥ Manthly Container Hire
Description * |J0rdan Conztruction W Order Mumber Required
Customer Category |DD - Mo category j [ Use Item T ariff Prices
c General > T Site Details T Contract Details T Uszer Defined Fields T Private Customner
pesialidiics ':D BDTB'(NNH Compary Name |J0rdan Conztruction Company Feg Mo 41 23654783
ozsel Bay - * ‘
E500 Last Name * |M|ke Eop_l,! T_o Telephone Mo 044 993 888 777
First Hame * |Jordan Description . Fax Nojwo
o Title m itials * ,Ji Mobile Phone * 4081 939 888 777
2 AH Telephone
; * Date of Bith | 1965/02/28 A
Physical Address * [24 West Street J Ernail Address djardan@ecanstuction. oo :
Mozzel Bay umber *  |B502280043258
Copy Postal 0 B e Search Number
alse
Address to el Cantact Persan * fMike
Physical ]

Tax Reference | Block Customer Account r

Credit Lirnit I

Motes
Required Fields ( Start Camera !’

ht Balahce | On Rent Total Tatal Due able Credit

Provigional Customer Statement ‘ Pastel Customer 5tatement ‘ Accept ‘ Cancel ‘

0.00] 0.00] 0.00] 0.00
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22 Equipment Hire (Containers) - 13 Steps to Mastering the Basics

e When you click on "Site Details" Tab, see how the system now entered the "Account Code"
automatically

e The "Physical Address" of the Customer is entered as the "Site". We will show you how to add a site when
contracts are created

Add Mew Customer

Account Code OO0 ¥ Corporate Custamer Billng Interval On Manth End j |g—
¥ Manthly Container Hi
External Account Ref S e A
Description * |J0rdan Construction W Order Mumber Required
Customer Category |DD - Mo category j [ Use Item T ariff Prices
General T T Contract Details T Uszer Defined Fields T Private Customner
D Site Contact I obile Site #
J00001./001 24 \wWest Strest h 081 999 888 777|001
fdd Edt | Dok |
e | (M (Rt el lictalDe 2¥aiabielBecit Provizional Customer Statement Pastel Customer Statement ‘ Accept ‘ Cancel ‘

| 0.00] 0.00] 0.00] 0.00

1. There are no "Contract Details" yet for this "Customer", but for future reference, all contracts pertaining to
this Customer can be viewed in this tab

2. In order to create specific "User Defined Fields" where details can be entered in the "User Defined
Fields" tab of the "Customer", click on "Setup - User Defined Fields"

3. The "Private Customer" tab, contains the person's details that have been entered in the "General" tab
4. Click "Accept" to save the details in all the tabs

Add Mew Custamer | V6.3.0.3 '

Account Code 100007 [V Corporate Customer Billing Irterval On tManth End j |U—
Bt A B ’7 Iv Monthly Container Hire
Description * |J0rdan Construction [v Order Number Required
Customer Category |DD - Mo category j [ Use Item T ariff Prices

General T Site Details

i/_e Uszer Defined Fields 6 Private Customner

olume | Contract | Start D ate

f* OnRent Cantracts ™ Dutstanding ltems ™ Dutstanding Contract Balances

" Al Contracts

| Click on Column Header to sort. Click on line to select Transaction.

- oEBlancel Mk entlota) liotallle izl blebi=dt Provisional Customer Statement ‘ Pastel Customer Statement @ccept P Cancel ‘
| 0.00] 0.00] 0.00] 0.00

e Create all other "Customers", as well as a "Maintenance" Customer (Normally your own Company). You will
see how this be used when "Branches" are created
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Step 4 - Creating Branches 23

Step 4 - Creating Branches

» Different "Branches" can be created and managed by one system. Should it happen that a "Branch" in one
town has available Containers for rent, and another "Branch" urgently needs a Container for a Customer, the
Container can be transferred from the one "Branch" to the other

» A "Maintenance Branch" must also be created - all containers that must be modified or repaired, can be
transferred to this "Branch"

» Each "Branch" is created in it's own distinctive color

¢ |n order to create the abowe, click on "Edit - Branches", and then "Add New"

" Movtel Equiprment Hire 6.3.0.3 - [Ttern Grid]
W Fife dify  Setup  Process Reports  f

Item
L Custormers
Suppliers
DEMI Branches
W Charges
| Itern Tariffs
Contract (Cash)
i
f;I_EIﬁII: Contract (Account)
P Specials
T

Charge Discount Matrices

% Itermn Discount bdatrices

201501 Itern Cateqory / Sub-Category

Areas

Service Agents
V6.3.0.3 |

Hygiene Consurnables
W Brenche I V6.3.0.3 &

Azzigned Colaur |:|
City

Branch

4 Add Mew Delete Cloze
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24 Equipment Hire (Containers) - 13 Steps to Mastering the Basics

e Click on a color for the containers to display in "Branch" colors - as light as possible in order to be able to
see the Container Codes clearly. Click "OK" to select the color

Color | V6.3.0.3 '

B azic caolars:

R
=
L J 1 I e
EEEN
EENR

1

RN
[

EENENT
THEEEN E

HEEEN
TEEN

Custorn calars:

Define Custarn Colars >
" 0 ) Cancel

The "Branch" color now displays at the top of the screen. Enter the following:

1. City (Or Town)

2. Branch (The area within the city or town's parameters where this "Branch" is located)
3. Enter all contact details and address for this "Branch"

4. The "Maintenance Branch" check-box must be selected when the "Maintenance Branch" is created

W Edit Branch =
V6.3.0.3
Azzigned Colour
City Mozzel Bay " Eranch Woorbaai 6 Sub-Hire Branch |:| | ﬂ
Tel 0861 66 8835 h o qﬁddress: Diaz Park
Diaz Boulevard
Fax 0861 66 8335 [ Dedicated Cashier 132 BrouiEsan
Mozzel Bay
e-mail: info@novtel. com [ Dedicated Irnvoice User
website: v, howtel. com i
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Step 4 - Creating Branches 25

¢ Click on the magnifying glass next to "Maintenance Customer"

W Edit Branch ==
Assigned Colour
City Mozzel Bay Branch Woorbaai Sub-Hire Branch O | j

Tel D351 66 8335 Addiess : Diaz Park
Ciaz Boulevard
Far D361 66 8335 [ Dedicated Cashier 1oz Pouevar
b oszel Bay
e-mail: infad@novtel com ™ Dedicated Invoice User
website: vy, nowkel.com

e ——
Maintenance Customer | S ] Fulti-Stare - ﬂ | |
All Maintenance by External Supplier [ I aintenance kult-Store : | E | |
Maintenance Supplier | S | Select Seling Price Set |Main ﬂ

Cazh: |U ﬂ |Dai|y Taking Control Custamer Code Adjective: ’_

Credit Card : |D E |Dai|_l,l Taking Contral {Leaveblank touse the tiest characters of Surname or Company)

Cheque : |D E |Dail}I Taking Control

Bank Transfer : [0 ]  |Dail Taking Control

V6.3.0.3 ‘ Cancel ‘

e Click on one of the "Search" options in order to search for the "Maintenance Customer" (As mentioned at
the end of Step 3)

" Custormers v6.3.0.3 @

Murmber |Descripti0n |SearchNumber Telephane Mobile Phone | External Ref Physical Add Postal Add Email | Refiesh <F5s

Add New <FB>

([~ Search )-
® " Number #{" Description o |0 Number e Telephone # o Mobile Phone #
@ " External Ref e Physical Address e Postal Address # " Email Address Close
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26 Equipment Hire (Containers) - 13 Steps to Mastering the Basics

e We hawe selected "Number" for the "Search Option", and all "Customers" in the system now appears in
the window. Click on the "Maintenance Customer", and then "Select"

" Customers v6.3.0.3

{

Mumber Description 1D Mumber Telephone Mobile Phone | External Ref Physical Address Postal Addess Email Refresh <F5s
AMNOOOT | Andrews Construction 5601020022022 | D44 B35 00000 | 082 B35 00000 17 Mountain Rd PO Box 000 andrews{@constctc

Jonoot Jordan Corstruction E502230043253 | 044 333 883 77

Movtel Container Hire 2 =77 7200 861 ]
WEDDD  |weestcor Consh FE123000220.

F 4|
081 999 888 77 24 \West Street PO Box 7777777 jordani@canstuction. | F Add Mew <FEs |
0a 445 imﬁi 0 infolz tel.com
s 0 99 East Ave PO Box 555888 Westcor@constructica Edit |

Search -
Select <F7>

o: Murmber ¢ Description € 1D Mumber  Telephone # € Mobile Phone # C_ e 2|

" Extemal Ref € Physical &ddress € Postal &ddress € Email &ddress Close |

1. Tick the check-box if all maintenance will be done by an "External Supplier", and not internally by your
own personnel

2. Now we need to select the "Maintenance Supplier". Click on the magnifying glass next to "Maintenance
Supplier" in order to open the window containing all "Suppliers"

3. If the appropriate "Supplier" was not created yet, click "Add New" and enter all details
4. For an existing "Supplier", click on the "Supplier" and then on "Select"

g

W} Edit Branch

Aszsigned Colaur |
City IMosseI Bay Branch IVoorbaai Sub-Hire Branch O I ;I

Tel 0851 66 6835 @ supplier List EXH
Fawx ||3351 B 2235 [ Dedicated Cashisr Murnber D escription Telephone =1 Refresh |

COMOo Container Manufacture 044
e-mail linfo@nom I~ Dedicated Invaice User S SRS 4

wisbsite: Iwww.novtel.com [~ Maintenance Branch

Maintenance Customer INDDDD1 &I INDVteI Container Hire

All Maintenance by Esternal Supplier po

I airtenance Supplier L2 Dortainer Manufactuners

— Default Cazhbook Entry Tupe

Cash: ID &I IDaiI_l,l Taking Contral
Credit Card : ID &I IDaiI_l,I Taking Contral
Cheque: ] Q, Craily Taking Control -
I _I I Search (Select ,- |
Bank Transfer : 0 Daily T aking Control
ank Hanset I &I I Y d ’7 i Number " Description 0 |
0se

V6.3.0.3 Accept | Cancel
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If the "Pastel Multi Stores" Module is installed on your computer, and "Multi Stores" have been created in
Pastel:

1. Click on the magnifying glass
2. Click on the "Multi Store" for THIS "Branch", and then on "Accept"
3. Do the same with the "Maintenance Multi Stores"

If the "Multi Stores" module is not installed in Pastel, select the "Default Store" for both

M Edit Branch [==27]
Azzigned Colour
W Select Multi-Stare @j | ﬂ
Cod Descripti
|:||: e escription Accept - D Fak
- : [Diaz Bouleyard
Ance Mozzel Bay
E500
e
tare 1 l [Default Store |
Enance Multi-Store : |DD1 &] |Default Store 9 |
t Seling Price Set |Main j
mer Code Adjective: ’_
blank touse the first chavacters of Surname or Covnpany)
Search By
|E0de j Search For
V6.3.0.3 Accept Cancel
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¢ In Pastel, different selling prices can be created. Insert the appropriate "Price List" here
e The "Default Cashbook Entry Types" will be entered automatically
e Click "Accept" to save this "Branch"

W Edit Branch V6.3.0.3 ==

Assigned Colour

City Mosszel Bay Branch " oorbaal Sub-Hire Branch O | j
Tel 0351 668335 Address : Diaz Park
Diaz Bouleward
Faw: 0261 B 28335 ™ Dedicated Cashier
tozzel Bay
e-mail: infof@nowtel. com [~ Dedicated Irnvoice User E500
wiebzite: v movhel com ™ Maintenance Branch
Maintenance Customer  [NOOOOT 9| [Novtel Container Hire Multi-Store : 001 9| [Defaul Stare |
All Mairtenance by External Supplier v Maintenance Multi-5tone : |DD‘I ﬂ |Default Stare |

Mairtenance Supplier |EDNDD1 ﬂ |E0ntainer M arufacturers Select Seling Price Set *r
-

Cash: |D g |Dai|y Taking Contral Customer Code Adjective: ’_
Credit Card : |D S |Dai|_l,l Taking Cantral [Leaveblank touse the fiest characters of &
Cheque: |D E |Dai|y Taking Control

Bank Transfer : |D S |Dai|}I Taking Control

{ Accept ? Cancel

e Create all other "Branches", as well as the "Maintenance Branch"

W Branches VE.3.0.3 E

|:| [Feonge [rdustria
[] krwsna Heads Assigned Colour [

|:| Mozzel Bay M aintenance City
[] Mossel Bay Yoorbaai h ||m|:||:|$3il:||e

. Plettenberg Bay Indusztria

Branch

Add Mew E dit Delete Cloze |

Remember to return to "Setup - Users/Passwords", and "Edit" each "User" in order to select the "Branch"
they are connected to
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Step 5 - Setup Company

Please note that the same program is used for the hiring of different types of Equipment; Containers and the
Hygiene Industry. Not all of the Company Settings will be applicable for Container Hire. Please consider all the
settings carefully

e Click on "Setup - Company"

'ﬂ Mowtel Equipment Hire_ﬁ.ll]& - [Iterm Grid]
W File Edit  Modifg Process  Reports  Help

_L|I:I OO Carmpaty
ol I = Interfaces »
i ser Defined Fields

sers f Passwords
. ﬂ Daocurments
Cash Drawer

View [tems by Database Set

 Code " Availa
" PlantMa {7 OnRe Rermninders
" Transfer © Mainte Tag Reader

Edit Can Autharization

Q| B

| V6.3.0.3 IIEWE*’[

¢ In the "Company Details" tab, complete all information correctly, since this information will reflect on all
company documentation such as Inwices; Quotes; Customer Statements etc.

Workstation and Printers

Rental Day Lirnits

L Cornpary Setup @
e —

( Company Details n General T Financial T Freferences T FOS T Images

Mame : |N0vte| Cantainer Hire

|0567 6 BE35

Tel:

Fax:
Cell:
Company Email :

Address :

Email Address :

(For this computer)
Computer Location ;

|13E5 1171 B5

|sales@novtel. com

Disz Office Park

EBlock 1 Linit 30

EBzach Boulevard 'west

Diaz Beach, Moseel Bay

South Africa

|sales@novtel. com

|Fcuurr| Administration

{Use Branch Address and contact details

I V6.3.0.3 I

Accept Cancel
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30 Equipment Hire (Containers) - 13 Steps to Mastering the Basics

1. Proceed to the "General" tab and enter the "Automatic Refresh Interval". We hawe set the interval at 60

seconds

2. The number of rows on the Grid represent the number of items to be viewed simultaneously - we have
selected 15. Please note that this will only come into effect when items have been inserted into the system.

The number of columns represent the number of days to be viewed in advance - we have selected 45
3. Activate Monthly Billing (Very Important for Container Hire)

4. Select the "Cross Hire Branch" - we have selected our own "Branch"

5. Tick the check-box if you want to activate the option to allow discount on contracts

» Company Setup

—

08:00:00 =

Default Return Time

Minirum Passward Length [0 = No check)

Force use of retumn time
Return Cut-off [Half! Full day] hourds [30 Minutes = 3]

Default Half D ayp Yalue [IF half day = B0% enter 0.6)
Short Rent Cut-off in hour/s [30 Minutes = 3]
Shart Rent W alue [If 55% enter 0.55]

Allows - Cancel Hire ltems with outztanding Balance

Allow changing Status to On Rent for Future rentals
Activate Movtel Online Bookings

Activate Demo Mode

Override Credit Limit Check

Return Deposit Container only if selected

Allows anly Permanent Branch ransfers

Allows work Order creation at Branch level

o M e e W o ]]:ch :I

Company Details T ( General , T Financial T Preferences T POS T Images
Automatic Refrash Interval " B0 Seconds llow Rentals to averlap by ’_Uj e
Enter 0 to disable automatic refresh
Mumilkes &6 o an Bl 15 Allows Grace Period of mﬁ hour/s
Number of columns on Grid 45 Allow Backdated Retun of ’_Dil day/s
Activate Manthly Biling e &+ Ye: Mo Force Plant Mo, to Cost Code r
Activate Access Contral " Wes & Mo
e r Yes & No Increment Hire Davs an Sunday [Checked = Charge)
o Activate Sundaps on lbem Level
Force Agent Commission " Yex & Mo

Increment Hire Days an Saturday [Checked = Charge)

Charge Half Day on Saturday [Checked = Charge]

Activate Saturdaps on ltem Level

Increment Hire Diays on Public Holidays [Checked = Charge]

Activate Holidaps on ltem | evel
ctivate Monthly Fied R ates

Activate Weeklp Hales

Activate Weekly Fates on ltem Level

e A

Setup Holidays |

i

Cross Hire Branch |Mossel Bay. Yoorbaai

LefL<]

Cash Customer Category |DE - Cash

Force use of Customer Email Recording

Print Hygiene Slips

Alloww Contract Discount — e
Allows Item Remaove [More than one day selected)

Allows Multiple off-hire Days

Allows aff-hire D ayselect on Provisional

Dizplay End Date on Documents

Femowve Customer Required Fields

A A R

Cancel
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1. Proceed to the "Financial" tab, and select the option to "Use Tax"

2. Enter your Company's Tax Number

3. Set the Tax percentage

4. The "Service Charge" field will normally not be used in Container Hire

5. The "Update Cost/Selling Prices" field will be used only when you are selling physical items
6. Set the formats for Customer and Supplier Inwices, and set the "Invoice Date Method"

W Company Setup IEI
Company Details T General T ( Financial ’ T Preferences T FOS T Images
WAT /GST / Sales Tax Update Supplier Invoices
€D vseTar & ves Mo Mext Invoice Number  [PNNO00OT
[BANNNNNM) *f
Tax Mumber |123458783 e Invoice Date Method Update Date x| -
Default Tax Type

[1-Wat- Standard rated (147%) &P =
S o Tax on Service Charge r

Charge Code Service Charge |0 % Clear

al
Invoiced Service Charge Cods - Link to Charge Code Clear
| a |

Update Cost/Selling Prices 6
Found Cost/Selling Price to next 0.50

Example: (105 (0133 ta 0.35) 0150 (0.33 ta 0.50)

Default Markup Percentage 050
Update Customer lnvoices

Hext Invoice Mumber Format IHO0000

[BANNNNNN]
Invaoice Date Method Update Date =
Invaice Adiective Gl

Update Customer Credit M otes\*
Next Credit Note Nurnber ChO000a1

Format [AAMNNHNMN]

I V6.3.0.3 i Accept ‘ Cancel

e The "Preferences" tab represent "Maintenance", and on containers there are no recurring maintenance on
a regular basis - as the case would be with power tools etc.

¢ If you use multiple "Branches", select the path to synchronize your database

» Company Setup @

Company Details T General T Financial T

T FOS T Images

Maintenance Defaults h

First Maintenance 1] DavYs
Fecurring Interval a DaYS

Pleaze select or enter the path to the database used for syncronisation of your equipment database

Accept ‘ Cancel |
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—_

. In the "POS" tab - Front Desk section - tick the check-box to "Enable Discount", and set the "Maximum
Percentage" for discount to be given

2. "Enable Quick Scan" if you are using a bar-code scanner (This will be used when you have a shop where
physical items are sold)

3. Tick the check-box if you want to “Show Inventory Details” on the Front Desk documents
4. Enable the “Allow Line Amount Change” option in order to enter another amount for an item
5. Enable the option to send “POS Invoice / Credit Note to Slip Printer"
6. Tick the check-box to send “Work Order POS Invoice to Slip Printer” (For Maintenance)
7. In the “General” Field of the "POS" tab, select the option you prefer, or simply leave it blank
8. The following charges must have been created in “Edit - Charges”’, and inserted in the appropriate fields (As
explained in Step 2):
e POS / Shop In-House Charge
e POS / Shop In-House Payout/ Credit Note
e Late Return Charge
® Replacement Charge
e Repair Charge
* Hygiene Senvice Charge
W Company Setup

E—

Company Details T General T Financial T Preferences T ( POS , T Images

Front Desk ~In House Chargs
b Enable Dizcount v Enable Quick Scan I~ POS5/Shop In Houge Charge Code h

Max Discount Percentage |5 il ] I3 9 Clear |
Print Access Permit r nge ¥ PDS!Shmy_n.l:Lnu&e\F'aynuUEredlt Mote

C aD -
FOS Invoice / Credit Mate to Slip Printer v I _I

—work Order r Late Return Charge Code

ATy - ol

— Replacement Charge Cad

M CaD oo

General — Repair Charge Code

Posting of Shortages/0ver Joumal by Supervisor Shift Cashup r I &I h Clear |
Hide Shift tatals on Money count r Q _D

“work Oider POS Invoice to Ship Printer F@

~ Hugiene Service Charge Cod

T CTD e

Accept | Cancel |

¢ In order to insert the codes, click on the magnifying glass to open the “Charges’ window
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e Browse for the appropriate charge; click on it, and then “Accept’

[WF Select Charge

558

:', Accept !

Dezcription

POS001 | POS/Shop In-house Charge 1.ug Q.00

POSO04  POS/Shop In-hiouse Payout Charge EIEIEI 0.00 0.00
WORDDT  ‘Workshop Charge 0.00 0.00 0.00 Cancel
—Search By

Code | Search For V6.3.0.3

e When you take pictures with a digital camera of the items in the system, it can be downloaded to your
computer, and insert the path to the pictures in the “Images’ Tab. Select the “Item Images Path”, as well
as the “Customer Photo Path”. Enter the format for the "Customer Photo Type” — JPEG is recommended

e Click “Accept” to save the details in all the tabs

L Company Setup

Company Details T General T Financial T Preferences T FPOS T

Item Images Path |

Customer Phata Path |

Customer Photo Type iPg =

( Acc@ Cancel |
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6 Step 6 - Creating Item Categories / Sub-Categories

e If Novtel is integrated with Pastel, first create Inventory Categories in Pastel ("Edit — Inventory -
Categories")

H Movtel Equiprnent Hire Derno Carmpany (MOWEDERMO)
File  Edit  Process “iew  Change  Setup  Utiliy  Window  Help

5 Ba@ILA ASACLOEBS

Code | Description
24
25
26
27
28
29
an
A
32
33

Delete Line

Pastel
Categories
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Step 6 - Creating Item Categories / Sub-Categories 35

¢ In Nowvtel, update the created "Categories" from Pastel in "Modify - Update Inventory Categories"

W Movtel Equipn
W File Edit

ent Hire 6.3.0.3 - [Itern Grid]
Betup Process  Reports  Help

Rerumber Itern
Ak I | Clear Regional Settings
Release Locked Password
I—E Import Custamers

. Update Agents
Update Cost Codes

Wiew [terns b .
¥ Code Update Custormer Categories
" Plant Ma Update Accounting Parameters
" Transfer

Irmport Suppliers

C§| Update Cost Prices from Pastel
150117 + Update Selling Prices fram Pastel

Update Charges with Default Markup
Update Itern Tariff

Irmport Charges to Pastel
V6.3.0.3 Update Inverntary Categaries h
e Click "Yes" to confirm the import to Novtel. The system will automatically do the update with no further
communication to you

Movwtel Equiprnent Hire EE

f - \ Would you like to proceed with the process of Updating
W' Inventory Categories from Pastel 7
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e Click on "Edit - Item Category / Sub Category", and then "Add"

" Mowtel Equiprment Hire 6.3.0.3 - [Ttern Grid]
» l( I;:Iqit—%:dif}r Setup Process  Reports
—
Ttern
i Customers
Suppliers
l_ Branches
Charges
Ttern Tariffs
Yiew
&0 Contract (Cash)
P Contract (Account)
S Specials
Ck Charge Discount Matrices
201501 Itern Discount Matrices
Itern Category f Suh-CategDr'_-,f*
Areas
Service Agents
V6.3.0.3 :
Hygiene Consurnables

e Enter the "Category Description" - in this case it is "Containers"
e Click on the arrow next to "Inventory Category" and select the "Container" category, and then "Accept"

W Add Trem Category @

Description ||:|:|ntainers h

V6.3.0.3 [ Accept i Cancel ‘

e The "Container Category" is now entered, and the Containers itself must be created as "Sub-Categories"

’-ﬂ Itemn Cateqory Setup | V6.3.0.3 F

Code Description

1 Containers

Search

E dit Delete * Add Sub-Cateqony P Cloze
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¢ In order to create the first Container in this Category, click "Add"

37

W EditTtern Category

Caode |'|

Deszcription Containers

%]

[Fventory Category |24 - Cantainers

Code | D eszcription | Category Description

( Add j E dit | Accept

Cancel |
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38 Equipment Hire (Containers) - 13 Steps to Mastering the Basics

The "ltem Category" has been entered already. Now enter:

1. The "Description" for this first Container
2. The Tax Rate
3. The rental price per month
4. The suggested deposit amount, payable when the Container is rented
5. In the "Detailed Description" field, enter the Container's dimensions; weight; opening size etc.
6. None of the other details in this screen are applicable for Containers. Click "Accept"
W Edit Item Sub-Category X
Code 1
Rain Day 4 Off-Hire It
[tern Categary |'I E ||:|:|ntainer$ o An Ly e e ::
Dezcription |Enntainer 1 -6 Meter Steel B
-
Taw: 1 -'/at - Standard rated [14%] N
TAX B
Brice For D m E m Maintenance ltem u
rice Fervay ) j ) Service Every 0 Dayzh
Frice Per'Week | 0oo | 0.00 | 0.00 Urit None B
Price Per Month e 2000.00 | 245.61 | 1754.33 Update Default Taltem [
Price Per Hour | .00 | 0.0o | 0.00
Price Per Service | 0.00 | 0.00 | 0.00 Update Prices ta ltem N

Hygiene Service Charge Code

3| =

Suggested deposit 1000000 F'riu:e°

Detailed Description ;

Esternal Dimensions

Lenght B.17m

Wfidth 2.4dm 6

Height 2.59m

Internal Dimenzions

Lenght 5.87m Cubic Capacity: 31m3 Draar Opening Height: 2.3 m
Wafidth 2.43m Floor Area: 13.75m2 Wwieight: 2300K.G

Height 2. 38m Draar Opening YWWidth: 2. 34m
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In order to create the other Containers as "Sub-Categories", click "Add" and follow the steps above until all
Containers are entered

W EditTtem Category
Code

Deszcription

Imwentary Category

Code | Description

|1

|Enntainers

[l

|24 - Containers

Category Deszcription

| V6.3.0.3 I

1 Contaitier 1 - & Meter Steel Cortainers
2 Container 2 - & Meter Steel Caontainers
3 Contaitier 3 - & Meter Steel Cortainers
4 Container 4 - 6 Meter Steel Containers
5 Contaitier 5 - & Meter Steel Cortainers
Container 6 - 12 Meter Steel Containers
7 Cortaiter 7 - 12 Meter Steel Contairers
g Cortainer 5 - 12 Meter Steel Cortainers
9 Cortaitier 9 - 12 Meter Steel Contairers
10 Cortainer 10 - 12 Meter Steel Cortainers
Add E dit [ Accept i Cancel ‘

Whenever you need to make changes to the "Sub-Categories", click on it; click "Edit"; make the changes,

and click "Accept"
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Step 7 - Creating Items

» Before any item can be added to the system, the following MUST be created already:

e Branches

e |tem Categories and Sub-Categories
Very important to remember: If the Company is using Pastel Multi-Stores, the User must run “Import
Charges to Pastel” from the “Modify Menu” after creating any new items. “ltems” are linked to an “ltem

Category” and “Sub-Category”, therefor we need to create the specific "ltems" that have been created as
“Sub-Categories’ as well.

This is the empty Grid before any "ltems" have been created

W Novtel Equiprnent Hire 6.3.0.3 - [Ttem Grid]
W File Edit Modify Setup Process Reports Help

S--- OEEETTE

v [z [a1 [z [ |B BAERERE wz [03 [0+ [o5 [vs [
n | Ton | T | Tan | Tan Ton | Tan | Tan | T Feo | Feb | Feb |Fet | Feb

15 2015 [2015 (2015 [2015 2015 (2015|2015 |20, 2015 [z015 [2015 [2uis zo1s &
won | Tue | e | Tha | Fri n | Toe | Wed | The | Fri e | Tue | wed [T | Fri B

w [ [1n [z [15
Feb | Feb | Feb [ Feb | Fab
2015 [z015 [2015 2015 |zu15
ton | Tue | Wed | Tha | Fri

0 1

View Items by O canceled r

@ Code ¢ Available [ Pravisional 72

€ PlantMo ¢ On Rent O Confimed ¥

" Transfer  Maintenance @ 0n Rent W
Q) Edit Contract W Retuned W
(O Fuly Paid 2

2015/0117 | [2015/m302 -

O NonRev 9

¢ In order to start adding "lItems" to the system, click on “Edit — Item", and click "Add New"

'! Mowtel Equiprment Hire 6,3.0.3 - [Tterm Grid]
W Fil odify  Setup  Process  Reports |
Ttern
dh Customers
Suppliers
I_ Eranches
| Charges
Tkern Tariffs
Wiew
& 0 Contract {Cash)
P Caontract (Account)
LT Specials
% Charge Discount Matrices
2|:|-|5;|:|-|_ Itern Discount Matrices
Itern Cateqory / Sub-Category
Areas
Service Agents
|
- Hygiene Consurnables
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W Ttern Setup @

Code Description Charge | Plant Murnber |

V6.3.0.3

Code | Cost Price
Itern T ariff | Rental per day [Ex=cl]
Plant Murnber | Tax
| Fiental per day (Incl] Ii

Search

Search By |F"Iant Mumber j

Search For ||

D ezcription |

Eranch ] |

(addNew ]) | e
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» Tick the check-box to “Create Item in Pastel”. If the option is not selected, you will have to create each
Item" manually in Pastel. But if the check-box is ticked, it will automatically be created when the
"Inventory Iltem Import" is done as we will explain at the end of Step 7

» You do not need to enter an "ltem Code" — the system will generate it. The system also generates the
description according to the information that is entered for the “Plant Number”; “Manufacturer” and “Sub-
Category”. See how the description changes with each of the above entries

W 2dd MNew Ttemn ==

7 S

Code & { v Create ltem In Pastel ).

Description ‘e xr
avd

General T_ Dretailz T Financial T Idzer Defined Fields T Faztel Interface

Hame Branch

Branch ] |Mnssel Bay, Woorbaai j ] | tozzel Bay, Yoorbaai j

Flant Number | Show On Grid v

Serial Murnber [«

External Reference kanthly Billed [tem |

M arufacturer

Type |Serial j . , _
Fi ain Day/Off-Hire tem v

[tern Category 0 ﬂ |

[term Sub Category 1] |

In Stock 1

On Rent 1]

Arailable 1

Aocept Cancel
v6.3.0.3
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» Select the following in the “General Tab”:

1. The “Branch” to which this item is added (Please note that "ltems" for each “Branch” must be added
separately)

2. "Plant Number" (This number is allocated by the company, and is unique to the "ltem")
3. Enter the “Manufacturer’s’ name
4. Click on the arrow next to the “Type”, and select “Container”
5. Click on the magnifying glass next to "ltem Category", in order to open the window containing all
"Categories"
W 2dd Mew Ttern S
Code [V Create ltem In Pastel
Description . C Factaom, 1

{ General > T Dretailz T Financial T |Jzer Defined FieldsT Fastel Interface

Harne Branch

Branch ] IMnsselBay, Yoorbaai n ;I ] IMnsselBay, Yoorbaai ;I

Plarnt Murnber 1 e Shaw On Grid

v
Serial Mumber Subhire [tem v
External Feference Monthly Biled ltem v
M arufacturer C Factom 9
M aintenance [tem r
Type * . .
Fiain Daw/Off-Hire ltem [

[term Category

[term Sub Category

In Stock, 1
On Rent 0
Aevailable 1

Accept | Cancel |

e Click on the "Category" the Item belongs to, and then "Accept"

W Select Item Category @

Dezcrption i Accept !
1]

Cancel
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e The window containing all the "Sub-Categories" will open immediately. Click on the "Sub-Category" to be
inserted, and "Select" it

W Trerm Category Containers

Search

Sort by | D'escription

Search for |

Dreszcription [term Sub Category

Container 10 - 12 Meter Steel

Container 2 - B Meter Steel
Container 3 - B Meter Steel
Container 4 - B Meter Steel
Container 5 - B beter Steel
Container 6 - 12 Meter Steel
Container 7 - 12 keter Stesl
Container 8 - 12 Meter Steel
Container 3 - 12 keter Stesl

L0 I o I et I I T 3 O I S Y —‘-I
-
‘ |E|

;‘I Select g Cancel
V6.3.0.3 i
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1. See how the "Description" has now been entered

2. The "Category" and "Sub Category" has been inserted

3. The following will ALWAYS be the same when an "ltem" is created:
e In Stock: 1
e OnRent: 0
e Available: 1

4. Tick the check-box to "Show On Grid"

5. The "Monthly Billed" check-box must also be selected

Code Iv Create ltem In Pastel
Descriptian |Eu:untainer 1 - B Meter Steel, C Factary, 1 o

W 2dd New Ttem ==

Deetails | Financial | UserDefinedFields |  Pastel Interface

Harne Branch

Branch ] |Mnssel Bay, Woorbaai ﬂ ] |I'v1|:|ssel Bay, Yoorbaai ﬂ
Plant Murnber n Shaw On Grid pe
Sernial Mumber | [«
Esternal Reference | Maonthly Billed Itemn W@
b anufacturer |E Factory
-

Type Contai -

* | Containe =~ Rain Day/0ffHire Item [
[tern Categary |1 |E|:untainers
Itern Sub Category |1 |El:|ntainer 1 - B Meter Steel g

In Stock; 1
On Rent 0 9
1

Aovailable

Aocept Cancel

¢ |n the "Details" tab, there is nothing to complete, except for the "Detailed Description of the Iltem"
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¢ In the "Financial" tab, enter the Container's cost price - the price the company paid for it

e The Rental amount will be inserted automatically, since we have entered the amount when the "Sub-
Category" was created, and selected that "Sub-Category" in the "General" tab

W 2dd Mew Item ==
Code v Create Item In Pastel
Dezcription |Eu:untainer 1 - & Meter Steel, C Factony, 1
General T D etailz T T Idzer Defined Fialdz T Paztel Interface
Cost Price 1000000 h
Per Dap Ferweek Per Month Per Hour
Rental Excl Tax | 0.00 | 0o | 1754.39 | 0.00
Tep | n.nn| | 0.00 | 245 1 | | 0.00
Rentallncl Tax | 0| o | 2000 | 0
1-%at - Standard rated [14%] ﬂ (o PerDap ("

| V6.3.0.3 I Accept Cancel

e In order to setup "User Defined Fields" where additional information pertaining to "ltems" can be entered in
the "User Defined Fields", click on "Setup - User Defined Fields". This is not part of this tutorial. Please
register on Novtel's Forum at http://www.novtel.com/forum/index.php for more information

Copyright © 2015 Novtel® Louise Janse van Vuuren


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

Step 7 - Creating Items 47

¢ In the "Pastel Interface" tab, the "Pastel Inventory Code" and "Pastel Cost Code" has not been entered
yet, since the "Import" to Pastel has not been completed. Also: the "ltem Code" has not yet been created.
(This will all be created as soon as the "Pastel Import" is done)

e Click "Accept"

W 2dd New Itemn S

Code ¥ Create ltem In Pastel

Description IEDntainer er Steel, C Factary, 1

General T Dretails Financial T I1zer Defined Fields

Pasztel lmventary Code I | Clear |

Paztel Cozt Code I EI | | Clear |

f -&;CEDt ! Cancel |
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» In the "Import Inventory to Pastel" window:

N OO OBk WON -

. Click "Accept"

. See how the "ltem Code" has now been created
. Select "Services" for the "Inventory Group"

. Select "Service Item" - since the Container will not be sold, but rented
. Tick the check-box to "Create a Cost Code" in Pastel
. When "All Multi Stores" are selected, the "Default Store" will be ticked

. Alternatively, tick "Selected Stores" for specific "Multi Stores" if it is setup in Pastel

» Import Inventony kerm

Code |01001001

De=zcription |Eu:untainer 1 - B Meter Steel, C Factom,

lrventory Group |EIEI1

- Semvices

Excl Selling Price |

Cozt Code

0.00

Code |1

|
" Physical lberm

* Service lkem

Dezcription |Euntainer 1 - B Meter Steel, C

o Accept | Cancel

Code | Description

001 Default Store [ 5]

Multi-Stare Select
Al Mult-Stares O -

Selected Multi-Stores i

Copyright © 2015 Novtel® Louise Janse van Vuuren




Step 7 - Creating Items 49

e Returning to the ltem's "Pastel Interface" Tab, the Pastel Inventory and Cost Codes have been entered

| V6.3.0.3 'I&I

W EditTtem
Code 1 000m
Description ||:|:-ntainer 1 - B Meter Steel, C Factory, Sub Hire

General T Detailz T Financial T Idzer Defined Fields Pastel Interface

Paztel Inventary Code |EI'I aoom E | Container 1 - B Meter Steel, C Facton,

| Clear h

Pastel Cozt Code |1 | Container 1 - B Meter Steel, C

| Clear h

e Now click "Add New" in order to add all other Containers

W Trem Setup

(=3

Search

Search By | Plant Hurnber ﬂ

D escription |Eu:untainer 10- 12 Meter Steel, C Factary

Branch ] |Mn:nssel Bay, Yoorbaai

( bd New! Edit | Delete e

Code | D escription | Charge | Plant Nurnber |
010010 Container 1 - B Meter Steel, C Factar, Q.00 1
1107100 Cottainer 10 - 12 Meter Steel, C Factary 0.0a 10
o020 Container 2 - B Meter Steel, C Factany, 0.0a 2
0100300 Container 3 - B Meter Steel, C Factar, 0.00 3
o040 Cottainer 4 - B Meter Steel, C Factary, 0.0a 4
Mo0s0m Container 5 - B Meter Steel, C Factany, 0.0a ]
100600 Container 6 - 12 Meter Steel, C Factony, 0.00 B
moa7om Cottainer 7 - 12 Meter Steel, C Factan, 0.0a 7
mo0aom Container 8 - 12 Meter Steel, C Facton, 0.0a a
100900 Container 9 - 12 Meter Steel, C Factomy, 0.00 9
Code ||:|1 010001 Cost Price 0.00
Itern T ariff | Rental per day [Excl] .00

Plant Humber |‘I i} Tem liﬂﬂﬂ
Auto Create | Fental per day [Inc] Iiljljlj

Search Far || V6.3.0.3
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All the "lItems" are now displayed on the Grid

" Mowtel Equipment Hire 6.3.0.3 - [Tkern Grid]

W File  Edit Modify  Setup  Process  Reports

Help

TRl <. | =
1001001
1002001
1003001
1004001
1005001
1006001
1007001
1008001
1009001
1010001

S
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Step 8 - Creating Areas

"Areas" must be set up in order to categorize different areas that the company operates within. For instance:
in the greater Mossel Bay area, the following surrounding "Areas" can be created:

» Mossel Bay Business District
» Little Brak River

» Heiderand

» Dana Bay

» Great Brak River

» Hartenbos

¢ In order to set up the above mentioned, click on "Edit - Areas", and click "Add"

" Mowtel Equiprment Hire 6.3.0.3 - [Ttermn Grid]
W File odify  Setup  Process Reports
kern
dih Custarmers
Suppliers
0100 Eranches
100 Charges
Ton Itern Tariffs
Contract {Cash)
100
Cantract (Accaunt)
100
Specials
100
Charge Discount Matrices
100 . .
Itern Discount Matrices
100
Itern Cateqory / Sub-Category
100
Areas
Zervice Agents
Hygiene Consurnables

W Area Setup

Code | Drescription

V6.3.0.3 Cloze
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e Enter the "Code" that you would like to allocate to the "Area" (We are using MB), as well as the
"Description” - in this case it is "Mossel Bay Business District"

W Lrea Setup @
Dezcription
'Mozzel Bay Business District
: Cancel
Clogze
e Click "Add" again in order to complete setting up all other "Areas"
W Lrea Setup [é]
Code D exzcription Add
kB buozzel Bay Business District Edit
i
HE Harternboz
DB Dana Bay Delete
LB Little Brak River
[areat Brak River
V6.3.0.3

e In order to make changes to an "Area", click on it, and then "Edit". After the changes was made, click
llsavell

W Lrea Setup

A

Code D exzcription Add

kB buozzel Bay Business District -Eu:lit

HE Hartenbos Q
DE Dana B ay Delete |
LE Little Brak. River

[areat Brak River
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e Should you wish to remove an "Area", click on it and then on "Delete". When all "Areas" have been
entered, click "Close"

W Lrea Setup &'
Code D escription Add
kB bozzel Bay Business District Edit
HE Hartenbos -
DE Dana B ay { Delete !
LB Little Brak River

[areat Brak River
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Step 9 - 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. For Container Hire, a "Shift" must be open when raising and receiving Deposits, as well as
receiving Account Payments.

» Novtel Equipment Hire 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 receptionist, for example, may then log on and do transactions throughout the day, and at the end of
the day, the day's takings must correspond with the transactions done in Nowvtel. 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), you will need to log on as
the supenisor (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
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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: (& A 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

E nter

Cancel

Change Pazzword l_ Unlack
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Step 10 - Creating Contracts

The are two types of contracts to be created:

e Cash Contracts ("Edit - Contract Cash"). These contracts are for private Customers, paying on the spot for
the Container Rental

e Account Contracts ("Edit - Contract - Account"). These Customers are allowed to have an outstanding
balance when Containers have been returned

We are going to create an "Account Contract". Please note that both the types of contracts are done in the
same manner

e Click on "Edit - Contract (Account)"

" Mowtel Equiprment Hire 6.3.0.3 - [Ttern Grid]
» FiIC[Edit| D'hjdif}f Setup Process  Reports

S
Ttern
dih Custommers
Suppliers
o0 Branches
100 Charges
Ton Ttern Tariffs
Contract (Cash)
100
Contract (Bccount) h
ﬁll]l]
Specials
100
Charge Discount Matrices
100 . .
Ttern Discount Matrices
100
Itern Category / Sub-Category
100
Areas
0100

Service Agents

V6.3.0.3

Hygiene Consurnables

1. To create a contract for a new Customer, click on "Add New", and follow the steps in "Edit - Customer".
As soon as the customer has been created, the "Contract Screen" will open for the contract to be
created.

2. In order to create a contract for an existing customer, click on any of the search options for the "Account
Customers" window to open

3. Click on the Customer, and then on "Select"

" Custormers @
Mumber Description 1D Mumber Telephone Mobile Phone | External Ref Physical Address Postal Addess Email | Refresh <F5s
3 56010 ] 0 17 Mountain Rd andrews shructic
Jonooz Jordan Congtruction BR02280048258 | 044 993 838 77| 081 999 888 77 e =t PO Box 7777777 jordanisiconstruction. | F oAdd New <st>
WO0001 | Mowtel Container Hire BE01020020033 | 0961 668835 | 051 223344 5! Diaz Office Parl BaLEon 22223333 [info@novtel. com F
WEDDDT  [Westcor Construction TE12300022022 | 044 963 852 74 096 963 852 74 99 East Ave PO B o S50 Wwestcor@constuctic| F Edit
Search o —
* Mumber ) @) 'l 7 Select <F7>
s i s s Cloze
V6.3.0.3
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e Nowvtel Equipment Hire incorporates an ID Checker, and it will alert you if the ID number is not valid, by
displaying "False" in red letters. If the ID is not valid, the system will not allow you to create a contract.

First rectify the ID before continuing

ACCOUNT CUSTOMER

Account Code  |JANOODT

External Account Ref

| V6.3.0.3 '

Gl

Iv¥ Corporate Custormer
Iv Monthly Container Hire

Billing Interval On Manth End

Description * |Andrews Construction [~ Order Mumber Required
Custarner Categary |D2 - Manthly j [ Use Item T ariff Prices
g
{ General > T Site D etails T Contract D etails T User Defined Fields T Private Customer
Postal Address * ':D BDTBDDD Company Mame | Company Reg No | 123456
oszel Ba
5000 c Lazt Hame * |!=5mdrews Copy Ta Telephone Mo * |044 635 00000
First Name * |Shawn Description Fax Mo |044 B35 00000
Title m Iritials * ’87 Mobile Phone * |082 £95 00000
- AH Telephone
. § : TEmh | EM -
Physical Address * |17 Mountain Rd D Mumber * 501020022022 D = Email Address |andrews@construction.c
umber v
Cann Postal ';IDDDSDSE'B@ o Search Number |5601020022022
opy Posta
Adpcifress s =83 Cortact Person * [Shawn
Physical
TenPelamss | Block Customer Account r
Credit Lirnit 0
Motes
Required Fields Start Camera
On Rent Total Total D"‘E’ o] : - o Pravisional Customer Statement ‘ Pastel Customer Statement ‘ Accept ‘ Cancel ‘

1. Click on the "Site Details" tab. The "Site" is the physical address where the Container will be stored, and
will normally not be the same as the Customer's physical address

2. Click on "Add" in order to create a new "Site" (Please note that there is no restriction on the number of

"Sites" to be added)

ACCOUNT CUSTOMER

Account Code  |ANOODT

External Account Ref

Description * |Andrews Construction

Customer Category |D2 - Manthly

=

Iv Corporate Custormer
v Monthly Container Hire

Biling Interval On Manth End

Gl

[~ Order Mumber Required
I~ Use Item Tariff Prices

General T o T Contract Details T Uszer Defined Fields T Frivate Customer
D Site Contact Iobile Site #
AN0001 /001 17 Mountain Ad 082 69500000 |00
@Add ) Delete
| V6.3.0.3
On Rent Total Total Due et Bt Selemat ‘

Pastel Customer Statement ‘ Accept ‘ Cancel
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e Click on the magnifying glass next to "Area Code" in order to open the window containing all "Areas" as
set up in Step 8

" Ausailable areas

— Search

Search By I Code

Search For I

Code | Dezcription |
DB Dana Bay
Great Brak River
HE Hartenboz
LB Little Brak, River
kB

kozzel Bay Business District
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. Enter the "Site Description"

. GPS Co-ordinates can be entered if necessary

. Enter the "Contact Person's" name

. The mobile number of the contact person must be entered

. The contact person's e-mail address is entered here for on-sit e-mail communication
. Enter the Site's Address as the "Delivery Address"

. Click "Accept" to save the "Site"

W 2dd Delivery Address ==
Site Code: Service Sequence I}

Custormer Code: |.&N 000 }&ndrews Constiuction

N o 0ok~ ON -

frea Code: |GB 3 |Great Brak River
Site Mumber/ Code;

Cite Description: o |New Development in GBR Hights

GPS [M/5): |-000.000000 Format Az -031.123564
GPS [EAw): |'E":"]-':":":”:":”:I Format Ag: -031.123564
Contact Person: |Graham e_
T elephone: |
kobile Phone: |EIEE 123 456 789 6_
Fax Murnber: |
Email &ddress: |graham@ac.cn. za G
Delivery Address Crpstal Cloze @
Great Brak River Heights
6300

(r Canicel

e Click on the newly created "Site", and then on "New Contract"

ACCOUNT CUSTOMER
V6.3.0.3

Account Code ’W ¥ Corporate Custamer Billng Interval On Manth End j |g—
B A et ’7 Iv Monthly Container Hire
Description * |Andrews Construction [ Order Mumber Required
Customer Category |D2 - Monthly ﬂ I~ Use ltem Tariff Prices
General T Site Details T Contract Details T User Defined Fields T Private Customer
ID |site | contat | obile Site #

ANOODT /001 17 Mountain Rd

AMOODT /002 Mew Development in GER Hights

Add Edit Delete Mew Contract

Account Balance | On Rent Total Total Due Available Credit

Provisional Customer Statement Pastel Customer Statement ‘ Accept ‘ Cancel ‘
0.00] 0.00] 0.00] 0.00
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See how this contract displays "Account Customer" in bold letters (Remember that in order for the

"Customer" to be classified as an "Account Customer"”, the "Corporate Customer" check-box is ticked

as shown in the previous screen shot)

delivered)

Select whether the customer are collecting the Container, or if it is to be delivered to the site (It is normally

Select the start and end dates for the contract (Please note that we have selected the entire month of

February, but the current date is the 9th. You will see how the system automatically adjust the rental period
and price in order to accommodate the date change, and not to bill the Customer for an entire month if the

month has progressed)

The "Contract Status" is "Provisional" at present, since no deposit has been raised as of yet. (Deposits

are not normally required for "Account Contracts" - This is mostly for "Cash Contracts", and deposits can
be raised and received directly from the "Deposit" tab. Please register on Nowel's Forum for more

information on the subject at http://www.novtel.com/forum/index.php)

Enter the order number supplied by the customer - should it be relevant
Set the discount percentage - if any

agent

Should you make use of agents, click on the magnifying glass in order to browse for, and select the relevant

" Contract Details

Contract Yolume #

Contract Number:

b anthly

Last Increment Date :

Mew Wolurne

20150209

|Andrews Construction
20001002 o, [WINew Development in GER Hights
. |Mossel Bay, Yoorbaai

Customer Code :

Site Number :

Branch

Monthly Container Hire [

2M5/02/28

==

Deliver/Collect
[Default)

{ G_eneml , T Hire Itemn T Maon-Serial T Mon-Rentals T Deposits T Payment T Dretail Wiew T Financial
Invoice Mumber :
okeeNumber: | ACCOUNT CUSTOMER
Credit Note Number :

Start Date : *ﬂm End Date : *’Wl

Order Mumnber : '7

Comtract Status : ,W‘ *

Container Mumber : lﬂi

Dizcount % '70 Fized Day Limit Rate : 'W‘

fgent Code |:|&| Cancel Contract

Description | |

Reports ta: |Screen Print ﬂ POS Frint ta : |Screen Print j

Save ‘ Cancel ‘ Contract ‘ Summary ‘ Delivery Mote Fieturn Mote
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The "Hire Item" tab:

1. VERY IMPORTANT: Select "Monthly Container Hire"

2. If the above mentioned tick is not selected, you will not be able to see the Containers in the "Available
Items" window when you click "Add New" in the "Hire Item" tab

" Contract Details @

Contract Volume #t (] ’20150209— Contract Number:

Customer Code : |Andrews Construction b onthly

Site Number : Janio00i o0z o, [lNew Development in GER Hights Last Increment Date - 2015/02/28

Branch . |Mossel Bay, Yoorbaai unthly Container Hire v
General ( Hire Item >I Mon-Serial T MHon-Rentals T -

Hire: Mum Iterm Code | Item Desc Tariff Code | Rate PD | Tatal Incl.

Dizplay <F1> ( Add Mew <F3>g Hire ltem - Move Contract <F7>
Rain D ay/0ff Hi <HE>
On Rent <F&: Deliver/Collect <F3: Return <F10: an <g{';1 5 e Amend Contract Cancel ltem
| v6.3.0.3 I Reparts to : |Sc[een Print j POS Prirt to : |Screen Print j
Save Cancel ‘ Contract ‘ Summary ‘ Delivery Mote Fieturn Mote ‘

e Click on the correct Container, and then "Accept" in order to insert it

! Anailable Tterms @

Search
Search By |D:|de ﬂ
Search For |
Code Flant Mo Dezcription Maintenance Due
Container 1 - 6 Meter Steel, T Factary, 1 (Mo ]
01002001 2 Container 2 - B eter Steel, C Factaory, 2
010030071 3 Container 3 - & Meter Steel, C Factory, 3
00400 4 Container 4 - B Meter Steel, C Factory, 4
010050071 5 Caontainer & - B Meter Steel, C Factory, 5
010060071 G Container & - 12 Meter Steel, C Factory, 6
010070071 7 Container 7 - 12 Meter Steel, C Factory, 7
oosoom a Container 8 - 12 Meter Steel, C Factory, 8
010090071 9 Caontainer 3 - 12 Meter Steel, C Factary, 9
0107100071 10 Container 10 - 12 Meter Steel, C Factory, 10
i Acoept i Cancel
V6.3.0.3 I
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e [f the Container is being delivered to the "Site" immediately, click "On Rent", and then "Apply Action"

" Contract Details

Contract Yolume # |

=5

EECN Contract Number:

Customer Code :

b anthly

|Andrews Construction

Site Number :

2M5/02/28

|New Development in GER Hights Last Increment Date :

Branch

| Mossel Bay, Yoorbaai

Monthly Container Hire v

General Hire Item T Maon-Serial T Mon-Rentals T Deposits T Payment T Dretail Wiew T Financial
Hire Num | Itern Cade [ Item Desc | Tarif Code [ Rate PD | Tatallngl | Ra | Status | Deliver | lssue| Bal| P{oHD| 5| P[ HDA| HD| RatePH| Houws
1 ZGRO0..  Deposit- 0.00 0.00 000 M Provisio.. Deliver o 0 0 000 0 0 000 2300 0.00 0.00
2 01001001 Container 1 - 6 Meter Steel.. 0.00 000 MW Provizio...  Deliver 1 1 A i] 0 0 000 19.00 0.00 0.00
Dizplay <F1> Select All <F5> Select Mone <FE> | Move Contract <F7>
- - - <HC>
Dn Rent <F&: s Dg‘{';qu b= Amend Contract Cancel ltem
o < >
| Vv6.3.0.3 l :
Reports to : |Screen Print j POS Frint to : |Screen Print j

Save ‘ Cancel ‘

Delivery Mote Fieturn Mote

Contract ‘ Summary ‘
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» The following window will pop up, containing the information as follows:

e The First Month's rent is calculated automatic as 19 days, since it is the 9th of the month already (As
previously mentioned)

e The Monthly Fixed Rent is the full rate as entered by you when the "ltem Sub-Category" was created
e Click "Accept"

Container [tern Detailz
71.43
B2 66

Fired Monthly Rent

| e s s
g Cancel |
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e Click "Save" to finalize the contract

" Contract Details

Eontisciolurclig ) 20150209 Contract Number:
Customer Code : |Andrews Construction

Site Number : |NEW Development in GBR Hights Last Increment Date : 2015/02/28
Branch . |Mossel Bay, Yoorbaai
General Hire Item T Mon-Serial T Mon-Rentals T Deposits T Payment T Detail View T Financial
Hire Mum | Itern Cade | Item Desc | Tarif Code | Rate PD | Tatallnel | R | Status | Deliver | 1ssue| Bal| P o0D| 5| P[ HDA| HD| RatePH| Houws
1 ZGRO0...  Deposit - 0.00 0.00 000 M OnRent  Deliver 1] o 0 o000 1] 0 000 2000 0.00 0.00
2 01001001 Container 1 - B Meter Steel.. 71.43 135714 N OnRent  Deliver 1 1 o o00oo 0 0 000 19.00 0.00 0.00

On Rent <F8> Deliver/Collect <F3> Return <F10> il E’E‘{';"E” hlis Amend Contract Cancel ltem

Dizplay <F1> Hire Item - Move Contract <F7>
- <HC>

Reports to: |Screen Print j POS Print ta : |Screen Print ﬂ

Return Mate

Contract ‘ Summary ‘ Delivery Mote

( Save ,‘ Cancel ‘ ‘

e The Contract now displays on the Grid - from the 9th until the 28th of February, and in the color of the "On
Rent" status

¢ In front of the Contract is the letter "M" - meaning that it is a "Monthly Contract"

[W Novtel Equipment Hire 6.3.0.3 - [Iterm Grid]
W File Edit Modify Setup Process Reports Help

e o 4P WK AW

o [ [ [ [z [ [ [0 [= [z [& [ [ % [0 [o [od
ro | [re |re ) G g g 8 F or | dr [ o | dher
2015 [oais [20ts [zuts [pars 2ots [oass (2015 [ea1s [201 2ats [oois [zats [zo1s [eats 2015 Joas [0t fous
BL00100T [G] | en | T | vt [ T o | Tue | veed [T | o | Tus wed | Tha | Fri

am 1001 | 2 Andrews Const
21002001

15
et
Fri

1003001

W
joroosoor
proosoor
fproo7oor

01008001

01009001

01010001

View tems by
(* Code ¢ Awsilable
 PlantNo € On Rent
€ Transfer © Maintenance

Q) Edit Conlract
2M5/02/09 | |2015/03/25 ~

K
D Cancelled
(@ Provisional
(O Confimed
D 0n Rent
B Retuned
O Fully Paid
O NonRev

AR

¢ Please remember that one "Corporate Customer" may have a few "Sites", and Containers can be rented
for the different "Sites", simply by adding those "Sites" to the "Customer", and linking the Container to the
"Site" as explained above. The Grid will then display as follow:

W Novtel Equipment Hire 6.3.0.3 - Tern Grid] V6.3.0.3 (=R

W File Edit Modify Setup Process Reports Help
w [ = 1w [ [ [© [z 7
wer | tar ar tar | tar | it | e | ior var
2015 [2015 2015 2015 [201s [2ots [2015 [2ns 2015
on | Tor i on | Tue | #ed | Tha | Fe o

P+ ES - O EE D
-
]

ERERE

war | thar | diar
2ms [2015 [z015
-

w [1u [12 [33 16 [17 [18 [t [20
Feb | Feb | Feb | R JO Feb |Feb |Feb [Feb [ et
2015 [2015 [2015 f2015 2015 [z015 [en1s (2015 [2nas
071001001 . Tue | Wad | Thi | Fri Mon | Tue | Wed | Th | Fri

(p1oo1001 2 Andrews Construction
aﬁmnznm [ 4 Andrews Construction

apmuzsum | 6 Andrews Construction

oseosoa: I I Y N O
s L L L L L L L L L L L L L L] | ]
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Step 11 - Recurring Billing

When using the Pastel Interface, open Pastel and click on "View - Open Batches", and make sure there are
no open batches

Mowtel Equiprment Hire Derno Compary (MOWVEDERC)
File  Edit Procefs “iew Qhange Setup  Utiliby  Window  Help

All Users dzer 0
Mot Uzed

Mat Uzed
Mot Uzed
Mot Uzed
Mat Uzed
Mot Uzed
Mat Uzed
Mot Uzed
Mot Uzed
Mot Uzed
Mot Uzed
Mat Uzed
Mot Uzed
Mat Uszed

Containers are rented on a monthly basis, and the billing is done in Novtel as follow:

¢ Click on "Process - Recurring Billing"

-ﬂ File

ool (e " Recurring Billing

(] | I Branch Transfer

e
ey

2z |27 |30 . .

7an | Zan | Zan Hyqiene Service Management

2015 (2015 [2015 .
|E|‘||:||:|1|:||:|1 . i [ on || B Hygiene Schedule
ﬂFluumm -- Ttern Adjustrnent

Wfark Order f lob Card

aquzum --

Wiark Order Daily Invoicing
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Step 11 - Recurring Billing 67

e Select the "Process Monthly Contracts" tab
1. Check that the "Branch" which this container is rented from, is correct
2. Select the correct day and month for the billing to be done

3. Click on "Select All" if you want to process all of the contracts simultaneously. (Alternatively, if you only
want to do the billing for a specific contract, click on "Select None", and then tick the check-box next to
the contract to be billed)

4. Click on "Process Monthly Contracts"

W Recurring Billing [
HIEN TRl N tossel Bay, Yoorbaai 1i| Day tMonth (FEBERE 2 "'r"ear 2ms
Draily Duration Increment T |Ipdated Custamer lnyvoices T@ess Monthly Contracts .
Hire # Contract | Cal | Customer | Customer Description | Itern Code | Status
2 1 1 AMOOM Andrews Construction 010010m On Rent
1 1 1 AMOOM Andrews Conzstruction FERO00M On Rent
4 2 2 AMOOM Andrews Conzstruction 0100200 On Rent
3 2 2 AMOOM Andrews Conzstruction FERO00M On Rent
G 3 3 AMOOM Andrews Conzstruction 010030 On Rent
a 3 3 AMOOM Andrews Conzstruction FERO00M On Rent
a 4 4 Joonnz Jordan Conztruction 0100400 On Rent
7 4 4 Joonnz Jordan Conztruction FERO00M On Rent
(Q_ _Select.-“-‘-.ll 2 Frocess Monthly Contracts 88 Contract ’_
Cha [
Select None | kanthly Fixed Fate Price Increasze [
V6.3.0.3 Cloze |
Print ta : |S|:reen Pririt j Suppress Continue Dialog v
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There are option selections to be made in the "Month End Options" window:
» Print Detailed Pre-Import List

» Continue Hire - When this option is selected, the system will automatically reserve the Container for the
customer for the next month, and the rental continues. If there are customers that will be returning the
Container at the end of the current month, they must be billed separately, and this check-box must be un-
ticked.

» Print Updated Invoices - This option will automatically have the system print a list of all updated inwoices,
and you can keep this for your own records

e Click "Proceed"

W tMonth End Options (3

[v Print Detailed Pre-lmport Lizt

Printz a mare detailed verzion of the Pre-lmport List repart.

[v Continue Hire

All zelected manthly contracts are extended ta the end of the nest
manth,

[ Print Updated Invaoices

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

V6.3.0.3 I q', Proceed >>2‘ Cancel

e The "Pre-Import List" will be generated in HTML format, and minimized to your internet browser. Remember
that the contracts did not run from the first of the month. It has not been billed for a full month - only
partially. The billing for March will be the full amount.

/'._-‘\ — EI-I:
/ W oo . — ) LU ]
RGN \.\.-'| 2] CllsersiLouise\appDa £ ~ & ” 2 CllserstLovisebAppDatah.., ‘ | Ty B3 58
File  Edit “iew Fawvorites Tools  Help
Pre-Import List For February 2015 h
PRINTED DATE: 16 FEBRUARY 2015 TIME: 05:55.47 AM
CUSTOMER INVOICES
CONTRACT VOLUME CUSTOMER EXCL TOTAL INCL TOTAL

3 3 ANODO] - Andrews Construction 112782 157.80 1285.71

2 2 ANODOT - Andrews Construction 112782 157.80 1285.71

1 1 AN0DOT - Andrews Construction 119047 166.67 1357.14

4 4 JO0002 - Tordan Construction 63022 0640 785.71

NUMEER OF INVOICES TO BE UPDATED - 4 TOTALS 413532 705 471437
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e The "Process Monthly Contracts" tab are now cleared of contracts for February and the billing is done.
Click on "Close"

W Recurring Billing @
LIET TRl N tossel Bay, Yoorbaai - |InEN Maonth "'r"ear 2Mms
—— .
Draily Durahion [ncrement T |Ipdated Custamer Invoices T @ss Monthly Contracts ﬂ
Hire # Contract | Cal | Custamer | Custormer Description | Itern Code | Status |
Salect Al | Process Monthly Contracts ’_ Contract ’_
Shaow Plant Mumber [
Select None | Monthiy Fiked B ate Price Increaze [
VE6.3.0.3 5 Close !‘
Print ta ; |S-:reen Priit j S uppress Continue Dislog [

» Returning to the Grid, you will notice the following:

1. When the mouse is moved over any of the February contracts, an Inwice Number is connected to the
contract, and the information for that contract is displayed in the blue and black blocks at the bottom of
the screen

2. The color of the February contracts have changed to dark pink - the color of the "Returned" status
3. The March Contracts are now displaying on the Grid, in the color of the "On Rent" status

W Novtel Equipment Hire 6.3.03 - [ter Grid]
W File Edit Modify Setup Process Reports Help

14 | 15

16 [17 (1 [ [20 |
tar | dtar | ar | tior | ihar
2015 [z015 [2015 [2015 [2o1s
ton | Tue | wed | Th | Fri

14 Andrews Construction

QW
GW
QW
GW
W
W

1007001

PlUﬂBUUl

F 1009001
PlUlUUUl

12 Andrews Construction

10 Andrews Construction

16 Jordan Const

View ltems by
@ Code Available
" PlantMa " On Rent
€ Transfer ¢ Maintenance

Q) Edit Cantract
215/02/08 «| |2015/03/24

O Cancelled
@ Provisional
[0 Confiimed
D 0n Rent
I Retumed
O Fully Paid
O MonRew

AR
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70 Equipment Hire (Containers) - 13 Steps to Mastering the Basics

e When you right-click on any of the "Returned" contracts on the grid - and open the contract - you will not
be able to "Edit" it. You will only be allowed to receive payments on it

" Mowtel Equiprment Hire 6.3.0.3 - [Ttern Grid]
W} File Edit Modify Setup  Process  Reports  Help

an "S- REEFT T W

g [l 16 (17 [1z [19 [20 [E 2z |IERERERERER : | @ IERGCEE

Feb S| et Rt | Pk | Fob | Feb M| Ft |Feb |Fob |Feb | Fab W MR | ar | ar | ba

2015 BEY ELRRD (2015 |2015 (2015 |2015 [2015 2015 [2015 [2015 (2015 [2o15 EOBEN EBH (2015 (2015 [201

070071007 5 Won | Tuz | Wed | Th | Fri B =Pl | #on | Tue | Wed | Tha | Fri ton | Tuz | Wiy

View Details <F5> -------q

Plnuﬁunl - Contract ﬁ Wiew Contract Details

ﬁll]l]?l]m Docurments
-
Pll]l]ﬁl]l]l

’ Contract Details @
Eentasilchnel Contract Number:
Site Number : Last Increment Date : 205402428
Branch
General T Hire ltem T Mon-Serial T Mon-Rentals T Deposits T Payment T Dietail Yiew T Financial
Invoice Number : |GIDDDDD4 ‘A C C 0 U N T C U S T o M E R

Credit Mote Mumber :
Dreliver/Callect l—_|
[Defaull [refiver

Month : February >| Year: 25 j
Start Date : 2018/02417 End Date : 2015/02/28

Order Mumber : 1234

Contract Status : R eturned hd ,

Container Mumnber : 7
Drigcount % 1] Fixed Day Limit Rate : [refault

Agent Code |:|_|
Drescription | | V6.3.0.3

Reports to: |Screen Print j POS Print ta : |Screen Print j

x ‘ Credit Mate
e

Fefund Charge

Invaice ‘ Contract ‘ Summary ‘ Delivery Mote

Return Mate ‘ Cloze ‘
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Step 12 - Receiving Payments 7

Step 12 - Receiving Payments

The are two ways in which contract payments can be received:
» Option 1: Directly on the contract in the "Payment" tab

» Option 2: Through Point of Sale

Option 1

e Right click on the applicable contract on the Grid, and select "Contract - View Contract Details"

" Movtel Equiprment Hire 6,3.0.3 - [Itern Grid]
W Fil: Edit Modify Setup Process Reports  Help

[El | o» |10 1 (17 1z (10 (20 |BEWER = |2+ |25 |20 |27 | BRIE

| Fet | Feb Feb |Feb |Feb |Fob | Fet WM | Fct |Fet | Feb | Rt | Feb

ELE |2015 (2015 EYREY ETPRD (2015 [z015 |=o015 |2015 |2o1s ERREN EXRR 2015 |2015 |2015 (2015 (2015 EIRE
100100 . ERR | ven | Tue RN ven | Tue | wed [T | Fri TR ERE| ven | Tue | wed | The | Ari JER un

(Joioosoor ---== Right Click on

1005001 Contract Wiew Details <F5»

1006001 Contract

Documents

1010001

Pll]l]?l]l]l
Fll]l]ﬁl]l]l
ﬁll]l]'ﬂl]l]l
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72 Equipment Hire (Containers) - 13 Steps to Mastering the Basics

e Click on the "Payment" tab of the contract. The "Payment Due" amount will be displayed in red
e Click on "Contract Payment"

" Contract Details

Contract Yolume #

Contract Number:

Mo Category

Last Increment Date :

-

250217

2015/02/28

Customer Code :

Site Number :

Branch

General T Financial

Hire Item T Mon-Rentals T

Deposits T T

Detail View |

Code

Description

Tax Inclusive

Container 4 - B Meter Steel, C Factory...

" 96.43

01004001

Additional Costs

0.o0

785,71
0.o0

DEFPOSIT PAID

0.00

INVOICE TOTAL

CREDIT NOTE

0.00

C N REFUND

785.71 0.00
RECEIPT TOTAL
Recalculate Totals
0.00

0.00
Refund Deposit
DEPOSIT FORFEIT
[l-["] _
PAYMENT DUE

DEPOSIT REFUND

Repoits to: |Sereen Print

=

Invaice ‘ Contract ‘ Summary ‘

POS Frint to : |Screen Pritit

Fiefund Charge Fieturn Mote

=]

‘ Credit Mate

Delivery Mote
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Step 12 - Receiving Payments 73

When the "Contract Payment" window opens, see how the "Contract Volume"; "Customer Description"
and the "Payment Due" amount has been entered automatically.

1. Select the "Payment Type"

2. Enter the date when payment was received

3. Enter the amount that was received

4. Click "Accept"

Code | Description Tax Inclusive O Onflant 8 3 ilonin
01004... Container 4 - 6 Meter St 11 1 96.49 85,71

& rlirz Flumber

o Lo | lurnbesr
JO0002 - Jordan Congtruction ‘

Cash -
i ams/zns@d) ~|
Cheque

Bank Transfer

PAYMENT DUE

785.714

V6.3.0.3
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74 Equipment Hire (Containers) - 13 Steps to Mastering the Basics

* The receipt will now be displayed, and can be printed

Howtel Container Hire
Dz Park
Dz Ao k1ard
Moeze | Bay
511
Te | | 961 66 5535
Fae : [R6 65 5535
VT 1Z3HSETEa
RECEIPT
[ F3 DESGTD‘MH : Jandae Cokztricton
Cwtcox:  Jomm h
Contractvol i
Payme it Typs: Carh
PagmestDoe : T
Payment Rece ed ; T «
Chaige : om
SEffmember James
PaymertDake : 1 | B2 1 e
PritDae NSO
The 12BN
ShtMmber : SFTOI
Rece ptHamber : R EC OO
Thank You.

e As soon as the "Receipt" window is closed, the "Customer Change" window will appear with the amount
of change that is due. Click "OK".

Mowtel Equiprment Hire @

|0| Custormer change : 0,00
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e The payment will be reflected in the "Payment" tab, and the "Payment Due" amount - if paid in full - will
display in green
e Click "Save"

’ Contract Details @

——— i e —
Customer Code : Mo Category

Site Number : Last Increment Date : 205/02428

Branch

General T Hire ltem T Mon-Serial T Mon-Rentalz T Depositz T T Dretail Yiew T Financial

Code Drescription Diur | Oty Tax Incluszive
01004001 Container 4 - B Meter Steel, C Factory... 11 1 9E.49 785,71
- Additional Costs 0, 0.00
Fayments Made 78571

DEPOSIT PAID CREDIT NOTE

0.00 0.00

INVOICE TOTAL C M REFUND

785.71 0.00
RECEIFT TOTAL
785 71 Recalculate Totals

DEPOSIT REFUND
’7&00 Refund Deposit

DEFPOSIT FORFEIT

[l-["] _

PAYMENT DUE

Contract Payment

Reports to: |Screen Print j POS Printta: | Screen Print j

(Save # Cancel ‘ Fefund Charge Contract ‘ Summary ‘ ‘EDeIi\u'er_l,lr»JoteE Feturn Mate

e For demonstration purposes, the "Financial" tab will reflect the Receipt number; Amount paid, and the time
and date the transaction was done

E Contract Details @
Contract Volume # |1 20150217 Contract Number:
Customer Code : Mo Categary
Site Number : Last Increment Date : 2M5/02/28
Branch
General T Hire [tem T Mon-Serial T Mon-Rentalz T Deposits T Fayment T Dretail Yiew T
D ocument Mun| Amount| Transaction | Time: Stamp
RECO000 785.71 Payment 2015402418 12:35:58 PM h
Reports to: |Screen Frint j POS Frint to : |Screen Print ﬂ
Save ‘ Cancel ‘ Fiefund Charge Contract ‘ Summary ‘ Delivery Mote Feturn Mate ‘
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s to Mastering the Basics

¢ In the "Detailed View" tab, the "Invoice/Credit Note History" of all transactions can be viewed for this

Customer

I’ Contract Details @
Contract Volume # [ 2060217 Contract Number:
Customer Code : |J0rdan Construction Mo Category
Site Number : Last Increment Date : 205/02428
Branch

General Hire ltem Mor-5 ernial T MHaon-Rentals T Deposits Payment Financial
" POS Purchases & |nvoice/Credit Note History i Mon-Serial [LCHY)
™ Hygiene Service i Rain Days ™ Plant
Tranzaction # | Date Cocumnent # | Invoice # | Shift # | D epartment | Inclusi\-'e|
# 4 2015/02/18 GI000004 GI0D0004 SFTO000T  Irvoice 785 71
Dizplay | Refrezh | | Click on Column Header to sort. Double Click on line to display Transaction.

Repoits to: [Screen Print

Save ‘ Cancel ‘ Refund Charge

j POS Frint to : |Screen Print j

Contract ‘ Summary ‘ Delivery Nate Return Mote

As mentioned earlier, there are two ways in which payments can be received. For the second option, please
register on Novtel's Forum at http://www.nowtel.com/forum/index.php, and select http://www.nowtel.com/forum/

index.php?board=1164.0
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Step 13 - Shift Cash Up

77

Step 13 - Shift Cash Up

In order for the "Shift Cash-Up" to be completed successfully, the following is of utmost importance:

> If Novtel is integrated with Pastel, all accounts in the "Setup - Interface" tabs must have been entered

» As explained in "Step 7 - Creating Items", all "ltems" must be linked to a "Pastel Inventory Code"

e Click on the arrow next to the Point of Sale Icon, and click on "Shift Cash Up"

Edit

W File

[

ol
=

= =
o
(-]

=
Ea

0200700
2001001

Fri

2001002
2001003
20010044
2001005
2001006
2001007
20010038

2001009

LLLLELLLEY

W Movtel Equipment Hire 6,
Modify  Setup  Process

e Click on the "Money Count" tab

3.0.3 - [tern Grid] V6.3.0.3

Reports  Help

= - @ XK X Z|

Sales (POS) 1 [11 |1
=t | Feb
Payrnents 015 [2015 [20
Mz | Wed | T
Ceposits

Payouts Supplier f Credit Motes
Account Payments

POS Credit Mote from Inwaice
Receipt Refund

Credit Mote Payout/Link

Shift Cash Up h

Shift Summary

W Shift Cash Up

Shift Trangactions ;

Type

Time Stamp

V6.3.0.3 Ilﬁ

Tranzaction Type : | ﬂ Shift Murmber ; SFTODDD
| Doc Mum | .-’-'n.mc'unt| User [Shift Owner] :  James
Shift Stanrt ; 2015/01./08 10:10:44
Shift End :
Shift Status : OPEN
Physical Amount ; 0.00
Surplus Amaunt ; 0.00

Cazh Up

g

MDHE_'.JEDUI"II Shift Summary | Detaled Report |  Daily Takings |

Cloze
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78 Equipment Hire (Containers) - 13 Steps to Mastering the Basics

1. Enter the number of notes and coins counted - not the amount. The system will automatically calculate the
cash total. Please note that ONLY payments received via "Point of Sale", will be indicated as the
"Physical" total. Also remember to enter the Credit Card; Cheque and Bank Transfer Totals if received in
"Point of Sale"

2. Enter the amount for the float kept in the till
3. The system will indicate if there is a "Surplus" amount (In blue), or a "Shortage" (It will be printed in red)
4. The amount next to "Other Total", is "Contract Payments" received directly on the contract - as explained

in Step 12

5. In order to print a Shift Report, click on the "Report" tab

6. When the "Screen Capture" button is clicked, an exact image of the "Money Count" can be printed

7. Click "Accept"

» Money Count o @

Cash : 18325.25

20000 [ 52 j 050 [ 6 j Cheque : 0.00

100,00 70 ﬁ 0.25 0 ﬁ Credit Card : 0.00

E0.00 m j 020 |_1 ﬁ B ark Transfer 0.0t}

2000 |_5 ﬁ 040 I_u ﬁ Yaouchers : 0.00

100 [ 5 oos [ 1 Blfess 0.00

500 [ 34 02| 0 Tatal 18325.25

200 [ 24 oo [ 04 - Float ) 400.00
1o0 [ 3= _

= Physical : 17925.25

Surplus : 9 0.00

Shift Total Cazh 17925 25

Comrments : Account Tatal : 0.00

b aintenance Clear : 0.00

[ntermal kaintenance 0.00

Other Tatal : o 13048 25

V6.3.0.3 Shift Total 3097350

9 Repart | Ig;;?ﬁ:a 6 ( o Accept ? Cancel

Print ta : |5|:reen Prirt ﬂ

o]
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Step 13 - Shift Cash Up 79

» The buttons below will enable you to print the following reports:
e Shift Summary Report
e Detailed Report
e Daily Takings Report

Time Stamp

17925.25

SHIFT TOTAL

30973.50
-

e See how the Shift is still "Open". Also notice that the "Shift Total" is R30 973.50, but the "Physical
Amount" is R17 925.25 (Received via POS). There is no "Surplus Amount".

e Click on "Cash-Up"

1792525
0.0

SHIFT TOTAL

30973.50

r@ Shift Summary | Cetaled Report

Copyright © 2015 Novtel® Louise Janse van Vuuren



80 Equipment Hire (Containers) - 13 Steps to Mastering the Basics

e The Shift for James is now "Closed"
e Click on "Close" to exit the window

Time Stamp Do Mum

SHIFT TOTAL

30973.50

Shift Surnmary | Detailed Repaort|  Daily Takings

Copyright © 2015 Novtel® Louise Janse van Vuuren



Step 13 - Shift Cash Up 81

e The "User" must log out, and the "Supervisor" must now log in with his or her password

e Click on the "User's" Shift and see how all of the transactions done during that shift, displays in the left
hand side of the window

e Click on "Supervisor Shift Cash-Up"

» Supervisor Shift Cashup @
. . V6.3.0.3
File  Reports Credit Mote

Transaction (GFT00007)

1D Customer Type Total » n Shift # User Total Inwvoice Date
1 Sales 277.00

2 BLOOOT Deposit Paid 100.00 Front Desk

3 Ca0001 Deposit Paid 100.00

4 ES0001 Deposit Paid 100.00 SFTO00D1
5 CAQODT Papment 231.25 SFTO0002 Jarmes 0.00
E Canam Contract Invoice 288,75

T Canoom Deposgit Applied 100,00

g Canam Contract Credit Note -42.50

9 Ca0001 Refund Cazh -85.00

10 ES0001 Payment 100.00

1 ES0001 [eposit Applied 100.00

12 ES0001 Contract Invoice 200.00

13 BLOOOT Payment 324.00

14 BLOOOT [eposit Applied 100.00

15 BLOOOT Payment 40.00

16 BLOOO Contract Invoice 464,00

17 BLOOOT Deposit Paid 200.00

13 BLOOM Deposgit Refunded -75.00

15 BLOOOT [eposit Applied 125.00

20 BLOOO Contract Invoice 125.00 j

@ Single Shift -m S Total 30973.50

Supervizor
Shift Cazhup

Check Customer Supervizor

Itegrity Edit Shift Close

Frint ta : |Screen Print ﬂ

e Click "Yes" to continue the Cash-Up

Mowvtel | V6.3.0.3 £2

[0] Continue Cashup?
es Mo
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e The system will inform you whether the "Cash-Up" has been successful, or if it had failed. If the "Cash-Up"
failed, it will be due to one of the 2 reasons mentioned at the beginning of Step 13

¢ In the case of a successful "Cash-Up", all data will automatically be send to Pastel
e Click on "Documents" in order to see the documents connected to this shift

Import Status

Shift Humber
SFTO0o001

Successful

<] |

Dane.
l lllllll ll l Succeszhul Failed Gﬂcumentg r | Cloze |

e The "Documents" report displayed

[o ][ @ ]ms]

‘ S e £}

-

| :l;II:_' )‘I|a CilJsersiLovisetAppDa O ~ &
File Edit “iew Favorites Tools  Help

Supervisor: Supervisor, Shift #: SUP00001 h
Time and date report was printed: 2015/02/19 12:15:19 PM

Ll Rd

2 Documents Imported to Pa... |

User Shift# Doc Type Doc # Transactions Doc Value

James SFT00001 Inwvoice CIoooond 1 464.00
Invoice CI0DOOOsS 1 123.00
Invoice CIOooo1e 1 73800
Invoice CIODooDs 1 28873
Credit Note CN000001 1 4230
Invoice CIODooOT 1 200.00
Invoice CIODOODE 1 9275.00
Invoice CIooooid 1 1000.00

VE6.3.0.3 Inveice CIODOoOS 1 730.00

Inveice CIonoo1l 1 23000
Cash Sale Imvolce:  INO0OOQO1 1 277.00

e Close the report
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Step 13 - Shift Cash Up

e Click on "Close" to exit the "Import Status" window

Import Status

Shift Humber Status Error
SFTO0001 Successful

K

Dane.

i
HINNNNNNEEE

k Cloze }

e In the "Supervisor Shift Cash-Up" window, various reports can be viewed and printed by clicking on
"Reports", and selecting the applicable option

Successul

Failed

e Click "Close" to exit the "Supervisor Shift Cash-Up" window

W Superdsor Shift Cashup V6.3.0.3 r =
ilg redit Mote
Print Cazhup on Slip 3 _
) A Supervisor Shift # LTI
Shift Repart per User r
B s notlinked to 2 Pastel Code h
. o Shift # User Total Invoice Date
Shift History
Front Desk
SFTO0002 James 0.00
@ Batch Shift Q¥ Single Shift - Open Shift | shift Total: |ICNT]
Check Customer Supervizor Supervizor _I-:I
Irtegrity Edit Shit Shift Cashup nse
Fint to : |Screen Print j
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e The "Supervisor" will be logged out, and the next "User" can log in for his or her Shift

e Remember that a Shift must be opened by the "Supervisor" if the "User" will be raising deposits and
receiving payments

Mowtel Equipment Hire

W \

Change Pazzword

This concludes the basic "Container Hire" Tutorial. Please register on Novtel's Forum for
more information, at http://www.novtel.com/forum/index.php
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OUR PRODUCTS

Our Sage Pastel integrating software include products for:

* Property Management
NOVTEL GROUP * Vehicle Hire*

® SelfStorage®

VAT Number: 43 151 < ® Equipment Hire*

® Relations Management®
WWW.NOVTEL.COM e Contract Management*
South Africa Tel: 0861 6688 N . HB‘SPI"E!"‘ty*

* Point of Sale: Retail*

* Point of Sale: Restaurant®

® (ate/ Facility Access Control*

* Can also be used as stand-alone applications

OUR WEB PORTALS

GLOBAL

PROPERTY ONLINE

ANOVTEL COMPANY

o

-
-
-
i
-
w
-
-
.,
-
)

Pl 15y

Global Property Online and Country related Website Portals are the marketing
medium between Estate Agents | Private Owners and Property Buyers |
Renters. These Portals also include an Online CRM (Customer Relations

Vestern Cape Southern Cape
tem Cape KwaZulu Natal

Morthern Region Gauteng Management) System:

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

Australia Botswana ® Buy Property in Spain —www .buypropertyinspain.net
Cariisern Kenge * Propertyin Portugal for sale —www.propertyinportugalforsale.com
UAE Dubai Migeria

B Tanssn ® Australia Property — www.australia-property.net

Uganda e BLOG - www.blog.globalpropertyonline.net
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