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Container Hire — The Basics (V2)

Introduction

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

SN NS W NI RN

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.

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

v' A Contract per site is created and linked to a Customer. One contract can manage the rental of
multiple hire items per site

v' Deposits can be raised and paid on a contract

v" A monthly rental fee is charged, and the rental can either be continued or terminated at the end of
the billing month

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

v’ 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

v' 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

® Novtel Equipment Hire Utimate Standard 6.7..1 - [kem Grid]
@ Fie Edt Modfy |Setp Process Reports Help

Company
ah Interfaces >
B User Defined Fields
2 sers / Passwords.
2 Users/ Passwordk
o Documents
Cash Drawer
View tems by
 Cote - pysls | DetebaseSet
C Plartho © OnRe  Reminders

© Transfer © Mainte Tag Reader
& EdtCon  Authorization
202071703 < [0 Workstation and Printers

Rental Day Limits

Company POS.

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

v Administrators with full access to the setup procedures

v Shop Users to access the dedicated Retail POS system ONLY

v’ 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

v' Custom Users for which certain permissions are deactivated

Manager

Supervisor Cashup

Shop

#® Add user X
Users [ Group General | Permissions Pastel
£ Kevin Supervisor Cashup
£ Louise Administrator
£ Novel Admiristratar Permission Type | Administiator -
£ uirton Shop b o
8 Richard Custom H
Item Grid Supervisor Cashup
< Edit ltems v
Add Delete Edit Branches [V
Pemissions for Kevin Edk Charges v
Edt ltem Tariffs [v
Issue Credit Motes Update Invoices [v
Negative Receipts Select Navtel Database [v
Counter Stalf Menu Intertace 7 Company Sehup 28

Close

[ | _coes

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.

Container Hire — The Basics (V2)
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2.2 Financial System Interface

il ‘I_II:I &

DEMOM (o]

® Novtel Container Hire Ultimate Standard 6.7.0.1 - [Item Grid]
W File Edit Maodify | Setup  Process Reperts  Help

Company
Interfaces
User Defined Fields

Users / Passwords

LSls  alis- sl &
MNovtel

«*  Pastel
Evolution

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

e GLAccountsand Entry Types are set up in the financial system and are linked to Novtel to ensure accurate

financial posting.

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

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

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

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

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

Container Hire — The Basics (V2)
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General Tab

2.3 Company Setup

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

® Noviel Container Hire Ultimate Standard 6.7.0.1 - [ltem Grid]
W File Edit Maedify = Setup  Process Reperts  Help

g an AP — Rl v a

As we charge monthly rates for all containers owned by our company, the ‘Activate Monthly Billing’ and
‘Activate Monthly Fixed Rates’ options are ticked.

Interfaces ® Company Setup %
User Defined Fields o ) [ ComayDetals | Beneral 1 Financial Y hocessCortnl | Preferences T Images
N New [E===
DEMOOT |G Users / Passwords gusg a_l?fo
’ Wed u -
I o domatc Rehesh nervel L) Sezanth Allow Rentals o overlap by [7 = dase
rroni BN Documents I — irenim [ [
Number of columns on Grid a0 llow Backdated Retun of [To]das
Activate Morthly Biling & Yes " No Force Flant Mo to Cost Code: r
. , ! ; ; .
From the ‘Setup - Company’ menu option, the following details can be set up: fctvaloccessContel " Yes 5 Mo nrmont Hoe Doy e Saeoy (Cheskod = Cra) =
Activate Recuring Maintenance " Yes & No Activate Sundays on ltem Level 2
Force Agent Commission  Yes & No Increment Hire Days on Saturday (Checked = Charge] r
. Charge Half Day on Saturday [Checked = Charge) r
Company Details Tab [ oo = Aot Ssudie onlom Lovel v
= Inciement Hire Days on Public Helidays [Checked = Chaige] |~ Gotyp Hoidaps
, . . X . Mirium Password Length (0 = No check] [0 Activate Holidays on ltem Level 4
The company’s contact details are to be inserted here and will be displayed on all system documents. Seplsi i =
Force use of retun time [ Activate Weekly Rates r
Retunn Cut-off (Half/ Full day] hour/s (30 Minutss = 3] [0 Activale Weskly Fates on ltem Level r
By selecting the ‘Database Management’ setting applicable to this specific database, some features are Dt HallDay Yok il oy = 60 erer 05) [1
. . . . . . . Short Rent Cut-off in hour/s (30 Mintes = 3] [0
activated or de-activated in the menu options. As we are demonstrating a company renting out Containers, - = CossHieBianch [NoBrancn, =
the ‘Containers’ o pt ion is selected Requite Supervisor Password for Hir Item Femoval r Cash Customer Category [0 - No category ~]
B Allow - Cancel Hire Items with outstanding B slance. r e R A et r
Allow Addtional Costs Posting oriy for On Rent Status r Print Hpgiene Slps r
Allow changing Status to On Rent for Future rentals r Allow Contract Discount r
C Set Activate Novtel Oniing Bookings r Allow Item Remove (More than one day selected) r
# Company Setup X Activate Demo Mode r Allow Mulipl offhie Days r
Dverride Credit Limit Check. r Allow off-hire Dapselect on Provisional r
Return Deposit Comtainer only if selected r Display End Date on Documents. r
I Company Details I I General 1 Financial | Access Control T Preferences ) Images Alow orly Permanent Bransh transiers r Remave Custormer Requied Fields r
Allow \work Order creation at Branch level r " I

Accept Cancel

Company Email

sales@novtel.com

MName: |Silver Container Hire

Tel: |044 123456789 . .

° Financial Tab

o —— (FInEIICEN T2

Cel: 082 123456783 Here, your company’s Tax number and default tax type is set; Document Numbers set; the use of the

s tione. [T suggested deposit activated or de-activated; and settlement discount scales set up.
Diaz Office Park.
BeachBodovadwesl | ® Company Setup X
Diaz Beach Mossel Bay

5500 ComparyDetals | General I I Financial L Acosss Conlicl T Preferences T Inages

Email Address i
for this compurer) VAT /GST / Sales Tax Update Supplie Invoices
UseTax @ Yes © No Newt Invoice Number  [SO00000T
)

Computer Location
[AANNNNKN
TasNumber  [123456789 Invoioe Date Method [ Uipdate Date ~

Use Branch Address and contact details r Default Tax Type
Tis Database Manages: [Contaner Hie s st T Force Use of Suggested Degost -
Cherge Code Sewice Charge [0 % Clear
I = ™ &llow Negaiive Discount if Applicable

Invoiced Service Charge Code -Link to Charge Code _Clear Settiement Discount-

[ al [
Setup Settiement Discount Scale
Update Cost/Seling Prices

Round Cost/Seling Piice to next 0
Enample: 0.05 (0.3 to 0,351 050 (0.33 1o 0.50)
Defauit Markup Percsntage 0

Update Customer Inoices:

Mext Invoics Number Formst — [IN00000T
[AANNNNNN)

Hire
Ablution Hire.

¢ Orly Apply Settement Discount for curent monihi i
previous cutstanding amourts have been paid n ul

Accept Cancel

~ Apply Settisment Discount or curent monih, with
previous outstanding amourts payable in full

[ Charge Cade
Invoice Date Method Update Dale -
Invaice Adjective Gl [ alf
=Settlement Discount to be used with Email
Update CstomerCrect o Hodule. Whon Statement i sent to Customer, the
E—— ] seltiement Discount Countdown Begins for that
Customer

Farmat [AANNNMHN]

Accept Cancel
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Access Control Tab Images Tab

In this tab, there are 2 options to be considered. Here, the respective paths from where Item and Customer Images are to be retrieved, are selected.
Pry— < The format for the Customer Image is also to be selected here.
Company Detals Y General Y Financial Il Kecess Controf I 1 Preferences T Images ® Company Setup x

ComayDsa | G I Francil [ heemcoe Pres—— | =

[ Allow only Adivins ko Prirt tem Stock Take Report

[ Redquire Supervisor Password for Adjusting Hire D aps on Conliacts

ttem Images Path al
Customer Photo Path a]

Customer Photo Type

Preferences Tab

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

# Company Setup X

Company Detaits il General il Financial 1 Aceess Contiol I 1L Images

Maintenance Defaults

First Maintenance [0 DAYS Accept Cancel
Recuring Irterval [0 DAYS

2.4 Setup Company POS

Automatic Deletion of Quotations Interval 60 Days

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.
Please select or enter the path to the database Used for syncronisation of your equipment detabase &
| Front Desk In Houss Chaige
Enable Discount I~ Enable Quick Scan r POS /Shop In House Charge Code
MaxDiscount Percentzae [0 =] Showlnventoy Datals [ S| ==

P03 #Shop In House Payout/Credit Note

Print hecess Pemit r Allow Line Amourt Change
a Clear
ocont Cancel PO Iwoice 7 Credit Motz 1o S1ip Printer 2 ‘ Il [E=|

work Order Late Retum Charge Cade

o [zl

Wk Drder POS Inveice ta Slip Printer 2
Replacement Charge Code
alf Clear
General Flepai Charge Code

Posting of Shertages/Dver Journal by Supervisar St Cashup

| Ga|

Hide Shift totals on Merey count

a0

Overiide Force Change on Accourt Payments

Hygiene Servies Charge Code

[ Cleat

Accept Cancel
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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.

# Novtel Container Hire Ultimate Standard 6.7.0.1 - [Item Grid]
W File Edit Meodify  Setup  Process Reports Help

III‘I_II:I

Company

Interfaces >

User Defined Fields

Users / Passwords

DEMOO .

DEMODL - Documents
u ﬂ Cash Drawer

'?EE&

Database Set
WView [tems by :
& Code € Ayaila Reminders
" PlantMo O OnRe Tag Reader
(" Transfer © Mainte IO o i

Ck Edit Con Workstation and Printers
202001114 | [20201 Rental Day Limits

Company POS

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.

# Documents Setup X
I Letters 1 word Documents | [oocumentshotes | | | work Orders |
Layout
" Plain Paper Paper Size : A4 - 210 mm x 237 mm

* Logo Layout 1

" Logo Layout 2
~

Pre-Print/Custam
* None
" Layout 1 [Pre-Print]

" Layout 2 [Custom]

[~ Use Custom Hire Contract Layout

Accept Cancel
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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.

# Novtel Container Hire Ultimate Standard 6.7.0.1 - [ltem Grid]
W File Edit Modify Setup Process Reports Help
Item

Customers

Suppliers N

DEMI Branches ﬁ
’m Charges I
Item Tariffs

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

#® EditBranch X
Assigned Colour
Ciy Branch South Afiica SubHire Branch [m] -
Tel Addiess
Fax I~ Dedicated Cashisr
e-mail I Dedicated Invoice User
website: — I Maintenance Branch
All Maintenance by Extemal Supplier [~ Maintenance Multi-Store q, |:|
Maintenance Supplier | al | Select Seling Price Set [Hain ~|
Cash 0 o [Daiy Taking Contiol Customer Code Adjective: |
Credit Card 0 a] [Daly Taking Conuel {Leave blark touse the fest characters of Surname or Company)
Cheque 0 a] [Paiy Taking Contio o
Bank Transfer 0 a] [Daly Taking Contel
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2.7 Charges 1. Charge Code

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

Charges are created by clicking on the ‘Edit — Charges’ menu option and click ‘Add New’ to continue. by a 3-digit numeric code inserted as ‘PADOO1’

#® Novtel Container Hire Ultimate Standard 6.7.0.1 - [ltem Grid] 2. Description
# File Edit Modify Setup Process Reports Help The charge description in this case, is entered as ‘Padlock and Key - 76mm’.
Item
| 3. Barcode
L Customers —
S = The Item’s barcode can be inserted here if a barcode scanner is used at your POS Terminals.
uppliers b
oEN Branches = 4. Create Item in Pastel
,m Charges I By ticking the checkbox to ‘Import Item to Pastel’, the item will automatically be imported in Pastel
| Item Tariffs 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
Code Description Amount a
DFTQ0T DEDU:: Forfeit Charge 0.00 6. Physical Item
HTGO01 Hygiene Service Charge 100.00
Latoot Late Retum Ch 20000 i - ifi u H ¢
il P o Chatge o Any item bought by your company to be re-sold, must be classified as a ‘Physical Item
POS002 POS Credt 0.00
REPOOM Replacement Fee 0.00
REPO02 Fepai Fee 0.00 ® Add New Charge b4
0 Code |PaDOO1 o [V Create ltem In Pastel
9 Description |Padlock and Key - FEmm 6 W Display On Invoice
B de |123456739
9 sreode @ [v Physzical ltem
St By Code ~| Seach External Reference [~ Blocked
Code T Properties
Description ‘
Charges Allows Tax ﬂ 15 -Vat - Standard rated [15%) ﬂ
= | ‘ | Cost Price Excl 0.00 arkup % 0ao
( AddMNew ’ Close
Rate Incl 9 52Mhalge Excl 45217
An unlimited number of charges can be created. Charges can be linked to contracts as ‘Non-Rental’ items and User Defined Field 1
will be displayed as ‘Additional Costs’. User Defined Field 2

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

) ) 7. Allow Tax
from the dedicated Retail POS system.
Where tax is applicable, this checkbox must be selected. Novtel will also indicate the Standard VAT rate

Items used for maintaining; servicing and repairing hire items must also be created as charges and classified as - , . )
as selected in the ‘Company Setup — Financial’ tab.

‘Maintenance Items’.

Please note that any charge applicable to your company can be set up. 5 i ety s

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.

10.

11.

Container Hire — The Basics (V2)

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.

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.

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.

# Add New Charge X

Code |PADOO

Description ‘Pad\ock and Key - 7Bmm

Barcode |123456723

[¥ Create ltem In Pastel

V¥ Displap On lrwvaice

v Physical tem

External Reference I Blocked
General T Properties
Allow Tax v |15 -Wat - Standard rated (15%) j

Cost Price Excl 0.00 Markup % 0.00
Rate Incl 520.00 Charge Excl

User Defined Field 1
User Defined Field 2
User Defined Field 3
User Defined Field 4
User Defined Field 5

Pastel Inventory Code | g S

ulli Store code for retrieving Cost Price | J i !
|UUZ - Inventory Goods w j

- Mo categary
- Service:

Inventory Categary

005 - cat 5

Page 14
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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.

#® Add New Charge X

Code |PADOOT

Desoription [Padlock and Key - 76mm

Bacode | 123456785

¥ Create ltem In Pastel

¥ Display OnInvoice

[ Physical ltem

Extemal Fieference I™ Blocked
General T | Properties |

I~ POS ltem

¥ &hop fiem

I Payout ltem

[ Refundable Charge Item

[™ Maintenance ltem

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.

5 EI
[¥ Create ltem In Pastel .

¥ Display On Inwoice

Code |PaDOO1

Desciption [Padiock and Key - 76mm

Barcode [123456783
aicoce [ Physical ltem
# Import Inventory ltem X
Code  [PADDOT Code | Description [

Z
Description ~ [Fadiock and Key - 76mm 001 Default Store

Inwentary Goup

Excl Seling Price 45217 & Physical ltem

" Service ltem

ulti-Stare Select
All Multi-Stores

Ol

Selected Multi-Gtoes (ol

CAECEDI )J Cancel ‘

entory Category [0z - Invertory Goods |

Cancel
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The charge has now been created successfully. 2.8 ltem Categories and Sub-Categories

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

# Charge Setup bt
These are required fields to be populated when creating an Item (To be rented). The Sub-Category also forms
Code | Description | Amount | part of the Item Description, and therefore it is important to enter a clear and descriptive Category and Sub-
DFTO0 Deposit Forfeit Charge 0.00 Category name in the ‘Description’ field.
HYGO0 Hygiene Service Charge 0.00
INTOM Internal Posting 0.00 Examples of Item Categories and Sub-Categories may include the following, but are not limited to these only:
LATOM V 200,00
PADO0T 2NN
POSO0 POS Credit Nate 0.00

REPOOT Replacement Fee 0.00

REPOOZ Repair Fee 0.00
MAIN CATEGORY: SUB-CATEGORIES
/ Storage 3 x 2.5m

Storagec 6 x 2.5m

Container (S)

—
Sort By Code - Search \
—_—

Storage 12 x 2.5m

Code PADO0T

Description |Padiock and Key - 7Bmm

Office 3 x2.5m

Charges 520.00

Add Mew | Edit | Delete | LCloze

Office 6 x 2.5m

\ Office 12 x 2.5m

Container (0)

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.

Refrigerated 3 x 2.5m

Refrigerated 12 x 2.5m

Page 16 Page 17
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To start the process of first creating the main categories, click ‘Edit — Item Category / Sub-Category’. This Main Category has now been created successfully.

All other main Categories can now be created by repeating the process.
# Novtel Container Hire Ultimate Standard 6.7.0.1 - [ltem Grid]
W File Edit Modify Setup Process Reports  Help
ftem ® ltem Category Setup X
dia Customers
Suppii Code | Description A |
uppliers
i 1 |Conla\nar 5 V |
,m Branches -
’m Charges I
| Item Tariffs
Contract (Cash)
Wi
(_‘-EWE Contract (Account)
C P Specials
] Charge Discount Matrices
% Item Discount Matrices
ZEIZEI."TI_ Item Category / Sub-Category
Areas

Click ‘Add’ here.

Search

#® ltem Category Setup X
e N
Code Deseription Edit | Delete | Add Sub-Category ‘ Cloze ‘

In this case, we have created 3 main Categories.

# Item Category Setup x
Code Description
2 Container - 0
3 Container - R
1 Container - 5
Search
————
"Add Ei | Deme | AddswCatesoy | Clese |
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 oy
before clicking ‘Accept’. —
# Add ftem Category » N Dele | AddSubletenoy | Cose |
o Update Inventory Category To ltem v
Description ‘Eontainer 5 g
Inventory Category |1 - Storage Containers 6 __-_—!VJ
Qrag 3
02 - Office Containers
03 - Refrigerated Containers
04 - Open Side Containers
05 - Modified Containers
Page 18 Page 19
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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.

® ltem Category Setup X

Code Description

w

Container - R

1 | Container - S \

Search

Add Edit Delete Add Sub-Categary Cloge

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’.

# Edit ltem Category %
Caode Update Inventary Categorp Taltem [
Description
Inventory Category |02 - Office Containers ~|

| ITEM SUB-CATEGORY
Code ‘ Description Category Description |

Add Edit Cancel
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Code

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

The Item Category has been inserted automatically as selected previously

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’.

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

# Add ltemn Sub-Category *
Code (1]0
Fiain Day / Off-Hire [t

tem Category e|2 |Container - 0 EMELD e fem ":

Description 9|foice Container 3x2.5m r

-

Ta O [15-vat - Standard rated (15%] B -

[ Including [l TAX [l Excluding| r

. Maintenance ltem I
Price Per Day [ ooo | 0.00

0.00
Service Ewery 0 Dapzth

Frice Perweek | oo | 0o | 0.00 :
Lnit Mone =
Price Per Month a 4500.00 | 586.96 | 31304 Update Default Toltem [
Frice Per Hour | 0.00 | 0.00 | 0.00
Price Per Service | n.00 | 0.00 | n.00 v
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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 add more Item Sub-Categories to this Main Category, click ‘Add” and create it in the same manner as
to Item’ checkbox. explained previously.

6. Update Price to Item

® Edit ltem Category b
Selecting the ‘Update Price to Item’ checkbox, the prices will be linked to the item’s master file il - Updasiwertoy Caegay Tolen @
7. Weight Description [Cartainer -0
Inverto Categonr—— [02 - Inventory Gioods ~|

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

) ‘ ITEM SUB-CATEGORY
Item itself
. L Code | Description Category Description
8. Detailed Description
o O] ) o 2 Container - 0
A detailed description of the ‘Item Sub-Category’ can now be entered in this field 3| Office Cortainer 1342.5m Container -0

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

Suggested deposit 0.00 % Price
Weight 6 1500

Detailed Description :
Length: 3m

\Width: 2.5m
Height: 2.6m 9

Acoept Cancel

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

=
€ y Cancel

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

manner.
This Item Sub-Category has now been created successfully.
# Item Category Setup x # Edit tem Category x
@ Edit ltem Category pe Code 3 Update Invertory Category Toltem @
Code Description
Ce R
Code B Update Invertor Category Toltem [ 2 Cantainer - 0 Oessipfian [Certainer
Inwentory Category il
Description |Cantsiner -0 1 Containes - 5 I ITEM SUB-CATEGORY
Inventory Category
Code | Desciiption Category Desciiption
‘ TEM SUBCATEGORY 3 Refrigerated Container 12+2.5m Container - A

1 Refigerated Container 32.6m Container - R

2 Refrigerated Container 6x2.5m Container - Bl
Code | Dessription Category Desoription
‘7/

Search
) e |
Add Edit Accept Cancel
Add Edit Delete Add Sub-Categary Close |
Accept Cancel
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#® Edit ltem Category X

® Item Category Setup » 2.9 Creatlng |temS
Code ’17 Update Invertory Category To ltem [
Code Description . . . . .
5 S Dessiphin To rent out a Container, it must be created as an ‘Item’. If your company has multiple Units of a specific Item,
B Contane B nverton g0 03 - Storsge Containers =l it will be created individually.
| ITEM SUE—EATEGEIFW/ . . . . . " , )
Either click on the ‘+" icon or click on the ‘Edit’ menu and select ‘Item’.
Code |Description / Category Deseription
3 |Stoiage Container 1225m B contane-s
1 Storage Container 32 5m Container -5 . . . .
B gm,ajmmm,gxgﬁm Cortans -5 @ Noviel Container Hire Ultimate Standard 6.7.0.1 - [ltem Grid]

# File Edit Modify 5Setup  Process Reports Help

R T Sfeal i)

dil

18 17 18 1z 20
Mo Mo Maw Maow Mo
Search

Add Edit A.:c!;(

Cancel

# Novtel Container Hire Ultimate Standard 6.7.0.1 - [ltern Grid]
# File Edit Modify  Setup Process Reports Help

When done, click ‘Close’. ] ] e E ! Z I g

Add ‘ Edi ‘ Delete Add SubCategory Close |

Customers
N 18 13 20
L | Suppllers H = ‘ = ‘ = ﬂ
— =3 1 20010 20210 2020
Code Description . ) . , L
> Contarer -0 Both options give access to the ‘Item Setup’ screen from where new Items can be added, or existing Items can
antainer -
3 Caontainer - B be edited.
»
Code Description Charge | Plant Mumber

Search

Code Cost Price
Add | Edit | Delete | Add Sub-Categony |£ Close ! Item T ariff Rental per day [Excl)
Plant Nuraber Tax

Fental per day (Incl]

Search

Search By |F‘\ant Murmber j

Search For |
Description ‘
Branch O |
(Add New ’ | Close
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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.

Code x | [V Create ltem In Pastel | Barcode

Description .

[ General T Details T Financial TUserDefmedFlsldsT Fastel Interface T Kit ltems T Fized Non-Rentals W

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:

Add New ltem
Code ¥ Create ltem In Pastel Barcade
Description | 101
General Details T Financial T User Defined Fields T Pastel Interface T Kit ltems T Fived Non-Rentals |
Home Branch
Branch [] |Mossel Bay, Main Branch ii - [ |tossel Bay, Main Branch -
Plant Number 10| g Shaw On Gird "
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3. Serial Number

Where applicable, the Iltem’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.

Code ¥ Creste ltem In Pastel Barcods

Description [ to1m

General Frandiel | UserDefinedFields | Pastellnieface | Kithems | Fised Nonieniaks

Home Branch

[ [Mossel Bay. Main Branch | O |MosselBay MainBranch |

0 Show On Grid 2
) r

External Referer

Monthly Billed Iter r
co o

Manufacturer

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.

Add Mew ltem
Code
Description [, CO. 101
General T Dretails T Financial T User Defi

Branch O |Mossel Bay, kain Branch
Plant Nurber [1m
Serial Number [12348C

External Reference |

M anufacturer |ED

Tepe Container 6 -

Itern Categary

Iter Sub Categary

In Stack
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6.

7

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 — Q" option.

General | Detad: | Francy 1 UseDefined Fiekds | P 1 Kahems | FesdNonReotas | L
@ Select item Category X
Branch O [Moseiop. M et
Plark Numbae 0 |
Sesil Number 12388C
Extemsl Refecence
Marudactures 0
Type Contaner
Item Category 0 r
e Sub Categoey ]O_r

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’.

Both the Item Category and Item Sub-Category has been captured here. Also note that the Item Description
now contains the ‘Iltem Sub-Category’s’ wording as well.

Add New Item

Code I

Ifoice Container 3x2.5m, CO, 101

V¥ Create Item In Paste

Description

General Details T Financial T UserDefinedFieldsT Pastel Int

=] 3 [Mes

t Number {101 g
[12388C 5

nch O |MosselBay, Main Branch

Estertlgl Reference | M
|co
| Container v I i

R

]Container -0

]foice Container 3x2.5m

Item Category

Item Sub Category

8.

10.

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.

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’.

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.

Container Hire — The Basics (V2)

Code @ item Category Container - O X
Descipion  [.C0.101 Seach
General | Detads | Foence | Satty: [Demigion =] @Nonfientds
Search fo
Branch [ [Mossel Bay, ManB: I I ]
Descophion Itom Sub Catogory
m
by Office Cortaner 122.5m 3
Serial Number 12348C
Extenal Refecence Office Cortaner 62 5m 2
Marndactures [CO
Type Contanet
Item Catogoey 2 . W
ftem Sub Categoy |0
In Stock 1
OnRent 0
Avalable 1
Kt Quantty 1 Kit Iteen M
Select Cancel
Page 28

© 2020 Novtel — All copyrights reserved

Brarch [0 [Messel Bay. Mo Braech | [ [MosieBay. ManBranch =]
Planid Nurnbes i Shovs On Gid oF
Serial Mumber |12308C r
Exensl Refeience | Moritiy Bied [bem O~
Manudachaer [cor r
Tvpe Cortaine - Fian DO Faalier -
M Calegaiy |2 a [Cortamer -0 —
Mo Sub Category — [1 [Difice Cortaner 32 5m
In'Stock. [
On Rent 0 o
Avadable 1
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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.

L ) ~ W Cieate llom In Pastel Barcade
Desciiption [Dffice: Container 342 5m, CO;
General | Detsis | Fpancial | UserDefinedFields | Pastellnieface | Kithems | FisedNonentals

#® Import Inventory ltem X
cote [ozomon * Code | Description |

oot Default Stare

Desstiption  [Dffice Container 3x2 5m. C0. 101

Inventary Growp |004 - Office Containers 6 h
007 - Services

002 - Invertory Goods
i iners

Excl Seling Frice

I ainers
[ d Containers
I~ Create Cost Code

Multi-Store Select
Al uli-Stores o

Selected Muli Stores el

Accept Cancel

Cancel

4. Asthe 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’.

® Import Inventory ltem X
Code  [020010M0 Code | Description [

. =
Description  [Difice Container 32.5m, C0. 101 H pefaisiae G

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

® ttem Setup x

Plant Number

Descrplion
] f 101

Cods 02001001 CostPice [ 000
It T Fiental per day [Excl 000
Flant Number — [T01 Ta 000
B Fiental per day fIncl] 000
Search
Search By [Plant Nurher -
Search For

Description [ ffice Containegs2 5m, C0, 101
Branch [ [Mosselgey. Main Branch

Adilew | Ed® | Delete Close

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.

Inventory Group |EIEI4 - Dffice Containers j

Encl Selling Price: 0oo " Physical ltem

o“ Service ltem

Cost Code Multi-Store Select
Code 101 Al Muli-Stares {e]
Descriptian |Dllice Container 22 8m, CO_1 Selected Multi-Stores .
! Accept ! Cancel
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Code 020mom Barcode [
Description ‘Dllice Container 3x2.5m, CO, 101
General T Details T Financial T User Defined Fields T Pastel Interface T Kit ltemns T Fixed Mon-Fentals
Cost Price o 100000
Per Day PerWeek Per Month Per Hour
Fental Excl Taw | nm | oo || e || 0.00
Tax [ 0.00] | on] || 566,36 || 0.00
Rertallncl Ta | a0 | 000 |[EF w0 || 000
15 -%at - Standard rated [15%) j o PerDay o
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Create all other Items in the same manner by entering and selecting the relevant settings.

When done, click ‘Close’.

W ltem Setup hd
Code | Description | Cherge [ Plart Mumber |~
02001003 Office Container 325m, CU, 103 0.00 03
02001004 Office Container 325m, 00, 104 0.00 04
02002001 Office Container £+25m, 00, 201 0.00 20
02002002 Office Container 42 5m, 0, 202 000 202
02003001 Office Container 1242 5m, CO, 301 000 am
02003002 Offise Container 1242 5m, C0, 302 000 aw
02003003 Office Container 1242 5m, C0, 303 000 s
02003004 Offiee Container 12+2.5m, C0, 304 0.00 04
02003005 Office Container 12:2.5m, 00, 305 0.00 05
03001001 Fefiigerated Cantainer 3425m, CR, 401 0.00 40
03001002 Refrigerated Container 342 5m, CR, 402 000 402
03001003 Refrigerated Cantainer 342 5m, CR, 403 000 4
03001004 Refrigerated Cantainer 342 5m, CR, 404 000 44
03001005 Refrigerated Cantainer 342 5m, CR, 405 000 405
N0 A R airi A Cowbainer 2 Fen CRANE nnn ANE v

Code 3001002 Cost Frice 30000000

tem Taiff — Rental per day [Excl] 000

Plant Number ~ [402 Tax 0o

P Fental per day (Inei] 0.00
Search
Search By | Plant Number -
SearchFor ||
Desviiption  [Refrigerated Container 3v2.5m. CR, 402
Branch [ [Massel Bay, Main Branch
Add New ‘ Edit | Delets ‘ @

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.

® Novtel Container Hire Utimate Standard - [item Gric] - X
# Fic Edt Modfy Setup Process Reports Help

|

fo2001002
fo2001005
fo2001002
fo2002001
fo2002002
fo2003001
fo2003002
fo2003003
fo2003008
[o2003005
fo3001001
fo3001002

View tems by

O canceled r

@ Code  C Avalable Rtz @

€ PlartNo " OnRent Oconfimed

C Transter C Maintenance DonRent v
EY Edit Conract @fcuned ¥
O Fuily Paid v

2204 | 20200203 OlNon Fev w

User: Lovise Database Path : C\Users \User \NovtelDat o\ quipmertHie LiveACor| Pastel Path : CAPastel 1815C Branch : Mossel Bay - Main Bianch
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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.

® Novtel Container Hire Ultimate Standard 6 [ltem Grid] ® Movtel Container Hire Ultimate Standard 6.

W File Edit Modify Setup Process Reports Help W File Edit Modify Setup Process Repc

o 30 ﬂlz. <

ah o o a4 dib
0
New
2020

02001 001 02001001 .

||)znn1nn1 | office container 3xz.5m,

||)1nn1nn1 | office Container 3x2 5m,

|ozmnoos | office Container 3x2.5m,

04 |DZDDIDM | office Container 3x2.5m,

02002001 office container 6xz.5m,

||)1nn1nn1 | office container ex2.5m,

||)1nn3nn1 |Dﬂw‘(g Container 42x2 5m,

|Dzoosooz |Dfﬁ(e Container 12x2.5m,

02003003 office Container 12x2.5m,

02003004 Office Container 12x2.5m,

02003005 Office Container 12x2.5m,

|03001001

| Refrigerated Container

|03001002 | Refrigerated Container

03001003 Refrigerated Container

el 8| 8| 8 8| 8 8 8 &8 8 8 8 8 &
foed =) B <] B B~ <1~ < = B~ 1 )
2l g gl 2 2| el 2 2 8 g 2 2 2 &
e & & 2| & & & & & & & & & &
P =Y = ) | o |~ = = = =
el g 2 2 &| &l & & 2| 2| g 2 & &
R R R S 2 &
Gl R Rl &7 Q R R R A Q R R

03001004 ||)3nn1nu4 | Refrigerated Container
0 a
Wiew [tems by View ltems by

@ Code (" Avalable
" PlantNo ¢ On Rent
" Transter © Maintenance

@ Code (" Available
" Plant Mo ¢ OnRent
" Tiansfer € Maintenance
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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 ‘Iltem Tariffs’, and click ‘Add New’ in the next screen.

# Movtel Container Hire Ultimate Standard 6.7.0.1 - [ltern Grid]

M File  Edit Meodify  Setup  Process Reports Help
Item

dh Customers

Suppliers

Branches

[
|5}
=
=

Charges

Itemn Tariffs
Contract (Cash)
Contract (Account)

5888
INEN ..

Cods Description Price Incl

Code

Descriplion |

Detailed
Notes

(Add New ! Close
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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.

® Add ltem Tariff X
Vit 0 X Rental Price Day Incl 000
Description Nocategow X Rental Pice Wesk Inel | 0.00
Customes Cotegory [0 o caregoy | | RentalPrice Horih Incl 000
ltem Categoy |0 1o categary Rental Price Hourly Incl 0on

Hygiene Fee Incl 0.00

ltem Sub Category

Detailed Notes

Caneel

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

in the ‘Description’ field.

® Add item Tariff

Taiiff Code

Description |Corporate Customer

Customer Categarny Corporate CL =

Iterm Cateqary | S |

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

from the list.

Customer Category | 2 . Coiparate Customer ® Select ltem Category

Itemn Category

| ‘ Code | D escription |
2 Container - 0
Itern Sub Category g T
Dietailed Motes ’7 1 Container - 5
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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.

#® Item Category Container - R X

Search
Sortby: |Desciption -
Search for

Desoription Item Sub Category

Refigerated Conlainer 342 5m 1
Fichigerated Container Bx26m | [2

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’.

® Add item Tariff X
Tt Code — Rental Pice Daplnel | 000
Description Corporate Customer Container - Fl, Refrigerated Conte I Rental Price weskIncl | 0.00
Customer Cateaoty [ Coporate Customer =| | Rental Fiice Manth Incl [ 1ioo0o0
liem Calegory [ ] [Cortaner R Rertal Price HourlpInel [ 0.00
ltem Sub Categary [3 efigerated Comaner 12:25m | Fegene Fee e L)

Detaled Notes [ Diice = R12 000.00 per month)]

( pecent ? Cancel

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

# ttem Tariff Setup x

Code | Desciiption [ Pice Incl [
0203003 Corporate Customer Cantainer - A, Refrigerated Contain.

Code 0203003

Desciption  Corporate Customes Container - F, Refiig

Detailed  [Normnal price = R12 000.00 per month.
Noles.

Edit Delete Close.

Page 36

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

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.

® Novtel Container Hire Ultimate Standard 6.7.0.1 - [ltem Grid]

W File Edit Modify Setup Process Reports Help

Activity ¥
List Of Availability

Rental Statistics >

2001004 [ Usage Report
Utilization
[W Audit Log By User
FZMZWZ Comments & Remarks
02003001 List \->/ Item Tariffs

List Itern Links ltems

2003002 -
Fizmsm
Contracts NOT Inveiced Lo e S -

Invoiced Contracts Charges
h i Charges not linked to Pastel
Deposits >

2.11Areas

‘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’.

# Novtel Container Hire Ultimate Standard 6.7.0.1 - [lterm Grid]
® File Edit Modify Setup  Process Reports  Help
ltem
dh Customers
Suppliers
Branches
Charges
ltem Tariffs
Contract (Cash)
Contract (Account)
Specials
Charge Discount Matrices
Item Discount Matrices
ltern Category / Sub-Category
Areas

Service Agents

T+ 1 T 1 1 T f—
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In the ‘Area Setup’ window, click ‘Add’". 2.12 Payment Terms

® fressewm | - * Payment terms can be set up and linked to each Customer’s Master File, respectively.
Code Description Edd )
Click on ‘Edit — Payment Terms’ and click ‘Add’ in the next screen.
# Novtel Container Hire Ultimate Standard 6.7.0.1 - [Itern Grid]
W File Edit Modify Setup Process Reports Help
ltem
L] Customers
_ oo | Suppliers ol
Branches 20
Click in the activated line in the ‘Code’ field and enter a unique code. Charges
o . ) . : Item Tariff:
Then, click in the ‘Description’ line and enter the corresponding description for this area before clicking ‘Save’. Em fants
Contract (Cash)

® Area Setup x Contract (Account)

Code Description ( sar !
MCBD (# MosselBay CBD (7 ]
; : Cancel

Specials

Charge Discount Matrices
Iterm Discount Matrices

Item Category / Sub-Category
Areas

Service Agents

Payment Terms

Subhire Price Matrices

Customer Settlernent Discount Matrix

Close

REEER R R ERE
INNENNNEEEEEN

ANNS

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

] Payment Terms >
When done, click ‘Close’. Code | DCREI
# Arca Setup 4
Code D escription Add
MCBD Mossel B
oszel Bay =

DZBH Diaz Beach
YREY Yoorbaai Delete
HMES Hartenbos
MECOD Marte Crizto
GTBK Greak Brak River
LEBK Little Brak. Riiver Edit Close

Glertana
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A unique code and description must be created for each ‘Payment Terms’ option, and the settings saved. 2.13 Customers

A Code can only consist of 2 characters, while the Description can accommodate a maximum of 30 characters.
Customer Master Files are created by either clicking on the ‘Customers’ icon, or from the ‘Edit" menu.

® | [ 0[]
# Movtel Container Hire Ultimate Standard 6.7.0.1 - [ltern Grid]
D;Iode | EDBSDC"DHDH # File Edit Modify Setup  Process Reports Help
e o bl dealk o
03 BO Days M ﬁﬁ
3 Add Payment Terms - O X 16 17 18 13
Nov Nov Nov Nev Nm-
aoao aoao 1010 2020 2020
Code 04 Th Fri
2001004
3 --------
Description |SD Dayps Inznnznn I
# Novtel Container Hire Ultimate Standard 6.7.0.1 - [ltern Grid]
Add Edit # File Edit Modify Setup Process Reports Help
| [tem
hone dh Custemers
— Suppliers
hione E Accept j Eancel R, Branches
ield 1
Ell W Charges
W Itern Tariffs
Both options give access to this screen from which the ‘Add New’ button is to be clicked.
L]
Humber | Desciption SeaichNumber_|Telephane | Wobile Phone | Evtemal e | Physical Add Postal Add Emsi I1] T
] N <F6>
Search
© Number " Dessriptian 1D Number £ Telephane # " Mobile Phone #
" Evemal Ref " Physical Address (" Postal Address € Emal Address Cancel
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1. Account Code 3. Customer Category

An Account Code cannot be entered manually, and Novtel will automatically create the Code when all Customer Categories are created in the financial system and updated to Novtel. Each Customer can then
settings have been captured and the account is saved. be linked to a specific Category, relevant to the individual or company.
2. Description 4. Use Item Tariff Prices
The Description field will be populated by Novtel according to the settings entered in the following fields: As explained in chapter 2.10:
e |f this Customer’s Master File is to be created for a private customer and not a company, the entries Item Tariffs can be set up per Customer Category, and for specific Item Categories and Sub-Categories.

made in the ‘Last Name” and ‘First Name" fields will be entered by Novtel as the ‘Description’. 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.
Add New Customer

Account Code ‘i [ Corporate Customer
’— [ Monthly Container Hire Account Code [ Comporate Customer

A R Monthiy Cort.
i Extemal Account Ref onthiy Lontainer Rire
| Smith Ben e H

[~ Order Mumber Required
Customer Category |D -Mocate ﬂ [ Use Item T ariff Prices

General T \ Site Details T Cantract D etails T [NE
S

Add Mew Customer

Extemal Account Ref

Description *

Description |Smilh Construction [~ Order Mumber Required

Custarner Categary |2 - Corporate Customer 6 g el— Use Item Tariff Prices

0 - Mo categony I
General |1 - Piivate Customer | Contract Details T |

: - uca n

Postal &ddress = \ Compary Mame Postal Addred 3 o Profit Organization e |Sm|th Construction
Ty [ .
\ Last Mame = |Smith
First Mame *  |Ber| _ 5. Corporate Customer

e Unticked

e IfaCompany Name is entered, this field will be used to populate the ‘Description’ field 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.

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

Account Code [ Corporate Custamer Billing Intervz Contract’.
I Monthly Container Hi
Extemal Account Ref I ST Al
L - - . D it R
Description |Sm|th Construction ‘\ [~ Order Mumber Required EnositReq e [~ Corporate Customner Billing Interval On Maonth End ﬂ |D—

Customner Category |D - Mo categary j I~ Use Item T ariff Prices [~ Monthly Container Hire

i i i i i ) Deposit Required +  MoDeposit Required
General T Site Details \ Contract Details T Uszer Defined Fi [ DOrder Murnber Required ol 0 ] 1]

[ Use ltem T ariff Prices

Postal Address * Company Mame |Smith Construction] I

Last Mame * |Smith Copy To
First Mame * |Ben Dezcription e Ticked

oo lua P PO =)
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’.

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.

R

Billing Interval |Dn Month End ﬂ |D_
Container Hire

Company Mame |Srnith Constuction] I

Last Mame * |Smith Copy To [ Order Murnber Required
First Name * |Ben Desciiption [ Use Item T ariff Prices
E S A TR . s o
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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.
Order Number Required

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

Billing Interval

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

e Onthe 25"
e Onthe 28"
e Ornomonth end may be applicable since the Customer may be billed by using the daily increment

option or weekly billing option.

Add New Customer

Account Code
Extemal Account Ref

¥ Corporate Customer Biling Interval | On Month End s WENE
()% Monithly Containes Hire O Month End |

Description *  [Smith Constiuction @ Order Number Riequired
Customer Categoy |2 - Corporate Customer ~| [~ Use Item Taiilf Prices
General 1 Site Details T Contract Detalks | User Defined Fields I Frivate Customer ]

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.

General T Site Details

Paoztal Address © |44 Peter Rd
Hartenbos

(& 6520

Phypsical Address * |44 Peter Rd

Hartenbos
E520

Copy Postal
¢ addressto
Physical ¢
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10.

11.

Tax Reference

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

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.

TaxFieference (3876543210
Credt Linit 25000
i@

Pament Tams | &l

Motes

= Required Fields

Novtel Equipment Hire X

[ 0 | Credit Limit exceeded, Customer must make a payment or
apply for additional credit.

alance | On Rent Total Aovailable Credit
[ 0.00] 0.00] 0.0 250000.0)

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

Creit Limit 1 &

Payment Teme | &l

Notes

= Required Fields

nt Balance | On Rent Total Available Credit
0.00 0.00 0.00 0.00

12. Payment Terms

Container Hire — The Basics (V2)

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

Friy=isd | F ! 1
| # Sclect Payment Terms X
T Reference  [9876543210 -
| Code Dezcription | Accept
01 cooD

Credit Limit 250000 03 50 Dape
Payment Terms Qh— 04 30 Days

MNotes

Cancel
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13. Personal Details The ‘Customers’ window is now displayed, and the newly created account is highlighted.

The title for this Customer can be selected as either ‘Mr’, ‘Ms’, or ‘Mrs’. To access the account, select the ‘Edit’” button.
The initials are automatically derived from the ‘First Name’ field as entered by the system User. FY— -
The date of birth is to be entered and the ‘Male’ or ‘Female’ option is to be selected. Hurber | Desrptn D Hurker | Telephane | Mebie Phone | Estemal Fet

SMODT |5 nstruction 7 [0amz

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.
Company Name |Smith Construction C

Last Mame * |Smith Copy To

Fitst Name * |Ben Description

Tile |Mr x| Iniids = [B
B = = Search
e [t ] e e
umber * v
e c - -~ Cancel
Falze @l c

The Customer Master File is displayed and is classified as an ‘Account Customer’ since the ‘Corporate
If the ID number is valid, Novtel will indicate this fact in green. Customer’ checkbox is selected.

Tile [Mr_v| Initals < |B ACCOUNT CUSTOMER
Date of Bith  [1976/12/30 »| MJ/F M =]
SH000T

ID Mumber = |76122 RE&ID [V Account Code

|v Corporate Customer

v . .
External Account Ref ’7 [ Manthly Cantainer Hire

u

[ [ escription |Smith Construction [~ Order Mumber Required

. Customer Category |2 - Corporate Customer b I~ Use Item T ariff Prices
14. Other Details | -

All other details — of which some are mandatory fields to be populated - are to be entered. Customer Notes can be created and saved by clicking on the ‘Notes’ button. Existing notes can be edited

or deleted as well.
Compary Reg Mo | 369258147
Telephone Ma * W
I— Account Code  [SMOODT [V Corporate Customer Biingirteval  [GnMathEnd <] [0
Mokl Propn - e S st —ox
AH Telephone Ol Code | Note Dste_|User Nots
Email Address I;mith@conslm

Search Mumber
Contact Person * |Ben Smith I

For demonstration purposes, we will now first save this Customer Account by clicking ‘Accept’.

[al5] o]
bt £s Daleie Dose

* Required Fields M
T Jug. Avai C

Provisional Customer Statement

Pastel Customer Statement ‘ Acoept ‘ Cancel ‘
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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.

ACCOUNT CUSTOMER

Account Code  [SMODDT IV Corporate Customer Bingimeval  [OnMonhEnd <] [0
¥ Monthlp Cortainer Hie
Extemal Account Fef

Description *  [Smith Construction I~ Order Number Reguired

Customer Category |2 Corporate Custorer =] I Use liem Taif Pices
General Site Details: T Conlract Details T User Defined Fiekds T Private Customer

D |site j | Contact | otite | site #t
B T, e — | |cezn2zegg7e9 | om

Add Edi Delete

u = 2 o valatie Lrec Pravisional Custamer Statement Pastel Customer Statement | Aocept | Cancel ‘
0 000, 700 000

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.

ACCOUNTCUSTOMER

AccourtCode  [SMOODT [V Corporate Customer BiligInleval  [GnMonhEnd =] [
— | % Monthly Container Hire
Description *  [Smith Construction [~ Order Mumber Required
Customer Category |2 - Corporale Customer =l [ Use tem Tarif Prices
General i SiteDetals Y I Contract Details I I User Defined Fields T Piivale Customer
Volume [ Contiact [ Stat Date EndDate [ staus | site Descipiion Invoice # |

& i Coniracts  On Rent Contracts € Outstanding ltems ¢ Dutstanding Contract Balances

[ Click on Column Header to sort_ Click on line to select Transaction.

On Fent Toral Avalable Credt

’—UUUI—UUUIW Provisional Customer Statemert Pastzl Customer Statement ‘ Accept ‘ Cancel ‘
Page 48
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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.

ACCOUNTCUSTOMER

AccountCode  [EMODDT W Corporate Customer Binglnterval  [GnMonthEnd <] [0
EemaldccauntPel | 7 Moty Eortaines i
Desciption *  [Smih Corstuction ™ Drder Number Requied
Customer Category | 2- Corporate Customer -] [~ Use ltem T arif Prices
General T Site Detals 1 Contiact Detais T Piivale Customer

UserDefiedFigt [
UserDefinedFieli2 |
UserDefiedFigt3 [
UssiDefiedFidd4 [
UserDefined Fietds [

i Reri T otal va\smns\Eusmmevﬁlstemem| Pastel Customer Statement ‘ Accept ‘ Cancel ‘
00 00 000 2500000

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.

# Noviel Container Hire Uttimate Standard 6.7.0.1 - [ltem Grid]
# File Edit Modify Setup Process Reports Help

nxu‘j @'

010071001 . ‘

1001001
1001002
1001003

fpiooio0s
fpioo2001
fp1oo2002
fp1002003
fpiooa00a
1002005
fpiooso01
fpioo3002
fpio03003
fp1o03004

Vi tems by

& Code  ( Available
" PlantNo " On Rent

" Transfer C Maintenance

Q) Edit Contract
20207 -] [0201m2008
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Private Customer Tab 2.14 Email Setup and Management

Ul e ez e el e ael e il ELaieier =as @il (o ol el Emails containing a Customer’s attached invoices and statement for the selected month, as well as up to 10

A CCOUNTCUSTOMER additional attachments, can be sent from Novtel via your email program, to:
accomnCode [SMO00T W CopoateDustomer | g nerval  [OnbonnErd <] [0 v’ Either a single Customer ONLY
¥ Monthly Container Hire
Extenal Account Ref
Descripion *  [Smith Canstruction [ Order Humber Required v A selected range of Customers
Customer Category |2 - Corporate Custamer | I~ Useltem Tarff Prices
General T Site Detalls T Contract Detais T User Defined Fields T Piivale Customert v' Or ALL Customers Simultaneousl\/
D |10 Number |Lasname  [Fisname | Tile Very Important:
SMODDT/O0 | 7010202030402 [5min Ben [
ACCOUNTCUSTOMER
Aeoount Code  [FEOOOT ¥ Corporste Customer BingIrterval  [OnMoninEnd =] [
Extemal Account Ref
Description *  [Petersan Construction I~ Order Number Fiequited
Customer Category |0 - No categary | ¥ Use ltem Taiif Prices
General Site Detalls Contract Details User Defined Fields Private Customer
I I I I
pdd Edit Postal Address * :‘4_:”?“"9’“ Company Name Compary Reg o |1230BCASEDEF
M:Iss:'r;ay Last Name * |Petorson Coy To | Telephone No « [044 653 123455
= FistMams = [Dave  Deswilin Fa ba
it R T e ‘ Pastel Customer Statement ‘ Accept ‘ e ‘ Tie [ <] niiak * [0 M::I: Tm:e jog212g46re9
2= = e Physical Addiess * [14 New Frontier Fid DateofBith [187612/30_ <[ M/F M =] I_P_Ema,,e:dd:j [reereor oot com |
- ID Mumber = /6123 RSAID W
Cons Postl Heiderand Teatch Number | 00601 256780
o . e ) ) ) . ; |OIT oSS
Clicking on the line and clicking ‘Edit’, more information can be added for this person in the 7 available P B 2‘5”;;3'3” Contact Person * [Dave Petersan
Physical
tabs:
Tax Refeience  [123456789 Block Customer Account r
® Edit Person '3
e ’m ’ﬁ Credit Limit 100000
Last Name mith Default Contact i IR Ve |2 ﬂ @ Das
First Name Ben hotes
Customer Code: 510001 [Smith Construction
Gonoral | Photo | Employment | Dependante | References | Access Tags * Required Fields Start Camera
D Nomber [FIOZOIOAE Provisional Customer Statement | Pastel Customer Statement | Accept ‘ Carcel ‘
Title |Mr -
Il [B Always ensure that the correct email address for all Customers have been inserted on the respective Customer
Dateolgin [1500E <] Master Files, as this email address will be used by Novtel automatically and entered on the email to the
Gender M~ Maiden Mame Customer.
Maital Status [Single =] Date Maried [1833/12/20 |
A Unread ByDate~ T
Acospt Cancel
peterson@construct.... 0 e = To
Ablution Hire Services - Inv... None
Also note that more persons — like Employees of this company for example - can be created here by Dear Customer Thank you Send Ce
clicking ‘Add’, capturing the details and saving the files.
mb@funfair.co.za (Ve Bee
When done, click ‘Accept’ to save all changes made to this Customer Master File. Aplution Hire Services - Inv... None
Dear Customer Thank you
Ablution Hire Services - Invoice and Statement
Page 50 Page 51

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



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

® Novtel Equipment Hire Ultimate Standard 6.7.0.1 - [Item Grid]
W File Edit Modify Setup Process Reports Help

O .- OB EE T[]
10 11 13
Y | BFERNEYNEEE

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

v’ Save to Drafts Only
v' 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:
v’ Statement Only
v Invoices Only

v Statement and Invoices

Message Options Attachment Options

Send Cperation: Atachment 1. |
® Save Only To Drafts
O Send Directly Atachment 2 |

Atachment 3|

Global Subject:
Ablution Hire Services - Invoice and Statement Atachment 4 |

Atachment 5: |

Global Message

Dear Customer Atachment 6 |

| Thank you for your continued support !

Please find attached your Invoice and Statement for N

Kind Regards

The Abitiom Hire Service Team All Relative Documentation has been Generated, Exported and Sent. If

any errors occured, a failurelist will be displayed.

Reset Al Attachments

Documerts to include
O Statement Only
@ STy [ Include Hygiene Doc Number Reporting nvoice Layo
@ Statement and Invoices

Plain Paper

Export Path: § |C:\Users\User\Desktop' Mais November 2020

Generate Report After Sending

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:

e Home Send/Receve View Hiep

U | A mescimous | [ creckaccesiny | B vetae - | oo

- | con v v v B I UZ-A-E-IE | B scressiook 58 | B stachrie- > uink
Favorites. : A Unread ByDstev T ] Discard  [¥] PopOut

. | peteonGarsi. | OB
o

peternOcontictcom

Senttems

Deleted tems
)3 [
Hont

Bnovielcom

FygineDochumberteporing ED

ML=

[Dear customer

Thank you foryour continued support.

Outbor

RSSests and Regards

Sesch Folders The Ablution Hire Servce Team

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 Sh|ft Th.e Qser 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.
A Shift must be opened for the User to raise a deposit and to perform financial transactions such as processing

payments. Select User
The Supervisor will log into Novtel using their Supervisor password and click on ‘Supervisor Open Shift’. Availablellsers selectedlbsers

Kevin [Credit Note] Louise [Front Desk] V_
Movtel [Front Desk]

Quinton [Shop)
Richard [Front Desk]

# Supervisor Shift Cashup X

File Reports Credit Note

s

Shift # 4
>
ID Customer Table / TA Type Total « Shift # User Total Invoice Date

( Accept } Cancel

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’.

[ [open s JEETTR WOE = 4

® Supervicor Shift Cashup

X
= File Reports Credit Not.
Check Custamer Supervisar £ Supervisor 18 feports Lrecit Mot
Intedrity Open Shift : Shift Cashup o —— shift 1 BTG
Finkto:  [saeenpms =]

|
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.

Select User
Available Users Selected Users

Kevi

{Front Des
Novtel (Front Desk]
Quinton (Shap)
Richard (Front Desk)

Check Custamer Supervisor Supervisor o
Integrty Edit Shift Shift Cashup o8

Acoept Cancel Print ta Sereen Print j
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4. Creating Contracts 4.1 Adding a Site

Contracts are linked to Customers, and the Customer will receive an Invoice for all rented items, and other Proceeding to the ‘Site Details" tab, the specific site to which a rented item is to be linked, must be created.

charges added to the contract. 1. By clicking ‘Add’, the ‘Add Delivery Address’ screen is opened.
Either a Cash or Account Contract can be created, and if a Customer is classified as a ‘Corporate Customer’, 2. The ‘Site Code’ cannot be created manually, but Novtel will allocate this code when the site is saved.

he ‘C A "icon is sel . T : .
U Elen e (- GEEE fi5e s SElasia 3. The Customer Code and Description is automatically entered according to the Customer selected.

# Novtel Container Hire Ultimate Standard 6.7.0.1 - [ltem Grid]

W File Edit Meodify  5Setup  Process Reports  Help b becountCode [SMOODT @ i Deny Addres P =l
Edemal AccountRef |
.. i = - ‘ j r‘" r '_r r‘" f" Desorption *  [SmithConstustion | SiteCede: @B sevice Semence o
: = - 5 == Customer Calegory  [2-Comorale Customer | CustomerCode:~ @J[EHOI0T  [Smih Comstution
General Site Details | Area Code [ o Pivate Customer
13 ) ‘gue ‘ Site Number/ Code: [
SMODIT/O0 | 44 Peter Fid 1| ste Descrption
GPS (N/5) 000.000000 Fomnat s 031123564
GPS [EAw) 000.000000 Fomat &5 031123564

Contact Persor: [
Telephane: —
Mokile Phane: [
Fas Humber: [
EmalAddress: —

Delivery Address

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’ Ee= B

Cpuiems i the bottom P of the window. T Pravisional Customer Statement ‘ Pactel Customer Statement ‘ Acoept | Cancel ‘

urt it
0.00) 0.00) 000 250000.00

Clicking on the required Customer, the ‘Select’ button is clicked to link this Customer to the new Contract.
4. Area Code

# Customers X
o L . L ) . L
DNurber | Telephone | Moblle Phone |Estemal et | Physical Addess | Postal Addess . Clicking on the search option in the ‘Area’ field, the list of all pre-created ‘Areas’ is opened, and the
44 Peter Ac 44 Peter Fic i i i H i
d4Felerhid HFeleihd applicable option is to be selected. In this case, Monte Cristo.
Add New <FB>
Edit Ld ® Available areas X
|
| Sie Code: o[ [pEEED
| Customer Cods: 5ot [| SeerchBy |Cede 5]
| AreaCode: & ] Search For
| Site Number/ Cod
| sttt [N
Site Description: [ e [ Description |
il GPS (N/S) ’W DZE| Diaz Beach
I [oooooan0 | | BRGE George
BB E £00.000000 GTBK Greak Brak River
HNBS Harterbos
Cortact Petcon LEBK Lt Brak River
Search Telephone: MCBD Mossel Bay
Select <F7> MECD Mente Cristo
@ Mumber o) (o] (o) C Mobile Phane: WREBY Woorbaai
Fax Numbe
R R R . e e Number |
Emai Address:
Delivery Addiess
)00, 0.00 0.0 m Cancel
Database Path : C:\UsersiUser]
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5. Site Number / Code The site has now been created successfully.

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

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

. . . Accourt Code  [SMO00T [¥ Corporate Customer ligInerval  [OnManhErd =] f
their duties. In this case, we have entered the street address as 32 West Street. ' —— T i 0 Hor £ m i
Estemal Acoount et ® Lt Delvey Addiess %
Descrigtion * [ Smith Construction [~ Order Numbe
7. GPS Coordinates Customer Categoyy |2 - Corporale Customer ~| [ |salian ] [SMOO0T/00Z 3 ervice Sequence [
General Site Details Contract Details Customer Code: SMO001 (Smith Construction
Enter the specific GPS Coordinates for this site in the format indicated. o /To [Domact [Mobie |sies | Areatose EHTA. [Flertera

Site Number/ Code; 002

Site for [27 westcoast Street. Gentana

8. Contact Details

GFS (N/3) 000.000000 FormatAs: -031.123564
L ) . GPS (EAW] [on0 000000 Fomat 4 -031.123584
Enter the contact person for this site, as well as their contact details. s - —
Telephone: ]7
9. Delivery Address Mabie Phone: 062 123456783
Fai Nurer —
Enter the physical address for this site and click ‘Accept’ to save it. Em eiess [ErErr——

Add - Delete New Cortract Delivery Address élx::;cuasl Strest
P Add Delivery Address o i

Site Code: Service Sequence 0 [ ([ Gt |

[EE=m A e = | Jovisianal Customer Ststement el Customes Staement coept
Customer Code: |sh0001 [Gmith Canstruction T e e e B
: Glent o .
frea Core |GNTA % | e Please note that multiple sites can be added per Customer, and a contract per site is to be created.
Site Mumber/ Code: 9
Site Diescription: @|2? “Wistcoast Shest, Gentana 4.2 Creating a Contract per Site

. -000.a00000 - e - . L
BFS [L): e IRt e 6. 12250 A contract can now be created for a specific Site by clicking on it, and then clicking on the ‘New Contract’

GPS [E/w) -000.000000 Format Ag: -031.123564 button.
Cartact Person: @ Henk Closte
Telephone:

ACCOUNTCUSTOMER

Account Code  [SMOCOT R Comorate Customer Biling Interval [T Morth End -

. O I Manthly Container Hire

Mobile Phone: 0E2 123456733 Hemal Aoeeunt el
Description *  [Smith Constuction I~ Order Number Requited
Fax Mumber: Customes Calegory |2 Corporate Cuslomer = I Use ltem Tailf Frices
General Site Details L Conlract Details i User Defined Fiekds T Private Customer
Ermail Address: |henk@smithconstruct. com D |sie | Contect | Mobie Stet
SMOOD1/001 | 44 Peter Fid 082123486783 | 001

e, Gentana Herk Closte

Delivery Address 0 27 Westcoast Shreet
Gentana
111

[~ = "

s oo HenCartc

Due

unt Toio | ToolDuc | it Provisional Customer Statement ‘ Pastel Customer Statement | Accept ‘ Cancel |
000) 000, 000 260000.00
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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.

# Contract Details x

Contract Volume #  [THSETT= 20201207 Contract Number: _
Customer Code - | R0 {8 Smith Construction

Site Number : Q97 Westooast Street, Gentana Last Increment Date 2020412431
Branch | W voseibay Manganch €) - Monthly Container Hire [

General | Hieltem | MNonGeisl |  NonFentsls | Deposts | Payment |  DetsiView |  Financid | KitGroup/Quote |
|

The General Tab

Wichan | Maseid | Nowhemd | Depests | Pamen | DealVien | Frunca | _KiGrap/Guos |

Crcit Note Number
Delyer/Colect e
{Defadt) @/eiver

)
Morth December | Year o

St Date [onon =] EvdDae:  [maniizar <] Fied Date Contiact I

Order Number

Contiact Status

Invoios Number I \ACCOUNT CUSTOMER
—

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.

Container Mumber : 1]
Discount % : 0 Fixed Cray Limit Fate : [refault

Agent Code @ S Cancel Contract

Description |

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’.

# Contract Details X

Contract Volume # FV e . V
Customer Code : [Smith Canstruction Corporate Customer
Site Number - [smooorio02 = [Wo7 westeast Sret, Bentara Last Increment Date - 2020/12/31

Branch . Mossel Bay, Main Branch hd Monthly Container Hire [v|

Geendl | [Aieitem |  MNonSeial |  MNonRenlas | Deposts | Pament | DelalView | Fnancial | KiGroup/Quole

Hire MNum | Item Code | Item Desc | | Tarif Code | RatePD | Totallnl | BA | Status | Deliver | 1ssue | Bal| 1P| oHD[ 5| P| Hoa| WD | RatePH| Hous

1 ZGRO0..  Deposit - 0.00 | 0.00 000 N Provisio.. Deliver 0 0 0o 0m 0 0 000 3100 000 000

}

4 ]
Display <F1> Add New <F3» Remove <F4> | Hire ltem - Move Contract <F75 -
<HC»

Rain Dap/0ff Hire:
<F11>

On Rent <F83 Deliver/Collect <F3» Retum <F10> Amend Contract Cancel ltem

Repottsto: [Soreen Pint ~| | POSPintto: [Scieen Frint k|

Save ‘ Cancel Contract ‘ Summary ‘ Delivery Motz | Retum Note
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The ‘Available Items’ window is opened, listing all Items marked as the ‘Container Type’, and which are Rental number 3 has been allocated to the selected Office Container.
available for the selected contract period.

® Contract Details X
This Customer requested one 12x2.5m Storage Container, and one 3x2.5m Office Container.
Contract Volume i -1 20201207 Contract Number:
Therefore, we will first click on the required Storage Container and click ‘Accept’. Customer Codo | EHIA] Smith Canstruction
Site Number - S 0007 /002 |27 Westcoast Stieet, Gentana Last Increment Date - 2020412731
Branch tossel Bay, Main Branch - Monthly Contail Hii 4
B Availzble ltems X u g S
E— General Wire ltem | MNonSeid |  MonFemats |  Deposts |  Payment |  DetalView |  Financid | KitGroup/Ouote
SearchBy |Code = Hite Mum | ltem Code [ Item Deso | Taiifi Code | RatePD | TotalInl. | Rt | Status | Deliver [ Issue| Bal| 1P| 0HD| S| P[ HDA| HD| RatePH| Hous |
1 ZGRO0. Depasit - 0.00 0.00 000 N Provisio. Deliver 0 o0 000 a 0 000 31.00 0.00 0.00
Search For 2 01003005 Storage Container 12425, 0.00 000 N Provisio. Deliver 1 1 o o000 ) 0 000 2200 0.00 0.00
| ool 000[N_]F [ ] ool &l ofo00]z200] 000] 000
Code | Plart No | Serial Mo | Description Due [~
01001001 7m 3265767 Storage Container 3+2.5m, CS. 7071
01007002 3265767 Storage Container 352.5m, CS, 702
01001003 3265767 Storage Container 342.5m, C5, 703
010071004 3266767 Storage Container 342.5m, CS. 704
01002001 546987934 Storage Container 6x2.5m, CS, 8071
01002002 546987984 Storage Container 6x2.5m, CS, 802
01002003 5459579534 Storage Container £42.5m, C5, 803
01002004 H4E387984 Storage Container £42.5m, CS. 804
01002005 546987934 Storage Container 6x2.5m, CS, 805
01003001 3544987 Storage Container 1242.5m, €5, 301

01003002
01003003
01003004

3544987 Starage Container 12425m, C5, 902
3644587 Storage Container 1242 5m. C8. 903
354+387 Storage Container 12+2.5m, €S, 304

Display <F1> edd Mew <F3» Remove <F4> | Hire tem - Move Contract <F7>

0200100 dilE

1 ice Container 3
02001002 123480 Offios Containgr 329 OnRent<F8> | Delver/Colect <F%> | Retum <Fi0> RainDapOithte | mand Coniract Cancelltem
02001003 1238BC Office Container 3x2fom, CO, 103
02001004 1234BC Office Container 3x8%m, CO, 104
02002001 1215487 Office Container B¢ 5m. CO. 201
02002002 1215487 Office Container B2 5m, CO, 202 Reportsto: [Sereen Print ]| POSPintto: [Screen Print |
02003003 65487412 Office Container ff2x2.5m, C0, 303
02003004 5487412 Office Containeff1242 5m, CO, 304 Save Cancel Contract ‘ Summary ‘ Delivery Note Retun Note
02003005 Bo487412 Office Containgh 12+2.5m. CO. 305
03007001 2124154987 Refrigerated Jontainer 3x2.5m, CR, 407
03001002 2124154987 FRefrigerated Lontainer 3x2.5m. CR, 402
03001003 2124154387 RefrigeratedContainer 3x2.5m, CR, 403 . . . INAT E . . . . .
pa0mon B Reftigenstef] Container 342 6. CF: 404 By saving the Contract and returning to the Grid, the letter ‘M’ is displayed in front of all items linked to this
03007005 2124154987 Refrigeratel] Container 3x2.5m, CR, 409 e

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.

Rental number 2 has been allocated to the selected hire item. Below the Grid, the contract number for this contract is displayed when hovering on any of the items linked

Now click ‘Add New’ again and select the applicable Office Container from the list. to the contract, on the Grid.
T T W (e (SRR ® Novtel Container Hire Ultimate Standard 6.7.0.1 - [Item Grid] - X
® Avsilable ftems %
) # File Edt Modfy Setup Process Reports Help
Search
(Contractiolunoll SeachBy [Code x| =
Site Number :
Branch | [l Hossel By, Hain Branch
Code [ Plant No [ serial Mo [ Deseription Due [ A
el | Hielom | MenSens | | 001007 71 985767 Storage Container 3x25m, C5. 701
wlooionz 702 35767 Storage Container 3+25m, C5, 7il2
000003 703 3088767 Storage Container 3425m, C5. 713
Hire Hum__[ em Code | Item Dess [ TartfCodt | grorons 704 3265767 Storage Container 32 5m, C5. 704
1 2ZGRO0..  Deposit- 0.00 0002001 801 B4537384 Storage Container 2.5m, CS, 801
2 01002008 Storape Container 12425 002002 802 545387924 Storage Container 6425m, C5. B2
0002003 803 545387324 Storage Container £x25m, C5, B3
01002004 804 545387334 Storage Container 6x25m, C5, 504
1002005 €05 54537984 Storage Container €425m, C5, B8
0003001 901 54:967 Storage Container 122 5m, C5. 901
00000z 502 54.387 Storage Container 1242 5m, C5, 302
100300 903 3544567 Storage Container 1242 5m, C5, 303
01003004 504 354-387 Cont 25m, C5. 304
] 123480 I

2 L L0,
02001003 103 Offise Container 3+2 5m, CO, 103

02001004 Office Container 3¢2.5m, C0, 104

02002001 1215487 Office Cantainer 642.5m, €0, 201

0200200, 1215487 Office Container 6425w, CO, 202
i 65487412 Office Container 1242 5m. C0, 303 View hems by Ocanceled T
003004 E5487612 Offce Container 122 6m, 0, 304 @ Code  © pvaiable Broviional 7
o | oo 25 BE4E7412 Office Container 1252 5m, €0, 305 € PlantNo € n Rent Ooonfimed ¥
— oo 401 2124154987 Refiigercted Container 342 5m, CA. 401 € Transter € Manlenance DonFent 3
Display <F1> AddNew ¢F3» w0oionz 402 712415437 Refiigerated Container 342 5m, CR, 402 B W B
movios 404 e Felfoetes Emiaer 2 5 £ 403 [ ] o] Grarw 7

cfigercted Container 342 5m. CA. 20200170 +| [2021/m1708 =
OnfentFe | Peveratest ] Pl | panoioos a0 2124154367 Refiigerated Container 342 5m, CA, 415 Olonfev P
03007006 406 2124154387 Refiinerated Container 342.5m, CR, 406 v

Save ‘ Cancel ‘
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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.

L]
»
3 © fn e 0 5 0 T W
2020 2020 200 200 200 200 o0 200
TN e T = o £ Wi o =
o1001001 ® select Contract x
01001002
Wolme | Conbact | EndDate | Desciption | Customer Code | Customer Description | Start Date | Status IE
01002001 3 00000003 2020/12/02 20201202 WEDDDT  ‘weber Enterprises 2020/712/02 Plovisianal 1
o] 2 00000002 202012718 202m202 WEDODT  Weber Enterprises 202041172 Full Paid 4
1 00000001 2020112/01 202m2m WEDODT  Weber Enterpiises 02011726 Povisonal 4
01003001
01003002
Vi ltems by
€ Code  C Available < i
© PlartNo  On Rent SearchBy _\‘Enmactstams
€ Transfer € Maitenance [ GeeredofFer & B € OnRent  Retumed fIncomplete) Acoept
Q) © Provisionsl / Confimed " Returned (Fuly Paid) -
202022 ~| [enzornesz _—

The other options are to search for contracts which are:
v" OnRent
v Returned but incomplete
v’ Provisional or Confirmed
v" Or Returned and fully paid

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

£

Search By

Yolume ﬂ Search For

Contract
End Date

Description

Custamer Code

Customer D ezcription

Start Date

Status

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

the Contract is opened.

# Novtel Equipment Hire Ultimate Standard 6.7.0.1 - [ltem Grid]
W File Edit Meodify  Setup  Process Reports  Help

il ‘I_II: e

02 [ o7 08

Dec Dec bec Dec

2020 2020 2020 2020
mootao G Wed Sun Man Tue

, _
01001001 |5 wener NN N I N

W - Contract > View Contract Details
W Documents

Method 3: From the Customer Master File

Clicking on the ‘Customer’ Icon, the specific Customer can be searched for, selected, and ‘Edited’.

#® Customers

Number | Deseription 1D Number Telephone | Mobile Phore | Extemal Ret | Physical Address | Postal Addess Enmal | R4
CA000 | Cash Customer 123 044 695 1096 | 082 22222222 PO Box 111 PO Box 111 m|F
INDDDT | Intemnal Maintenance 4545454 1123456783 | 0123456783 PO Box 111 PO Bax 111 F AN
ST000 | Stonebridge Kevin 6801020304056 | 044 668 78345 001 682 72345 25 Gordon Street 25 Giordon Steet kevin@stonebridge.cf F

erpiises 3 70 Stieel |70 Richard Stieet | u ses.c |F Edit

& Number c L d [l

e c c c Cancel

Wiew ltems by
¢ Code (" Avalable
" PlantMo ¢ OnRent
" Transter © Maintenance
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From the ‘Contract Details’ tab, the option is selected to view ‘All Contracts’. Method 5: From the ‘Edit’ Menu

Double licking enithe conwact, the Cantract Details screeniisiapened: Clicking on either the ‘Contract Cash’ or ‘Contract Account’ options, a specific Customer can be selected, and

ACCOUNTCUSTOMER the Contract accessed from their Customer Master File.
Account Code  [WEDDT ¥ Comporate Custarner Blinglnieval  [OnMortherd ] [0
Estemal Account it #® Novtel Equipment Hire Ultimate Standard 6.7.0.1 - [ltem Grid]
Desciiption *  [weber Enterprises I~ Order Number Required " E "
Custorer Category |2 Comorate =] I Use ltem Taif Prices " File | Edit Modlfy Setup Process Reports HE|p

General T Site Detals T I Contract Details I L User Defined Fields T Piivate Customer Item !

44 .
44 James StestVoorbas GI000002 Suppliers

Customers

2 2020011426 202001215 Etu Paid
Branches

Charges

Item Tariffs
Contract (Cash)
Contract (Account)

Specials

Edit /i

[ Click on Column Header to sort. Click on fine to select Transaction.

€ OnRent Conlracts € Dutstanding ltems € Dutstanding Contiact Balances

Charge Discount Matrices

Item Discount Matrices

00

Provisional Customer Statement Pastel Customer Statement ‘ Accept ‘ Cancel |

coount B
0.

ltem Categery / Sub-Category

Method 4: From the Contract Icon Areas

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

P t Te
Customer can be searched for and selected. ayment ferms

Subhire Price Matrices

§EEEEEEEEEEE :

Customer Settlement Discount Matrix

# File Edit Modify Setup Process Reports Help

?

3 o o

bec ber ber

2020 2020 2020
01001001 A | wes The Fri

[6Weber

Number Mobie Phone | Extemal Ref

o1

Refresh <F5>

x
Add Mew <FE>

Edit

Wiew Items by

@ Code O Available
" PlantNo " OnRent
€ Transfer © Maintenance

o) Bl eees |

Search
# Number G (o] ] I — Selent <F7>

I o c - Close

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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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.

# Contract Details

X

Convoatvoume 1 [N A Contract Number: IR
Customer Code - | XU e oo Cooner |

Site Number SMO001/002 ‘27 ‘Westcoast Street, Gentana Last Increment D ate 202012431
Branch | [ Hossel Bap. thain Branch - Monthly Container Hire [v|

Genersl | Hiellem | NonSeisl |  NonRentak | IDepnslls | Pament | DesiVew | Financial | Kt Group/Quots
1) Deposit Rsised

Deposit Amount

2) Deposit Paid

shith  QETO0001  User Louise
3004

000 << Suggested Depasit

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.

#® Contact Detai x
Contract Volume EIEER Contract Number:  |EIEN
Customer Codo: | I [Coporse Cusomer |
E— oo 2 wercosn Sieet Gerons [Pym—

Branch [ [ iosselBay, HamBranch = Monthly Container Hire |
Goed | Histem | NonSeisl | NooRensh )|  Doposts | Pamen | Dewiview Froncil | K Groun/Guste
1)Depert Rased TR st SFT00001 U Louise
Depstpmant [ 5000 [oepotDue: [z =I| _pev0eot 4
2 Depost Paid 0.00 <<« Suggested Deposit
3)DepostAopled
3 Dep Fully Refunded
Reporsto: [Screen Print ~1| [PosPintto: [Sreen Pt =l
oD o | convoct | summay | oetvyts | e | |

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’.

# Novtel Contziner Hire Ultimate Standard 6.7.0.1 - [Item Grid]
M} File Edit Modify Setup Process Reports Help

- SR EER

L]

i
F T Sales (POS) ;;_
CITT S R e =
viooroos [ Deposits

sioezoor I Payouts Supplier / Credit Notes
Account Payments

POS Credit Note from Invoice

Receipt Refund

Credit Note Payout/Link

Shift Cash Up
Shift Summary
Supplier Debit Note (Supervisor ONLY)

Qoo I =
eence:. O O O O O I N R A

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.

# Select Contract

+ Contract Yolume Murnb:

Contract #

Contract Yolurne Murmber :
(2]

Custamer D escription :

Cancel

I
X
! -;ﬁ:cepl ?‘

Hire Number

Custamer D escription :

User:  Louise

shit#  SFTO000

Search By
|Comtract # ﬂ Search For
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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.

® Deposits X

Deposit History -

+ Contract Volume Number Date Tupe Amount

Contract Volume Mumber
1 Q

Customer Description

SMO007 - Smith Construction

Hire Mumber
1 a .
Customer Description g ot Rsised 3000.00
SMODT1 - Smith Construction Amount Paid: oo
Paymert Type: Papment Received
Bark Transfer - o o5
¢ ange : .
Poyment Date o
20201207 -
Bark Account Number
. 12545573631
us:  Louise

Bark T
shitt  SFTO0001 ]m—kj 900000/

x’ Print to | Sereen Frint - Closs
&

Enter the exact amount as received from the Customer and click ‘Accept’ to print the receipt.

® Deposits x

Deposit History
+ Contract Volume Number Dale [ Tope Amaunt
Contract ¥ olurme Mumber :
1 q
Customer Desoiption

SMO0DT - Smith Construction

Hire Mumber
1

Customer Description Amaunt R aized 3000.00
SMO0DT - Smith Construction Amount Paid ’W

Papment Type : Payment Received
Eark Transfer -

000

Papment Date
202012/07 -

Bark Aceount Number

User:  Louise

St SFTO0001

| 9000.00
Screen Fiint =l Closs

Print to

<F2» - Accept,
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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.

# Receipt : REC

[ﬂ Zoom [0 7]

Silver Container Hire
unt 20
Diaz Office Park
Beach Boulevard West

Diaz Beach Mossel Bay

VAT 1123456739

DEPOSIT RECEIPT
Description 1-20201207
Customer SI0001 - Smith
Construction
ContractVol n
Payment Type Bank Transfer
Bank Account 12545879631
Bank Type Standard Bank
Payment Due 9000.00
Tax/VAT Total
Payment Received 9000.00
Change: 0.0
Discount 0.00
Staff member : Louise
Payment Date 2020012107
print Date 2020012107
Time 10:20:07 am
Shift Number SFT00001

Receipt Number:  RECO0DO1

Thank You.

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.

# Novtel Container Hire Ultimate Standard 6.7.0.1 - [Item Grid] - X
# Fle Edit Modify Setup Process Reports Help

7 [ z [& | ERED
01001004 ] | en | Tux | wes | Tha | “rei o |wet | he [P Wi | Tha | Foi Toe | wes | The e | Toe | was | The | i

[o1002001
fo1002002
fp1002003
[o1002004
fp1002005
fo1003001
fo1003002
fo1003005
fo100300a

QW
q 02001001
’W -
(02001003
(02001004
o
View s by Oconceled T
v Cote O Avalsble tovisondl
 Cod @ | v
€ PlniNo C OnRen Oorimed W
€ Tiarter C Maitensrce Bore B
4 -
Rigpid W
200711730 v [202101108 = EN s y
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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.

# Contract Details

Contiacti/ohumel) 20201207 Conliract Number:
Customer Code - |l [5mith Canstruction

Site Number - SMO0D1 7002 [27 westeaast Steat, Gantana Last Increment Date - 202012731
Branch | [ Viossel ey, bin Branch -

Geneal | Hieltem | MNonSerdl | Nonflemas | Fayment | DetalView | Financil | KitGroun/Quste

1.) Deposit Raised 2020/12007| Shitk:  SFTOOQQT  User Louise

Deposit Amount a000.00 Deposit Due: | 2020112407 ~ Pay Deposit

2] Deposit Paid 2020/12/07 000 <<c Suggested Deposit

Paid Amaunt

3] Deposit Applied

3) Dep Fuly Refunded

Amaurt Farteit 0.0
Amourt Refunded 300000
Forteit Percentage 1+

Reports to: [Scresn Print =] | POSPintio: [Screen Print -

Retum Mote

Contract | Summary ‘ Delivery Note

Edit

The ‘Payment’ tab indicates the payment made, as well as the receipt total.

W Contract Details

Contizatlichincll 2020207 Confract Number:
Customer Code - 5M0001 [ 5mith Canstruction

Site Number : SMOO01/002 |27 westcoast Sireet, Gentana Last Increment Date 2020/12/31
Branch | W ossei s, MainBranch =

Genetsl | Hiehem | Nonderal | MenFemas | Deposts | | Papment | |  DewiView | Finncisl | KitGroupfuote
Code [ Description [ ouw oy Tax | Inclusive |
DUD005 Storage Contarer 1226w, 05, 908 22 1 00 00 DEPOSIT PAID CREDIT NOTE
0200 Office Containes 342 5m. C0. 101 21 000 [ soml] oo
- Andiional Casts o0
Fayments Hade b -a00n00 INVOICE TOTAL C N REFUND
0.00 0.00
RECEIPT TOTAL
9000.00 Recalculate Totals
DEPOSIT REFUND
[ nnof] Refund Deposit
DEFOSIT FORFEIT
PAYMENT DUE
Repotls o [Sereen Piit 1| [PO5 Pl o [Sorsen Furt =
Edi | Cantract ‘ Summay ‘ Dicivery Note | Fletun Mote Close ‘
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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.

#® Contract Details

Cantract Yolume # 20201207 Contract Number:
Customer Code : [ Smith Constiuction

Site Number - ‘27 ‘Westcoast Street, Gentana Last Increment Date - 2020/12/31

Branch | Wvosei oy, bain Branch

Geneisl | Hielem |  MNonSeisl |  MNonPentals |  Deposts |  Payment | Detail View Financiaf | it Broup/Duots
Document Hunl Amount] Transaction Time Stamp
FECO000T 000,00 Depost 2020,12/07 10,2005 am
Repotts o [Screen Print ~]| | POSPintto: [Screen Print |
Edi Contract ‘ Summary | Delivery Note | Retun Note ‘ Close ‘

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

® Contract Details

Contract Yolume # EEEEEEEE Contract Number: _ 1
Customer Cade : [Smith Construction Corporate Customer

Site Number [27 wiestcomst Strest, Gentans Last Increment Date - 2020/12/31
Branch [ W voseiBep. pian Branch [Monthly Container Hire. 7]

o
Geerl | Mieltem | MowSensl | NonRentss | Depost | Pawent | DelalView | Francal | Kit Group/Duots

Hire Mum | ltem Code | ltem Dese | Taiff Code | Rate PD [ Totalincl | Ré | Status | Deliver | Issue| Bal| IF| OHD| S| P[ HDA|  HD[ RalePH| Hows
ZGEROD0. Deposit - 3000.00 0.00 0.00 Confimed  Deliver 0 0 0 0od a 0 000 300 000 0.00

2 01003005 Storage Container 1252.5. 0.0 0o N Canfirmed  Deliver 1 1 0 000 =) 0 000 2200 ooo 0.00

3 02001001 Office Container 3x2.5m, C... 0.0 0o N Confimed  Deliver 1 1 0 ooo g 0 000 2200 000 0.00

Display <F1> Add New <F3> Hire Item
<HC>

Reportsto: [Sereen Print x| | POSPrirtte: [Sereen Print ~|

Close: |

Returm Note

Edit Contract ‘ Summary ‘ Delivery Mate
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8. On Rent ltems Click on the ‘Apply Selection” button.

1. This screen is now displayed for the first hire item, namely the Storage Container.
Whenever Hire Items are collected or delivered, the status of the items must be changed to ‘On-Rent’.

2. Very Important!!
Vo6, el 60 fIHE deiend ol chenEs i e eonies Should the Contract not start on the first of the month, then Novtel calculates the rate pro-rata for the first
N e e month.

Contract Yolume ¥ 20201207 Contract Number:

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

31 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.

Customer Code Smoo [Sriith Constuction (Corporate Customer
Site Number : 5M0001/002 [27 \estcaast Sueet, Gertana Last Increment Date :

Branch | WlMosse By Main Branch ~ ~
General Mirelem |  MeonSeisl |  MonRentals |  Deposs |  Payment |  DetslView |  Finencal | KitGroup/Quote

3. Notes can be entered if required, and the ‘Accept’ button clicked to save the settings for this item.
Hie Num__| Item Code | Item Dese | Taiff Code | Rate PD | Totalincl | RA | Status | Deliver | Issue| Bal| IP[ OHD | P| HOA|  HO [ RatePH| Hous
1 ZGROO. Deposit - 000.00 000 000 N Corfirmed  Deliver ) 0 0 000
2 0003005 Storage Container 12x2.5. 0.00 000 N
3 02001001 Office Container 3x2.5m, C... 000 0o N

S
0 0 000 300 000 000
Confimed  Delver 11 0 000 8 0 D00 2200 00 000
Confimed  Deliver 1 10 000 g 0 aoo 2200 0.00 0.00

#® On Rent Date - O X

905 -- Storage Container 1212.5m. C5, 905

i Contract Volume # o
Customer Code : P
Site Number :
Branch [ [l t4ossel B2y, Main Branch
Gereral Hireltem | NonSeid | _MRenids | Deposis roup/Bucte
- | Cartainer ltem Detais
ire Num tem Code | ltem Desc ode ate otal Incl. tatus ours
Ll ! Coiclll 0 el VeIl | 5|3 ‘Cunlamer er Day Incl 14516 e Pl L
Display <F> Add Now <F. Hire ltem J v 1 ZGRO0. Deposit - 9000.00 oo 000 M Caonfirme] = DlmE> 0.00 oo
| B v 2 01003005 Storage Container 12x2 o0 000 M Confime] [Fortairer Fent TAx B 0o oo
v 3 02001001 Office Container 3x2.5m, C. oo 000 N Confirme| |CDntainel per Day Excl. 126.23 0.00 0.00
| Fixed Monthly Rent
Fepoits to: [Scieen Piint -] FOS Frint 1o [Soreen Pt ~|
@ Contract | Summary ‘ Delivery Note | Fieturn Note Close ‘ ‘H\re daps Fist Marth ‘ W
: (At A b , P . : First Month Rent Incl | 4354.54'
By changing the ‘Action’ to ‘On-Rent’, all line items are selected automatically. To change the status of all items
Fist Manth Fient Ta B
simultaneously, none of it must be unticked. First Month Rent Excl 3786.82
Mortly Fised Flert 4500.00
However: Should some of the items be delivered or collected at a later stage, those items must be unticked. Monih Fred Fert T8 | 5868
Display <F1> Action - On Rent [Morthiy Fised Rent Excl. | 3913.04
# Contract Details X Hotes e
OnRent<F8> | Deliver/Collect <F3 | Retum <F10> Apply Selection <F2> \
Contract Volumo & EE A Con'ract Number:
Customer Code St Construction Corporate Custome:
Site Number : |27 Westcoast Stieel. Gertana Last Increment Date Reparts to | Screen Print -
v [ [ Monthly Container Hire | . | Canc | — Cancel ‘
General Hieltem | MNonSeid | Nonfentas | Deposis | Pament | DefalView | Fnencil | KitGroup/Quote
Hie Mum | Item Code | Item Desc | Taiff Code | Fiate PD [ Totallncl | R4 | Status | Deliver [ 1ssue| Bal| IP[oHD| S| P[ HDA| HD| RatePH| Hows
vl 1 ZGROO Depasit - 400000 000 000 N Corfimed  Deliver a 0 0 o600 0 o000 300 000 000
v 2 01003005 Storage Container 12x2.5. 0.00 0o N Corfimed  Deliver 1 1 0 000 8 0 000 2200 0.00 0.0
vl 3 02001001 Office Container 342.5m. C.., 000 000 N Confimed  Deliver 1 10 000 2 o 000 2200 000 0.00
Display <F1> ction - On Rent bd Select AlFG> Select Mone <FE> | Move Contract <F7>I
Hire ltem FanDas/0f H <HC»
OnRent<F8 | Defiver/Collect ¢F3 | Retum <F10>  [dction - Rain Day an e e | Amend Cortract Cancel ltem
| Action - Deliver
- Retum

ction - Provisional

Reports to: [[4ction - Cancel - POS Pint o [Screen Print |
|sction - Move Cantract

Save ‘ Cancel ‘ Retum Note

Contract | Summary ‘ Delivery Motz
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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.

|/_'1 01 -- Dffice Container 3x2.5m, CO, 101

Contract Volume #
Customer Code : 7
Site Number : SMODO1 /002 ]

Branch [ [l Mossei By, Main Brdheh)

General Hire Item Nun—S#al
| Container Iter Details
Hire Num__ | Item Code | Item Desc J T = e
I ZGROD..  Deposit - 3000.00 eGPy | 145.18
v 2 01003005 Storage Container 12425, [Containex Fient TAX | 1893
vl 3 02001001 Office Contairer 342 5w, C. [Container per Day Exel. | 126.23
[ Fived Monthly Rent
[Hire days Fist Marth ]
First Month Rent Incl. 435484
[First Month Flent T4% 568 02
First Morth Fent Excl 786,82
[Monthly Fived Rent 4500.00
[Hanth Fised Frent T&H 566,96
Display <F1> ‘Mnnlh\y Fixed Rent Excl | 291304
OnRent <F8&> | Deliver/Collect <F%> | Ret [ Notes

Save Cancel Accept Cancel

tainer Hire &

DetalView | Financial | Kit Group/Quote

P| oHD| 5| P| HDA| HD|RatePH| Hows
0 000 0 0 000 360 000 000
0 000 8 0 000 2200 000 000

0 ono a 0 oo zz2o0 o.on o.on

Select None <FE> | Move Contract <F7>
<HC»
Amend Contract Cancel tem

[rintto- [ Sereen Print

ety Mote | Retum Mote

=
]

The status of both containers is now indicated as ‘On-Rent’ and the changes are to be saved.

# Contract Details

[—" E EEI  Coniract Number:

Customer Cade : < mith Canstiuction

Branch [ [l Hossel By, Main Branch -

Corparate Customer

=

Site Number - SMO001 /002 ‘27 ‘Westcoast Street, Gentana Last Increment Date - 202041 2/31

General Hieltem |  MonGeid |  NonRiemsk | Deposte | Pamenm |

DetalView | Financisl | KitGroup/Quote

Hire Mum | Item Code | Item Dese | Taif Code | Pate PO | Totalinel. | Ria [[Status | Deliver [ 1ssue [ Bal] P[ oHD| S| P|HDA| HO[ FaePH| Hows

1 ZGERO0. Deposit - 3000.00 o ooo M OnRent | Deliver o 0o o0 oo0 o 0 000 3100 0.0 oo

2 1003005 Storage Container 12:2.5 14578 435484 N [OnRent (Defver 1 1 0 000 0 0 000 3000 000 000

3 02001001 Office Conkainer 3x2 5m. C. 14516 435484 N OnRent | Deliver 1 1 0 000 a 0 000 3000 0.oo oon
Display <F1> Hire Item -

OnRent <F& | Deliver/Collect <F3> | Retum <F10> Fain Dap/ Ot Hie

Mowe Contract <F7>
<HC»
Amend Contract Cancel ltem

Fieponts to: [Sereen Print ~| | POSPFintio: [Soreen Prie ]

@ Cancel ‘
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Returning to the Grid, the Items linked to Contract 1, Volume 1 is
status, and the ‘Contract Balance’ is indicated as minus R290.32.

® Novtel Contsiner Hire Ultimate Standard 6.7.0.1 - [Item Grid]
# File Edit Modify Setup Process Reports

now displayed in the colour of the ‘On-Rent’

Wigw llems by

@ Code " pvalable
€ PlantNo © On Rent

€ Tiansfer © Maitenance

Q) EdiContiact |
20201201 ~| [2021/01/09 <

Container Hire — The Basics (V2)
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9. The Recurring Billing Procedure 9.1 Ending the Contract at the End of the Billing Month

The recurring billing process is to be performed: 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.
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 w
month
gl O =cember - 2020 -
Please note that we have made a backup of the data and will demonstrate both the options of continuing the Month End Ont <
. - O | on n ptons e .. - 3
contract, and to end it at the end of the current billing month. D aiy Duration In Honthly Contracts
The process is started by clicking on the ‘Process” menu and select ‘Recurring Billing’. Hire # [[Conti=g [V Print Detailed Pre-Import List [
2 1 Printz a maore detaied version of the Pre-Impart List repart
1
1
All selected monthly contracts are extended to the end of the next
month.
[~ Print Updated Invaoices
Printz a list of all the customer and supplier invoices that were
updated after the month end has been completed.
=}
=
-
Froceed =% | Cancel |
Close
1. Atthe top of the window, the Branch currently logged into is displayed, as well as the billing month. Prin to : | Sereen Print | Suppress Continue Dislog [
2. Because we have activated the options to use monthly billing, and fixed monthly rates, the ‘Process
‘Monthly Contracts’ tab has been activated here. Clicking ‘Proceed’, the ‘Pre-Import List’ for the selected month is produced, which can be either be printed,
. . 0 ) o saved, or both.
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.
@ TempReporthtml x 4+ = B =
Therefore, the items linked to contract 1, volume 1 are displayed in this tab. @ @ File | C/Users/User/AppData/Local/Tamp/TempReport tml * @ :
3. To continue with the billing process, ensure that all applicable items are selected, and click ‘Process Monthly Pre-Import List For December 2020
Contracts’. PRINTED DATE: 07 DECEMBER 2020 TINE: 1245:27 P
ITEM LIST - RENT ONLY
» BIRE 4
1anch m [ R EONEEI] - I v . i1 ot o : - s o o o1 o
Dy Duration Increment | Updated Customer Invoices | ® Process Manthly Contracts NUMBER OF ITEMS TO BE UPDATED -0 ToTaLS . 3608 s709.68
Hie#t | Contract | C¥ol | Customer | Customer Desciption [emCode [ Status [
2 1 1 SMO001 Smith Constuction 01003005 On Rent
1 1 SMO001 Srith Constuction 0200100 On Rent

1 1 SMOD0T  Smith Construction ZGRO0DO1 On Rent

Selectl | oncessMnnthLvEmnacls’— Cortract
=

how Plant Nurber

S|
Select Nane tonthly Fired Rate Price Increase r

Close

Fint to [creen Frint = Suppress Cortinue Dislog v
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The ‘Process Monthly Contracts’ tab for the selected month is now cleared.

»
Drecember -
Daily Duration Increment 1 Updated Customer Invoices i Pracess Monthly Contracts
Hire, # Cortact | Cval | Customer | Customer Description [ 1tem Code Lot |

Select Al Process Monthly Contracts |— Cantract
r

Shaw Plant Number
! Close !

Select None Monthly Fixed Rate Price Increase r
Suppress Continue Diglog v

Fiink to : [5creen Print =]

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.

# Novtel Container Hire Ultimate Standard 6. [item Grid] - X
# File Edit Modify Setup Process Reports Help

oo ES -0 KXW

@ [0 3
b b

2020 | 2020 2020
Toe | Wet | Tha

Viewltems by D Cancelled
 Code " Available o o @ Provisional
€ PlantNo  OnRent [ Contimed

€ Transfer © Maintenance Don Rent

a, , ; L
2020112401 x| |2021/01/09 ¥ 42 DIFuiy Paid
2

RURU I |

OINenRev
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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.

Customer Code : [Smith Construction [Comporate Custamer

Site Number : ‘ZTWEstEDasI Street, Gentana Last Increment Date : 2020112431
pencn [ [ =

General | Hielem |  NonSeisl |  MWonRemsls |  Depostt |  Payment |  DetalView |  Financisl | KitGroup/Guote

v/
Irwoice Humber - [GioononT 44

ACCOUNT CUSTOMER

Credit Note Number

Deliver/Collsct T
Doty Deliver

Monih [December | vea [0 =
Sttt Date 20201 2/01 EndDate 02012/31 =

Ordr Humber

Contract Status : [Fetmed =]

Container Number 1

Discount % : [0 FiedDaylmitRate:  [Delst <]

Agent Cods -]
Description

A WeraEt Reports o [Screen Pirt g =]| | POSPintto: [soreen Prrt -

‘ Credit Note Refund Charge Imvaice

Contract | Summary | Delivery Motz

Retum Note ‘ Close
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9.2 Continuing the Contract for another Month 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.
We have now restored the backup and will demonstrate the affect on the system when the contract is
continued instead of terminated.

® Noutel Container Hire Ultimate Standard 6.7.0.1 - [Item Grid] - x
# Fle Edt Mody Setup Process Reports Help

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

# Month End Options X

Prints a mare detailed version of the Pre-lmport List repart.

[v Continue Hire

All zelected monthly contracts are extended to the end of the next fozooioos [
manth. )]

View ltems by (O Canceled r
. . @ Code (" Available @ Provisional 2
[~ Print Updated Invoices C PlantNo C Onflent Otorined
€ Tiansfer  Maintenance B0 Fert &
Prints a list of all the custormer and supplier invaices that were QB esconn Wrorss
updated after the month end has been completed. e ~| e | g;“y:“ v

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.
Proceed »» Cancel

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’.

# Novtel Container Hire Ultimate Standard 6.7.0.1 - [iem Grid] - x
#} File Edit Modify Setup Process Reports Help

W [

e | Wed | Tha

fo1002001
[o1002002
fo1002003
[o100200a
fo1002005
fo1003001
fo1003002
fo1003003
fo1003008
fo1003005

jo2001001
fo2001002
fo2001005
fo2001008

0

View ems by Ocanceled
@ Code " Avalable @ Provisional v
© PlaniNo  On Rent OCorfimed
€ Trander © Maitenance Wonhen =
Qf B esiconet Dreumed
Ll Pai v
202012 <] [20einze < g; “YHP v

on ey
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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.

® Novtel Container Hire Ultimate Standard 6.7.0.1 - [item Grid]
# File Edt Modiy Setup Process Reports Help

v ES- - VAW

71001004 [ | 7oe | wet | Tha | i M | Toe | Wea | Tha | i wen et | Tha | P

H
H

il

1002005

it

g
g

g
H

 Avalable
€ PlantNo  OnPent
€ Transter  Maintenance

Q Edit Contrsct
[2vz012701 =] [0 /1709 <]

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.

#® Contract Details X
Contract Volume 4 [RESRSEY| EEE  Coniract Number:
Customer Code - 5000 [ mith Constuction
Site Number : ShiO00T /002 [27 iestoast Steel, Gentana Last Increment Date : EEGEE]

Branch | WtiosseiBay, Main Brench !
Geneal | Hiellem | NonSeial |  Nonfiertels |  Deposits DelailView | Financid | Kit Group/Ouole
Code [ Deseiption [Du oy ]| Tan| Inclusive [
01003005 Storags Container 1242 5m, CS, 905 30 1 868.02 435484 DEROSITESID CHEDITINOTE
02001001 Office Container 3+25m, CO. 101 W1 mEl 434 voolf ool
- Additional Costs 000 ooo
INVOICE TOTAL C N REFUND
8709.68 0.00
RECEIPT TOTAL
noof] Recalculate Totals
DEPOSIT REFUND
o.00f] Refund Depasit
DEPOSIT FORFEIT
0.00 _
PAYMENT DUE
Contract Payment
A
Reports to: [Sereen Prirt - POS Pt 1o [Scrsen Pint =]
‘ Credit Note Refurd Charge | Invoice ‘ Contiact | Summary | Delivery Nate | Retum Note: Close
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The ‘Contract Payments’ screen is opened, and the following information is automatically entered by Novtel:
v' The Contract Volume Number — which in this case, is volume 1
v The Customer

v' And the ‘Payment Due’ amount

{| @ Contract Payments X

Selected ltem(s) History

Code | Descripion Dur | aty Tax| Inclusive @ ® ®
Tl
n

1 56802 435484

O1003... Storage Container 1242,
i 1 SERO2 435484

02001... Office Container 3:2.5.

5MO00T - Smith Construction

Payment Type :

Payment Date: 2020/12/31 -

Status Retuined

Payment Received 0.00

Change 0.00

8709.68

View ltems by
@ Code (" Avalable
 PlantNo " OnRent
© Transfer O Maintenane

Q| Ecit Conlract
20202701 +| [2021701708 ~

Pint to. [ Screen Pint =

User:  Louise Shift #: SFT00001

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.

# Contract Payments x
Selected Iterfs) Histary
Code | Desoiption | Dur | o | Tar| Inclusive o ® L
D003 Storage Confarner 12:2.. 30 1 BES0Z 435484 =
02001 Offics Container 325.. 30 1 BEG02 435484
=
Contract Vol
1

Customet Deseription :

[SMODD1 - Smth Construction
Fayment Type
Bank Transfer v
Papment Date: 2020/12¢31 -

Bank Account Nurber
212154567
rk Ty

ar

Status Retuned

Payment Feceived 8709.68
Changs: | 0.0

8709.68

Print to [Sereen Print ~|
User:  Louise Shift # SFT00001
£<FZ> Amep! Close
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The receipt is displayed as follows: 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.

# Receipt : RECO0002
ﬂ eom |10 5| ® Novtel Container Hire Ultimate Standard 6.7.0.1 - [ltem Grid]

W File Edit Modify Setup Process Reports Help

» - OQAS‘ITIG

14 [15 [16 [17 [18 N IE 22 (23 [a4 |25 B
Dec | Dec | Dec | Dec Dec | Dec | Dec | Dec S
2020 | 2020 | 2020 | 2020 2 21 mzo 2020 mm 2020 zom 2021
Mon | Toe |wed | Thu | Fri 8 Tue Tha 5.

Silver Container Hire

unit 20

RECEIPT
CustDescription :  Smith Construction
Cust Code 510001
Contract Vol 1
Payment Type Bank Transfer
Payment D1 8709.68
Payment Received 870968
Change 0.00

Tine 13744 pm
Shift Number SFT00001 qulmmf' 2 Smith Construction
ReceptNumber:  REC00002 =
2001001 3 Smith Construction
Thank You. alo o ' J
Wiew ltems by

@ Code " Available
" PlantMo ~ OnRent
" Tiansfer © Maintenance

# Contract Details ® % Edit Contract
Contract Volume # EEEEEEE Contract Number: M201200 | |2021/00/09 *
\SMDDm
\SMDDDwunz

The payment is now captured, and the payment amount is displayed in the Receipt Total field.

[smith Canstruction [Comorate Customer
\27 ‘wiestooast Stieet, Gentana Last Increment Date : 2020/12/31

Customer Code -

Site Number :
Branch [Mossel Bay, MamBranch ||

Generl | Hisltem | MonSeial | NonRemas | Deposts | Papment | DefalView |  Financil | Kit Group/Quote

Code [ Description (D[ oy Ter| incloive] [ CREDIT NOTE

01003005 Storage Container 12+2.5m, CS, 905 w1 668.02 435484

020moot Office: Container 3x2. 5m, CO, 101 an 1 568.02 0.00 D.00
- Additional Costs

INVOICE TOTAL C N REFUND

8709.68 0.00

RECEIPT TOTAL
DEPOSIT REFUND

DEPOSIT FORFEIT

_

PAYMENT DUE

p—

Payments Made

Contract Payment

Repotts to: [Sereen Print || | POSPrntto: [Seeen Print =l
| Credit Note Ficiund Charge | Invoics Contact | Summary | Delivery Hote | Rietum Note Close
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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:

v Counting the physical amounts in the cash drawer

v’ 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’.

# Movtel Container Hire Ultimate Standard 6.7.0.1 - [ltern Grid]
M File Edit Modify Setup  Process Reports Help

lll‘l_II:'

010 om .

Flwlml
FIMIMZ

1001

o1

1001

1002001
002002

E
:

o2
be

%
§

-

v~
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Sales (POS)

Payments

Deposits

Payouts Supplier / Credit Notes
Account Payments

POS Credit Note from Inveice
Receipt Refund

Credit Mote Payout/Link

Shift Cash Up
Shift Summary
Supplier Debit Mote (Supervisor ONLY!)
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1. In this case, the Shift Total for Louise (SFTO0001) 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.

® Shift Cash Up

Shift Tranzactions :

Transaction Type:  |(RENMMERENENE = || shift Mumber:

SFT00001

Type

Time Stamp

|D0c Hum

Amount|

User [Shift Owner):  Louise

ShiftStart: (2 2020412407 £:22.20

shitEnd: &)

ShitStatus: ) OPEN

Physical Amount : 0.00
Shortage Amovint ; -17709.68

- 35419.36

Cash Up | Mnne_uEnunt‘ Shift Summary | Detailed Report | Daily Takings

Container Hire — The Basics (V2)
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The ‘Shortage Amount is currently displayed as R 17 709.68, and this amount corresponds with the ‘Shift 3. The total Cash amount and the Total amount is indicated as R400.00, however, the Physical amount is
Total Cash” amount. zero since the R400.00 float has been entered and deducted. This means that no cash transactions have
The total amount for all invoices updated during this shift, is calculated, and inserted by Novtel in this field e [preaessiel el flag ik sl
automatically. 4. The shortage amount of R17 709.68 is displayed in red.
The Shift Total is the combined total of all amounts indicated from the ‘Shift Total Cash’” amount to the Py TE—— %
‘Other Total” amount.
Cash € 0w
® Money Count * 20000 [ 1+ 05 [ 0+ Cheque [
i o 1000 [ 4= 025 [ 0= Credit Card 0.00
000 [T om0 [5] Cheque [ ow som [ 2 na [0 Bt Tieizten 0.00
10000 ’_"ﬂ 025 ]_Uj Credit Card [ om0 2000 ’ﬁj 010 ’Tj Wauchers 0.00
g | g | Bank Trarsfer 0.00 @
o ,’::j b y’:Ej Vores: [0 Tom [T+ 005 [0 o —
o0 [52] 008 521 Otres — so0 [0 oz [ 0] Total: 400.00
sm [ 0 oz [ 0 Total 000 200 U% oo I]:J - Float 40000
B = B = O e y’:uj (S —wmm
T Physical T -
Shortage : (@ 17709.68 Shortage : @ 17709.68
ShitTod Codh p——
Comments Account Total 0.00
nrtamarnce o oo 5. Our company policy dictates that no cheques will be accepted, and this field is left blank as it is not
oo, o= applicable.
e | B [ e | 6. The combined total for all credit card payments — as manually calculated by adding up the credit card slip
Pirtte [SaeenFint = totals —is entered here.
As the User now counts all the money in her cash register (which includes the cash float), she will be 7. The total amount for payments received by means of a Bank Transfer during this shift, is entered here.
required to insert the exact physical number of notes or coins, in the corresponding field here (and not 8. The shiftis in balance since the ‘Surplus” amount is indicated as zero. The ‘Physical’ and ‘Shift Total Cash’
the value of the notes or coins). amounts correspond.
In this case, the following number of notes and coins are present in the cash register, which includes a 9. Any applicable notes can be entered in this field and will be displayed on the report.

R400.00 float:
v" R200.00 notes x 1

Container Hire — The Basics (V2)

10. To print the ‘Money Count Report’, click on this button.

#® Money Count

v" R100.00 notes x 0
v" R50.00 notes x 2 Cash o0
v 2mm [ 1 050 [0 Cheque 5] 0.00
R20.00 notes x 4 10000 [0 0as | 0= Credit Card B 254500
v R10.00 notes x 2 50,00 ’_Zj 020 ’_ﬂj Bank Transfer 15164.68
20,00 ’_4j 010 ’_ﬂj Vouchers 0.00
Pyt - o [z s [0 B 0.00
son [0 ooz 0 Total 1510968
W‘”” o 2o [0 oo [0 - Float: 400.00
20000 [ 1] 0| 0 Cheque 0.00 100 ’—“ =l
10000 [ 6] 0 [ o] Credt Card 0.00 =1 Physical i:j 17709.68
s [ 72 o [ 5] Bork Tanser 000 - e
(= =1 Vouchers 0.00
TEEE ;j ELE ;:Zj Other 000 Surplus : 0.00
500 n% o0 ﬁj Toil 40000 Shift Total Cash : 17709.6!
‘222 : = 00 [0 - e 00,00 Comments: [ @) Aacount Tatal 0.00
= Gz om Maintenance Clear : 0.00
Shortage 17709.68 Internal Maintenanece : 0.00
St Towl Cosh 17708.68 Other Total: 17709.68
Comess ’7 bocantTod: am Shift Total 35419.36
Iemel Mionance 000
OtrerTaa 1770368
ShittTotal 354193 @ Report g;;\?; Accept Cancel
Feport R Aocept Cancel
Print to [creen Print ~|
Pint to Screen Pint -
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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.

Clicking ‘Accept’, the ‘Money Count’ window is closed.

® Money Count

# Money Count

Zoom |EEENN <

&l =

Deata 20201208
Oipesrator

Branch :

Operator Cash Up

Moo Bay, Main Branch

CLOSENG TOTAL : R R
Cash 200,00
- Float 40000
0.0a
Chaquss ]
Credit Cards 254500
Bank Tranafer 15164.68
Other a0a
1TriG E8
Viouchsrs
[k}
17RREE
Short | Over a0a
BALANCING TOTAL @ 1T e%
On Aceount .00
Internal Maintsnancs Clearing il ]
Internal Malntenancs Involcing Q.00
Other 1770468
EHIFT TOTAL : EZIEES
Commants
Opsrator Sign
supsrvisor $ign

20 [ 1
10000 [0
so00 [ 2
2000 [ 4
100 [ 2
500 [ 0
200 [ 0
1o [0

X

Cash 400.00

os0 [ 0= Cheque 0.00
0s[ 0 j Credit Card 2545.00
e [ 0= Bark Transfer 15164 68
010 l_nj Wouchers 0.00
005 l—uj Other 0.00
0oz [ 0 Total 1810968
om0 j - Float 400.00
Physical ~ mmss

Surplus : 0.00

Shift Total Cash: 17709.68

Comments : Account Total 0.00
Mairtenance Clear 0.00

Internal Maintenance 0.00

Other Total: 17709.68

Shift Total 35419.36

Screen
Capture:

(oot z Cancsl

| Piint to

[ screen Prirt ;lJ

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.

W Shift Cash Up

Shift Transactions :

Tranzaction Type I

=l

Type

Time Starmp ‘ Doc Mum |

Amount‘

17709.68

SHIFT TOTAL

35419.36
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The Shift End Date and Time is now captured. Clicking on the Shift, all transactions performed by this User during her shift, are displayed in the left-hand

side of the screen.
# Shift Cash Up X
#® Supervisor Shift Cashup X
Shift Transactions Transastion Type: | x| | Shift Number SFT00001 File Reports Credit Note
. Transacllun (SFI'I]I]I]I]])
Sl A G2 Customer Tyne Total ~ Shint # User Total Inveice Dale
1 SMOo001 Deposit Paid 9000.00
shilt End- 2He0zme ?'55'57‘ 2 Shoant CortiactInveice 8709 62 Front Desk
/ 3 10001 Cantract Inveice 300,00
Shift Status : CLOSED ¢

2020/12/08 ~

Physical Amount 17709.68

Surplus Amount : 0.00

| 35419.36

| | ShiftSummary| Detailed Repaort | Daily Takings {7 Close

11.2 The Supervisor’s Screen

@ Batch Shift © Single Shift | Jopen shitt TR 35419.36
: . . L . . Check Cust Supeni 5
Louise’s Shift now displays the current date next to it —indicating that it was closed on this date. gy | Ediohic | Shil Cashan Clase ‘

# Supervicor Shift Cashup

- Fintto:  [Sercen Print |

File Reports Credit Note

View Location:

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.
I /7 T S R S
1D Customer Table / TA Type Total « Shift # User Total Invoice Date r
Front Desk File Reports Credit Note
| sFrooom Lauise W/AIIE |2020/12/08 = |

Supervisor (TN < # K

Transal:tlon (SFF[I[I[I[II)

Customer Type Total Total Invoice Date
1 St000m Deposit Paid 9000.00

2 SHoom Contract Invaice 870968 Front Desk

3 SMonm Cortract Invoice 3000.00

4 5 4

2020/12/08 -

Novtel Equipment Hire

9 Continue Cashup?

Prirt to Sereen Print hd . :
=] @ Batch Shift @ Single Shift | Jopen ShinERELTREEY  35419.36
Check Customer | Supervisor s, Supervisor a
Integrity Edit Shitt Shit Cashup ase
Print to Screen Print =l
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Import Status

Shift Mumber
SFTO0001 Successful

o | i

Daone.

l.ll.ll.lll| ‘ Successhul Failed‘ Documentsl Report | Cloze |

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
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