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1. Introduction 

The Novtel Equipment Hire Software package can be used to manage the following: 

✓ Tool Hire 

✓ Heavy Machinery Hire 

✓ Suit Hire 

✓ Photography or Video Equipment Hire 

✓ Lighting and Sound Equipment Hire 

✓ Garden Tool Hire 

✓ Ablution Hire 

✓ Catering and Party Items Hire 

✓ And much more 

However: in this document, we will demonstrate the basics of how Novtel Container Hire can be used, but 

please note that it is an indication ONLY.  

The software can be set up according to your company’s hire items and specifications within the software 

parameter. 

✓ Hire Items are to be created and linked to specific Categories and Sub-Categories 

✓ A Contract per site is created and linked to a Customer. One contract can manage the rental of 

multiple hire items per site 

✓ Deposits can be raised and paid on a contract 

✓ A monthly rental fee is charged, and the rental can either be continued or terminated at the end of 

the billing month 

✓ Novtel incorporates the feature to sell physical items from either the Grid, or dedicated Retail POS 

system  

✓ If the Deposit paid amount exceeds the Invoice total, a deposit refund can be done from the Contract, 

and the affected accounts in the financial system will be listed on the contract’s Deposit Tab 

✓ A Contract payment for an outstanding balance can be processed from the Contract itself 
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2. Setup Procedures 

To successfully set up your system, there are various procedures to perform first, and careful planning is 

advised. 

We recommend that your Company’s Accountant, or person with extensive knowledge of the financial system 

be involved in the setup of the Multi-Stores (If Applicable); GL Accounts; Inventory Groups; Entry Types, etc. 

These must be linked to Novtel to ensure that transactions are posted correctly. 

2.1 Users and Passwords 

 

From the ‘Setup’ menu, Usernames and Passwords are set up for the following types of Users: 

✓ Administrators with full access to the setup procedures 

✓ Shop Users to access the dedicated Retail POS system ONLY  

✓ Supervisors to open and manage User Shifts; To give permission for certain actions in the system when 

the Supervisor Password is required, and to post shifts to the financial system 

✓ Custom Users for which certain permissions are deactivated 

 

Shifts are to be opened for all Users actively working on the system, for transactions to be linked to their 

Username and Shift Number – thus creating a complete audit trail. 
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2.2 Financial System Interface 

 

• Novtel seamlessly integrates with Sage Pastel Xpress, Sage Pastel Partner and Sage Evolution.  

• GL Accounts and Entry Types are set up in the financial system and are linked to Novtel to ensure accurate 

financial posting. 

• Inventory Categories and Groups can be created to be linked to charges and hire items. 

• Extensive financial reporting is then also obtained from the Financial system. 

• Multi-Stores / Warehouses can be set up if installed and activated in your financial system. 

• Agent Codes can be set up; imported to Novtel and linked to contracts. 

• Customer Categories are set up and linked to Customer Master Files in Novtel 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Container Hire – The Basics (V2)        © 2020 Novtel – All copyrights reserved 

 
Page 6 

 

  

2.3 Company Setup 

 

From the ‘Setup - Company’ menu option, the following details can be set up: 

Company Details Tab 

The company’s contact details are to be inserted here and will be displayed on all system documents.  

By selecting the ‘Database Management’ setting applicable to this specific database, some features are 

activated or de-activated in the menu options. As we are demonstrating a company renting out Containers, 

the ‘Containers’ option is selected. 
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General Tab 

In this tab, a host of settings can be entered and selected to determine how your system will function. 

As we charge monthly rates for all containers owned by our company, the ‘Activate Monthly Billing’ and 

‘Activate Monthly Fixed Rates’ options are ticked. 

 

Financial Tab 

Here, your company’s Tax number and default tax type is set; Document Numbers set; the use of the 

suggested deposit activated or de-activated; and settlement discount scales set up. 
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Access Control Tab 

In this tab, there are 2 options to be considered. 

 

Preferences Tab 

Maintenance defaults are set up in this tab for the first maintenance and recurring maintenance intervals. 
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Images Tab 

Here, the respective paths from where Item and Customer Images are to be retrieved, are selected. 

The format for the Customer Image is also to be selected here. 

 

2.4 Setup Company POS 

In the ‘Setup Company POS’ screen, there are 6 charges to be selected after creating it. These charges are 

necessary to enable the system user to perform other functions in the system, and the user will not be able 

to place items ‘On-Rent’ if these fields are not populated. 

The default settings for the POS systems accessed from the Grid and the dedicated POS system can be set 

here too. 
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2.5 Document Setup 

Clicking on the ‘Setup – Documents’ menu option, the Invoice and Work Order Document Layout can be 

selected. 

 

Standard document notes can be added to be displayed on Invoices and Quotations, and your company’s 

terms and conditions can be captured and saved. 
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2.6 Branches 

Multiple Branches can be set up in the Novtel system. A Branch can refer to different towns or cities; countries; 

a Maintenance Branch to which items can be transferred and serviced; repaired or discarded, and sub-hire 

branches where items can be sourced from and sub-rented by your company. 

Users are linked to specific Branches to which they must have access. 

Items are linked to specific Branches and will be accessible from this branch only – unless transferred to 

another branch. 

From the ‘Edit’ menu Branches can be added. 

 

Specific contact details can be added per branch, as well as other custom settings. 
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2.7 Charges 

Charges are created by clicking on the ‘Edit – Charges’ menu option and click ‘Add New’ to continue. 

 

 

An unlimited number of charges can be created. Charges can be linked to contracts as ‘Non-Rental’ items and 

will be displayed as ‘Additional Costs’. 

Charges can also be classified as ‘POS Items’ to sell it from the Grid’s POS system, or ‘Shop Items’ to be sold 

from the dedicated Retail POS system. 

Items used for maintaining; servicing and repairing hire items must also be created as charges and classified as 

‘Maintenance Items’.  

Please note that any charge applicable to your company can be set up. 
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1. Charge Code 

A unique alpha-numeric code must be created per charge. For example: a 3-letter alpha code followed 

by a 3-digit numeric code inserted as ‘PAD001’. 

2. Description 

The charge description in this case, is entered as ‘Padlock and Key - 76mm’. 

3. Barcode 

The Item’s barcode can be inserted here if a barcode scanner is used at your POS Terminals. 

4. Create Item in Pastel 

By ticking the checkbox to ‘Import Item to Pastel’, the item will automatically be imported in Pastel 

upon saving the charge without it having to be created manually in both systems. 

5. Display on Invoice 

For this charge to be displayed on the Customer Invoice, this checkbox must be selected 

6. Physical Item 

Any item bought by your company to be re-sold, must be classified as a ‘Physical Item’ 

 

7. Allow Tax 

Where tax is applicable, this checkbox must be selected. Novtel will also indicate the Standard VAT rate 

as selected in the ‘Company Setup – Financial’ tab. 

8. Rate Including VAT 

Entering the rate – inclusive of VAT - at which the item is to be sold, Novtel will calculate and insert the 

amount exclusive of VAT. 
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9. Pastel Inventory Code 

When the ‘Create Item in Pastel’ checkbox is selected, this field is left blank, since Novtel will 

automatically insert the Pastel Inventory Code after importing the charge to the financial system. 

10. Multi-Store for Retrieving Cost Price 

If Multi-Stores are set up in the financial system, and activated in Novtel, the specific Multi-Store from 

where this charge’s cost price is to be retrieved, must be selected here. 

If the option to use Multi-Stores have not been activated and set up, the search button will be 

deactivated.  

11. Inventory Category 

If set up in the financial system and imported to Novtel, a custom Inventory Category can be selected 

here to which the charge is to be linked. 
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12. Classifying a Charge 

If this charge is to be sold from the Retail POS system, it MUST be classified as a ‘Shop Item’ to be 

available for selection from the Retail POS screen. 

However: Please note that this charge will also be available for selection from the Contract form to add 

it as a ‘Non-Rental’ charge. 

 

13. Importing the Charge to Pastel 

Upon clicking ‘Accept’, the ‘Import Inventory Item’ screen is displayed, and the code, description and 

selling price exclusive of VAT is indicated here. The ‘Physical Item’ option is also selected since we have 

previously checked the ‘Physical Item’ checkbox. 

In this case, no Multi-Stores have been set up, and therefore the ‘Default Store’ option is automatically 

selected. 

Click ‘Accept’ to continue. 
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The charge has now been created successfully. 

 

All other relevant charges can now also be created by clicking ‘Add New’ and entering and selecting the 

applicable settings.  

When done, click ‘Close’ to exit. 
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2.8 Item Categories and Sub-Categories 

Item Categories are to be created, as well as Sub-Categories to be linked to a main category.  

These are required fields to be populated when creating an Item (To be rented). The Sub-Category also forms 

part of the Item Description, and therefore it is important to enter a clear and descriptive Category and Sub-

Category name in the ‘Description’ field. 

Examples of Item Categories and Sub-Categories may include the following, but are not limited to these only: 
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To start the process of first creating the main categories, click ‘Edit – Item Category / Sub-Category’. 

 

Click ‘Add’ here. 

 

1. By default, the ‘Update Inventory Category to Item’ checkbox is ticked. This will cause the Inventory 

Category linked to the Main Category below, to be updated to any item this Main Category is linked to. 

2. Enter the description for the Main Category 

3. And select the ‘Inventory Category’ as created in the financial system to which this Category is to be linked 

before clicking ‘Accept’. 
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This Main Category has now been created successfully. 

All other main Categories can now be created by repeating the process. 

 

In this case, we have created 3 main Categories. 
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We will now select the ‘Container - O’ main Category and click on the ‘Add Sub-Category’ button to link various 

‘Sub-Categories’ to this main one. 

 

The selected Main Category, and the Inventory Group it is linked to, is displayed at the top of this window.  

To create the first ‘Sub-Category’ linked to it, click ‘Add’. 
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1. Code 

At present, no code has been allocated to this Sub-Category yet since it has not yet been saved 

2. Item Category 

The Item Category has been inserted automatically as selected previously 

3. Description 

Enter a descriptive name for this Sub-Category to distinguish it from the rest of the Sub-Categories to be 

created. In this case: ‘Office Container 3x2.5m’. 

4. Tax 

The tax rate, as set up in the ‘Setup – Company – Financial’ tab is displayed in this field 

5. Price Setup 

Daily, weekly, monthly and / or per hour rates can be set up if applicable. However, in this case we have 

only entered a set price to be charged per month. 
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The following defaults are now to be set up and can be updated to the Item itself by ticking the ‘Update Default 

to Item’ checkbox. 

6. Update Price to Item 

Selecting the ‘Update Price to Item’ checkbox, the prices will be linked to the item’s master file 

7. Weight 

The weight of this Item Sub-Category (3x2.5m Office Container) can be entered here and updated to the 

Item itself 

8. Detailed Description 

A detailed description of the ‘Item Sub-Category’ can now be entered in this field 

 To save the changes and to create this Item Sub-Category, click ‘Accept’. 

 

This Item Sub-Category has now been created successfully.  
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To add more Item Sub-Categories to this Main Category, click ‘Add’ and create it in the same manner as 

explained previously. 

 

To make changes to an Item Sub-Category, select it and click ‘Edit’. Make the changes and save it. 

All Main Categories can now be selected individually, and the applicable Sub-Categories added in the same 

manner.  

     

 



Container Hire – The Basics (V2)        © 2020 Novtel – All copyrights reserved 

 
Page 24 

 

  

     

When done, click ‘Close’. 
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2.9 Creating Items 

To rent out a Container, it must be created as an ‘Item’. If your company has multiple Units of a specific Item, 

it will be created individually. 

Either click on the ‘+’ icon or click on the ‘Edit’ menu and select ‘Item’. 

            

    

Both options give access to the ‘Item Setup’ screen from where new Items can be added, or existing Items can 

be edited. 
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The Code and Description cannot be entered directly in these first two fields. 

Novtel creates the Item Description according to the settings entered in the ‘Plant Number’, ‘Sub-Category’ 

and ‘Manufacturer’ fields. 

The Item Code is only created once the Item is saved to the system. 

If the Item has not yet been created in the financial system, the checkbox to ‘Create Item in Pastel’ must be 

ticked for the item to be imported to Pastel when saving it to Novtel. 

 

 

The General Tab 

In this tab, the following information and settings is to be entered or selected: 

1. Branches 

The branch logged into will be inserted here by default for both ‘Branch’ options. 

The first Branch cannot be changed, but the ‘Home Branch’ option can be changed if applicable. 

2. Plant Number 

The ‘Plant Number’ is allocated as per your company’s requirement and must be unique to the item.  

By entering this number, it is also automatically entered in the ‘Description’ field as follows: 
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3. Serial Number 

Where applicable, the Item’s serial number is to be entered in this field to keep track of Items owned by 

your company.  

For all items with a dedicated serial number, the serial number will be captured here.  

4. Manufacturer 

Enter the supplier company / manufacturer of the item in this field. In doing so, it will now form part of 

the Item’s description. 

 

5. Type 

Items are to be classified as a specific ‘Type’, and in this case the ‘Container’ option is selected from the 

list of options since this demonstration database is dedicated to ‘Container Hire’.  

Please note that if any other ‘Type’ is selected here, and a contract is created for ‘Monthly Container Hire’, 

the Container will not be available for selection in the ‘Available Items’ window when attempting to add 

it to the contract. 
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6. Item Category 

Clicking on the search option in the ‘Item Category’ field, the relevant Item Category for this Item is to be 

selected. In this case, the ‘Container – O’ option. 

 

7. Item Sub-Category 

Immediately, the following window is displayed, indicating all Sub-Categories linked to the selected Item 

Category. Now select the specific option and click ‘Select’. 
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Both the Item Category and Item Sub-Category has been captured here. Also note that the Item Description 

now contains the ‘Item Sub-Category’s’ wording as well. 

 

8. In Stock, On Rent and Available 

The ‘In-Stock’ value will ALWAYS be displayed as 1 at this stage, since only 1 item is created and in stock 

and it is not linked to a contract at present. 

Therefore, the ‘On-Rent’ value is zero, and the Item is ‘Available’. 

For ‘Non-Serial’ items, the ‘In-Stock’ number can be changed according to the number of items in stock.  

9. Show on Grid 

Items are linked to Contracts, and the status of the contract will be reflected on the Grid next to the Item. 

Therefore, we always recommend that the option is selected to ‘Show on Grid’. 

10. Monthly Billed Item 

Items can be billed monthly if set up. If this Item is to be billed at the monthly rate, the checkbox must be 

selected. 
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1. Let’s first save this Item by clicking ‘Accept’.  

  Note the following: 

2. Novtel has now automatically created the Item Code, and it will be imported to the financial system with 

the same code and description allocated to it in Novtel. 

3. The specific Inventory Group it is to be linked to in the financial system, must be selected here. 

 

4. As the item is not to be sold, but rented, it is classified as a ‘Service Item’. 

5. If a ‘Cost Code’ is to be created for this Item, the checkbox is to be selected. Novtel will automatically 

populate the Cost Code’s ‘Code’ and ‘Description’ fields. 

6. Should the option be activated in your system and Multi-Stores have been set up, the applicable Multi 

Store this Item is to be linked to, must be selected. However, in this case, Multi-Stores are not set up in 

our system, and the ‘Default Store’ is automatically selected. 

 To continue, click ‘Accept’. 
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Our first ‘Item’ has now been created. To continue editing this Item Master File, click on it, and click ‘Edit’. 

 

The Financial Tab 

1. In the Financial tab, the Cost Price of the Item is to be entered. If an Item were rented and damaged 

beyond repair, the Customer can be charged for the replacement thereof. The Cost Price entered here, 

will be charged in such a case. 

2. The prices as entered on the Item Sub-Category linked to this Item, has successfully been updated to the 

Item since we have selected the option on the ‘Sub-Category’s’ master file. 
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Create all other Items in the same manner by entering and selecting the relevant settings. 

When done, click ‘Close’. 

 

Returning to the Grid, all Items for which the ‘Show on Grid’ option were selected, will be displayed here.  

The Item Code is indicated in the colour of the selected Branch, which in this case, is the Mossel Bay Main 

Branch. 
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By clicking on the arrow pointing to the right, below the Grid, the Item Descriptions are indicated next to the 

Item Code. 
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2.10 Item Tariffs 

Item Tariffs can also be set up per individual Customer Category, and per Item Category and Sub-Category. 

On a Customer’s master file, the option can be selected to use the Item Tariff Prices instead of the price set 

on the Item Sub-Category or Item itself. 

From the ‘Edit’ menu, select ‘Item Tariffs’, and click ‘Add New’ in the next screen. 
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The Code and Description cannot be entered manually, and will consist of the selected Customer Category, 

Item Category, and Item Sub-Category. 

Customer Categories are set up in the Financial system and imported to Novtel. Clicking on the down arrow 

here, the list of Customer Categories is displayed, and the applicable option can now be selected. 

In this case, we are setting up an Item Tariff for the ‘Corporate Customer’ Category. 

 

Immediately, Novtel inserts the Customer Category Code in the ‘Code’ field, and the Customer Category itself 

in the ‘Description’ field. 

 

Next, click on the search option in the ‘Item Category’ field. Search for and select the applicable Item Category 

from the list. 
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All ‘Item Sub-Categories’ linked to the selected ‘Item Category’ are now displayed, and the applicable option 

is to be selected. 

 

The ‘Item Tariff’s’ description now contains the Item Category and Sub-Category too. 

Detailed notes can be added, and the applicable rates entered before clicking ‘Accept’. 

 

The Item Tariff for the selected Refrigerated Container, and for the Corporate Customer Category, has been 

created successfully. 
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Rates for all other Item Categories and Sub-Categories, as well as Customer Categories, can now be created 

in the same manner. 

A report listing all created Item Tariffs in the system can be produced whenever required. 

 

 

2.11 Areas 

‘Areas’ are to be created since it is linked to a site on the Customer’s master file – which in turn is linked to a 

contract. 

For demonstration purposes, we will now create areas in the greater Mossel Bay and surrounding towns by 

clicking ‘Edit – Areas’. 
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In the ‘Area Setup’ window, click ‘Add’. 

 

Click in the activated line in the ‘Code’ field and enter a unique code. 

Then, click in the ‘Description’ line and enter the corresponding description for this area before clicking ‘Save’. 

 

The first area is now created, and the process is repeated until all relevant Areas have been created. 

When done, click ‘Close’. 
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2.12 Payment Terms 

Payment terms can be set up and linked to each Customer’s Master File, respectively.  

Click on ‘Edit – Payment Terms’ and click ‘Add’ in the next screen. 
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A unique code and description must be created for each ‘Payment Terms’ option, and the settings saved. 

A Code can only consist of 2 characters, while the Description can accommodate a maximum of 30 characters. 
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2.13 Customers 

Customer Master Files are created by either clicking on the ‘Customers’ icon, or from the ‘Edit’ menu. 

       

 

Both options give access to this screen from which the ‘Add New’ button is to be clicked. 
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1. Account Code 

An Account Code cannot be entered manually, and Novtel will automatically create the Code when all 

settings have been captured and the account is saved. 

2. Description 

The Description field will be populated by Novtel according to the settings entered in the following fields: 

• If this Customer’s Master File is to be created for a private customer and not a company, the entries 

made in the ‘Last Name’ and ‘First Name’ fields will be entered by Novtel as the ‘Description’. 

 

• If a Company Name is entered, this field will be used to populate the ‘Description’ field 

 

However: By clicking on the ‘Copy To Description’ button, the Customer’s Last and first names will be set 

as the ‘Description’ instead of the Company Name. 
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3. Customer Category 

Customer Categories are created in the financial system and updated to Novtel. Each Customer can then 

be linked to a specific Category, relevant to the individual or company. 

4. Use Item Tariff Prices 

As explained in chapter 2.10: 

Item Tariffs can be set up per Customer Category, and for specific Item Categories and Sub-Categories. 

By ticking the ‘Use Item Tariff Prices’ checkbox, the Item Tariff price will automatically be used instead of 

the normal price linked to the Item Sub-Category or Item itself. 

 

5. Corporate Customer 

• Unticked 

If the ‘Corporate Customer’ option is unticked, the options are available to set whether or not a 

deposit will be raised and will be payable by this Customer. 

The Customer Master File will not be available for selection when attempting to create an ‘Account 

Contract’. 

 

• Ticked 

If the ‘Corporate Customer’ checkbox is ticked, the ‘Deposit’ options are hidden, and the Customer 

will be available for selection when creating an ‘Account Contract’. 
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6. Monthly Container Hire 

As we have selected the option in the Company Setup – General tab that this database is to manage 

‘Container Hire’, the ‘Monthly Container Hire’ option is activated on the Customer Master File. 

And because of the fact our company rents out containers on a monthly basis, this option is selected. 

7. Order Number Required 

If an order number is required for a Customer, this option is selected. If not, leave the option unticked. 

8. Billing Interval 

The specific option according to which this Customer is to be billed, can be selected as either: 

• On the Month End 

• On the 25th 

• On the 28th 

• Or no month end may be applicable since the Customer may be billed by using the daily increment 

option or weekly billing option. 

 

9. Postal Address vs Physical Address 

The Postal address may differ from the physical address, in which case, the fields will be populated with 

the respective information. 

However: If the Postal Address is the same than the Physical Address, only the ‘Postal Address’ field will 

be populated, and by clicking on the ‘Copy Postal Address to Physical’ button, the details will be copied 

and inserted in the ‘Physical Address’ field by Novtel. 
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10. Tax Reference 

The Company’s tax refence number is to be inserted here to display on the Tax Invoice issued to the 

Customer. 

11. Credit Limit 

By entering a credit limit amount in this field, the Customer will be allowed to only accumulate charges 

up to this amount. If reached, no further transactions can be performed unless the outstanding amount 

is settled or significantly reduced. 

         

If no credit limit is applicable, a zero amount is entered. 

 

12. Payment Terms 

Specific Payment Terms can be set up in the ‘Edit’ menu, and the terms applicable to this Customer, can 

be selected. 
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13. Personal Details 

The title for this Customer can be selected as either ‘Mr’, ‘Ms’, or ‘Mrs’. 

The initials are automatically derived from the ‘First Name’ field as entered by the system User. 

The date of birth is to be entered and the ‘Male’ or ‘Female’ option is to be selected. 

By ticking the ‘RSA ID’ field and entering an ID number, Novtel will check whether the ID number is valid. 

If not, Novtel will indicate in red that the ID number is false. 

 

If the ID number is valid, Novtel will indicate this fact in green. 

 

14. Other Details 

All other details – of which some are mandatory fields to be populated - are to be entered. 

 

For demonstration purposes, we will now first save this Customer Account by clicking ‘Accept’.  
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The ‘Customers’ window is now displayed, and the newly created account is highlighted. 

To access the account, select the ‘Edit’ button. 

 

The Customer Master File is displayed and is classified as an ‘Account Customer’ since the ‘Corporate 

Customer’ checkbox is selected. 

 

Customer Notes can be created and saved by clicking on the ‘Notes’ button. Existing notes can be edited 

or deleted as well. 
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The Site Details Tab 

The Customer’s Physical Address has been inserted here as the first ‘Site’. 

Multiple Sites can be created for a single customer, and a contract per site can be processed for rental 

items allocated to a selected site. 

 

The Contract Details Tab 

Proceeding to the ‘Contract Details’ tab, no contracts are displayed at present, since we have not created 

any contracts for this Customer yet. 
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User Defined Fields Tab 

Any additional information – not covered by the system – and which your company wishes to capture, 

can be added in these 5 fields respectively. 

Please note that Custom captions can be created from the ‘Setup’ menu, and the captions will be 

displayed here.  

 

The information entered for this Customer will also be displayed at the bottom of the Grid when hovering 

on a contract created for this Customer. 
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Private Customer Tab 

The last tab contains the default information for this Customer – as entered in the ‘General’ tab. 

 

Clicking on the line and clicking ‘Edit’, more information can be added for this person in the 7 available 

tabs: 

 

Also note that more persons – like Employees of this company for example - can be created here by 

clicking ‘Add’, capturing the details and saving the files. 

When done, click ‘Accept’ to save all changes made to this Customer Master File. 
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2.14 Email Setup and Management 

Emails containing a Customer’s attached invoices and statement for the selected month, as well as up to 10 

additional attachments, can be sent from Novtel via your email program, to: 

✓ Either a single Customer ONLY 

✓ A selected range of Customers 

✓ Or ALL Customers simultaneously 

Very Important: 

 

Always ensure that the correct email address for all Customers have been inserted on the respective Customer 

Master Files, as this email address will be used by Novtel automatically and entered on the email to the 

Customer. 
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By clicking on the ‘Email’ icon, a date and customer range can be selected before continuing. 

 

➢ The default ‘Send Operation’ can be selected as either: 

✓ Save to Drafts Only 

✓ Or Send the emails directly to the selected Customers 

➢ A global subject and message can be entered and will be displayed on the emails sent to all selected 

Customers. 

➢ The document options to include per email are: 

✓ Statement Only 

✓ Invoices Only 

✓ Statement and Invoices 
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Clicking ‘Accept’, the emails will either be saved to the Drafts folder in your email program, or it will be sent 

directly – depending on the ‘Send Operation’ option selected. 

In this case, we have selected the option to save the emails to the Drafts folder, and the emails per Customer 

selected, are displayed as follows: 

 

 

2.15 Sub-Hire Items 

Novtel has the capacity to manage items sourced from the Cross-Hire branch when your Company’s stock is 

depleted. 

These Items are sub-rented to your Customers – who will then receive an invoice from your company to be 

settled. 

Suppliers are to be created before Sub-Hire Price Matrices can be set up for daily and hourly rates as charged 

by the selected Supplier. 

Only Items transferred from the Cross-Hire branch will be considered as ‘Sub-Hired’ Items. 
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3. Opening a Shift 

A Shift must be opened for the User to raise a deposit and to perform financial transactions such as processing 

payments. 

The Supervisor will log into Novtel using their Supervisor password and click on ‘Supervisor Open Shift’. 

 

All available Users will be displayed on the left-hand side of the window. Simply double click on the User for 

whom a shift is to be opened or click on the User and click on the arrow pointing to the right. 
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The User is now displayed on the right-side of the window, and the Supervisor can click ‘Accept’ if no other 

shift is to be opened at present. 

 

Note that no information is yet displayed in this screen since the User has not yet logged in after the shift were 

opened. 

To proceed, click ‘Close’. 
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4. Creating Contracts 

Contracts are linked to Customers, and the Customer will receive an Invoice for all rented items, and other 

charges added to the contract. 

Either a Cash or Account Contract can be created, and if a Customer is classified as a ‘Corporate Customer’, 

the ‘Contract Account’ icon is selected. 

 

Immediately, the ‘Customers’ window is displayed. If the Customer do not have an existing Customer Master 

File yet, click ‘Add New’, create, and save the account before selecting it. 

However: An existing Customer Master File can be searched for and selected by clicking on any of the ‘Search’ 

options in the bottom part of the window. 

Clicking on the required Customer, the ‘Select’ button is clicked to link this Customer to the new Contract. 
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4.1 Adding a Site 

Proceeding to the ‘Site Details’ tab, the specific site to which a rented item is to be linked, must be created. 

1. By clicking ‘Add’, the ‘Add Delivery Address’ screen is opened. 

2. The ‘Site Code’ cannot be created manually, but Novtel will allocate this code when the site is saved. 

3. The Customer Code and Description is automatically entered according to the Customer selected. 

 

4. Area Code 

Clicking on the search option in the ‘Area’ field, the list of all pre-created ‘Areas’ is opened, and the 

applicable option is to be selected. In this case, Monte Cristo. 
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5. Site Number / Code 

This field cannot be populated manually, and Novtel will allocate a unique code here upon saving the site. 

6. Site Description 

Enter a description for this site which will easily be recognizable by the service agent when performing 

their duties. In this case, we have entered the street address as 32 West Street. 

7. GPS Coordinates 

Enter the specific GPS Coordinates for this site in the format indicated. 

8. Contact Details 

Enter the contact person for this site, as well as their contact details. 

9. Delivery Address 

Enter the physical address for this site and click ‘Accept’ to save it. 
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The site has now been created successfully.  

Clicking on the Site and clicking ‘Edit’, the ‘Site Code’ and ‘Site Number/Code’ fields have been populated by 

Novtel, and the Customer’s Site is now identifiable by this code. 

 

Please note that multiple sites can be added per Customer, and a contract per site is to be created. 

4.2 Creating a Contract per Site 

A contract can now be created for a specific Site by clicking on it, and then clicking on the ‘New Contract’ 

button. 
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1. The selected Customer’s Code and Description is linked to this contract, and the ‘Customer Category’ the 

Customer is linked to, is displayed in a green background colour 

2. The ‘Site Number and Description’ is displayed here 

3. The ‘Branch’ for which the contract is created, is indicated here 

4. And since this contract is created for a container to be rented by the selected Customer, the ‘Monthly 

Container Hire’ option is to be ticked. 

 

The General Tab 

 

5. Invoice and Credit Note Number 

At this stage of the contract, these 2 fields are blank, and no information can be entered here manually. 

Once Items are returned, Novtel will automatically create and insert an official Invoice Number. 

6. Deliver / Collect 

If the Hire Items are to be delivered to the site, the ‘Deliver’ option is selected. If the Customer is collecting 

the Hire Items themselves, the ‘Collect’ option is selected. 

7. The Month, Start and End Dates 

The specific month for the rental of the Hire Item(s) is to be selected, and only the contract ‘Start Date’ 

can be set. The ‘End Date’ field is disabled and will display the last day of the current month. 

Please note that when ‘Container Hire’ is activated in the Equipment Hire system, the ‘Fixed Date Contract’ 

option is not supported. 

8. Order Number 

If an order number is supplied by the Customer, it is to be entered in this field. Or, if the option is selected 

on the Customer Master File that an order number is required, the User MUST enter the order number 

before the contract can be saved. 

9. Contract Status 

The status of a new contract will by default be displayed as ‘Provisional’ since no deposit payment has 

been received yet. 
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10. Agent Code and Description 

Agent Codes are set up in the Financial System and updated to Novtel. Contracts can then be linked to a 

specific person for a purely statistical value to determine how many contracts are linked to a specific sales 

person over a set period of time, or to set up commission structures based on the level of performance. 

 

 

The Hire Item Tab 

In this tab, the ‘Deposit container’ is displayed as ‘Hire Number 1’, and the Contract and Volume numbers 

have also been allocated. 

To add actual item or items to be rented, click ‘Add New’. 
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The ‘Available Items’ window is opened, listing all Items marked as the ‘Container Type’, and which are 

available for the selected contract period.  

This Customer requested one 12x2.5m Storage Container, and one 3x2.5m Office Container. 

Therefore, we will first click on the required Storage Container and click ‘Accept’.  

 

Rental number 2 has been allocated to the selected hire item. 

Now click ‘Add New’ again and select the applicable Office Container from the list. 
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Rental number 3 has been allocated to the selected Office Container. 

 

By saving the Contract and returning to the Grid, the letter ‘M’ is displayed in front of all items linked to this 

contract, indicating that it is a ‘Monthly’ contract. 

The contract has also been created for the period of 1 – 31 December 2020 and is currently displayed in the 

colour of the ‘Provisional’ status. 

Below the Grid, the contract number for this contract is displayed when hovering on any of the items linked 

to the contract, on the Grid. 
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5. Accessing a Contract 

There are various methods to access an existing contract, namely: 

Method 1: By clicking on the ‘Edit Contract’ button on the Grid 

There are different status options to search for the required contract: 

The ‘All Contracts’ option displays contracts linked to all statuses. 

 

The other options are to search for contracts which are: 

✓ On Rent 

✓ Returned but incomplete 

✓ Provisional or Confirmed 

✓ Or Returned and fully paid 

A specific contract can also be searched for by means of the following Search Criteria: 
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Method 2: From the Grid 

By right-clicking on any of the reservations linked to a contract, and selecting ‘Contract – View Contract Details’, 

the Contract is opened. 

 

Method 3: From the Customer Master File  

Clicking on the ‘Customer’ Icon, the specific Customer can be searched for, selected, and ‘Edited’. 
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From the ‘Contract Details’ tab, the option is selected to view ‘All Contracts’. 

Double clicking on the contract, the ‘Contract Details’ screen is opened. 

 

Method 4: From the Contract Icon 

Clicking on the ‘Account Contract’ or ‘Cash Contract’ icon and selecting any of the search methods, a specific 

Customer can be searched for and selected. 

 

From the ‘Contract Details’ tab, the option is selected to view ‘All Contracts’. 

Double clicking on the contract, the ‘Contract Details’ screen is opened. 
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Method 5: From the ‘Edit’ Menu 

Clicking on either the ‘Contract Cash’ or ‘Contract Account’ options, a specific Customer can be selected, and 

the Contract accessed from their Customer Master File. 
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6. Raising a Deposit 

A deposit can now be raised on the Items added to the contract.  

Normally, the equivalent of 1 month’s rent is raised as the deposit amount and is payable by the Customer in 

addition to the monthly rental amount. 

To raise the deposit, the contract is accessed, and the ‘Edit’ button clicked. Now proceed to the ‘Deposits’ tab 

and enter the amount to be raised on this contract. In this case, R9000.00 since both these containers are 

charged at a monthly rate of R4500.00. 

To now raise the deposit amount, click on the checkmark in front of the ‘Deposit Raised’ field. 

 

Immediately, the ‘Deposit Raised’ field is displayed in the colour of the ‘Provisional’ status, and the date upon 

which the deposit was raised, is inserted within this field. 

The date by which the deposit is payable, can now be set in the activated field. 

Please note that the ‘Pay Deposit’ button must NEVER be clicked, and a deposit receipt issued if proof of 

payment was not yet received from the Customer. The reason being that a User must give account of all 

transactions at the end of their shift, and receipting a payment which was not yet received, will cause the Cashup 

amount to be short. 

The changes can now be saved, and the Contract form closed. 

 

The status of the Contract is still displayed as ‘Provisional’ since no payment has yet been received at this stage, 

and the deposit was only raised. 
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7. Processing a Deposit Payment 

Once a deposit payment has been received, the System User will issue a receipt by clicking on the dropdown 

menu next to the POS Icon and selecting ‘Deposits’. 

 

Clicking on the search button in the ‘Contract Volume Number’ field, ONLY contracts for which a deposit was 

raised, and with an outstanding deposit payment, will be listed. 

The applicable contract can be searched for by means of either the Contract Number or Description, or the 

Customer Code or Description. 
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1. The selected contract will now be inserted here. 

2. The deposit amount raised on this contract will be displayed in both the ‘Amount Raised’ and ‘Payment 

Due’ fields. 

3. Select the payment method as used by the Customer and enter the payment date and other payment 

details. 

Please note that the ‘Accept’ button will remain disabled unless an amount is entered in the ‘Payment Received’ 

field. 

 

Enter the exact amount as received from the Customer and click ‘Accept’ to print the receipt. 
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The deposit receipt displays the information captured by the system user, as well as the User who has processed 

the transaction, their shift number and the exact date and time the receipt was issued. 

 

1. Since a Deposit Payment was received and receipted, the status of the items linked to the contract has been 

changed to ‘Confirmed’ automatically. 

2. The deposit paid amount is displayed below the Grid for this contract. 
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Accessing the contract’s ‘Deposits’ tab, the ‘Deposit Paid’ field is displayed in the colour of the ‘Confirmed’ 

status, and the date and amount paid is linked to it. 

 

The ‘Payment’ tab indicates the payment made, as well as the receipt total. 
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The ‘Financial’ tab displays the receipt number, amount, type of transaction and the date and time when the 

transaction was processed. 

 

The ‘Hire Items’ tab displays the status of all Items, as well as the Deposit Container, as ‘Confirmed’. 
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8. On Rent Items 

Whenever Hire Items are collected or delivered, the status of the items must be changed to ‘On-Rent’. 

To do so, click ‘Edit’ first to enable changes to the contract. 

 

By changing the ‘Action’ to ‘On-Rent’, all line items are selected automatically. To change the status of all items 

simultaneously, none of it must be unticked. 

However: Should some of the items be delivered or collected at a later stage, those items must be unticked. 
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Click on the ‘Apply Selection’ button. 

1. This screen is now displayed for the first hire item, namely the Storage Container.  

2. Very Important!!  

Should the Contract not start on the first of the month, then Novtel calculates the rate pro-rata for the first 

month. 

Here, it is indicated that the ‘Hire Days for the first month’ is 30, since the container to be returned on the 

31st of December. Therefore, Novtel calculates the rate at R145.16 x 30 Days. The first month’s rent is 

therefore indicated as R4354.84, for 1 day’s rent has been deducted from the full monthly rate of R4500.00. 

3. Notes can be entered if required, and the ‘Accept’ button clicked to save the settings for this item. 
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As we have linked 2 items to this contract and placed both ‘On-Rent’, the next item’s screen is displayed 

automatically for which the settings are to be applied. Click ‘Accept’ to continue. 

 

The status of both containers is now indicated as ‘On-Rent’ and the changes are to be saved. 
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Returning to the Grid, the Items linked to Contract 1, Volume 1 is now displayed in the colour of the ‘On-Rent’ 

status, and the ‘Contract Balance’ is indicated as minus R290.32. 
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9. The Recurring Billing Procedure 

The recurring billing process is to be performed: 

1. To allocate an official Invoice Number for the items linked to the contract for the billing month 

2. And to either continue the rental for another month, or to end the contract at the end of the billing 

month 

Please note that we have made a backup of the data and will demonstrate both the options of continuing the 

contract, and to end it at the end of the current billing month. 

The process is started by clicking on the ‘Process’ menu and select ‘Recurring Billing’. 

 

1. At the top of the window, the Branch currently logged into is displayed, as well as the billing month. 

2. Because we have activated the options to use monthly billing, and fixed monthly rates, the ‘Process 

‘Monthly Contracts’ tab has been activated here. 

Our Customer has been classified as a ‘Monthly Customer’; The Items linked to the Contract are classified 

as ‘Monthly Billed Items’; And the ‘Monthly Container Hire’ option was selected on the Contract.  

Therefore, the items linked to contract 1, volume 1 are displayed in this tab. 

3. To continue with the billing process, ensure that all applicable items are selected, and click ‘Process Monthly 

Contracts’. 
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9.1 Ending the Contract at the End of the Billing Month 

In the ‘Month-End Options’ window, the option to ‘Continue Hire’ must NOT be selected if the contract is to be 

ended at the end of the selected billing month. 

 

Clicking ‘Proceed’, the ‘Pre-Import List’ for the selected month is produced, which can be either be printed, 

saved, or both. 
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The ‘Process Monthly Contracts’ tab for the selected month is now cleared. 

 

Returning to the Grid, the items linked to contract 1, volume 1 are displayed in the colour of the ‘Returned’ 

Status.  

An official Invoice number has also been allocated. 
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The Invoice Number is now also displayed in the contract’s ‘General Tab’ and the invoice itself can be produced 

by clicking on the ‘Invoice’ button. 
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9.2 Continuing the Contract for another Month 

We have now restored the backup and will demonstrate the affect on the system when the contract is 

continued instead of terminated. 

In the case where the rental is to be continued, the option is selected to ‘Continue Hire’ before clicking 

‘Accept’. 

 

Returning to the Grid, the items linked to contract 1 volume 1 for the month of December, has been invoiced, 

and the colour of the contract volume is displayed as ‘Returned’.  
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However: As from 1 – 31 January, the Contract volume is now indicated a ‘2’, and the items are linked to the 

colour of the ‘On-Rent’ status. 

 

Now please note that when the next recurring billing process is performed, and the contract is not continued 

for February, the status of the contract items will be indicated as ‘Returned’, and will be invoiced too. 
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10. Contract Payments 

Please note that ONLY once the actual payment is received, must this step be performed to receipt the 

payment amount as received by the Customer. 

The status of a specific month’s contract will remain ‘Returned’ until the outstanding balance is settled in full.  

 

To settle the balance, double click on any item linked to the contract volume for which payment was received 

from the Customer, and proceed to the ‘Payments’ tab. 

The outstanding balance is displayed in red in the ‘Payment Due’ field. To process the receipt, click on the 

‘Contract Payment’ button. 
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The ‘Contract Payments’ screen is opened, and the following information is automatically entered by Novtel: 

✓ The Contract Volume Number – which in this case, is volume 1 

✓ The Customer 

✓ And the ‘Payment Due’ amount 

 

The User will select the payment method as used by the Customer, select the date upon which the payment 

was received, and double check that the ‘Payment Received’ amount corresponds with the amount received 

from the Customer before clicking ‘Accept’ to process the payment. 
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The receipt is displayed as follows: 

 

The payment is now captured, and the payment amount is displayed in the Receipt Total field. 
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All Items linked to Contract 1, Volume 1 are now displayed in the status colour of the ‘Fully Paid’ status since 

no outstanding amount is present. 
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11. The User Cash-Up Procedure 

At the end of the User’s Shift, they will be required to perform the ‘Shift Cashup’ procedure. 

This will require: 

✓ Counting the physical amounts in the cash drawer 

✓ Entering the amount of cash; and the amounts for payments received by credit cards and cheque. 

Novtel will match these amounts and totals with the system totals generated during the user’s shift.   At the 

end of your shift, you will need to generate a POS Cash-Up Report, which will display all the system totals of 

the float as well as any payments received from customers when cash sales, or ‘Deposit’ and 'Contract 

Payments’ were processed. 

Any variances or differences between the system totals and the amounts cashed up in the drawer, could 

indicate a possible shortage or a surplus; of which variances should be followed up and rectified immediately. 

The process is started by clicking on the drop-down menu adjacent to the POS Icon and select ‘Shift Cash Up’. 
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1. In this case, the Shift Total for Louise (SFT00001) is displayed as R35 419.36 which includes Cash Sales 

performed from the Grid’s POS system; Deposit Payments; Contract Payments and Deposits Refunded 

2. This Shift Started on 7 December 2020 at 8:22am. 

3. As the Shift is still ongoing, an end date and time has not yet been captured 

4. At present, the Shift Status is indicated as ‘Open’ 

5. To proceed with the Cash-Up procedure, the ‘Money Count’ button is to be selected. 
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6. The ‘Shortage Amount is currently displayed as R 17 709.68, and this amount corresponds with the ‘Shift 

Total Cash’ amount. 

7. The total amount for all invoices updated during this shift, is calculated, and inserted by Novtel in this field 

automatically. 

8. The Shift Total is the combined total of all amounts indicated from the ‘Shift Total Cash’ amount to the 

‘Other Total’ amount. 

 

1. As the User now counts all the money in her cash register (which includes the cash float), she will be 

required to insert the exact physical number of notes or coins, in the corresponding field here (and not 

the value of the notes or coins). 

2. In this case, the following number of notes and coins are present in the cash register, which includes a 

R400.00 float: 

✓ R200.00 notes x 1 

✓ R100.00 notes x 0 

✓ R50.00 notes x 2 

✓ R20.00 notes x 4 

✓ R10.00 notes x 2 
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3. The total Cash amount and the Total amount is indicated as R400.00, however, the Physical amount is 

zero since the R400.00 float has been entered and deducted. This means that no cash transactions have 

been processed during this shift. 

4. The shortage amount of R17 709.68 is displayed in red. 

 

5. Our company policy dictates that no cheques will be accepted, and this field is left blank as it is not 

applicable. 

6. The combined total for all credit card payments – as manually calculated by adding up the credit card slip 

totals – is entered here. 

7. The total amount for payments received by means of a Bank Transfer during this shift, is entered here. 

8. The shift is in balance since the ‘Surplus’ amount is indicated as zero. The ‘Physical’ and ‘Shift Total Cash’ 

amounts correspond. 

9. Any applicable notes can be entered in this field and will be displayed on the report. 

10. To print the ‘Money Count Report’, click on this button. 
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Both the User and the Supervisor will sign the report after checking the cash and documents – which will now 

be handed to the Supervisor. 
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Clicking ‘Accept’, the ‘Money Count’ window is closed. 

 

11.1 Cashing up and closing the Shift 

1. At present, this User’s shift is still open, and no end date and time has been captured yet. 

2. The Shift Summary, Detailed, and Daily Takings reports can be accessed from these buttons and either 

printed or saved, or both. 

3. Clicking on the ‘Cashup’ button, the shift is closed, and no transactions can be performed under this shift 

number anymore. 
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The Shift End Date and Time is now captured. 

 

11.2 The Supervisor’s Screen 

Louise’s Shift now displays the current date next to it – indicating that it was closed on this date. 
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Clicking on the Shift, all transactions performed by this User during her shift, are displayed in the left-hand 

side of the screen. 

 

The Supervisor will now perform the ‘Supervisor Shift Cash-up’ procedure for this User’s shift in order to send 

the data to the financial system. 
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For more information or a product demo, please contact our office. 

Tel: 0861 66 88 35 (0861-Novtel) 

Tel: +27 44 695 4886 (International) 

www.novtel.co.za 

 

 

 

 

 

 

 

tǊƻŘǳŎǘ wŀƴƎŜ 
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