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

v' Tool Hire

Heavy Machinery Hire

Container Hire

Suit Hire

Photography or Video Equipment Hire
Lighting and Sound Equipment Hire
Garden Tool Hire

Ablution Hire

Catering and Party Items Hire
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And much more

However: in this document, we will demonstrate the basics of how Novtel Equipment can be used, but please note that it is an indication
ONLY.




Infroduction

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

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

A Contract per site is created and linked to a Customer. One contract can manage the rental of multiple hire items per site;
Deposits can be raised and paid on a contract;

Fixed Contracts can be created with a definite start and end date;

Monthly or weekly contracts can be managed in the system;

A contract can be created for a single day, and contract days added by running the daily increment billing feature until the Hire Item or
ltems are returned;

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

When an Item is returned later than agreed upon the contract end date, a ‘Late Return Fee’ can be charged automatically - if activated;
If a Hire Item is damaged beyond repair, the Customer can be charged for the replacement of the Item;

Upon returning Items the Invoicing happens automatically;

If the Deposit paid amount exceeds the Invoice total, a deposit refund can be done from the Contract, and the affected accounts in the
financial system will be listed on the contract’s Deposit Tab;

A Contract payment for an outstanding balance can be processed from the Contract itself;
Maintenance ltems can be transferred to the Workshop Branch to service, repair or dispose of;

Rain or ‘Off Hire’ days are managed with ease, and reporting on the loss of income due to ‘no charge’ days are obtained from the
system
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Users and Passwords

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.

® Novtel Ablution Hire Utimate Standard 7.1.0.5 - [ltern Grid]
M File Edit Modify = Setup  Process  Reports  Help

an on AP

FEyslll

o1o01001 [&

Interfaces ¥

Company [i ’!] [
12

Lser Defined Fields T

2024

LIsers / Passwords e

Documents
Cash Drawer

Database Set

Reminders

Tag Reader
Authorization
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.
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.



Users and Passwords

The entries in the respective fields in the ‘General’
Tab, will be unique to each user, and will be entered
as follows:

W Add user

General Permizsions T Pastel

o dzer Hame Jd

e Fazzword ABCT23

e Firzst Mame Jazon
9 Lazt Mame Jaohhson

1. Username

The Username entered here, will be displayed at the bottom left-hand side of
the Grid when the User logs into Novtel.

. Password

The password entered in this field, is linked to the Username.

A shift number is linked to a User’s name, and all transactions are captured
against the shift number and Username. Therefore, the password must be
always kept secret as each User will be responsible for their own cash-up at the
end of their shift, and the totals must balance.

The password created here, must be entered in the exact same way when
logging into Novtel, as Novtel is case sensitive.

3. Tag Code

If Novtel Access Control is installed and access to the company is granted by
means of a ‘tag’ which acts as a ‘key’ for admittance, the dedicated ‘Tag Code’
issued to this User, will be entered here.

. First Name

The User’s First Name is entered in this field.

. Last Name

The User’s Last Name is entered here.



Users and Passwords

W Add user e

General T Permizsians T Paztel

6. Branch

The specific ‘Branch’ this User needs access to when entering their dedicated
password, will be selected from the list.

IJzer Mame IJJ

Password |AE C123

TagCode | 7. Manager Branch

FistName  [Jason If the ‘Manager’ checkbox is selected in the ‘Permissions’ tab, the User can
only access the ‘Manager Branch’ as selected here.

Lazt Mame IJ ahinzan

v'  Please note that this is only applicable to Custom Users and NOT
Administrators.

Branch [ IMDSSE|BEI_'.J, b ain Branch '@ ﬂ

tanager Branch [ |Mossel Bay, Main Branch 6 ﬂ

All Branches, All Branches
George, Main Branch
George, Sub-Hire Branch
tozzel Bay, Main Branch
bozzel Bay, Sub-Hire Branch
Redundant, Branch
Workshop, Branch




Users and Passwords

Load Item Gnd

Dedicated Cazhier in Branch

Dedicated User for [rvoice Processing

Synchronization Tao External Master Databaze

W Add user >
General Permissions T Pastel
IJzer Mame IJJ
Password  |ABC123
Tag Code I
First M arne IJ azan
Lazt Mame IJ ahhzon
Branch [ IMussel Bay, Main Branch j
tanager Branch [ IMasseI Bay, Main Branch ;I

@
O
@
.

Dizplay *ork Orders From &l Branches [Maintenance Branch) [

Aocept |

Cancel

8. Dedicated Cashier in Branch

If this User is the dedicated Cashier who will be processing all receipts for
payments received in this Branch, this checkbox is selected.

If not, leave the checkbox unticked.

9. Dedicated User for Invoice Processing

Should this User be assigned the task of processing invoices and Credit Notes
in the selected Branch, the checkbox is selected.

If not, leave the checkbox unticked.

10. Load Item Grid
To view the items listed on the Grid, this checkbox is selected.

To restrict the ability to view items on the Grid, leave the checkbox unticked.



Users and Passwords

ey ==
W Add user | Fe
General T Permizzions T Pastel
M ame
vz
ird
kA uilti-Store 1 a
IEIE :'l |M|:ussel Bay Main Branch I:

W Select Mu‘-Store

Code \ | D ezcription
an1 George Main Branch
Moszel Bay Main Branch

03 Workshop / Maintenance Branch

Cancel

pst

C e

Multi Store selection

When clicking on the search option in the ‘Multi-Store’ field, a list of all
pre-setup Pastel Multi-Stores will be displayed — if in use by your company.

If no other Multi-Stores are displayed, simply select the ‘Default Store’
option. (If not selected automatically)

— =
# ~dd user x Fri
General T Permizzions T Pastel
M ame
rivts
ird
kulti-Store 1 q
IDE EI |M|:|sse| Bay kain Branch t
i
Maintenance Mulistore
ehg
03 “Warkzhop / Maintenance Branch | »
W Select Multi-Stibre o
Code | Dezcription | %ﬂcept
om George Main Branch —_—
0z Mozzel Bay Main Branch
YWorkshop / Maintenance Branch Cancel




Users and Passwords

Pastel User Document Import
Import Cuztomer Documents to Pastel Lzer

As dedicated Pastel User profiles are pre setup for specific employees in

00 - Louize -
the company, a list of Pastel Users will be displayed in the drop-down —
menus for the import of both Customer and Supplier documents from Import Supplier Documents to Pastel User
Novtel to Pastel. 00 - Louise =
The specific person responsible for the processing of these documents in Litilk Bio Pl Dl W

Pastel after being posted in Novtel by this User for whom the profile is
created, will be selected here.

Link To Pastel Database

v" On the Administrator and Supervisor Profiles, this option MUST Updating Pastel...
Updating Cost Codes 11 of 14
be selected.

. . . Movtel Equipment Hire
v" For all other Users, this checkbox selection is not mandatory.

Enter Password
The reason being that the Administrator and Supervisor’s actions in Novtel #

are to be updated to Pastel, and this screen is displayed upon login:

Cancel

Change Pazswaord Unlack

If the ‘Link To Pastel’ checkbox is unticked, the Update does not occur
upon login.



Users and Passwords

The settings in the Permissions tab will determine what the User will have access
# Edit user X to in the Novtel system.

General | I Permissions I I Pastel ] At the top of the screen, different permission types are listed.

A single User master file can only be linked to one dedicated permission type.

Permizsion Type I.ﬂudministratnr ;I
Adrminiztrator
Shop

Item Grid Supervizor Cazhup
Cuztamm

Elitlbam Lo —

If a person’s position requires more than 1 permission type (such as
Administrator; Supervisor and Shop User), individual User master files will be
created for the same person, but with the necessary permission type linked to it,
and with unique Usernames and passwords linked to each profile.




Users and Passwords

® Ecituser X Administrators
General T Permissions T Pastel — :
Please note that an unlimited number of Users can be created in the Novtel system, but the
Permission Tupe | PTATRED number of ‘Administrators’ must be kept to the minimum for security reasons, as an Administrator
has full rights and access to the Grid and all setups to be performed.
Interface / Campany Setup IT:I p L. , . .
Users Setup i Please note that the people to whom the ‘Administrator’ rights are allocated, must either be a
Unupdate Invoices [v high-ranking manager, or the company’s owner.
lzzue Credit Maotes I_
Eega‘“’eﬁ:ﬂ”“ ’.‘:"E_I All items in the ‘Item Grid’ section are selected — except for the ‘Counter Staff Menu’ and
aunter staff Menu
Manager X ‘Manager’ options. By ticking either of these 2 options, the ‘Permission Type’ is changed to
| ‘Custom’ automatically.
Setup Users / Passwords
Ugers | Group | First Mame | Lazt Mame ~
ﬁ Dave Supervisor Cashup Dave Pretarius
£ Frank Cusgtom Frank Gerard
ﬂ Freddy Shop Freddie Dunn
£ James Administratar James West
ﬂ JJ Jazon Johnzon
g Kevin Adminiztrator Smith w
‘ | | | : Also note that by unticking any of the other options in the ‘ltem Grid’
& Add Delete Edit Spnchronization . . . .
\_Pmmw_ window, the Permission Type will also be changed to ‘Custom’ by default.

__f, Saving the ‘Administrator’ User Master File by clicking ‘Accept’, and clicking
Edit Items

it Brancho . on the User, the ‘Group’ this User is linked to, is indicated as ‘Administrator’,
- y and the permissions for this User are ticked.

Update Invoices v

Select Moviel Databaze W

Interface / Company Setup v

.LfSEISISetu.p - v LI

Cloge




Users and Passwords

 Et e 8 Custom Users
General T Permizzions T Pastel . .. .. .
To restrict some of the User’s permissions, the ‘Permission Type’ is selected as ‘Custom’,
and the options to which a User may not have access, is unticked.
Permizsion Type IEustu:um ;I
BT | ® it e X
Edit ltems [ .
Edit Branches I_ General T Permizzions T Pastel
Edit Charges I_
Edit Item T ariffs [ Pemmission Type | Custom =]
|Ipdate [rvoices I_
Select Movtel Database I_ Users Setup I_LI
Interface / Compary Setup I_LI Urupdate Invoices I_
[zzue Credit Motes I_
Meqative Receiptz I_
Counter Staff Menu I_
bk anager I_—I




Users and Passwords

W Edit user X Novtel incorporates a definite Retail / Shop POS system, and Users classified
Bener | Pastel ) as a ‘Shop’ User, will have access to this screen only when logging into Novtel:
PErmiSSiDn T_IrIpE ISth ;I :IENC‘.-teI Equipment Hire (All in One) Ultimate Standard 7.1.0.1 — 0

» Sales
. . -
NEQEI':I\"E HECEIptS —I ‘- Fredd Selected [tem(s
(.mm ek Oty | Code | Deescription | Frice \ncl' Remark./Serial # |
Counter Staff Menu Store: 002
www.novtel.com
ki anager
Select ltem(s] :
Code | Descriphion | Hatalncll Barcode | L
Supervizor Cazshup IT
I -
< >
Search by : ICode vl Search for : I

PAYMENT DUE

| POS Print to : IScreen Fint

| Fieparts to: IScreen Print

I Price Lookupll_ All Stores I Shift #:

<F2s - hccept| <F3» -New Cash Up | <Fd> - Reprint Payout Customer Details | ACC Credit Mote | ACC Payment

'ﬁ'ccept | I:ancel I User : Freddy | Databaze Path : C:h\Jsers\UseriMovtelD ata\E quipmentHireWideos. mdb | Branch : Mozsel Bay - Main Branch




Users and Passwords

W Edit user

General T T Pastel

Permiizzion Type

Megative Fleceipts j
Counter Staff bMenu

I anager

Supervizor Cazhup W

Shop ’T:‘

Supervisors are created to:

>
>
>

Manage User Shifts;
Send financial data for all closed shifts to the financial system;

Give permission for certain actions to be performed by Users after
checking the process.

Accept Cancel

# Supervisor Shift Cashup

>
File Reports Credit Note
View Location: [l - supervisor [Eac N -t ¢
1D Customer Table 7/ TA Type Total « Shift # Uszer Total Invoice Date
When a Supervisor logs into the
system, this is the dedicated screen
they will have access to.
@ Batch Shift @ Single Shift B shirt Tota: DN
Check Customer Supervisor TEopervisr |
Intedrity OpenShitt | | Shift Cashupi| ~ C19© |
Print to - |Screen Print ﬂ Interface: Pastel




Setup Procedure:

Financial System Interface i

P




Financial System Interface

. Movtel Ablution Hire Ultimate Standard 7.1.0.5 - [[tem Grid]
# File Edit Modify Setup Process Reports Help

P Cormpany ey =
i : Interfaces b Maowvtel
ol User Defined Fields +  Pastel
f Users / Passwords Evolution
# Pastel Interface *
Ve i V/‘Eharges

Interface with Pastel % Yes
Mo

Compary Path  [Ch\Pastel B\GARDENS a

Accept Cancel

Novtel seamlessly integrates with Sage Pastel Xpress, Sage Pastel Partner and
Sage Evolution. GL Accounts and Entry Types are set up in the financial system
and are linked to Novtel to ensure accurate financial posting.

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

From the ‘Setup — Company — Interfaces’ menu, the applicable settings and
selections must be captured in the 7 tabs:

v' General
Customer
Supplier
Maintenance
Deposits

POS

And Charges

DN N N N N
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Company Setup

M Movtel Ablution Hire Ultimate Standard 7.1.0.5 - [Item Grid]
W File Edit Modify = Setup  Process Reports  Help . . .
-|.|I:' e | From the ‘Setup - Company’ menu option, the following details can be set up:
ol I =2 Interfaces ¥
_fr': User Defined Fields __1:
ﬁ Users / Passwords zg
_ Documents
- Cash Drawer
Database Set
# Company Setup
I Company Details I T Gereral T Financial T Access Contral
Mame : |Garden Tool Rentals .
Tel: [0861 66 68 % Company Details Tab
Fax: |
el | The company’s contact details are to be inserted
Fonee et ';?'ef::“‘:“:"‘ here and will be displayed on all system documents.
Bk ZUm . [ , .
Beach Boulevad e By selecting the ‘Database Management’ setting
Diaz Beach Mossel Bay . R .
SouthAfa applicable to this specific database, some features
| are activated or de-activated in the menu options. As
Email_.ﬁu:h:lnes?e:r expertzi@hygiens.co.za . 5
ConputrLossto [z we are demonstrating a company renting Garden
Lise Branch Address and contact detals - Tools, the ‘Equipment Hire’ option is selected.
This Database Manages: | Equipment Hire LI
Movtel Default [All in One
Flant Hire
Event Hire
Suit Hirer
Container Hire
Ablution Hire
Gaz Cylinder Hire
Accept Cancel




Company Setup

# Company Setup X
Company Detailz T I General | T Financial T Access Cantral T Preferences T Images
Automatic Refresh Interval E0 Seconds Allow Rentals to overlap by l_-I;l dap’s
Enter 0 to dizable automatic refresh jlh ;
i = haurds
Murber of raws on Grid 15 Allow Grace Period of '_D;I
= day/
MHurnber of colurmns on Grd I—EU lloiBectdatedlg =il '_DZI e Th G I T b
ner
Activate Monthly Biling & Yes " Mo Force Plant Mo, to Cost Code - e Ggeneral 1a
- A o : Force Customer Code Adjective [Branches] [
chivate Access Control " Yez @ Mo I H i
. ) n this tab, a host of settings can be entered and
Al Besmtg NEiiemeres & Yes Mo Incr.ement Hire Diaps on Sunday [Checked = Charge)] ’ g
F PR— . r P Activate Sundaps on lem Level I d d . h . I I f .
OiEE G LGS Yes @ Mo Increment Hire Daps on Saturday (Checked = Charge] selected to determine how your Syste m Wi unction.
Defauit Fetun Time 100000 = Charge Half Diay on Saturday [Checked = Charge]

Activate Saturdaps on ltem Lewvel

Increment Hire Daps on Public Holidays [Checked = Charge]
Activate Holidays on ltem Level

Activate bMonthly Fized Fates

Activate Weekly A ates

Minimum Password Length [0 = Mo check)

ot Holdags The settings to charge rent on a Saturday, Sunday
and / or Public Holidays can be activated in this tab.

.l

Default Interface : Pastel

J

Force use of return time

U B R A

Return Cut-off [Halfy Full day) howrds [30 Minutes = 3] 03 Activate Weekly A ates on [bem Lewvel AISO note that the optlons tO aCtlvate Monthly and
Diefault Half Day Valus (1 half day = B0% enter 0.6) [ 05

Short Rent Cut-off in hourds [30 Minutes = 3] 0 Weekly Rates are found here'
Shart Rent Value [IF 55% enter 0.55) i Sub-Hire Branch [Activate - Select Sub-Hire Branch | Deactivate - Select No Branch)

Reguire Supervisor Pazzword for Hire ltem Femoval r |Mossel Bay. Crozs Hire j

Allows - Cancel Hire [tems with outstanding Balance [ .

Allow Additional Costs Posting only for On Rent Status n Sulnlre iz Caltzgeg |D S | M

Allow chanaing Status to On Rent for Future rentals n

Allow Zero Value Non-Rentals I EashibhetonegBateaoy |1 - Cash j

Activate Demo Mode r Allow Contract Dizcaount [~ Display End Date on Documents I

Allows off-hire D ay select on Provisional n Allow only Permanent Branch transfers ™ Force use of Customer Email Recording -

Rietum Deposit Container only if selected r Allaw Multiple aff-hire Days ¥ Override Credit Limit Check r

Allove [tem Remove [More than one day selected) ~d Frint Hugiene Slips I Remove Customer Required Fields -

Allow Fixed Term Contract v Allow Work. Order creation at Branch level v

Accept Cancel




Company Setup

# Company Setup 4
Compary Details T General T T Aeccess Control T Preferences T Images
WAT / GST / Sales Tax Update Cost/Seling Prices ]
Use Taw ™ Yes ™ Mo Round Cost/Selling Price to next ,70 QunibirenerlobelbisnlavedlonlDochinans
T ax Number |1 53456760 Enample: (105 (0,33 to 0,35] 050 (0,33 to 0.50] Foreign Currency to be Digplayed on Documents
1 =777 R
Defaul Ta Type [1-Vat - Standard rated (15%) 5| | Bt Ferentiee 0
-
[ Use Ghana Tar/VAT Spstem Force Use of Suggested Deposit I F' . I T b
ServiceCharge = Inancia a
Tax on Service Charge I—

Charge Code Service Charge % |0 Clear ; 2 i : ’ o

Cear] || owegave Discours i oot v Here, your company’s Tax number and default tax type is

Al
Invoiced Service Charge Code - Link to Charge Code  Clear Settlement Discount SEt' Docu ment N um bers Set' the use Of the SuggESted
| a] | et Gl O s Gl deposit activated or de-activated; and settlement
. . discount scales set up.
@ s oot Setmen i for cured i £ g
Mest [reedice Murmber Format INOO00T 4 )
[AANMNMNMEN]
Inwoice D ate Method |Update Date j ¢~ #pply Settiement Discount for curent month, with
previous outstanding amounts papable in full.
Invoice Adjective Gl
Update Customer Credit Mates Charge Code
Mext Credit Mate Mumber CHO0DO009 ;
Format (ANNNNNN] soloo a [Settlement Discaunt
Update Supplier Invaices =Settlement Dizcount to be used with Email
) Module. When Statement iz zent to Customer, the

Mext Invoice Mumber SL000003 settlement Discount Countdown Begins for that
[AANMMMMNMN] Customer

Invoice Date Method Update Date -

Accept Cancel




Company Setup

® Company Setup

Cormpany Detail:

1

General T Financial T Access Control T Preferences; I Images

Maintenance Defaul

First Maintenance 0 DS
Recuring Interval a D&v's

Automatic D eletion of Quatations |nterval 60 Days - Enter 0to disable automatic delstion

Mew Customer D efault Biling Interval INU Month End ;I

S0L Backup Path | 3‘

[™ Enable Barcode Scanning on Contisct Sereen for Adding and B tuming Hie ltem,

Preferences Tab

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

Company Setu
[~ Synchionization Master D atal L pany P

[~ Synchronization Linked Datal

Company Details T General T Financial Accesz Control T Preferences Images:
~ Senchronization to a CENTRA]
Please select or enter the path
This is for Synchionization ta a
Item Images Path I ﬂ

Cugtomer Phato Path I

Customer Photo Type

P9

Accept

Cancel

Images Tab

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

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



G
I

Setup Procedure:

Company POS Setup I i




Setup Company POS

# Setup Company POS — O *
— Front Desk/Shop — Late Return Charge Code
Enable Discount v Enable Quick Scan v IL.&TDD'I &I ILale Retun Charge Clear |
M ax Discount Percentage IE—ﬁ Show [nwentory Details r
Print Access Permit o Allow Line &mount Change [ — Replacement Charge Code
POS Irvoice ¢ Credit Mote to Slip Printer r |FIEF'DEI1 ﬂ |F|ep|acement Fee Clear |
Usze Inventory Categony Code at Charges For Selection List r
e  Repair Charge Code
Hse Branch at Charges For Selection Lis - . In the ‘Setup Company POS’ screen, there are 4 charges to be
|REF00Z & |Repair Fes Clearl
- Work Order selected after creating it. These charges are necessary to enable
whork Order POS Invoi Slip Pri — Hygiene Service Ch Cod . .
e e PR Inveice fo Sl Finter ¥ mm TR TR the system user to perform other functions in the system.
Display 'wark Order Comments/Femarks an [nvoice (44 r |HYGDU1 ﬂ |H}'9|Bn8 Service Charge Clear |
The default settings for the POS systems accessed from the Grid
— General .
Pozting of Shortages/0wver Journal by Supervizor Shift Cashup r a nd the ded|cated POS SYStem can be Set here tOO.
Hide Shift totalz on Maoney count r
Qverride Farce Chanage on Account Payments Il
Aocept || Cancel
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Document Setup

" Movtel Ablution Hire Ultimate Standard 7.1.0.3 - [[tem Grid]
# File Edit Modify Setup Process Reports Help

: TODF Company

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

Interfaces
User Defined Fields Standard document notes can be added to be displayed on Invoices and Quotations,
Users / Passwords and your company’s terms and conditions can be captured and saved.
Documents
Cazh Drawer # Documents Setup »
LTEiEERia | invoices | | Letters | wodDocuments | | DocumentsMates | | [ Wk Orders |
Reminders
Tag Reader [ Layout
Authorization e flain Paper Faper Size : &4 - 210 mm % 237 mm

& L i

Warlkstation and Printers  Logo Layout 2

- =
Rental Day Limits = Movtel Formns Designer __ ==

Company POS

— Pre-Print/Custam

s Nane
" Layout 1 [Pre-Frint)
" Layout 2 [Custom)

Cdsersh dzeriDesktophMew folder | il

[~ Use Custom Hire Contract Layout

[~ Dizplay Terms and Conditions an |nvaice

Accept Cancel
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Branches

® Novtel Ablution Hire Ultimate Standard 7.1.0.5 - [Item Grid] Multiple Branches can be set up in the Novtel system. A Branch can refer to
| # File Edit Modify Setup Process Reports Help different towns or cities; countries; a Maintenance Branch to which items can be
It . . . :
ain =" T transferred and serviced; repaired or discarded, and sub-hire branches where
Customers .
Suooi items can be sourced from and sub-rented by your company.
upplers
Branches | Users are linked to specific Branches to which they must have access.
Charges . . . . .
. ?r - Items are linked to specific Branches and will be accessible from this branch only
EmM 1arnTs

Contract (Cash) — unless transferred to another branch.

Contract (f g Add New Branch X
5pECiE|S |:P Azsigned Caolour -I
Ch arge Prif Ciy*® I Branch * I Sub-Hire Eranch O |M0333| Bay, Crass Hire ;I

[tem Discg

Tel I Address
Fax: I [~ Dedicated Cashier
e-mail I [~ Dedicated Invoice User
website: I [~ Maintenance Branch

[~ Symchronization To External Master D atabase

5700
=
=
=
=
=
=
ran

M aintenance Customer * | &I I hulti-Store * I CLI | |
Al Maintenance by External Supplier [ Maintenance Multi-Stare I ﬂ | |
Maintenance Supplier | al | Select Seling Price Set [ain -]

r Default Caghbook Entry Tepes

Cash: ID ﬂ I Customer Code Adjective IM_

Credit Card ; ID &I I [Leave blank touse the fiest characters of Surname or Cormpany)
Cheque : ID ﬂ I Iwentary Categary

Bank Transfer : ID &I I | LI

= Required Fields
Accept Cancel




Branches

L3

" File Edit Modify Setup Process Reports Help
P P P

b

a1 AF rali of

o8 o9 10 71 12 15 15 17 18 18

Jan Jan Jan Jan Jan Jan Jan Jan Jan Jan

2024 2024 2024 2024 2024 2024 2024 2024 2024 2024
o] Mon Tue Wed Th Fri Mon Tue Wed Tha Fri

[ George tdain Branch

[ Mossel Bay Cross Hire Assigned Calour l:l

B Mossel Bay tain Branch City

[ Mossel Bay POS Retail l—
[ Redundant Branch Branch

[ Sub-Hire Branch ,—
I:l Warkghop Branch

.3
' g
e g
o
|LIIIIIIIIIIIIIII

@ Code " pwailsble

" Plant Mo € On Rent
" Transfer © Maintenance

% Edit Contract

|2024/m08 ¥ |20240m1727 ~|

User : Louise Database Path : C:\UserstJ sert\MavtelD atahE quipmentHire'\Live\EH| | Pastel Path : C:\Pastell B\GARDEMS

[0 Cancelled
@ Provisional
[ Confirmed
O onRent
B Fstumed
IFully Paid
[ Non Rev

< R RRRR T

ltems are linked to a specific Branch,
and will be displayed in the selected
Branch and allocated branch colour.
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Charges

#® Novtel Ablution Hire Ultimate Standard 7.1.0.5 - [Iter Grid] An unlimited number of charges can be created in the Novtel System.

# File Edit Modify Setup Process Reports Help ]
[tern

L Customers
Suppli . , . . . n e ,
B”pp ':rs |7 Charges can be linked to contracts as ‘Non-Rental’ items and will be displayed as ‘Additional Costs’.

01 00 rancnes

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

Contract (Cash)
Contract (Account)
Specials (POS)

Charge Price Matrices
tern Mieconnt Batrices

Examples may include any item stocked for re-selling, such as:

v

DN N N N N N RN

Rakes and brooms

Spades and forks

Different sized pruners and shears
Refuse bags

Trimmer Line and Heads
Lawnmower Blades

Sparkplugs

Brooms

Hosepipes and fittings

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

Examples of such charges include:
v' Sparkplugs

v il

v" Various Engen Parts

v' Various Chainsaw parts

v’ Various Brush Cutter Parts

v'  Grease, etc.

Please note that any charge applicable to your company can be set up.
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Charges

W Add Mew Charge

Branch [

Code |SHODO '0

Descrphion  |Shovel - Garden Spade 'g'
Barcode |3374563211236 9

External Reference  |G5P124578 e

tozzel Bay, Main Branch

. The Charge Code

A ‘Charge Code’ can consist of up to a maximum of 15 characters. Keep in mind
that a charge can be searched for by means of the code, and we recommend that
when the code is created, it is simplified for the system Users.

As per our example, the charges in our system consist of a 6-digit alpha-numeric
code.

. Description

A clear description is to be allocated to each charge in the system.

. Barcode

If a barcode scanner is used, a dedicated barcode can be captured here.

. External Reference

It is up to you what reference to capture here, but in this case, we have captured
the Item Code as indicated on the Supplier Invoice.

. Branch

The Branch logged into, will automatically be displayed here. However: If required,
the Branch can be changed.



Charges

Code |SHEIDD1

| ¥ Create Item In Pastel

Dezcription |Shovel - Garden Spade

Barcode |9874563211236

| Dizplay On Invoice

W Import Inventory ltem

Dezcription

Iventary Group |DDB -

Excl Selling Frice

Accept

[~ Physzical ltem
Code  [SHOOOT Code | Description
ool tozgel Bay Main Store
Showvel - Garden Spad
| el T Aarden wpads g a0z whorkshaop / Maintenance Stare
Spades and Forks a ﬂ 0oz Retal POS @
a5 Inwenton Store
138.25 04 George Main Store
" Service ltem

tulti-Stare Select

All Multi-Stores

%)

Selected Multi-Stares .

Cancel ‘

Fulti Stare code ieving Cost Price |

i! |Mussel Bray tain Store

Irventon Categony

=

Cancel ‘

1. Create Item in Pastel

This option is ONLY available when a new charge is created. If unticked, the
charge will only be created in Novtel.

If ticked, and the charge is saved in Novtel, the ‘Import Inventory Item’

screen is displayed.

2. The ‘Code’ and ‘Description” will automatically be inserted as entered

previously and will be imported to the financial system as such.

3. The specific Inventory Group to which this charge is to be linked, must be
selected from the list.

4. All items to be sold, are classified as ‘Physical Items’. Charges such as
‘Settlement Discount’; ‘Replacement Fee’; ‘Repair Fee’ etc, are classified as

‘Service’ charges.

5. If Multi-Stores or Warehouses are set up, the specific ‘Multi-Store” must be
selected to which this charge is to be linked.

Alternatively, the charge can be linked to all, or multiple Multi-Stores.



Charges

In the ‘Properties’ tab, the charge is to be linked to a specific classification where applicable.

» POS Items
All Items to be sold from the Grid’s POS System, will [® Acd New Charge X
be classified as a ‘POS Item’. Code | ¥ Create ltem In Pastsl » Refundable Charge Items
Description I [~ Display On Invoice
Barcode [ _ A Refundable Charge Item is a
[~ Physical ltem
» Shop Items e - Blocked type of Deposit, but refundable.
Branch [ IMDsselBa_l,J, Main Branch ~| I Serial Humber liem

Deposits are normally raised on a
contract and is applied to the
LIREElen contract. No charge is created for

Charges classified as a ‘Shop Item’ will be available
for selection from the dedicated Retail POS System.

General T Properties

[ Shap Item .
I~ Payout I a normal deposit.
» Payout Items .
I Refundsbls Cherge ltem But in the case where an
[~ Maintenance ltem of . . ]
Examples of ‘Payout’ charges may include items additional deposit is required —
bought for office use and paid for from the petty which can be refunded when the
cash. Item is returned - such a charge
Pastel | Cod a,
elimetoyode | A can be created.
M ulti Store code for retrieving Cost Price I E | |
> Ma|ntenance ]tems Iventomy Categorny |DDD-Nocategory LI
Items classified as a ‘Maintenance Item’ will be Accept | Cancel |

available for selection when a job card is processed
for items to be serviced or repaired.
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Setup Procedure:

Item Categories and Sub-Categ%firs |




Iltem Categories and Sub-Categories

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

These are required fields to be populated
when creating an Item (To be rented). The
Sub-Category also forms part of the Item
Description, and therefore it is important to
enter a clear and descriptive Category and
Sub-Category name in the ‘Description’
field.

Examples of Item Categories and Sub-
Categories may include the following, but
are not limited to these only:

ltem Categories

Lawn mowers |;>

=
=
Leaf Blowers I;>

Wheelbarrows |;>

ltem Sub-Categories

Petrol 149cc I Petrol 173cc l
Electric 1300W I Electric 2400W l

| Petrol 26cc l | Electric 750W I
| Petrol 52cc l | Petrol 36cc l
| Electric 3500W I | Petrol 26cc I

| Garden I | Heavy Duty I



Iltem Categories and Sub-Categories

. Movtel Ablution Hire Ultimate Standard 7.1.0.5 - [ltem Grid]
W File Edit Modify Setup Process Reports Help

Item

Customers

Suppliers

Branches

Charges

Item Tariffs

Contract (Cash)
Contract (Account)
Specials (POS)

Charge Price Matrices
Itemn Discount Matrices
ltem Category / Sub-Category
Areas

Service Agents
Hygiene Consumables
Payment Terms

Subhire Price Matrices

B
—la
=
=

Customer Settlement Discount Matrix

To start the process of creating an Item Category, click ‘Edit — Item Category / Sub-Category’, and click ‘Add’ in the

Item Category Setup’ screen.

# tem Category Setup

Code Description

Search
{ |

Edit Delete | AddSubCategory

Cloze

Inventory Categories are set up in the financial system and
imported to Novtel.

By default, the ‘Update Inventory Category to Item’ checkbox is
ticked when adding a new Item Category in Novtel, and the Sage
Pastel or Evolution Inventory Categories are available for selection
here.

# Add ltem Category et

Update Inventory Categary To ltem v

D' escription I

[Fventom Category I 00 - Mo category -

- Mo cateqon
01 - Lawn kMowers
02 - Trimmers
03 - Leaf Blowers
04 - Chain Saws

| 05 - wheelbarrows
06 - Showvels

rSeach {07 - Hand Forks hd




Iltem Categories and Sub-Categories

Code Description

# Add ltem Category

|pdate lrventory Category To ltem v

bt

Now enter the description for the Novtel ltem Category and select the Sage Pastel or Evolution
Inventory Category to which this Item Category is to be linked before clicking ‘Accept’.

The Item Category has now been created successfully.

To create all other Item Categories as well, simply click ‘Add’ and repeat the process.

Description Lawn Mowers
Inventary Category T - Lawn Mowmers
Accept Cancel
Search
Add Edit Delete | Add Sub-Category Cloge

# Item Category Setup

Code

Dezcription

1

Lawn Mowers

v

Search

Edit

Delete

| Add Sub-Cateqgany

Cloze

# tem Category Setup

Code

Dezcription

Lawn Mowers

Trirnrmers

Leaf Blowers

Chain Saws

Wheelbarrows

Showels
Farks
Fakes
Pruners
a e

= |wW ||~ @O R

Search

Edit Delete ‘ Add Sub-Categony Cloze




Iltem Categories and Sub-Categories

® ftem Category Setup X As there are different item types, we need to now select each Item Category
Code Description individually, and add the different types to the Item Category as ‘Sub-Categories’.
n - In this case, we will start at the top by clicking on the ‘Lawn Mower’ category, and
fnmers
5 Leaf Blowers |, then selecting the ‘Add Sub-Category’ button.
4 Chain Saws \
A Wheelbarows \
B Shovels \ # Edit item Categon x
; ::;r::s \\ Code |17 IIpdate Inventary Categom To ltem [v
9 Pruners \ Description |Lawn Mowers
10 Anes \ Inventory Categom Im - Lawn Mowers ;I
[ TEMSUBCATERORY
The selected Item Category, and Sage
Code |Description |Category Description | . ) ) 3
Search \ Inventory Category it is linked to, is
{ | \ displayed at the top of this window.
add | Delete |  AddSubCategay | Close To create the first ‘Sub-Category’ linked

to it, click ‘Add’.

(Add )l Edit | Accept I Beedd |




Iltem Categories and Sub-Categories

# Add ltem Sub-Category

Code 0":'

[tem Category 9'1

D escription

Lawn Mowers

Lawnmower Petrol 149cc

# Ldd ltem Sub-Category
Code ID
Rain Day / Off-Hire |k
[temn Category I‘I ILawn kM owers Er?.lar:g:éln Saturu:llr:_l,l = F
Dezcription |Lawnmu:uwer Petral 149cc Saturday Half Day r
Charge on Sunday r
Tax: el 15 -Wat - Standard rated [15%] ;I Charge Public Haliday r
TAX Charge ‘weekly Rate r
| @m % | Excluding s
Price Per Day I 80.00 I ! I 43.48 Service Every I—D Dapssh
Price Per 'Week I 300.00 I 3913 I 2B0.87 Urit IN _I
one -
Price Per Month I 1000.00 I 130.43 I 863.57 Update Default Talterm [
Price Per Hour | 1500 | 196 | 12.04
Price Per Service | 000 | 0o | 0.00 @ Update Pricestoltem [

1. Code

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

2. Item Category

The Item Category has been inserted automatically as selected
previously.

3. Description

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

4. Tax

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

5. Price Setup

Daily, weekly, monthly and / or per hour rates can be set up if
applicable.

A default price per service can also be inserted for Ablution Hire
Items linked to this Sub-Category.

6. Update Price to Item

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



Iltem Categories and Sub-Categories

W Add ltern Sub-Category
Code IU
Rain Day / Off-Hire ltem v e’
Item Category |1 ILawn M owers rErTae S Slean T
Description |Lawnmnwer Petrol 149zc Saturday Half Day IE @
W
Tan [15 -Vat - Standard rated (15%] | 3
Including TAX Excluding !_

The following defaults are now to be set up and can be updated to the
Item itself by ticking the ‘Update Default to Item’ checkbox.

7. Rain Day / Off Hire Item

Should this checkbox be selected, the item this sub-category is linked
to, will not be charged if a specific day was marked as a ‘Rain Day / Off
Hire Item’.

8. Charge on...

If activated in ‘Company Setup’, items can be fully charged on a
Saturday — or half day on a Saturday — Sundays, Public Holidays, etc.

The applicable options can now be selected per Item Sub-Category.

Increment Hire Days on Sunday [Checked = Charge]
Activate Sundays an ltem Lewvel

Increment Hire Daps on Saturday [Checked = Charge)
Charge Half Day on Saturday [Checked = Charge)

Activate Saturdaps on ke Level

Increment Hire Daps on Public Holidays [Checked = Charge)
Activate Holidays an Item Level

Activate Monthly Fiked Rates

Activate Weekly B ates

Activate \Weekly Bates an ltem Lewvel

Setup Holidays |

AR TR




Iltem Categories and Sub-Categories

® Add ltem Sub-Category X1 9. Maintenance Iltem
Code E ST Iltems can be classified as a ‘Maintenance’ item, and if it is to be
Itern Cat 1 L | . .
emCategoy | Jravn Mowers Charge on Satwday [ serviced, the number of days or hours between services are selected.
Deseription ILawnmower Petrol 149cc Saturday Half Dap IE
Charge on Sunday [ ‘ YA . H
Ta [15-Vat - Standard rted 16 Bl | s e e The ‘Unit’ is then also to be selected according to the requirement.

Charge ‘Weskly Bat ]
irciudng [l T2 Evcuing s

taintenance ltem

i E52 10. Update Default to Item
Frice Per Day | 50.00 | | 43.48 - 000 Daerh P
Price Per wWeek 300.00 3913 260.87

: : — : Urit__ |Daps = To update these settings to the Item when this Sub-Category is
Price Per tManth 1000.00 . 869.57 Update Dofaul To lem ¥ . )
_ Tedoberiiolen @l selected, tick this checkbox.
Pricee Par Hoir | 1500 | 19r | 11014
# Edit ltem Sub-Categon hat
Code f N 11. Hygiene Service Charge Code
Item Category |1 &I ILawn M owers e 67 Sk r
. : : : . .
Desciption [Cawrmawe: Pelial143cc e I|: For Ablution Hire Items to be serviced daily, the applicable ‘Hygiene
Charge on Sunday v . ;-
Tax (15 -at - Standard rated [157%] =] | Charge Publctoidey @ Service Charge Code’ is to be selected per Item Sub-Category.
TAX Charge "weekly R ate = .. ) . q
Including i 14X | Excluding| M aintenance ltem v By clicking on the search option, the window containing all pre-
Frice Per D | 50.00 | EE2| 43.48
Nnce Fer Uay A . 3 .
Semvice Every I 30 Davsth ; A
PicPerwesk | 0000 | W13 [ zm0er b N created charges in the system, is opened.
Pics PerMonth | 100000 | 13043 | 86357 Update Defaul To ltem The specific charge can be searched for, and selected. And when the
ot RN [ 75 EERELD ‘Price per Service’ total is inserted, Novtel will automatically charge
rice Per Service | 0.00 | 0.00 | 0.00 Update Prices taltem [

this price when the item is serviced.

Hygiene Service Charge Code

Clear |




Iltem Categories and Sub-Categories

Code
Item Category

Description

Tax:

Price Per Day
Price Per‘week
Price Per Manth

Price Per Hour

Price Per Service

# Edit ltem Sub-Category

—

I‘I &I ILawn Mowers

ILawanwer Petrol 149cc

15 -vat - Standard rated [15%)

Including B TAX [l Excluding|

[ s0o0 | 52 [ 4348
| 300.00 | 3913 | 26087
[ 1ooooo | 13043 | BR3ET
| 1500 | 196 | 13.04
| oo | 000 | 0.00

Rain Day / Off-Hire ltern W
Charge on S aturday r
Saturday Half Day r
Charge on Sunday v
Charge Public Holiday r
Charge ‘Weekly R ate =

[

<

Maintenance [tem v
Service Every I 30 Daysih
Lt I Daps j

Update Default To ltem W

Update Prices ta ltem v

" Hyagiene Service Charge Code

all

Clear |

Weight

@ 10,50

Suggested deposit @ 10,00 ¥ Price

12. Suggested Deposit
Deposits are normally raised and are payable on items to be rented.
A suggested deposit can be calculated as follows:

The daily rate set up for this Item Sub-Category, is R50.00 per day. By entering
the number of days as 10 for example, the deposit amount to be raised on the
contract when an item - linked to this Sub-Category — is selected, will be
indicated as R500.00.

13. Weight

The weight of this Item Sub-Category can be entered here and updated to the
Item itself.

This is used when extremely heavy items are to be delivered to a site, and the
correct delivery vehicle is to be used in order to not overload it.

14. Detailed Description

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

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



Iltem Categories and Sub-Categories

P Edit ltem Categon

Code

—

|Update Inventory Category Ta ltem [v

Description

ILawn Mowers

Inventory Categorny

Description

( Add ﬂ E dit |

Lawnmawer Petral 149cc

|D1 - Lawn Mowers LI

Category Descrption

Accept | Cancel |

*

This Item Sub-Category has now been create

d successfully.

To add more Item Sub-Categories to this Item Category, click ‘Add’ and create it in the

same manner as explained previously.

# Edit Itemn Categor

Code Update lnvertar Categary To lbem W

—

ILawn =TT 6

Description

Inventory Category Im - Lawn Mowers LI

Code | Description Category Description
Lawnmawer Petral 149zc

Lawn bowers

Lawnmaower Petrol 173cc

Lawnmower Electric 1300w Lawn Mowers

Lawnmawer Electric 2400w

£ TR0 N ]

Lawn Mowers

|lccept | Cancel |

Add Edit |

>

When all Sub-Categories — related to
this Item Category -
created, click ‘Accept’.

have been




Iltem Categories and Sub-Categories

You will now notice that the Item Category descriptions are displayed in Alphabetical Order.

Code Drezcription

Hues

Chain Saws
Forks

Lawn Mowers

To add Sub-Categories to the rest of the Item
— Categories, simply select it individually, and
Rakes add the relevant Sub-Categories to each.

Shovels

Leaf Blowers

Trimmmers

mmmmme‘ﬂhE

YWwheelbarrows

Search
{ |

Add | Edit Delete || AddSubCategory | Clase
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Items




ltems

# Novtel Ablution Hire Ultimate Standard 7.1.0.2 - [ltem Grid]
M File Edit Modify Setup Process Reports Help H It | k d t f ’B h’ d th |t C d . d | d
-~ o Ire Items are linked to a SpecITiC brancn an e Item Lode IS aisplaye
@ o > OEEEFE W . .
— — in the selected Branch Colour on the Grid.

3
. Movtel Ablution Hire Ultimate Standard 7.1.0.2 - [Itern Grid]
# File Edit Modify  Setup  Process  Reports  Help

-0 xe

Branch

Branch

The Item Description will also be displayed when
clicking on the arrow below the Grid.




ltems

-" Movtel Ablution Hire Ultimate Standard 7.1.0.5 - [ltem Grid]

M File Edit Modify Setup Process Reports Help To rent out any tool — whether a machine or a hand tool - it must be created as ‘Items’.

If your company has multiple Units of a specific Item, it will be created individually.
o |1 - O R E
— — = To add or edit any Item, click on the ‘+" icon (Edit Items).
Jan Jan Jan
[o1001007 [2] = = i =

Add Mew ltem
Code I 9 v Create ltem In P
Description ‘e o
General J Details T Financial T Idzer Defined Fieldz T Paszte The Item COde and Descrlptlon

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

pranch B [MosselBay. Hain Branch = = 1. Novtel creates the Item Description according to the settings entered

EEEN 0 0 in the ‘Plant Number’, ‘Sub-Category’ and ‘Manufacturer’ fields.

Sernial Mumber I

Estemal Reference | 2. The ltem Code is only created once the Item is saved to the system.

Tupe ISeriaI j

Item Categony ID EI I

—




ltems

In the ‘General’ tab, the following information and settings are 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, as this Item is being created while logged into this Branch.
Therefore, the Item will ‘belong’ to this Branch unless transferred to another.

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 Mew ltem

Code v Create ltem In Pastel Barcode |

D ezcription | 10 k

General T \etails T Financial T Idzer Defined Fields T Fastel Interface T kit [tems T Fixed Mon-Fentals

Home Branch

Branch & |Mn:n$$eIElay, b ain Oj m |MDS$EIB&_',I, M ain j
Plart Nurnber ol & Sl B B -
Senal Humber | [




ltems

Add Mew ltem
Code I ¥ Create |
Drezcription I Fiyobi, 107
General etailz T Financial T |Jzer Defined Fields T_
Branch = IMDSSE| Bay. Main LI

Flant Murmber

|1n1

Serial Murnber

[1az83c €D

External Reterence

M anLfacturer |Fl_l,u:|l:|i a
Add Mew ltem
Code I ¥ Create
Description I Ryobi, 101
General T Detail: T Financial T Uszer Defined Fields T_

Branch

Flant Humber
Serial Humber
Extermal Reference
Manufacturer

Type

Iterm Categary

Item Sub Category
In Stock

= IMosselBa}l, Main ;I

|1u1
[1a283C

|Fipebi

3. Serial Number

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

All items like lawnmowers; trimmers; chainsaws and other electronic tools will have a
dedicated serial number.

Tools like spades, forks, rakes etc. will not have a serial number.
4. Manufacturer

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

5. Type

Items are to be classified as a specific ‘“Type’, and in this case the ‘Serial’ option is selected
from the list of options since we are creating the Ryobi Petrol 149cc Lawnmower as an
ltem.

Items such as spades, rakes, pruners etc. will be classified as a ‘Non-Serial’ item.

‘Hygiene’ items include portable toilets; shower trailers; toilet and shower combo trailers,
etc.

Excavators; Front Loaders; Bulldozers etc, will be classified as ‘Plant Items’.

And ‘Containers’ include storage, office and / or refrigerated container units.



ltems

Code Iv Create ltem In Pastel Barcode
D escription . Ryobi, 101 L
il 6. Item Category
General T Details T Financial T User Defined Fields T Pastel Interface T Kit [terns T Fized Non-Rentals
Y T—— > Clicking on the search option in the ‘Iltem Category’ field, the
Branch B |Mossel Bay, Main : H H .
o Teion | :@ept relevant Item Category for this Item is to be selected. In this
Plant Murmber 101 3 Chainzaws h P L ) .
Serial Mumber 142830 g Forks Cancel Case, t e awnmowers Optlon.
wlernal nererence
;t f”:H IF!b—_ 4 , Leaf Blowers
anuraciurer bl Pruners
Tope Serial q 181 2::;83[3
Item Categom a - g ?pades
Item Sub Categorny lﬂil—_ 5 \.\.["IITen;Tb[Znows
In Stock 1
[ut =y P
# ttem Category Lawnmowers X
7. Item Sub-Category Add New ftem
e I Code | ¥ Create lter In A
sessntor: [ Immediately, the following window is displayed, indicating all B e 000, Ryt 11 e
Lowaer £100% R Sub-Categories linked to the selected Item Category. Now Gonoal | Do | Fracel | Uset DefedFiols | Povt
select the specific option and click ‘Select’.
Bratich = ]May, tain j = |—
Plant Mumber [101
Both the Item Category and Item Sub-Category have been Seial Number 2B N
N . Extemnal Reference | \
captured here. Also note that the Item Description now . o
contains the ‘Item Sub-Category’s’ wording as well. Type Seia -
Itern Cateqory |1 |Lawnm0wers \
Cancel Item Sub Category |1 |Lawnmower P-143cc —




ltems

[ Stack, 1

UOn Rent @ 0

Ayalable 1

Show On Gnd
Subhire [kem
tonthly Billed [tem

O~

-

Or

6. In Stock, On Rent and Available

The ‘In-Stock’ value will ALWAYS be displayed as 1 for ‘Serial’, ‘Plant’, Container’ and
‘Hygiene Items’ 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. For example: The ‘In-Stock’ quantity of an Item such as a wheelbarrow or
spade can be entered as 20 if your company stocks 20 of the same Item.

. Show on Grid

Iltems 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

ltems can be billed on a monthly basis if set up. If this Item is allowed to be billed the
monthly rate when required, the checkbox must be selected.

Please note that Items cannot be classified here as a ‘Sub-Hire’ item.

Novtel only recognizes a Sub-Rented Item when transferred from a Sub-Hire Branch to this Branch.



ltems

M aintenance [tem
R ain Dap/0ff-Hire [tem

Charge on Sunday

Charge on Saturday
Saturday Half Dray
Charge Public Holiday

<A77 1%

Charge "Weekly Rate 12
Cray Lirnit A ate [kem
Kt Item

17

9. Maintenance Item

ltems such as a Petrol Lawnmower will require maintenance on a regular basis. Therefore, we have
classified this Item as a Maintenance Item.

10. Rain Day / Off Hire Item

If allowed not to charge an Item on a Rain or Off Hire Day, this checkbox is selected.

11. Charge On....

Tick all the relevant checkboxes to charge rent on a Saturday; Sunday and / or Public Holidays.

12. Charge Weekly Rate

As in the case of a monthly billed item: If set up and allowed, a weekly rate can be charged if required.



ltems

Edit [tem Proceeding to the ‘Details’ tab, all relevant details pertaining to this Item can be captured.
Code  |OT0OT00T
Desciption  |Lawnmower P-143cc, Ryobi, 101 1. The ‘General Details’ section is applicable to ‘Plant Iltems’, and the tyre, spare
Generdl | Detaits | Financial | UserDefined tyre and battery brands are to be captured.

2. The date upon which the license is due must be captured here.

— General Details

v' Reminders can be set up to display a notification on the Item Code
directly on the Grid when the license is due. When the license has been
renewed, the next ‘License Due’ date must be captured.

3. The date upon which an Item is sold, is selected here. Then, the Item will be
Uis e 202111725 ﬂg permanently transferred to the ‘Redundant’ Branch to remove it from this

Branch’s stock items.
Date Sold [z <] €D
- a 4. The Item’s weight will be displayed here automatically if inserted on the ‘Item

Sub-Category’ it is linked to, and the checkbox was ticked to ‘Update Weight to
Item’. Alternatively, it can be entered manually.

Weight |




ltems

— Semvice [nterval

Current Rental Dayps |EI

RO

RO

Firzt M aintenance |EI
Recuring Interval |EI
MHext Maintenance |EI

RO - Rental Daps

RO

— Service Interval

Current Rental D ays

First M aintenance

Recurnng [nteryal

Hext Mantenance

RD - Rental Daps

RD

RD

RD

> Service Interval

In this section, the following details are to be captured for all Items classified as a
‘Maintenance’ item:

By default, all totals are indicated as zero, since we are only creating this Iltem now.

1. The ‘Current Rental Days’ will remain zero until this item is actually rented.
Then Novtel will automatically update this field.

2. The ‘First Maintenance’ required must be captured here according to the
number of ‘rental days’ allowed from zero to the first service. In this case, 30
rental days.

3. The ‘Recurring Interval’ is the number of rental days allowed between
services, which for demonstration purposes, is captured as 45 days in this
case.

4. Asthisis a new Item, the ‘Next Maintenance’ is to be performed at 30 days.

Please note that when the Item was indeed serviced, Novtel will update the
‘Next Maintenance’ total automatically.



ltems

Edit ltem
Caode |EI1 noiom
Description ILawnmnwer -P-145¢cc, Ryobi, 101
General

_T I1zer Defined Fields T Fasztel Interface

T D etails T_ " Financial |

Rental Excl T ax

Tax

Rental Inc! Tax

Cost Price I i'EEDD.DD

Per Day Per'wesk Per Month Per Hour
| 3478 | 17381 | 34783 | .96
| 5.22| | 2609 | 5217 | 1.04|
| 40.00 | 20000 | 40000 | 8.00

1 -at - Standard rated [153%) @ LI v F'gay = Per Hour

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.

The prices as entered on the Item Sub-Category linked to this
ltem, has successfully been updated to the Item since we
have selected the option on the ‘Sub-Category’s’ master file.

The default Tax rate is displayed here, as set up in the
‘Company — Setup — Financial’ tab.

The default price to be charged, is selected as ‘Per Day’.



ltems

Ciada
D escaiplion

il

|Lawrmawer 188, Ryobi, 107

¥ Create Mem In Pasbel Baicode

Geneial | Db | an]_ | User Detned Fiekds |

Pastellniedace | Kakems | FoodMonRentsh

# Import Inventory tem
Code (000D

Descrption | Lavenmosser -P-143cc, Aok, 101

Ievvriony Group |04+ Lavwrenows a

03 - Chsini 58w

006 - Lol Biwesr

007 - Rskes snd Bronss
- w008 - Spodes ard Foaks

09 - Prunsss aeed Skeaery

¥ Muiti-Slons Select
A W Shoes )

Sl tiod Mudt-Sloees £~

Y
Code | Diesciption |
A om Mossel By Man
Fl0E  wokshes
=] (B3 ResPOs

#® Import Inventory ltem

Code

Dezcription
IFeeentony Group

Excl Selling Price

Coszt Code

01001001

ILawanwer -P-148cc, Ryobi, 101

|EIEI4 - Lawnmowers

=}

| [DEXC dr‘ Physical ltem

% Service ltem

Code

Deszcription

101

ILawanwer -P-149cc, Ryabi, 101

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.

In this case, the Item will be imported to the Financial System.

1. The ‘Code’ has now been created automatically and is
imported to the financial system as such. The Novtel Item

Description is also duplicated as the ‘Pastel Inventory
Item Description’.

2. The Inventory Group to which this Item is to be linked in
the Financial system, is to be selected.

3. The ‘Excluding Selling Price’ is derived from the daily price
entered on the Item Sub-Category and linked to this Item.

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

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.



ltems

# Import Inventory lterm >
Code  |01001001 Should the option be activated in your system and Multi-Stores
Desciiption [Lawnmower -143co, Fyobi, 107 ! have been set up, the applicable Multi Store, or more than 1 store
— 02 wakshop this Item is to be linked to, must be selected
Inventory Group |EID4 - Lawnmowers ﬂ [Joo3 Retail POS ’ ’
H H { V4
Excl Sellng Price | 34.78 " Physical ltem To continue, click ‘Accept’.
f* Service ltem
lv Create Cost Code
Cost Code Multi-Store Select
Code  |101 All Muli-Stares -
Description |Lawnmu:uwer -P-149¢cc, Ryabi, 107 Selected Multi-Stares {*
|
Code 001001 Bacedz [
Description |Lawmmower -P-148cc, Ryabi, 101
Geneidl | Detsls | Financial | UserDefiredFiekds | | Pastel Interface || Kitems | Fixed NonfRentas
(v
Pastel Invertoy Code 01001001 9, | [Lawnmawer -143ce, Ryabi, 101 | o |
s R e [E] In the ‘Pastel Interface’ tab, the ‘Pastel Inventory and Cost Codes’

are entered automatically.

Accept Cancel




E.quipment Hire

11

Setup Procedure:

Item Tariffs




ltem Tariffs

Custom Item Tariffs can be set up per Customer Category; Item Category and Sub-Category.

This means that Customers linked to a specific Customer Category will automatically be
charged a different rate than Customers linked to a different Customer Category.

This functionality can only be used, provided that:

» ltem Tariffs per Customer Category; Item Category and Item
Sub-Category have been set up;

» All Customers are linked to a dedicated Customer Category;

» The ‘Use Item Tariff Prices’ checkbox is selected per Customer.

ACCOUNTCUSTOMER

Account Code IS Too0o3

External Account Fef

Description *

Customer Categorny

IStevens Development

¥ Corporate Customer

[~ Order Mumber Required

1-Cazh

=

¥ Use ltem Tariff Prices

0 - No categor | -
General Contract Details T
2- quporate “
Detol e d 2~ Private .




ltem Tariffs

' Movtel Ablution Hire Ultimate Standard 7.1.0.5 - [lterm Grid] s, , e . , , .
# File Edit  Modify Setup Process Reports Help From the ‘Edit’ menu, select ‘Item Tariffs’, and click ‘Add New’ in the next screen.

[termn

L] ]

Customers @ Item Tariff Setup X
Suppliers

Branches Code | Dezcription | Price Inu:ll

Charges

[tern Tariffs

Contract (Cash)
Contract (Account)
Specials (POS%)

Charge Price Matrices

[tern Dhscount Matrices

ltem Category / Sub-Category

Areas

Service Agents Code I

Hygiene Censumables Description |

Payment Terms Detailed
. ) ) Maotes
Subhire Price Matrices

Customer Settlement Discount Matrix

( AddWew ! Edit Lelete Cloze




ltem Tariffs

WM Add ltem Tariff

T ariff Code

Dezcription
Cuztomer Category
[term Category

Itemn Sub Category

Detaled Motes

et

Fental Price Day Incl I 0.00

Mo categony, x’
| ;»,

Rental Price Week Incl I 0.00

00 - Mo categary

‘.J Rental Price Month [ncl I 0.00

00 - Mo category .
0l - Cazh Rental Price Hourly [ncl I 0.00
003 - Private 4 Hyaiene Fee Incl 0.00

Accept Cancel

# Add ltern Tariff

T anff Code

Dezcription

[tem Category

T

IE:::rpu:-rate,

Customer Categar ||:|2 - Corparate : LI

!

The Code and Description cannot be entered manually, and will consist
of the selected Customer Category, Iltem Category, and Item Sub-
Category.

Customer Categories are set up in the Financial system and imported to
Novtel. Clicking on the down arrow here, the list of Customer Categories
is displayed, and the applicable option can now be selected.

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

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



ltem Tariffs

P Add ltem Tariff
T ariff Cade 0z
Description Corporate, |

Customer Eategoly 0z - Eorpnrate

Itern Categary |
Itern Sub Categaory

Detailed Motes

Add New | Edit Delete

| Dminb =l Drim~ P Ll I nonn |

W Select tem Category

| “ﬁ!—'ﬂ.ccept

X

Next, click on the search option in the ‘ltem
Category’ field.

Search for and select the applicable Item Category
from the list.

All  ‘ltem Sub-Categories’ linked to the

T21 Forklift

Code | Description
13 Canon Cameras
14 Canon Lenzes
3 Chainzaws Cancel
19 Chairs
T-" Farks
| Hahd 5aws
1 Lawnmowers
4 Leaf Blowers
16 Marquee Tents .
10 Pruners b e C
a Rakes ' o - x
11 Shearers
G Spades Search
18 Tables
17 Tent Flooring . .
3 Trimmers Sort by |Desu:nptu:un j
15 Tripads
5 wheelbarows Search for |
Descriptin:nn [tern Sub Cateqany

selected ‘Item Category’ are now displayed,
and the applicable option is to be selected.




ltem Tariffs

I’ Add ttem Tariff

Detailed Motes

Rental Price D'ayp Incl I 100000
Rental Price ‘Week Incl I E000.00

Cugtarner Category ||:|2 - Corporate Rental Price Month |ncl I 25000.00
[tem Categaory |1 2 ﬂ IFDrk"ﬂ Rental Price Houry Incl 200
Itern Sub Category I1 IEW % 771 Forklit Hygiene Fee |ncl 0.00

%ccept | Cancel |

I item Tariff Setup *

Code | Description _Ja | Price Incll
0212001 Corporate, Forkliftt, B4 = 721 Forlslit % 1000.00

Code IDE‘I 200

Description IEorporate, Farklift, B w 721 Farklift

Detailed
Motes

Add New I Edit Delete Close

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

Detailed notes can be added, and the applicable rates entered.

For the Hygiene industry, a specific Hygiene Fee amount can also
be captured before clicking ‘Accept’.

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

Rates for all other Customer Categories, Item Categories and
Sub-Categories, can now be created in the same manner.



ltem Tariffs

ACCOUNTCUSTOMER

Account Code 570003 ¥ Corporate Customer Biling Interval On Month End j |D—
External Account Ref Z
Description * |Stevens Development [~ Order Nurber Fequired
IEustomer Categary |2 - Carporate I j s
General T Site Details T Contract Details T Uszer Defined Fields T Private Custamer
Postal Address * :10 BUTB1 23 Compary Mame | CompanyRegMa |
ossel Bay
] Last Mame * | Copy To Telephone Mo *
First Mame * | Description . FaxMao
Title | Mr j Initials * | MRS (RiEnD
. AH Telephone
; * Date of Bith 2023411722 = | M/F |M =
Physical Address * [14 Hannes Shrest i 7J HSL ™ ﬂ Email Address |stevensi@development o
umber
Mossel Bay Search Number
Copy Postal EE00 .
Address to [ Contact Person
Phwsical

The Customer, ‘Stevens Development’ is linked to the ‘Corporate’
Customer Category, and the ‘Use Item Tariff Prices’ option is ticked

on the Customer Master File.

Adding the Forklift for which an Item Tariff Price was set up to the
contract as a Hire Item, the tariff code this Item is linked to is

added to the contract.

Tax Reference

o Customer Code :
Credit Lirnit
Site Number :
Papment Terms
Branch

Contract Yolume #

Contract Number:

Corporate

Last Increment Date :

Monthly Recovery Contract |

73
2023/11/29

The rental price per rental day is automatically
charged for the duration of the contract.

In this case: R1000.00 x 5 = R5000.00

= General Hire Item T Maon-Serial T Mon-Rentals T Deposits T Payment T Detail Yiew T Financial T Kit Group/CQuote
Hire Mum | Item Code | Item Desc Taiiff Code | Rate PD | Totallncl JRA | Status | Deliver | Issue | Bal| IP[ 0HD| S| P| HDa| HD[ RatePH| Ha
18 ZGRO0..  Deposit- 0.00 0.00 0.00 BM Provvisio Callect 0 o o 0ol 0 o nnoo 8.00 0.o0 0. I'
12001001 | & Farklitt, GRT, 900 1000.00 ] [ ooo| 2] | 000 so0| 20000 of
Vanlf Loge 0212001 = e Fontal Price Day Incl [ 10oo.oo
D ezcription | Corparate, Forklift, B « 721 Forklift Rertal Price Week Incl [ 6000.00
_ j Rental Price Maonth Incl lm
Item Categary m Rental Price Hourly Incl 200
ltem Sub Category ,17 Hyaiene Fee Incl 0.00
Detailed Notes
Dizplay <F1> Add Mew <F3» Femove <F4> ’h‘ Move Contract <F7>
On Rent <F8> Deliver/Callect <F9> Return <F10> Riain EE‘{';";E” Hire Amend Contract Cancel ltem
Accept Cancel
Reports ta: |Screen Print j POS Print ta : |Screen Print j
Save ‘ Cancel ‘ Contract ‘ Summary ‘ Delivery Mote Fieturn Mate ‘
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Areas

‘Areas’ are to be created since it is:

v" Linked to a site on the Customer’s master file — which in turn is linked to a contract.

v' Used to plan a route when setting the ‘Hygiene Schedule’ (Ablution Hire).

v" And a specific Area can be allocated to a Service Agent — which may include multiple sites situated in the same Area (Ablution Hire).

B File

[ ]

o0
B
B
B
Ex
B
B
B
B
B
E
B
Ex
B

Edit

' Movtel Ablution Hire Ultimate Standard 7.1.0.3 - [ltem Grid]

Modify Setup Process Reports Help
lterm
Customers
Suppliers
Branches
Charges
Item Tariffs
Contract (Cash)
Contract (Account)
Specials (POS)
Charge Price Matrices
Itemn Discount Matrices
lterm Category / Sub-Category
Areas
Service Agents
Hygiene Consumables
Payrnent Terms
Subhire Price Matrices

Customer Settlement Discount Matrix

From the ‘Edit” menu, the ‘Areas’ option is selected.

Code Description
DZEH Diaz Beach
HERD Heiderand
HNBS Hartenbos
HSEE Hartenbos Estate
MCBD Mossel Bay CED
MECO Monte Cristo
MYGE Mossel Bay Golf Estate
VRBY Voorbaai
Close |

In the ‘Area Setup’ window, new Areas can be
created; existing ones edited, and even
deleted if required.

To create a new Area, click ‘Add’.



Areas

® Area Setup
Code Description Save
ALBE Albertinia Farm Area
Cancel
DZEH Diaz Beach
HERD Heiderand
HNES Hartenbos
MCBD Mossel Bay CBD
MECO Monte Cristo
MYGRE Mossel Bay Golf Estate
PPGE ‘Pinnacle Point Golf Estate
I' Area Setup
Code Description Add
DZEBH Diaz Beach Edit
HERD Heiderand
HNES Hartenbos Delete
HSEE Hartenbos Estate
MCBD Mossel Bay CBD
MECO Monte Cristo
MYGE Mossel Bay Golf Estate
YRBY Yoorbaai
PPGE Pinnacle Poit Golf Estate
ALBE Albertinia

A new line is activated at the bottom of the list, and a unique code
and Area description can now be entered before clicking ‘Save’.

Please note that the Code can consist of up to 8 characters, while
the Description can contain a maximum of 50 characters.

The process is repeated to create more Areas.



Areas

From the Customer Master File, the ‘Site Details’
tab is accessed.

Clicking on the ‘Site’ and then ‘Edit’ the ‘Edit
Delivery Address’ window is opened.

The search option in the ‘Area Code’ field can now
be clicked.

Account Code IDEDDD1

External Account Ref I

Description * lDe Graaff Kevin

Customer Category |1 - Cash

General T
D Site

Add | Edi!% Delete |

Site Details

Pl

Contact

[ Corporate Customer
| @ Edit Delivery Address

: Site Code:

Customer Code:

Area Code:

Site Number/ Code:

Site Description:
GPS [N/S):
GPS [EAW):
Contact Person:
Telephone:
Mobile Phone:
Fax Number:

Email Address:

Delivery Address

J Biling Interval On Month End

IDEDDW 007 Service Sequence 0

ID E00D1 IDe Graaff Kevin

= O
[CED
IDEH

|1 4 River Street

|-DDD.UDUDDU Format &s: -031.123564
I-UUU.UUUUUU Format &s; -031.123564

]044 12345

|082 123456

Ikevin@degraaﬂ.com

14 River Street
Great Brak River
6500

Accept | Cancel ]

A

josit Required ¢~

R —

Private Customer

On Rent Total

Account Balance

Available Credit

| 0.00] 0.00]

0.00]

0.00

Provisional Customer Statement

Pastel Customer Statement |

Accept | Cancel
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Customers

In Novtel, New Customers can continually be created, and existing Customer master files edited.
A Customer can only be blocked but can NEVER be deleted from Novtel since a history is linked to it.

When a Customer is created in Novtel, the Customer is automatically created in the linked financial system too.

Customer Categories are set up in the financial system and updated to Novtel from the ‘Modify’ menu.

Garden Tool Rentals (GARDENS)
FILE EDIT PROCESS VIEW CHAMGE SETUP UTILITY WINDOW FAVOURITES HELP Per Customer the relevant Customer Category can be Selected
’ .

: “YaEOD L
m BRI IE ¥ ¥a®P 8
W File

Edit Medify Setup Process Reports  Help
1 mlptmn oK Renumber ltem
b o o
2 |Corporate Cancel Clear Regional Settings
3 Private
2 NPO Release Locked Password
Delete Line
5 Import Customers
]
7 Copy Agents from Pastel
g Update Cost Codes
10 Update Custormer Categories
1;_ Update Accounting Pararmeters
13 Import Suppliers
1: Update Cost Prices from Pastel
16 hd Update Selling Prices from Pastel

Update Charges with Default Markup




Customers

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

' Movtel Ablution Hire Ultimate Standard 7.1.0.5 - [lterm Grid]
M File Edit Modify Setup Process Reporis  Help

ah | '*'O@IE

10 11
Edit Custorners Jan Jan Jmn Jan
2024 2024 2024 2024
moooom (g Man Tue Wed Thy

L[ ]

" Movtel Ablution Hire Ultimate Standard 7.1.0.5 - [[tem Grid]
# File Edit Modify Setup Process Reports Help

[tern

Customers
Suppliers

Eranches

Charges

[tern Tariffs
Contract (Cash)
Contract (Account)

# Customers *
MNumber |Descripti0n SearchMumber | Telephone Mobile Phone | External Ref Phuysical Add Postal Add |Email || | Pefesh <F5»
Add Mew <FB>
Edit
Search
 Mumber " Description 1D Mumber " Telephone # " Mobile Phone #
" Euternal Ref (@ Physical Address ' Postal Address " Email Address Cancel |

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



Customers

Add New Customer

Account Code

X

= stemal Account Bef I

[~ Corporate Customer
[~ Open ltem

| —

Description

* IGreen Reinhardt @

| —

[~ Order Mumber Bequired

Cuztomer Categomy I'I - Cazh

=

[ Use ltem T ariff Prices

N Site Details

General T

T Cantract Details T o]

Postal Address ~

—

T

N

Company Mame

Green
Reinhardt

Last Hame =

Firgt Mame *

Add Mew Customer

—
—

Account Code

Exrternal Account Ref

[ Corporate Customer
[ Open ltem

Degcription * IGreen Enterprizes

| — I —

[~ Order Humber Required

Customer Category |1 - Cash

%\ -

™ Use ltem Tariff Prices

General T Site: Details x Contract Details T u
Postal Address * Compary Mame ™ Green E nterprizes]
Last Mame * |Green
First Mame *  |Reinhardt
Add New Customer
Account Code I ™ Corporate Customer Billing Interv.
External Account Ref I Open lt=m
I Descrption *  |Green Reinhardt I [~ Order Mumber Fequied Deposit Req
Customer Category |1 - Cash ;I [ Use ltem Tariff Prices
General T Site Details T Contract Details T User Defined F

Postal Address *

Company Mame  |Green Enterprizes

Green

Reinhardt

Last Mame *

First Mame *

1. Account Code

An Account Code cannot be entered manually, and Novtel will automatically
create the Code when all settings have been captured and the account is saved.

2. Description

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

e If this Customer’s Master File is to be created for a private customer
and not a company, the entries made in the ‘Last Name’ and ‘First
Name’ fields will be entered by Novtel as the ‘Description’.

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

However: By clicking on the ‘Copy To Description’ button, the Customer’s last and
first names will be set as the ‘Description’ instead of the Company Name.



Customers

Add Mew Customer

Account Code I

|External Account Ref I

Description * IGreen Enterprizes

Cuzstomer Category |2 - Corporate

- Mo category
General |1 . Cash

3 - Private
Postal Addres 4 NFO

3. Customer Category

Each Customer can then be linked to a specific Category, relevant to the
individual or company.

Add Mew Custormer

Account Code I

External Account R ef I

Description = IGreen Enterprizes

Customer Categary |2 - Corporate

——

4, Use Item Tariff Prices

ltem Tariffs can be set up per Customer Category, and for

[ Corporate Custorner . . .
specific Item Categories and Sub-Categories.

I Openltem
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.

[~ Order Mumber Required
W e ftem ot Frices @)




Customers

Add Mew Custormer

Account Code I

Exrternal Azcount Fef I

Deszcription * IGreen Enterprizes

Custarmer Categary |2 - Corparate

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
Postal Addresz * |70 Beach Street
Diaz Beach
ER00
Physical Address * 70 Beach Street
.............................. Dlaz Beach
’ ER00
! Addreszto |
Phyzical

Tax Reference

The Company’s tax refence
number is to be inserted here

General

Postal Address *

Physzical Address =

|

Site Detailz

70 Beach Strest

Diaz Beach

G500

70 Beach Strest

to display on the Tax Invoice Diaz Beach

. Copy Postal

issued to the Customer. Al [~
Phyzical

| Tax Reference |14523598?54541




Customers

Add Mew Customer

Account Code

External Account Fef |

Credit Limit

Description *  |Green Enterprises By entering a credit limit amount in this field, the Customer will be
Customer Category | 2 - Corporate allowed to only accumulate charges up to this amount.
General T Site Details T
Foztal Addrezs * |70 Beach Street Campary M .
Diaz Beach pary If reached, no further transactions can be performed unless the
Last N . . -
B500 = a] outstanding amount is settled or significantly reduced.
First Ma
Physical Address * [70 Beach Steet Date of
Diaz Beach 1D Murmt Movtel Equipment Hire
Copy Pogztal ER00
.-i‘-.u:ldre:ss ko
Physical Credit Limit exceeded. Customer must make a payment or

apply for additional credit.

Tax Reference |1 452369875454

oK

Credit Limit | E50

Payment Termsz | E |

* Required Fields

Account Balance | On Bent Tatal Total Due Ayailable Credit

0.00] .00 0.00] FA00, 00




Customers

—

Extemal Account Ref I

Account Code

Description * IGreen Enterprizes

¥ Corporate Customer
v Open Item

[~ Order Mumber Required

Billing Interval ﬁ

Customer Categaory |2 - Corporate # Select Payment Terms 4
General ]J Code | Dezcription | Véccept | L]
m Caszh on Delivery
Postal Addiess * |70 Beach Street 0z 7 Davz Cancel o
Diaz Beach gi 133 3‘35'3 | |
aps a0
G500 05 B Days
bile
HT
Phpsical &ddress * |70 Beach Street M
Diaz Beach P
Copy Postal IS
Address to act
Phwszical
Ta Reference 1452363575454 E
Credit Limit I
Fayment Terms I
* Required Fields e
IEDde ;I Search Far I

Total Due

On Rent Tatal

Account Balance

Ayvailable Credit

| | 0,00 0.o0|

£a00.00

Frovizional Custamer Statement |

Faztel Customer Sta

Payment Terms

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



Customers

Cornpaty Mame
Last Mame *

First Name *
Title
Drate of Birth

Green Enterprizes

Green

R einhardt

i W = Iniials * C

1976/01/02 I-ﬁ M/F (M ¥

] Humheym 0203040508
Falze

Company Mame

=

Lazt MHame

First Mame *

Title

Diate af Birth

ID Murnber *
Walid

Green Enterprizes

Green

Reinhardt

Mr | Initials * |R

19761 2/30 j MAF IM '-'I

123 RSAID v

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

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

The date of birth is to be entered and the Customer’s gender can be
selected as either male or female.

By ticking the ‘RSA ID’ field and entering an ID number, Novtel will check
whether the ID number is valid. If not, Novtel will indicate in red that
the ID number is false.

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



Customers

Carpany Reg Mo |.-'1'-.E=|:'I 23456 Other Details
Telephone No * |044 123654 All other details — of which some are mandatory fields to be populated - are to be entered.
Fax Mo |
Mobile Phone = |E|82 123654
el : For demonstration purposes, we will now first save this Customer Account by clicking ‘Accept’.
Ermail Address |green@enterpnses.cam
Search Number | The ‘Customers’ window is displayed.
Contact Perzon * |Feinkardy
The newly created customer can now be searched for; selected and edited to continue adding
information in the rest of the Customer Master File Tabs.
|Block Customer Account [
# Customers *
Dregcription 1D Murnber Telephone obile Phone | External Ref Phpsical Address Postal Addess Fisfrash <F5>
Green Enterprises 7E12 70 Beach Street 70 Beach Street greeni@ente [ _ 1
Internal Maintenance IN0Om 4545454 56783 PO Box 111 PO Box 111 Add New <FE>
Smith and Sons SMO00T | FON002020405 | 044123456799 (022123456799 -_-h%___ 44 Peter Rd smith@sons.co.za |F
Stevens Development STOO003 TE12300043084 14 Hannes Street PWW Edit
Stonebridge Kevin STOo0M E301020304056 044 588 789451 007 688 78945 25 Gordon Street 25 Gardon Strest kevin@ztonsbridge.c | F
. Test Customer TEDOOA £30301 01 0:2030. 044 2365387 | 044 2365987 14 Klawer Straat 14 Klawer Straat test@test com F
Wwieher Enterprizes WEOODT | 700071002003 | 044 123456785 032123456789 70 Richard Street 70 Richard Street weber@enterprizes.c | F
“ Zane Brothers Inc 240001 1215469879764-( 021 £987 4563 092 987 45632 14 Kelvin Street 14 Kelvin Strest zane{@brothers.com |F
armer Staternent ‘ Accept ‘ Cancel
Search
" Numnber " Description 1D Murnber " Telephone # " Mobile Phone t green enterprises]
" Ewtemal Ref " Phypsical Addresz ¢ Paostal dddress " Email &ddress Lancel




Customers

Garden Tool Rentals (GARDENS)
FILE EDIT PROCESS VIEW CHAMNGE

B &L

SETUP  UTILITY WINDOW FAVOURITES HELP

D& «va®h 8 &

U507 00

Edit Customer Accounts
Q & ® £ Q 4 4«
A Edit Drelete Save Reject Search = Code  Mame First Prev

Account Code MGO001

Description |Green Enterprises

Customer Category |2 - Corporate

Details Processing

Addresses

Terms Additional Options Balances Notes

Entity / Banking

Click the Scheduled Invoices button to see and/or edit the
~ | | list of Scheduled Invoices for this customer,

> bl

Mext Last

Cash Sale Account [ Blocked [

Scheduled Invoices

ll netcash”

Conveniently access your
| Netcash account

| Access these functions now:

- Load reports
- Authorise payment batches

| - Payment batch reports

Postal Address Contact

70 Beach Street [Reinhardt

Diaz Beach Telephone

[6500 | [oa4123654

| | Fax

| |

Delivery Address Mobile Phone

|'.-'0 Beach Street | |03;_1;_3554

Diaz Beach Email

6500 |green@enterprises.com

Sales Code

L]

Additional Delivery / Contact Details...

| Login or register for an account:

Learn more >

When an Administrator or
Supervisor User logs into Novtel,
newly created Novtel Customers
will be updated to the linked
financial system automatically.
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Setup Procedure:

Email Setup and Managemefﬂ i




Email Setup and Management

ACCOUNTCUSTOMER

Account Code ,W W Corporate Customer Billing Iterval ’W‘ r
External Account Ref
Description * |F‘5te|snn Construction [~ Order Mumber Required
Customner Categary |U - No category j W Use ltem Tariff Prices
General T Site Details T Contract Details T User Defined Fields T Private Customer

Postal Address = (14 New Frontier Rd

Heiderand

hMozeel Bay

6500

Physical Address * [14 New Frontier Rd

Company Mame ‘

Last Name * ‘Petersom

First Name = |Dave

Tile |Mr =] Iniigk < [0
Dateof Bith  [197612/30 v M/F [M |

Company Feg Mo [1234BC45EDEF

CopuTo Telephone No =
Description Fax Ma
tobile Phone =

£H Telephone
Email Address |petersoni@constiuct.com

044 633 123456
082 123456789

Emails containing a Customer’s attached invoices and statement for
the selected month, as well as up to 10 additional attachments, can
be sent from Novtel via your email program, to:

v Either a single Customer ONLY

v' A selected range of Customers

EPSE— D Number * [BIZZE500 RsaD
Copy Postal Howed By - ESetarcll':jNumba: |700B0&1 23456789 .
e | [0 S v" Or ALL Customers simultaneously
Tau Reference |123455T59 Block Customer Account r
Ceditlimit [ 700000
Payment Terms |2 ﬂpDDays
Notes
= Required Fields Stat Camera Very Important:
Account E:: dn HEH"'I Total 5 | 3% ] Frovisional Customer Statement Pastel Customer Statement ‘ Accept | Cancel | .
Always ensure that the correct email address for all Customers
have been inserted on the respective Customer Master Files, as
this email address will be used by Novtel automatically and
Al Unread By Date ¥ entered on the email to the Customer.
peterson@construct.... T = To peterson@construct.com
Ablution Hire Services - Inv... None
Dear Customer Thank you Send Cc
mb@funfair.co.za o [ Bee
Ablution Hire Services - Inv... Mone
Dear Customer Thank you
Subject Ablution Hire Services - Invoice and Statement




Email Setup and Management

. Movtel Ablution Hire Ultimate Standard 7.1.0.3 - [Item Grid]
¥ File Edit Modify  Setup  Process Reports  Help

-v“JIIEEMJ

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

Send Operation

& Setup Email The system User will select whether to save the emails to the Drafts folder or
sending it directly to the selected Customers.

Message Options
1. Save Only to Drafts
Send Operation:
@ Save Only To Drafts Selecting this option, the emails to all selected Customers will be saved in the
() Send Directly email ‘Drafts’ folder. In doing so, custom messages and / or documents per

Customer can be added before sending the email.

2. Send Directly

Selecting this option, the emails and all attachments added will be sent to
the selected Customers directly — without the possibility of being saved to
the Drafts folder first.



Email Setup and Management

Global Subject

® Setup Email = ]
| = File Home Send / Receive Folder View Help ESET Message
ﬁj 4 cut Calibri S AN s A Q\% [|_]J > @ iHighlmpmﬂme %i A))
2883 Ih}t ] Ci — Low Importance
Message Options Paste L) CoPY BIU 2« A- E|S = = = | Adiress Check | Attach Link Signawre | Al P Bec Read
~  <¥ Format Painter - - L Book MNames File ~ = = Apps Aloud
d Dﬂ ,Q,Q‘ Clipboard ] Basic Text ] Mames Include Apps Tags | Show Fields | Speech
Sen eration: -
. S IL/. =
{® Save Only To Drafts <
) Drag Your Favorite Folders Here All Unread By Date v T
() Send Directly = I Y
smith@sons.co.za [l]J E“? |:t| B’ From Louise@novtel.com
Garden Tool Rental Statem... None [Il]
Global Subiect Dear Customer Thank you Send To cmith@sons.co.za
abDa ] . :
e
Garden Tool Rental Statement
Bec
Subject Garden Tool Rental Statement

The ‘Global Subject’ entered in this field, will be indicated

Drafts 1
in the Email Subject’s field for ALL selected Customers. Sent tems

Deleted ltems

Junk Email [4]

Outbox

On the email, the ‘Subject’ is displayed as follows:

RSS Feeds




Email Setup and Management

Global Message The Global Message for ALL selected Customers can be entered

here and cannot exceed a maximum of 255 characters.

& Setup Email

On the email, the message will be displayed as follows:
Message Options

Send Opeion I ——

(® Save Only To Drafts

() Send Directly )Q (=] oo | High Importance =] l})
v @ Q @ \L Low Impartance gz‘ A
veck | Attach Link Signature All Bec Read
Imes File ~ = = Apps Aloud
Global Subjﬂd Include Apps Tags | Show Fields | Speech
Garden Tool Rental Statement
Global MESSEQEZ B“ From Louise@noviel.com
Dear Customer
Send To smith@sons.co.za
Thank you for your continued suppaort.
Cc
Please find attached your monthly Invoices and Statement.
Bcc
Kind Regards
The Garden Tool Rental Team Subject Garden Tool Rental Statement

pear customer

Thank you for your continued support.

Please find attached your monthly Invoices and Statement.

Kind Regards
The Garden Tool Rental Team




Email Setup and Management

Documents To Include

Documents to include:;

(@) Statement Only
() Invoices Only

() Statement and Invoices

[ ] Include Hygiene Doc Number Reporting

Send

From w

Louise@novtel.com

To

smith@sons.co.za

Cc

Bece

Subject

Garden Tool Rental Statement

Staternent_SMOD0T
TEKB

4

bear Customer

Kind Regards
The Garden Tool Rental Team

Thank you for your continued support.

Please find attached your monthly Invoices and Statement.

In the ‘Documents to Include’ section, the User can select one of the following
options for documents to be included in the email:

v' Statement Only;
v" Invoices Only;
v' Or Statement and Invoices.

Also note that by ticking the option to ‘Include Hygiene Doc Number Reporting’,
this report will also be attached and sent to the respective Customers. (For the
Ablution Hire’ part of the system.)

As per our example, the ‘Statement Only’ option is selected.

Therefore, only the monthly statement will be attached for the selected month,
and will be added per Customer email, respectively.



Email Setup and Management

Generate Report After Sending

Documents to include:
(@ Statement Only
() Invoices Only [] Include Hygiene Doc Number Reporting
() Statement and Invoices

By selecting the ‘Generate Report After Sending’ option, a report
will be generated after successfully sending the emails, and will
be displayed as follows:

Generated Report After Sending
Generate Report After Sending

Customer Attachments Status Email

SMO001 Statement Successful smithi@sons.co.za

If any errors occurred during the sending operation, the ‘Failure List’

. Failure List
report will be produced. . Faluelist |

. . re . . . Customer Point of Failure Message
This SpECIfIC error below is due to the fact that Equment Hire and Email Retrieving the COM class factory for component with CLSID {0006F03A-0000-0000-C000-

Microsoft Outlook is being run on different administrative levels. 000000000046} failed due to the following error: 80080005 Server execution failed

(Exception from HRESULT: 0x80080005 (CO_E_SERVER_EXEC_FAILURE)).
Either run both as Administrator, or, run both normally.



Email Setup and Management

& Setup Email

Message Options

Send Operation:
(®) Save Only To Drafts
() Send Directly

Global Subject:

Garden Tool Rental Statement

Global Message:

Dear Customer
Thank you for your continued support.
Please find attached your monthly Invoices and Statement.

Kind Regards
The Garden Tool Rental Team

Documents to include:

() Statement Only
() Invoices Only [ Include Hygiene Doc Number Reporting
(®) Statement and Invoices

Generate Report After Sending

Attachment Options

Attachment 1:

Attachment 2

Attachment 3:

Attachment 4

Attachment 5:

Attachment 6:

Attachment 7:

Attachment 8:

Attachment 9:

Attachment 10:

Reset All Attachments

Invoice Layout: |Logo Left

Export Path: |C:\User5\User\Desktop\Documerrt Expaorts

(Leave blank to use default export path)

Up to 10 attachments can be added
here — which will also be sent to the
selected Customers in addition to the
statements and / or invoices.

These attachments will be sent to the
selected Customer Range.

If required, the attachments can be
cleared every month, and new
attachments uploaded to be sent.
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Setup Procedure:

Sub-Hire Items




Sub-Hire ltems

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 and 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.



E.quipment Hire
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User Shifts




User Shifts

Transactions

()
7\

-

Shift Number

A Shift is opened for each System User on Duty. As transactions are performed,
transaction ID’s are created and linked to both the shift and the User.

A complete audit trail is therefore obtained. A sequential shift number is
allocated as shifts are opened, and a shift number can never be repeated.

At the end of a User’s Shift, the money count procedure is performed, and the
shift is cashed up.

The Supervisor will then perform the Supervisor Shift Cashup Procedure to send
the data to the financial system.

# Supervisor Shift Cashup
File Reports Credit Note

View Location: (El] hd

Transaction (SFT00013)

Customer Type Total «
DEQOOT Deposit Paid

Supervisor (LI Shit # EIEUTTIE

Shift # User Total Invoice Date

Front Desk

SFTOO00M3 Louize
Shop
SFTO0M 2 James 310.00

@ Batch Shil © Single Shift BTZEET shift Total: 810.00
Check Cugtomer Supervigor Supervizor ol
Integrity E dit Shift Shift Cashup 08

Pririt to : | Screen Print j

Interface: Pastel
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Creating Contracts




Creating Contracts

W File
dilm T

Edit

Reports  Help

01001001 [ ‘

# Noviel Equipment Hire Ultimate Standard 7.1.0.6 - [ltem Grid]
Modify  Setup  Process

o @

29 0
Jan Jan
2024 2024
Mon Tue

31 o1
Jan Feb
2024 2024
Wed Thu

Refresh <F5>

Add Mew <FE>

CEdt

# Customers
MHumber Drescription 10 Mumber Telephone Mobile Phone | External Ref Physical Address Pogtal Addess Email |
ABOOD ABC Contractors 085 45654 44 Union Street PO Box 25896 abc@contractars F
a0 Cash Customer 123456789 044 B35 1096 (082 222222222 PO Box 111 FOBox 111 cashEcugtomer. com | F
CPo0o Perfection Builders 044 102030 082 102030 PO Box 123 PO Box 123 perfectioni@builders.c| F
D Graaff Kevin 082 123456 14 River Strest [P0 Bow 1245 :
GD0om Dunn Construction F
GFOO01 Fredericks Builders 45164643216 044 852367 56 Roslin Street 56 Roslin Street frederichs @builders.c| F
MO0 Internal Maintenance 4545454 0123456783 (0123456789 PO Box 111 PO Box 111 F
INOO02 Internal Maintenance F
PQOON | POR Construction F
STODMM Stonebridge Fevin EB01020304056 | 044 £33 789451 001 628 789451 25 Gordon Street 25 Gordon Street kewini@stonebndge.c| F
570002 |Stevens Construction F
=rooot #rZ Construction 044 789654 086 258369 589 Gordon Steeet | 589 Gordon Street | wyz@construction.col| F
Search
* Murber - . . e DEO0m
i { i i

Select <F7>

Close

and the
rented

Contracts are linked to Customers,
Customer will receive an Invoice for all
items, and other charges added to the contract.

Contracts for ‘Cash Customers’ are created in 1 of 2
ways, namely:

By clicking on the ‘C’ icon, or by clicking ‘Edit —
Contract (Cash)’.

A specific Customer can then be selected after
clicking on any of the ‘Search’ options below the
Customer list.



Creating Contracts

Contracts for ‘Account Customers’ are also created in 1 of 2 ways, namely:

By clicking on the ‘A’ icon, or by clicking ‘Edit — Contract (Account)’.

Clicking on any of the ‘Search’ options below the Customer list, ONLY
Customers classified as a ‘Corporate’ Customer will be displayed, and the
required Customer can be selected if already created in Novtel.

Or a new Customer can be created, saved and selected.

Reports

co- @ R

’ Maovtel Equiprent Hire Ultimate Standard 7,1.0.6 - [Item Grid]

Help

K7W

W File Edit Modify Setup Process
il o
29 k1]
Jan Jan
2024 2024
01001001 (8] | en Tue

31
Jan
2024
Wed

01
Feb
2024
Thu

oz Contract Account - New / Edit

Feb
2024
Fri

2024
Man

I’ Customers

701002030405

Mumber Drescription 10 Mumber Telephone Maobile Phone | Extemal Ref Physical Address Postal Addess Email

MDO007 [ Dunn Contruction ER4131368431 044 456321 082 321456 D000 BE Grey Strest BE Grey Strest dunni@construction.c
MGO001 | Green Enterprizes TE1230 044 123654 082 123654 70 Beach Strest T Beach Street green{@enterprises. oo
SMO001 | Smith and Sons 044123456789 | 082123456783 44 Peter Rd smith{@sons.co.2a

44 Peter Rd

—|'r|'r|‘ﬂ]'n'r|'n—

I STO003 TE1Z 485 ﬁﬁ 14 Hannes Street PO Box 123
TEOOO Test Customer B 044 2365987 | 044 2365987 14 Klawer Straat 14 Klawer Straat testiditest. com
WEDDDT | 'wWeber Enterprizes o001 00201035 123456785| 082123456789 70 Richard Street F0 Richard Street weber@enterprizes.c
240001 Zane Brothers Inc 1215469879764- WL (152 987 45632 14 Kelvin Street 14 Kelvin Street zane(@brothers. com
Search
* Mumber @] @]
i i i i

*

Refresh <F5>

Add New <FB>

E dit




Creating Contracts

ACCOUNTCUSTOMER

ISTUUUS

Account Code

External Account Ref

Dezcription * IStevens Developrment

Customer Categam |2 - Carporate

=

¥ Corporate Customer

|Ewlhng\nterval On Month End - o

¥ Open ltem

[~ Order Number Required
¥ Use ltem Tariff Prices

General T Site Details

I

Contract Detals 1 User Defined Fields T

Private Customer

Postal &ddiess * |PO Box 123

Company Name

Stevens Development Company Reg Mo

I

Now proceed to the ‘Site Details’ tab.

After selecting the required Customer, their created Customer
Master File is displayed.

Mossel Bay —_—
E500 LastName * || Copy To Telephane Mo *
First Name * Description FaxNo
Tile [Mr =] iniials = | Moble Phone
- 4? lﬁ AH Telephone
Physical Addiess = |14 Hannes Sheet Date of Bith % b4t | it Email Address [stevens@development.c
HosselBay i 5123017 51257 R S Search Number [76123012154887
Copy Pastal ] el eareh Number | ibledlieloness’ JACCOUNT CUSTOMER
Address to Contact Person *
Physical I
Account Code ISTDDDB [¥ Corporate Customer Billing Interval On Marth End LI IU
Tax Reference Block Customer Account | Fo It
External Account Ref I Al
Credit Limit 0 Description * |Stevens Development [~ Order Number Required
P. t T . .
syment Tems | all Custorner Categary |2 - Corporate j [¥ Use Item Tariff Prices
el General T T Contract Details T User Defined Fields T Private Customer
|
- Required Fields D Site Contact hobile Site #f
Start Camera
4| 570003001 Gordan Street o
Provisional Custamer Statement | Pastel Custormer Statement | Aceept | Cance
Add Edit Delete Mew Contract |
i
I—nul—nnul—nm Frovigional Customer Statement Pastel Customer Staterment Accept Cancel




Creating Contracts

ACCOUNTCUSTOMER

Account Code STO003
Extemal Account Ref

¥ Corporate Customer
¥ Open ltem

‘ Biling Intzrval | O Month End - o |

Description * IStevens Developrent

[~ Order Number Required

Customer Category |2 - Carparate

j ¥ Use Item Taiff Prices

General T Site Details

[Is] Site Contact

ST0003/001

Add Edit Delete

Contract Details T User Defined Fields T Fiivate Customer

Mobile Site #

New Contract

-0.01 0.00 0.0 .01

Prawisional Custamer Statement | Pastel Customer Statement Aocept Cancel

It is important to understand that a contract is to be created per Site.

If the Customer requires hire items at different sites, the items will
be linked to the specific site where it is needed.

If ltems are to be linked to a contract for the existing site, the site is
selected, and the ‘New Contract’ button clicked.

However: If a different site applies, the User will first create the new
site by clicking ‘Add’; entering all relevant information and saving it.

ACCOUNTCUSTOMER

Account Code 570003 Billing Irteryal

¥ Corporate Customer

External &ccount Ref @ Add Delivery Address X
Description * | Stevens Development
Site Code: Service Sequence 1]
Cugtamer Category | 2 - Corporate
Customer Code ISTDDD3 ISthens Drevelopment ]
G | i el
e T - Area Code; IHNBS ﬂ IHaltanbos |

1D Site

ST0003/001

Site Number/ Code:

Gordon Street

Site Description: |25 Falcon Street

GPS [N/S): IW Foimat &s: 031123564
GPS [EAW]: W Foimat &s: 031123564
Telephone:

Contact Person:

Mobile Phone: 086 321456
Fax Numnber: l—
Email Address: Iwes@sd.com

Delivery Address 25 Falcon Street

Add Edt | Delete | ;‘:;E”b“

Cancel |




Creating Contracts

MCCOUNTCUSTOMER

0,01 0.00] 0.01 0,01

Account Code ’W ¥ Corporate Custamer Billing Interval On Month End j |D—
E sternal Account Fef I
Description * ‘Stevens Development [~ Order Number Required
Customer Category ‘2 - Corporate j W Use Item Tariff Prices
General T Site Details T Contract Details T User Defined Fields T Privvate Customer
ID | site | contact | obile Site ¥
5T0003./001 Gordon Street i}
5T0003/002 28 Falcon Strest
Add Edit Delete Mew Contract
Eoemii i) [ (@R T I DE Vit el et Provisional Customer Statement Pastel Customer Statement ‘ Accept ‘ Cancel ‘

The Newly created Site can now be selected, and the ‘New Contract’
button clicked.

Immediately, the ‘Contract Details’ screen is displayed.

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.

The ‘Site Number and Description’ is displayed here.
The ‘Branch’ for which the contract is created, is indicated here.

As this is a new contract and it has not yet been saved, the
‘Contract Number’ has not yet been created.

W Contract Details

Contract Yolume # M e Wolurme

Customer Code :

20240129

Contract Number:

Site Humber -

2@ |25 Falcon Street

Branch Mozzel Bay, Main Branch

202401429

Last Increment Date -

Monthly Recovery Contract |




Creating Contracts

Contract Volume #  [YEETE=. 20240123 Contract Number: _
Customer Code : |Stevens Development Corporate

Site Number : [sTo003/002 o, 25 Faloon Strest Last Increment Date : 2024/01/29
Branch |Mossel Bay. Main Branch j Monthly Recovery Contract [

® Contract Details e

Hire Item T Mon-Serial T Mon-Rentals T Deposits T Fayment T Dretail View T Financial T Kit Group/Guote

Irvaice Mumber : | ACCOUNTCUSTOMER
Credit Mote Mumber : ’—L ‘

Deliver/Collect
[Default]

Start Drate :

o)
hd 202401429 - Fized Date Contract [
Order Mumber : | 0 [

3. Start and End Dates

Invoice and Credit Note Numbers

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.

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.

Some contracts are fixed contracts with a definite start and end date, and in such a case, the ‘Fixed Date Contract’ option is selected when setting

the dates.

If the dates are flexible, the ‘Fixed Date Contract’ option is not selected.

In this case, we will create the contract for 1 day only since we will use the daily increment billing option to add days to the contract until the items

are no longer needed and are returned.

4. 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.



Creating Contracts

General T Hire Item T MNon-Serial T Maon-Rent 5. Contract Status

The status of a new contract will by default be displayed as ‘Provisional’ since no
deposit payment has been received yet, and nothing has yet been placed on rent.

Irvvoice Murnber : |

Credit Maote Number ; | L.
Deliver/Collect Doive E 6. Agent Code and Description
[Drefault)
Agent Codes are set up in the Financial System and updated to Novtel. Contracts can

Stant Date - 2024/01/23 v| EndD then be linked to a specific person for a purely statistical value to determine how many
Order Humber | contracts are linked to a specific salesperson over a set period of time, or to set up
Contract Status commission structures based on the level of performance.

On Rent

Feturned

Mon Rey

Fully Paid v Contract Valume #  |[FFEYy—- 20240123 Coniract Number: ’i

Customer Code : ‘Stevens Development Carporate
Site Mumber : Last Increment Date : 2024,
Branch |MosseIan, Main Branch I # Select Agent

General T Hire Item T Mon-Senal T Norl | Code | D ezcription | Accept“‘ Lt}
noac Tracey Lynn ’
0oonoz Reagan Atking -
0000z Gavin 0'Connor Cancel

Irssaten Ml = m Ja_mes Smith ]
0z Erica Ross 1
0 03 Kevin Brovn
Ciedit Note Number 04 T Franklin
Deliver/Collect . 4 |[E
[Default) Delver = |08 Peter West

o7 Andrew Dunin

Start Date ’W‘
Order Mumber :

Contract Status W;
Conbainer Nurnber : 0

Dizcount % : ,—_

Agent Code ’—&
1

Description

Search By

I ‘Code j Search For

Fepoits to

[

Retum Note

Save ‘ Cancal | I Cantract Summary Delivery Note




Creating Contracts

Clicking on the ‘Hire Item’ tab, a dedicated contract number is created and inserted, as well as the Contract Volume Number.

W Contract Details

Contract Volume #

Cusztomer Code -
Site Number :

HELTH

2 #
TO003

202423

|Stevens Development

570003002 . |[l25 Falcon Stieet

| Mozsel Bay. Main Branch

=

Contract Number:

Corporate

Last Increment Date :

2024/01/23

Monthly Recovery Contract |

General H||e|tem T Mon-Serial T Mon-Rentals T Deposits T Papment T Dretail Wi T Financial T Kit GroupQDuote
Hie Mumi | Item Code | Item Desc | Tarift Code | Rate PD | Totallncl | B4 | Status | Deliver | Issue | Bal| IP] 0HD| 5| P| HDA|  HD| RatePH| Haou
196 ZGRO0...  Deposit - 0.00 0.0oo 0oo N Pravisio..  Deliver I 0 0 000 0 0 o000 1.00 0.on 0l
Display <F1> Add New <F3x Remove <F4» Hire [tem - Move Caontract <F 7>
Riain Dap/0ff Hi <HC>
On Rent <Fa: Deliver/Collect <FI: Return <F10x an <E'l.'|'.| 5 e Amend Contract Canicel ltem
Feports to : |Screen Print ﬂ POS Print ta : |Screen Fririt ﬂ
Save | Cancel | Cantract | Summary ‘ Delivery Hate Return Mate ‘




Creating Contracts

# Available ltems >
Contract Volume 1 Search
Customer Code :  [ERI00E) SeachBy |Code ~|
Site Mumber : 5TO003/002 < . . . ¢
: Search For | To add hire items to the contract, click ‘Add
Branch Mossel Bay, Main Branch N , . h ’H' | , b
ew’ In the "Hire ltems’ tab.
General I Hire Item I Non-Serial Code | Plant Mo | Serial Mo | Description | Maintenance Due | Bz
| | | oiooiool - 101 142830 Lavnmoveer -P-143cc, Ryobi, 101 “ fes -
Hire Mum Itern Code | Item Desc Taif| | [(EDEET T L awnimower f h_ . . .
195 ZGA00..  Deposit- 0,00 01002002 202 78754521 Lawrmiawer -P173ce. Wol, 202 Na The list of all available items for the selected
01003001 301 5421393 Lavenmower -E-1300W/, Rpobi, 301 Mo . . .
01003002 302 365237 Lavenmawser -E-1300W/, Rpabi, 302 Ves contract pe riod, will be listed.
01004001 4011 54745167 Lavenmowser -E-2400/, Wolf, 401 Mo
01004002 4002 3643345231 Lawnmouer -E-2400w, wiolf, 402 Nao
01004003 4003 899434121 Lavanmaower -E-24004/, Wolf, 413 Yes . . . .
02001001 &1 FAIRET4R54 Trimmer -P-26cc, Stamm, B01 Ves A smgle item can e selected, or multlple items
02001002 GO2 5679843615 Trirnmer -P-26cc, Stamm, 602 “ MNa . .
AT b/ — can be added simultaneously by simply
a02 883432135 Trimrner -E-750W, Stramm, 502 Mo I h f d h h Id
02002003 503 G4587416574 Trirarner -E-750W/, Stramm, 503 Mo in irst r ir item i
02002004 B3 5487641321 Trimmer €750/, Trimtech, 503 VI Ves selecting the st required item, the holding

45 3 721 Forklitt, GRT, 900 Mo | | : i i
13001001 CAMERAD 1212454878 250D DSLR, Canon, CAMERAQ2 No the control key in while selecting the other
13002001 CAMERADT 542157487 200D DSLR, Canon, CAMERADT Na : ;
13003001 CAMERAD3 E5E598454 5D DSLR, Canan, CAMERAQS Mo required items too.
14001002 LENS02 FA743764 EF 100mm F/28 L Canon, LENS02 Na
14001003 LENS03 535689 EF 100mm F/2.8L . Canon, LENSO3 Na
14002002 LENSOS 37874 EF 15:35mm F/28 L , Canon, LENS05 No ‘ , c ,
Displap <F1> PEE— | | 12002008 LEns0e 75410 EF 16-35mm F/28 L . Canon, LENS06 Ho Release the ‘Control’ key and click ‘Accept’.
14003002 LENS08 985651 EF 70-200mm F/2. L, Canon, LENS08 Mo
. 14003003 LENS03 8413657 EF 70-200mm F/28 . Canon, LENS03 Na
On Rent <F3: Deliver/Caollect <F9: Return 15001002 =) Marquee 919, Jaspers, =] MNa
£ >

|2

Save ‘ Cancel ‘ =r V_Accepl | Cancel




Creating Contracts

W Contract Details

Contract Yolume # 20240129 Contract Number: 77
Customer Code : STO003 |Stevens Development
Site Number : Last Increment Date : 2024401429
Branch |Mossel Bay. Main Branch Monthly Recovery Contract [
General Hire Item T MHan-Serial T Maon-Rentals T Deposits T Payment T Detall View T Financial T Kit Group/TCluate
Hire Mum | Item Code | Item Desc | Tariff Cods | Rate PD | Totallncl. | R4 | Status | Defiver | lssue| Bal| 1P[ OoHD| S| Pl HDA| HD| RatsPH| Hou
196 ZGRON..  Deposit - 0.00 n.ao 0oo oM Provizio..  Deliver 0 0o 0o 0 0 00p 100 n.an 0l
200 Mooz2007 - Lawnmaower -P-173cc, Wo... 0201002 B0.00 noo oM Provizio.,  Deliver 1 1 o 000 0 0 000 000 n.an 0l
2Mm 02002000 Trrmrner -E-750W, Stramm,... 0202002 40,00 noo oM Provizio...  Deliver 1 1 o 000 0 0 000 000 n.an 0l
202 | 12001001 | 6w 12 Fal, GRT. 500 | 0212007 (000 [0 [Foveio, [Doiver |11 1] 01 600] 0] 0] 0] 0| znow] o
Dizplay <F1: Add Mew <F3: Remowve <Fd Hire [tem - towe Contract <F7: -
- - <HC»
On Rent <F3: Deliver/Collect <F3: Return <F10> A EE“.’I"'.E” iz Amend Contract Cancel [tam
Reparts to: |Screen Pritt j PO Print ta : |Screen Prirt ﬂ
Save ‘ Carcel | Contract ‘ Summarny ‘ Delivery Mote Return Mote ‘

The selected items are now added to the ‘Hire
ltems’ tab, and individual and dedicated ‘Hire
Numbers’ have been linked to each.

The purpose of individual Hire Numbers is
to manage each item’s reservation
individually — although linked to a contract.

This is especially useful when one item is
returned, but the others are still on rent.
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lszued:
Return:
In Process
Returned:

Balance:

Aocept

In the ‘Non-Serial’ tab, all other items to be rented
number - such as a

which do not contain a serial

wheelbarrow, spade, fork, rake, pruner, etc — can be
added to the contract by clicking ‘Add’ and selecting the

required item, or items.

Clicking on the search option in the ‘Iltem Code’ field, all
available items classified as ‘Non-Serial’ items, will be
displayed and the required item can be searched for and

selected.

® Available LCHY Items *

Search

Search By |Code j

Search For |

Plant Mo Barcode

En, 71
“wheelbarrow - Heavy Duty, Game, 702
FIF134 iPhoto Tripod, Berra, ¥

0500200
15001001

M Contract Details x
Contract Yolume # [ 20240129 Contract Number: 77
Customer Code : Corporate
Site Mumber : Last Increment Date : 202401423
Branch Monthly Recovery Contract [
General T Hire [tem T T Mon-Rentals T Depozitz T Payment T D etail Wiew T Financial T Kit Group/GQuote
D | Issued| Hetumed| Future Heturn| Balance
# Add LCHV ltem X
LCHY Code: 0
Cuelianier Cadr STO003 Stevens Development
Contract Walume #: a2
Add Caontract #: I
Itern Code: i 3, > B
Reports to: |Screen Print In Stock: i} ]
Save ‘ Cancel ‘ Transaction D ate : N4 - Tranzaction Time : [19.30-22 e ‘

110

Cancel

15002001
16001001
16002001
16003001
17001001
17002001
17003001
18001001
13001001

222

K.3-100 Slider. Konova, 2
Marquee 9+18m, Tent, 334
Marquee 1530, Tent, 300
Marquee 25460, Tent, 333
Flooring 1623qm, ‘wood, 445
Flooring 450sqm, ‘Wood, 446

Foffable Chair, Perspex, 222

Accept

Cancel
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W Add LCHVY ltem

LCHY Code:
Customer Code:
Contract Walurme #:
Contract #:

[tem Code:

STO003 Stevens Development
a2
i

05001 001 Q, [T Subhire ltem

i)

I‘Wheell:uarru:uw - Garden, Makro, 707

II In Stock:

1

Transaction Date :
|zzued:

R eturn:

In Process:
Returned:

Balance:

Accept

[2024/m/2a +] Transaction Time: [11.:3317 =

JJIR

Cancel |

In this case we have selected this Wheelbarrow, and
Novtel indicates that there is 1 item in stock.

By entering the number to be issued to the Customer,
the ‘In-Stock’ number changes accordingly.

To save the action, click ‘Accept’.

'® Add LCHV Item

LEHY Code:
Cugtomer Code:
Contract Yolurne #:
Contract #:

[tern Code:

X
o
|ST|j||j||j|3 Stevens Development
2
|77
IDEDD-I ao il ™ Subhire ltem

In Stock:

Tranzaction Date :
|zzued:

Return:

In Process:
Returmed:

Balance:

1
Accept V’

Tk

IWheeII:narrn:-w - Garden, Makrm, 701

]

[a02401/28 =] TansactionTime: [1133.97

Cancel |
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# Contract Details *
Contract Volume #  [F5] 20240129 Contract Number: 77
Customer Code : Corporate
Site Humber : Last Increment Date : 2024/ /29
Branch Monthly Recovery Contract [
General T Hire Item T Mon-Seral T MHon-Rentals T Deposits Fapment T Dretail Yiew T Financial T Kit Group/Quote
g Issued Retumed|  Future Return B alance
Add Delete
Reparts to : |Screen Prirt j FOS Print to : |Screen Frint j
Save | Cancel ‘ Contract ‘ Summary ‘ Delivery Mote Return Mote

This item is now displayed in the ‘Non-Serial’
tab, and more items can be added by
repeating the process.
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# Contract Details

Contract Yolume # 3

20240129

Customer Code :

Site Number :

Branch |Mnssel Bay, Main Branch j

Contract Number:

Corporate

Last Increment Date :

77

2024/01/23

Monthly Recovery Contract [

General T Hire Item T Mon-Serial T Mon-Rental T Deposits T Payment T D etail View T Financial

T Kit Group/Guate

Line Type |Eharge ‘Descriptinn ‘ Gty ‘

Em:|| Tax|

Inn:l‘

0.00

0.00

Refiesh | Add Remark add | ‘
# Select Charge >
Search
Search By ‘Dascriplwum j
Search For ‘lnmmer line
Reports to: | Screen Print
Save | Cancel | —

Code ‘ Description | Exncl ‘ Tan | Incl A
OFFO02  Office Use - Nescafe Coffes 66.22 978 75.00
OFF003  Office Use - Rooibos Tea 250 Bags 26.09 391 30.00
OFFO04  Office Use - Sugar - 2KG 3043 457 2500
OFFO05  Office Use - Toilet Paper - 18 rolls 8261 1239 95.00
POS001  POS Charge 0.0o0 000 0.0o0
POS00Z  POS Credit 000 000 0.00
R&KND1  Rake - Plastic 56.52 248 E5.00
RAKNDZ  Rake - Steel 3313 587 45.00
REFO0T  Refundable Additional Deposit 864.57 13043 1000.00
REFD02  Refuse Bags - Rol of 100 3478 522 40.00
REPO02 Repair Fee 0.00 0.00 000
REFO01  Replacement Fee 0.00 0.0a 0.00
RPDOZ2  Ryobi Cordless Oril 1043248 156.52 1200.00
ELADM  Ryobi Lawnmower Blade - R1600 217.349 32E1 250.00
ABLOOT  Ayobi Lawnmower Blade - RK1600 250.00 0.00 250.00
RDRO0T  Ryobi Power Crill [Corded) E7E.2E 101.74 780.00
SERO0T  Service and Maintenance - Labour 304.35 4565 350,00
SDIO0T  Settlemnent Discount 0.00 0.00 0.00
SHOOM  Shovel - Garden Spade 138.26 2074 153.00
SPa00T  Sparkplug A1 21.74 3126 25.00
SPA002  Sparkplug B1 3313 587 45.00
SPA003  Sparkplug C1 4348 E52 50.00
TRIMO... Trimmer Head £5.22 4,78 75.00
Trimmer Line 1.6 « 100m

TRIMO.. Trimmer Ling 2 - 10m 326 2500
TRIODZ  Trimmer Line 2rar % 100m 86.09 1291 99.00
BLA00Z  Trimtech Blade £9.57 1043 20.00
BLAO03  ‘waolf Blade 4348 E52 50.00 ¥

g Accept Cancel

In this tab, any charge that may be applicable, can be added to the
contract.

By clicking ‘Add’ all charges will be displayed, and the required charge
can be added.

In this case, we are selling trimmer line too, and the Customer requested
extra trimmer line to be added to the contract. Therefore, this charge is
selected.

The quantity can be amended if more than 1 of this charge have been
requested or used, and Novtel will automatically amend the total
accordingly.

# Contract Details X

Contract Volume # Contract Number: 77
Customer Code : Corporate

Site Number : Last Increment Date : 2024/01/23
Branch |Mosse\ Bay. Main Branch Monthly Recovery Contract [

Gened | Hiclem | MonSeidl | MonRentals |  Deposts | Pament | DefalView | Finoncid | Kil Group/Quole

Line Type ‘Ehalge ‘Descriplion
Item [ TRIDDT | Trimmer Line 1.6 100m

68.70 10.30 79.00
Refresh Add Remark. Add Delete:
Fieports ta: [Screen Print ~| POS Printto: [Screen Frint ]

Retum Mote

Save | Cancel ‘ Contract ‘ Summary ‘ Delivery Mote
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Contract Volume # 7 20240123 Contract Number: 77
Customer Code : |SlEVEns Development Corporate
Site Number - Last Increment Date - 2024401423
Branch |Mossel Bay, Main Branch Monthly Recovery Contract [
Genel | Hisltem | NomSeial | NenRentss | Deposts | Payment | DetalView | Financial | Kit Group/Quote
Novtel Equipment Hire X
'0“ Deposit Not Allowed for Account Customers
Repatts to: [Sereen Fiint || POSPintte: [Soreen Prin =l
Save | Cancsl | Conlract Summary | Delivery Note | Retun Note

Contract Yolume ## [Eg

202423

Contract Number:

Customer Code :

Site Number :

Last Increment Date :

Branch [Mossel Bay, Main Branch

78

Monthly Recovery Contract |

General T Hire Item T MoreSerial

T NonRentals T Deposits T Payment T D etail View T

Financial T Kit Group/Quote

Louise

] Shift #: SFT00013  User

v | 1.]Deposit Raized
0

eposit Amount o 2000

[ 2.) Deposit Paid

<<< Suggested Deposit

|

" OpenCheque

[ 3.] Deposit Applied

)

{ 3] Dep Fully Refunded

)

é

For Account Customers, Deposits are not allowed.

However:

For Cash Customers, a deposit can be raised on the Items added to the contract.
Proceeding to the ‘Deposits’ tab, the ‘Suggested Deposit’ amount will be
indicated if set up.

The Suggested Deposit amount can be inserted in the ‘Deposit Amount’ field, or a
custom amount can be entered. In this case, we have entered the amount of

R2000.00.

To now raise the deposit amount, click on the checkmark in front of the ‘Deposit
Raised’ field.
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W Contract Details e
Contract Volume # |7 20240129 Contract Number: 78
Site Number : Last Increment Date : 202401429
Branch |Mossel Bay, Main Branch Monthly Recovery Contract [
General T Hire ltem T Mon-Serial T Mon-Fentalz T Deposits T Payment T D etail Wiew T Financial T Kit Group/Quate
Shift #: SFTOQ013  User: Louise
Deposit Armournt ; 20000 Deposit Due: | 202440129 Pay Deposix’
PRRRA—— )
[ 2.] Deposit Paid ] 500.00 £4< Suggested Deposit
[ 3.) Deposit Applied ]
[ 3.) Dep Fully Refunded ]
Reparts to: |Screen Print ﬂ FOS Print to : |Screen Print ﬂ
Save ‘ Cancel ‘ Contract : Delivery Mote Fieturn Mote

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 