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1. Introduction

As part of the Equipment Hire Software package, Users will have access to 2 Point of Sale Systems, namely:

v The POS System accessed from the Grid by Administrators and Custom Users

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

lmannmnnn N N [N S N S S S _—

v" And the dedicated retail POS System accessed by system Users classified as ‘Shop’ users
Please note that the POS System will rarely be used as a stand-alone application without utilizing the rest of
the features of the Equipment Hire Software package to manage rental items from the system too.

In this document, we will not cover all the setup procedures as in our other ‘Basics’ manuals, and will only
focus on how to:

v Process cash sales

Post charges to a Customer’s Account

AN

Process Account Payments

N

Issue Account Credit Notes

AN

Process Supplier Pay-out transactions

1.1 Shop Users
We have created a User Master File for James Oliver and classified him as a ‘Shop User’.

Setup Users / Passwords

Users | Group | First Name: | Last Mame
ﬂ Dave Supervisor Cashup Dave Leonard
James
£ Louise Administrator Lovise Jiw
ﬂ Martin Shop Martin Malan
< >

This User will not have access to the Grid or any other part of the system, unless a User Master File and
Password has been created for another department too — which will give them access to it by entering that
specific password upon login.
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1.2 Shop Charges 2. POS Setup

We have created only a few charges to demonstrate how to sell items from the Shop’s POS system. These
respective charges have been classified as ‘Shop Items’ in the ‘Properties’ tab.

# Novtel Equipment Hire Ultimate Standard 6.7.0.1 - (ftem Grid]
4 File Edit Medify Setup Process Reports Help
Company

A barcode can be entered if a barcode scanner is in use at the POS terminals. Interfaces >

User Defined Fields.

Users / Passwords

Documents

# Edit Charge X

Code |TRIOOT

Deseiption [Trimmer Line 1.6 % 100m

Cash Drawer
Database Set

v Display On Irwoice Reminders

Tag Reader
Bacods [12356783 B Physicalltem Authorization
ExenalReference [ I Blocked Workstation and Printers

Rental Day Limits
General T Company POS

I~ POS Item

S Bl From the ‘Setup — Company POS’ menu option, the settings selected will influence not only the Front Desk’s

POS system, but also the dedicated Retail POS system accessed by ‘Shop’ Users.

I™ Payout ltem
I Refundable Charge llem

I™ Maintenance Item

2.1 Activating Overall Discount

= Here, the option to enable discount can be selected if discount is allowed, and the maximum discount
percentage can be set.

Pastel lnvertory Code [TRIGOT

Multi Store code for retrieving Cost Price 003 Q) |Retal POS

|0 - Consumables =l

Acoept Cancel

Trimmer Ling 1.6 % 100m

Inventory Category

Enable Discount v Enable Quick Scan ™
1.3 Pay-out Charges

tax Dizcount Percentage ’57:' Show Inventory Detailz -
We have also created ‘Pay-out’ items to demonstrate how to pay a Supplier for items purchased from the cash Ilf~=rmn (el ™ o ) Ciengs W

POS Invoice / Credit Note to Slip Printer i~

drawer. Examples may include items such as milk, coffee, tea, printer paper, etc. which can be purchased from
the local Supermarket.

If activated, the Discount field will be accessible in both the POS screens, and overall discount will be allowed

# Edit Charge ® . .
up to the maximum set discount percentage ONLY.
Cods [OFFODZ
Description [ffice Use - Nescafe Cofies ¥ Display On Invoice .

Barcode @NOV TE] JETIES Oy [Cote | Descipton Pice | Fomatk T
I~ Physical ltem Store: 003 -
www.novtel.com
Extemal Fieference ™ Blocked
elect ltem(s)
[E— 1 Coe | Desoipion Rt e | Bar]
Riopettics! BLADDT Ryobi Lawnmower Blade - RM1600 25000
BLADD2  Timech Blsde a0
BLADDS Vol Blde s000 »
I~ POS ltem BLAODY  Mirage Blade 500
OLO0T  2Stoke Di500md a0
REFO02  Refuse Bage - Al o 100 400
I~ Shop ltem SPADDT  SparkphigAl 2500 <
SPAOR2  Spatkplg B1 50
M Paoutlter SPAO3  SpatkphgC1 S0
TR0 Trimmer Lne 16 1 100m e300 1234
TRIOO2 s Line 2o 100 00
I Refundable Charge Item TRIMOD3  Trinmer Head 7500
I™ Maintenance ltem < >
Seachby:  Jcode = Seachfor
Y =l Payment Type Payment 0.00
Cash -
= Change: | 0.00
Overall Discount 3
POSPilo: [Sceanpin <] Femate
Pastel Inventory Code  [OFFO02 Office Use - Nescale Coffes al 0.00
Feports(o: [Screen Pt - Oventype Customer Descrpion

Equipment Hire POS — The Basics (V2)
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[Cash Customer

Orderumber: [

v e

shit#: SFT00002

ACE CreditNete|  ACC Payment
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2.2 Quick Scan

q ’
Front Desk.
| Enable Discount v I Enable Quick Scan r I
| tdax Discount Percentage lﬁ_j‘ Show Inventory Details r
| Print &ccess Permit r Allow Ling Amount Change W
| POS Invoice / Credit Mate to Slip Printer Iv

The ‘Quick Scan” option has the following effect on the system when not ticked:

When selecting a charge, the ‘quantity’ box appears, and the quantity for the selected item can be set.

Discount for the specific line can also be allocated.

® sales

S . m elected termis]
“\QNO v I EL Bl Oty [ Code [ Description Price Incl | Rematk [
N Store: 002 I

www.novtel com

elect liemis)

Code | Desciiption

BLADDT  Ryobi Lawnmower Blads - RM1600
BLAOD2  Trimtech Blads

BLAOD3  ‘Walf Blade

BLADDA  Mrage Blade

OILO01 2 Stioke 01 500l
REFOD2  Refuse Bags - Rl of 100
SPADDT  Sparkplug A1

SPAOD2  Spaikplug BY

SPANDS  Sparkplug C1

TRIODT  Trimmer Line 1.6 5100m
TRIOD2  Trimmes Line 2 « 100m
TRIMO03  Trimmer Head

<

Rate Inclusive | Barc
E:
5000 »
5200 J
25,00 4
500 J

o
3 Queniy: [P0.00
7|
Discourt (5 =0 =

Searchby: | Code - Search for

Accept

Cancel |

FOSFito: [SoreenPitk <]
Repotsto: [SeeenPik <]

. Prics Lookup || 1 tores [

‘ <F2 - New

CashUp | | Payout ‘ ACC CredtNote

= =]

Remaks

Overtype Customer D esciiption

Payment 0.00
Change 0.00

OueralDiesure: [0 [0

0.00

|Cash Customer

Orcer Number: |

shit#: SFT00002

ACE Payment

Close:

If the “Enable Quick Scan’ option is selected, the User will increase an item’s quantity by double clicking on
the charge until the required quantity is reached, since the quantity box will not be activated in the POS

Systems.

N Setup Company POS

Front Desk

v

Enable Discount

v

3. Opening a Shift

A Shift must be opened for a User to perform transactions.

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

File Reports Credit Mote

1D Customer Table / TA Type Total « Shift # User Total Invoice Date

Batch Shift Single S hift

BEEDETE st Too: I

Supervizor
Shift Cashup G ‘

Check Customer
Integrity

Supervizor
Open Shift

Print to |Scraan Print ﬂ

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

whom a shift is to be opened, or click on the User and click on the arrow pointing to the right.

Select User

Available Users Selected Users

Dave [Credit Hote]
Tames (§hopl g

Louise [Front Desl
Martin [Shop)

Equipment Hire

Show Inventory Details I

tax Discount Percentage |5 i‘

Print &ccess Permit I Allows Ling Armount Change [

POS Invoice / Credit Mote to Slip Printer I~
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The User is now displayed on the right-side of the window, and the Supervisor can click ‘Accept’ if no other When the User now logs into Novtel, using his dedicated password, his Username is displayed at the top of

shift is to be opened at present. the screen, and the Shift number allocated to him, is displayed near the bottom of the screen.

® Soles X
lect User
- OV'I‘E . JEeS elected ltem(s]:
Available Users Selected Users B( L St 003 Ot [ Code [ Desciption Price Incl [ Riemark —
Dave [Credit Note) James [Shop] V www.novtel com
Louise [Front Desk]
Martin [Shoy elect ltems)
L 0] Code | Description | Rate Inclusive | Barc:
BLADDT Ryobi Lawnmawer Blade - AM1600 25000
BLADDZ Trimtech Blade 80.00
BLADDZ ‘walf Blade 50.00 ﬂ
BLADDG Mirage Blade 58.00
olLoot 2 Stroke 0l 500m! 60.00
REFO02 Refuse Bags - Roll of 100 40.00
SPADDT  Sparkplug A1 2500 ﬂ
SPAODZ Sparkplug B1 48.00
SPAO03 Sparkplug C1 50.00
TRIDOT Trimmer Line 1.6 % 100m 89.00 1234
TRIDDZ Trirmer Line 2mrm = 100m 99.00
TRIMOO3  Trimmer Head 75.00
< >
S h by Cod - 5 h f
earchby ode earch for Payment Type Pymen | 000
Cash -
= Change 0.00
DverdDiscount: 0 10 <
FOS Rintto [Green Print - Remarke
( Accept 1 Cancel Repotts to: | Screen Print - Overtype Customer Deseription 0 B 0 0
Cash Customer Order Mumber
Price Laokup | All Stores Chti: SFT00002
Note that no information is yet displayed in this screen since the User has not yet logged in after the shift were e ‘ ‘ F— | rem—| p— S
opened.

The User’s Shift is now highlighted in pink in the Supervisor’s screen — indicating that the shift is open. As

® Supenvisor Shift Cashup X ) . . ) ) . )
. transactions are being performed, the Supervisor will be able to track all actions in real time.
le Reports Credit Note z

F— e
® Supervisor Shift Cashup X

File Reports Credit Note
3 |

L Dave  [HEASUP0O0002

Transaction

1D Customer Table 7 TA Type Total «

Shop
SFTO0002 James 0.oo

[Open S hift TR RIS

Check Customer Supervisar Supervisar - g
Integrity Edit Shift Shift Cashup e
Pintto:  [Sereen Prnt |
Batch Shift

Check Customer Supervisor

Integrity Edit Shift

Frint to Screen Print j
Page 8 Page 9
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4. Search Options

Charges can be searched for by means of the following criteria, and the selected ‘Search By’ option will be
displayed in the first column:

Equipment Hire POS — The Basics (V2)

Code

By selecting this option, the required charge code can be entered in the ‘Search For’ field and the ‘Enter’

key pressed on the keyboard.

If matched, Novtel will highlight the charge in a faint grey line.

® Scles x
‘KQN()~ IE] James Qy | Code | Deseiplion [ Picelncl [ Remark
\ Store: 003
www.novtel.com
clct tems)
Code Description | Rate Inclusive | Barc
BLADDT | Fyobi Lanrmower Blade - AMTE00 25000
BLAIDZ | Timicch Blace 00
BLADDS | ol Blade 5000 »
BLADDA | Miage Blade 5600
OILOD | 2 Sroke DIl 500 6000
REFO02 | Retuse Bags -Ral of 100 000
SPADDI | Sparkplug A1 2500 4
SPADDR | SpakplugB1 4500
SPADDS | Spakplug C1 5000
TRIOOT | Timer Line 1.6 4 100m 8900 1234
TRIOZ | Time Line 2nm ¢ 100m B/ 3900
TRIMOO3| Tiinmer Head 7500
< >
Searchby Code. | Searchfor: [TRIDIF
v | | Payment Type Senice Chaigs Payment 0.00
Cash -
= (Appl Servios Charge I~ | Change .00
Bversl Dot 0 0+
POSPintlo: [sceenpin <] Horatks
Repotsto: [Screen Print - Overtype Customer Desciption N
[Cash Customer Order Number: |

[ || PiceLookup|I" AlStwes |

F-New

T e

shit#: SFTO0002

ACC Credit Note

ACCPayment

Description
By selecting the ‘Description’ option, all charge descriptions will be displayed in the first column.

The required charge description — or part thereof - can now be entered in the ‘Search For’ field and the
‘Enter’ key pressed.

Novtel will search for and highlight the matching criteria.

»
. |
@NOVTEL R
\ Stare: 003
www.novtel.com
elect Item(s)
Desoription Code | Ratelnclusive | Barci
2 Strake O 500 oILO0T 50.00
Mitage Blade o BLAO0 59.00
Refuse Bags - ol of 100 REF002 40.00 »
Ryobi Lawnmawer Blade - RM1800 BLAOT 250.00
Sparkplug 41 SPAN0T 2500
Sparkplug B1 SPAN02 45.00
Sparkplug C1 SPAD03 50.00 4
Trimmer Head TRIMOO3 75.00
Trmmer Line 1.6 100m TRIOT 8300 1234
Trmmer Line 2mm # 100m TRIOOZ 93,00
Trimtech Blade BLAO? 80.00
Wol Blade BLAOS 50,00
< >
Seaichby: | Descriplion ~ Searchfor:  |refuse I

Page 10
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Barcode

Selecting the ‘Barcode’ search by option, the charge can simply be scanned with the barcode scanner
device, and the matching item will be selected.

P Sales
- Store: D03
www.novtel.com

Select [temn(z] :

Barcode | Code | Description | R:
BLADO Fiyaobi Lawnmower Blade - R1600

BLADO2 Trimtech Blads

BLADOZ ‘Wolf Blade

BLACOD4 Mirage Blade

oiLaom 2 Strake Ol 500mI

REFODZ2 Refuze Bags - Roll of 100

SPa0 Sparkplug A1

SPa002 Sparkplug B1

SPA003

(0
TRIOO2 Trimmer Line 2mm = 100m
TRIMOO3  Trimmer Head

Search by : Barcode -

Search for :

User Defined Fields

In Novtel, 5 custom Charge User Defined Fields can be set up, and the required information can be
entered per charge, and per User Defined Field option.

If set up, a charge can be searched for by means of any of these fields.

However: In our system, we have not set up our Charge User Defined Fields, and therefore, it is
displayed according to the default descriptions.

Search by : Barcode -

Code
Diescription

Uzer Defined Field 1
Uzer Defined Field 2
. |Jser Defined Field 3 =
FOS Print 10 4 jse Defined Field 4
Uszer Defined Field 5
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5. Printing Options 6. Performing Cash Sales

As we wish to demonstrate how documents will be displayed when finalizing transactions, our printing

Cash Sales are defined by the fact that immediate payment is received for items purchased.
options are selected as ‘Screen Print’.

The payment methods can be selected as either:

# Sales X v Cash
- elected ltem(s]
mo VT E] James Qy | Cods | Desiplion [ Price Incl| Remark v’ Credit Card
1 Store: 003
www.novtel.com :
v' Cheque - if allowed by your company
elect ltem(s) .
- - v' And adirect bank transfer performed on the spot
Cods Description | Rate Inclusive | Bars:
BLADM FRypabi Lawnmower Blade - AM1E00 250.00
BLADDZ Trimtech Blade £0.00 o ) X ) . ) X X X X )
BLAIE | Wol Bl xm 4 By default, the customer description will be indicated as ‘Cash Customer’, and this description will be displayed
e Bl
oILom 2 Stroke Oil 500m! 60.00 i Y ’ i
TP P e on documents printed from the ‘POS’ Terminals.
SPA00T Sparkplug A1 25.00 4
SPADDZ  Sparkplug B1 45.00
SPAODZ  Sparkplug C1 50.00 ® Seles X
TRIOO Trimmer Line 1.6 % 100m 89.00 1234] )
TRIOO2 Trimmer Ling 2mm x 100m 99.00 " eected ltemls,
TRIMO03  Trimmer Head 75.00 @NO V1 El Oy [ Code | Decaription |__Piice Incl [ Remark J
< > www.novtel.com
Search by Code - Search for
i’ﬂW‘E"t Typs - Papment 0.00 ciect liemls)
Cash & Code Desciiption Rate Inclusive | Barc
Changs o 2 BLAODT  FyobiLawnmower Blads - RM1600 2000
(= - BLADODZ Trimtech Blade 80.00
Overal Diourt = [0 _,’U_J ELAUCY ‘Wl Blade 5000 ﬂ
BLADDS Mirage B\an_ﬁe 58.00
PSR = = 000 ma, ridne 2
0 . 0 0 SPADD  Sparkplug AT 2500 ﬂ
Repatsto: | Sereen Piin: = Ouestype Customer Description SPADZ  Spaiplal] s
parkplug
Cash Customer Order Number TRIOD  Trimmer Ling 1.6 % 100m 8300 1234
[ Look: [~ All Stares TRIODZ Trimmer Line 2mm x 100m 93.00
cEl oot ) | shit# SFT00002 TRIMOOS  Trimmer Head 7500
B >
CashUp ‘ ‘ Papout | ACE Credit Mot | ACT Pagment Close e o e
Search by Code Search for ‘Paymenl T J Poment ’W
Cash hd

Change 0.00

=] =1
However: Please note that at your company, definite printers will be set up to which your documents will o SIS

: ; ) . POS Piintto [Sercen Pint = Remarks
print, and these can then be selected from the drop-down menu after being installed on the POS terminal 0.00
Repoilsto: [sceenPin <] Dverype Custoner Deserpin: -
or network. | [Cash Customer | Order Nurrber: |
[ [ Prics Lookup | AllStores | shit# SFTO0002
<F3> - New CashUp ‘ | Papout ‘ ACC Credit Note | ACC Papment Close

However: Should a Customer Request that a specific description be displayed on the POS Documents —
although it is a cash sale - the ‘Description” can be overtyped in this field:

Payment Type :
Cazh -

Remarks

Owertype Custome_r [* zcription :
|Mr Jerking V
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6.1 Selecting Charges As the blades are charged at R250.00 each, and we have selected the quantity as 2, the ‘Payment Due’ total
is indicated as R500.00.

A charge can be selected by either double clicking on it, or by clicking on it and clicking on the arrow pointing

to the right. @ sl

x
- d |tem(s]
iONO v IIE] Gty | Cods | Description | PriceInd | Remark [
A tore: %2 | BLAaDm Fyohi Lawnmaver 50000 =
el o www.novtel.com
o slected ltem{s) :
‘(QNOW‘E[‘ James Oy [Cods | Dessiption [_Price Incl | Remark [
N Store: 003 ] Select ltemls)
www.novtel.com D sciption Fate Inchusive | Bares
i ade 0
Trimtech Blade 8000
Fte Inclios | Bor] i 2% |
= 5
;’Aff!gi‘g"‘:dg 5;;:;\11; Rl 2500 ﬂ
2 Stioke 01 5001 Sparkplug B1 45.00
Fehuse Bags - Rallof 100 Sparkpha C1 50,00
Sparkplug A1 Trirnener Ling 1.6 » 100m 8900 1234
Sparkplug B1 Trimmer Line 2mm » 100m 99.00
Sparkplug C1 TRIMOO3  Trimmer Head 75.00
Trimmer Line 1.6 100m
Trimmer Line 2mm & 100m < >
Trimmer Head
Search by Code hd Search for Py ToEe Payment ’W
Searchby: |Code - Searchfor Payment Type o T Cash - Change: | 0.00
Cash | e
Change: | 0.00 Overal Discount = e
DverelDiscoure: [0 0 < PO Pl 0 [Gereen Pirt &l R .
POS Print t v
e [Sereen Prnt Remarks ’W Fleporis 0: [Scieen Frint | Overtype Custome: Deseripion © 500.00
Rieparts ta: | Screen Print - Overype Custome: Description ; Cash Customer Order Number
[Cash Customer Orderumber: | | Price Lookun | AllStores | stit#: SFT00002
Prios Lockup |[_AlStares [ shift#: SFTO0002 "
<F3> -Mew Cash Up ‘ ‘ Payaut ‘ ACC Credit Note | ACC Papment Close
‘ <F3r -Mew ‘ Cash Up ‘ | Payout ‘ ACC Credit Note | ACC Payment Close
’ . i ’ ] To add more charges, repeat the process until all items are listed here.
Depending on the setup performed by the system Administrator, the User will either encounter this quantity e, MR P
box where the quantity can be set in accordance with the number of items purchased, or the User will keep o o -
ales
on double clicking a charge until the required quantity is reached. o =
inNO V IE] O | Code | Description |__Price Incl [ Remark [
H H H i i = tore: ¥2  BLAOD Ryobi L: 500.00 |
In this case, the customer is purchasing 2 lawnmower blades, and we will enter the quantity as 2. el cem I N R ) W
X1 TRIOO Trimner Line 16 8300
No discount is applicable, and therefore we will leave the percentage at zero and click ‘Accept’. T
Code Desoiption | RateIncusive | Bars
BLAOOT Ryobi Lawnmower Blade - RM 1800 50.00
BLADDZ Trimtech Bladk
® sales BLAIE  WollBiade
— BLANOY Mirage Blade
. Selected [tem(s oo 2 Shroke 01 500m|
O J ames REFO02 Refuse Bags - Rallof 100
Oty | Code SPAODT  Sparkplug A1
A Store: 003 SPADDZ  Sparkplug B1
SPAD03 Sparkplug C1
www.novtel.com e o
TRIOD2 Trimmer Line 2mem % 100
TRIMOOZ  Trimmer Head
Select Item(s) : < >
Code ‘ Description Rate Inclusive ‘ Barci Seaichby:  |Code - Search for P
ymert Type.
BLAODT  Fyobi Lawnmower Blade - AIM1500 25000 [Coon 5 Famert —
BL&ONDZ Trimtech Blade a0.00 Cirgz 0.00
BLAD0Z  wol Blade 50.00 » OveralDisourt: 19 510 <
BLADD4 Mirage Blade 53.00 i el "
oiLoom 2 Stroke Oil 500m 60.00 F0S Pint 0 |Screen Fiint =2 Rematks
FREF002  Refuse Bags - Roll of 100 40.00 629.00
SPADDT  Sparkplug &1 25.00 4 Repartsto:  [Sereen Print =l Ovartype Customer Description
SPA002  Sparkplug B1 45.00 Cash Customer Oieler Number
SPANN3  Sparkplug C1 5000 [ Pics Lookup |~ AllStores [ S0
TRIOO Trimmer Line 1.6 x 100m a9 | 0 SIAMEHE
TRIOODZ Trimmer Line 2mm = 100m 99 Quantity: (2 B
TRIMOOZ Trirmer Head <F3» - Mew CashUp ‘ ‘ Payout | ACC Credit Mate | ACC Papment Close
Discoufit : |0 :4 0 :J
. o <o -]
Search by : Code - Search for : Accept Cancel
| [Cash
Page 14 Page 15
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Please note that remarks can also be added to the Tax Invoice if required. Simply click on ‘Remarks” which will
activate the field where the remarks are to be captured and click ‘Close’.

® Soles X
= elected ltemis|
1ONO b ] E] James Qty | Code | Description | Piice Incl | Remark |
E X2 BLAOD Ryobi Lawnmower 500.00 =
www.novtel.com %1 REFODZ  Refuse Bags - Aol . 4000
%1 TRION  TimmerLine .65 83.00
elect liem(s):
Code Desciiption | Rate Inclusive | Bare:
BLADDT  Fiyobi Lawnmower Blade - AMTE00 250,00
BLADDZ  Timtech Blade a0.00
BLADDZ  Wolf Blads 50.00 »
BLADD4  Miage Blade 52.00
OILO0T 2 Stroke Oil 500w 60.00
FEFO02  Piefuse Bags - Foll of 100 40.00
SPADDT  Sparkplug A1 2500 4
SPADIZ  Sparkplug B1 45.00
SPADDZ  Sparkplug C1 50.00
TRION  Trivmer Line 1.6 100m 8300 1234
TRIODZ  Timmer Line 2mm s 100m .00
TRIMOOZ  Trimmer Head 75.00
< >
Seachby: | Code - Search for Remarks
Test Rematks for Demanstration Purposs Payment 0.00
Change 0.00
oo &7 Oversl Discount: [o 2o+
POS Printto: [gereen Print - Femarks
Repaits o [Screen Pint ~] Overtype Cuslomer Description )
[Cash Customer OderMumper: |
\ Frice Loakup | &l Steres | shit #: SFTO0002
| 3 -Mew | Cashlp ‘ ‘ Payaut ‘ ACE Credit Note | ACC Papment Close
Page 16
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6.2 Cash Payment

Very Important:

Always select the correct method according to how the Customer is settling the ‘Payment Due’ amount, since
the different payment types will be listed on the Cashup reports and the cash; credit card; cheque and bank
transfer amounts must correspond with the selections made.

1. When the Customer pays cash, this ‘Payment Type’ option is selected.

2. The amount received from the Customer, is entered in the ‘Payment’ field.

3. If the amount entered is more than the ‘Payment Due’ amount, Novtel will automatically calculate the

amount in change to be handed to the Customer.

4. Clicking ‘Accept’, the Invoice is produced.

»
=~ slected ltemi
TONO v IEI James Oty | Cods | Deseription | Price Incl | Remark |
= Store: 003 %2 BLADDI Fipobi Lawnmower .. 500.00 |
www.novtel.com %1 FEFODZ  Ficfuse Bags - Rol. 40.00
%1 TRIDDT  Trimmer Line 1.6 % 300
Select ltemls)
Code | Desciption | Rate Inclusive | Barce
BLADDT  Piyobi Lavmmower Blads - FM 1600 50,00
BLADDZ  Trimtech Blads 80.00
BLADD  ‘wol Blade 5000 »
BLADG4  Mirage Blade 58.00
oILO0T 2 Stroke Ol 500m| £0.00
FEFO02  Refuss Bags - Flall of 100 40.00
SPADDT  Sparkplug A1 2500 4
SPannz Sparkplug B1 45.00
SPADDZ  Sparkplug C1 50.00
TRION  Tiimmer Line 1.6 % 100m 89,00 1234
TRIOOZ  Trimmer Line 2ror + 100m 33.00
TRIMODZ  Trimmer Head 7500
< >
Searchby: |Cods - Search for Papment Tope o =
: ayment
Cash -
Change & 2100
Oweral Discount : ’T:’Tj
POS Printto: |5 creen Frint - Femarks
Fiegottsta: [Screen Pint | Overtype Customer Deseription: ’
|Cash Customer Order Number :
[ | i Lookup ||l Stores | shit#: SFT00002
<F2s -Accept| <F3 -Mew | Cashlp ‘ | Payout | ACC Credit Note|  ACC Payment Close

Page 17
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The ‘Payment Type’ is indicated as ‘Cash’.

The staff member is captured, as well as the shift number linked to him; the date and time the transaction
was processed, and the receipt number.

And at the bottom of the document, the Remarks entered previously will be displayed.

# Receipt : REC00D04

) Zaom |mnz -[

Garden Toel Rentals
Diaz Office Park
Block 2 Unit 20
Beach Boulevard West
Diaz Beach Mossel Bay

Tel: 086166 88 35
Fax :

WAT : 123456769

TAXINVOICE
X2  BLADO1 - Ryobi 6522  500.00
Lawnmower Blade -
RM1600
X1 REF00Z- Refuse Bags - 522 40.00
Roll of 100
X1 TRIDOA - Trimmer Line 1181 85.00
1.6x100m
Payment Due 829.00
Tax/\VAT Total : 82.04
Payment Received : 650.00
Change : 21.00
Dizcount (0.00%) : 0.00

Thank You.

Signature

Equipment Hire POS — The Basics (V2)
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The Cash Drawer will open, and the Customer’s change must be handed to them.

»

SPADDZ  Sparkphug B1

SPADD3  Spaikplug C1

TRION  Tiimmer Line 1.6 100m
TRIOOZ  Trimmer Line 2mm » 100m
TRIMDO3  Trimmer Head

<

Search by Code - Search for

X
- J elected ltems|
Gl Oty [ Code | Description | PriceIncl | Remark |
Stere: 003 W2 BLADDT Fyabi Lawnmorer 500.00 =
www.novtel.com %1 REFO02  Refuse Bags -Ral. 4000
X1 TRIOOT  Trimmer Line 161 83,00
elect lieris)
Code. Desciplion | RateInclusive | Bare:
BLAODT Aok Lawnmaver Blade - RM1600 25000
BLAODZ  Trimtech Blade 5000
BLAOI3  Walf Blade 5000
BLAOD4  Mirage Blade 5800
OILOOT 2 Stioke O 500ml 60.00
REFOD2  Refuse Bags - Aallof 100 4000
SPADDT  Sparkphig A1 Novtel Equipment Hire x

Customer change : 21.00

|[POS Printto: [ croen Font |

‘ Flepatis o [Screen Print Pl

<F2r - hocept CashlUp | <F4> - Reprint

Price Lookup | Al Stores |

Cash he

Overtype Customer Description

Senvice Charge : 0.00 Payment 650.00
Apply Service Charge [~ Change 21.00
Owerall Discount IO_:IC 0 j

== 629 00

Papout |

Cash Customer Order Number
shitt #: SFTO0002
ACE Credit Nate | ACC Papment Close

To start a new transaction, click ‘New’.

Equipment Hire POS — The Basics (V2)
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6.3 Credit Card Payments 6.4 Cheque Payments

1. When the ‘Credit Card’ payment option is selected, the ‘Credit Card Number’ field is activated where the Most companies do not accept Cheques as a method of payment anymore. Please ensure that you familiarize
card number can be inserted, as well as the ‘Credit Card Type’ field from which the applicable card type yourself with your company’s policy in this regard.
is to be selected from the list of options. . - ) )
P Should the ‘Cheque’ option be selected, the ‘Cheque Number’ field is activated where the corresponding
2. The payment amount will be entered by Novtel automatically in accordance with the ‘Payment Due’ number is to be captured.
amount. The * , ) : : . ) e )
e ‘Payment Due’ amount is also inserted in the ‘Payment’ field automatically.
® sl o In this case, the Customer’s name — as displayed on the cheque —is entered for demonstration purposes.
Y James
@NOVTEL, T
www.nov tel.com W1 OO0 2Sucke 0 500a) i # siles x
X1 SPADD3 Sparkpiug C1 50.00 - elected ltomis]
ONOV.IEL Oty | Code | Desciiption | Price Incl | Remark.
ore: x1 REF002 Refuse Bags - Roll 40.00
rstf:nem ‘ gygz;:‘ﬁgnwnnmuwevﬁ\ade FM1600 i \n;\éﬁ\;: B2 www.novtel.com ®1  TRIDOZ Trimmer nge Zrom 93.00
BLADD2 Trimtech Blade: B0.00
S8 i sse am [ st lon()
oiLoor 2:troke D 001 6000 Code Description Rate Inclusive | Bare:
Shean o 2 Kl e Te e
SPAN0Z2 Sparkplug B1 45,00 BLADD2 Trimtech Blade 80.00
SPAD03  Sparkplug C1 5000 BLADDS  “wol Blade 50.00 M
TRIOOT Trierner Line 1.6 % 100m BI00 1234 BLADD4 Mirage Blade 58.00
TRI002 Trimmer Ling 2mm » 100m 93.00 oILom 2 Stioke Ol 500m! 60.00
TRIMOO3  Trimrmer Head 75.00 REF00Z FRiefuse Bags - Rol of 100 4000
SPAND Sparkplug A1 25.00 ﬂ
< > SPADD2 Sparkplug B 45.00
Seachby:  |Cods = Search for Pagment Type Pament | 3 16500 THO0  Tommer a1 £ 100 S0t 1234
i @ ] e i o
12121545487 W L e < >
POSPiD: [Sucen P o] w’%‘ Pt Searchby: | Code - Semif oot |00 [T
Reportsta: |5 omeen Fint =] et Descipton 18 0 Apply Service Charge [~ | Change 0.00
Orde Numer: | OverdlDiceunt: [0 0 =
—— |elcRRRR POS Pint1o: [Sereen Print = Aemarks
/ <F3 -New ‘ CashUp | ‘ Payout ‘ ACC Credit Note | ACC Payment Clase Repotts to 'm‘ Berzigs Bt B 139-00
e [r Fourie z Order Number: |
Price Lookup | Al Stores. ‘ shit# SFT00002
The Tax Invoice displays the method of payment, and the card settings as entered previously. :: , .
p y p y ! g p y F2> - Accept <F3> - New ‘ Cash Up ‘ ‘ Payout | ACC Credit Note | 4CC Payment Close

# Receipt : RECOD005

=] Zoom [GEEANNN - The Customer’s description — as overtyped — is displayed on the Tax Invoice, as well as the payment type and
cheque number.

Garden Tool Rentals

Dz Ofics Parkc
ek 2um 2 ® Receipt : RECO0006
Bauch Badeward Wes: & &l zem o< |
) Zoom [l00% ~]
———— (& =
To 061088835
. Garden Tool Rentals
[—— Diaz Office Park
Block2 Unit 20
TAX INVOICE sescn Boserars est

Diaz Beach ossel Bay.

X1 TAMmI Temmetewd a7 7m0
Tel: 0861 65 8835

X1 OOt - 2Swake O i aw
=oom Fax
003 - Spewigiug C1 2 =m
VAT : 122456789
TAX INVOICE
X1 REF002-RefuseBags- 522 4000
Rollof 100
X1 TRO02-Tmmerline 1291 9800
2nm>x 100m
Paymen Dus 18500 Descripton ABSA - Transaction
Tan AT ok un
Paymert Receiver! 18500
Chrge W
Dt (0L.00%) 2 ol Payment Due 139.00
Saffmenbe e TaxVAT Total 1813
Paymet et Payment Received 139.00
Prink Duse 200128 Change 000
Time: 20501pm Discount (0.00%) 000
S STz Staff member- James.
Recapt Number oo Payment Date:
Thank You Print Date: 202012009
Tine 74203 am
Shit Number SFT00002
Receipt Number :  REC00006
Saee Thank You.
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6.5 Bank Transfers 7. Order Numbers

When payment is received by means of a bank transfer and the proof of payment is received from the g . ] .
[0y Y P [P Should an order number be supplied by the Customer, it can be entered here, and will be displayed on the
Customer, the ‘Payment Type' is selected as ‘Bank Transfer’. ;
4 W yp Tax Invoice.
This activates the ‘Bank Account Number’ field, as well as the ‘Bank Type’ option to be selected from the list.
® Sales %
The ‘Payment’ amount is inserted by Novtel automatically. - Selocted el
0 James O | Code | Desciption [ Piice Incl [ Remark
100.00
R t : REC00008
® siles < www.novtel.com ® fecdo 33,00
- elected Item(s] g Zoom |100% -
@NOVTE[, Jamos e — = =l
tel etore 0] X2 BLAODT  RyobiLawnmower 50000 elect ltemls]
®1  SPADDT Sparkplug A1 25.00
SERVLIOMEC COT . Code | Descrption [ Rste Inchusive | Barcs Garden Tool Rentals
BLADOT Fiyobi Lawnmower Blade - Rk1600
BLAOD2 Trimtech Blade 80.00 Diaz Office Park
;LB:[IEDW ‘gesgnfm Blade - AM1600 Ra‘e‘ng‘;glg: = ELAQDS | ol Blade A0
BLAIG2  Timech blads 5000 BLADD4  Mirage Blade 53.00 Block 2 Untt 20
BLAID ol Blode .00 b OILODT 2 Stroke Oil 500w £0.00 Beach Boulevard West
g\‘_fnn[ﬂa ?gagimédwesnn . 25 EE REFOO2 Refuse Bags - Roll of 100 40,00 !
tioke Oil 500ml SPan0t Sparkplug A1 2500 Diaz Beach Mossel Bay
i ———— an K SPANDZ  Siparkplug B1 4500
SPADDZ  Sparkplug B1 45.00 SPADD3 Sparkplug C1 50.00 Tel: 086166 83 35
?:/‘\DUDU‘:? ?::';:"WLEMCE“ _ gg gg = TRIOOT Trimmer Line 1.6 % 100m 2900 1234 Fax
0 TRIODZ Trirarner Line 2ram x 100m 99.00
T | Tummer e 2 100m ] € TRIMODZ  Trimmer Head 750 VAT : 123456788
< : — : > < > TAX INVOICE
Seaich by Code: hd Seaich for P: &7 ’—L‘ ’7
I;‘:rr:y::m:;: = Payment 525.00 Search by Code Search for X2  BLADO3-Wolf Blade 13.04  100.00 a— 200,00
T (Eiiz 5.00
454878791213 Overall Discount: F_’iﬂ X1 ;R\unzitrnmmmer Line 1291 99.00 Change : 1.00
T o x 100m ——
POS Prinkto S creen Print __|. e 525 00 Descrigtion - Cash Transaction Overall Discount ,T_,Uig
Repotsto:  [Screen Prirt 5 L e POS Frint ta ‘SC,EE” Print j Customer Cash Customer J
[ PiceLodun| ISk shitt: SFT00002 Repaitsto:  [Scieen Fiint -] Payment Type : Cash
F2> - A t F3»-N ‘ Cash ‘ ‘ P: it ‘ ACC Credit Note | ACCP: it Cl et Humeet ABCIZ
i [ Al Stores
[ Price Loakup [ Order Number ABCTZS ’

<F3> - New

CashUp ‘ ‘ Payout | ACE Credt Note|ALE Payment Close

# Receipt: RECOD0DT <F2> - Aooent

= Zoom |100% ~

Garden Tool Rentals
Diaz Office Park
Block 2 Unit 20
Beach Boulevard West
Diaz Beach Mossel Bay

Tel: 0861868835
Fax:

VAT . 123456789

TAX INVOICE

X2 BLAOOT - Ryobi 6522  500.00
Lawnmower Blade -
RM1600

X1  SPAO01 - Sparkplug A1 326  25.00

Description Nedbank - Transaction
Customer Cash Customer
Account# 454878791213
Payment Type Bank Transfer

Order Number

Payment Due 525.00
Tax/VAT Total 63.43
Payment Received 525.00
Change: — 000

Discount (0.00%) 0.00

Page 22 Page 23
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8. Processing Discount

If allowed and set up, discount can be allocated to an overall sale.

In this case, we have set the maximum discount at 5%, and cannot be exceeded by the User. Any percentage

up to 5% will be allowed.

We will now demonstrate how the ‘Payment Due’ amount will be influenced by changing the discount

percentage to 1%, 2.5% and 5% respectively.

The normal price for 100 refuse bags, is R40.00, and we have selected the quantity as 3. Therefore, the

payment due amount is currently R120.00.

#® sales X
= clected ltem(s
ONO | El James Oy | Code | Description [_Pice Incl | Remark
%3 FEFO02  Fefusc Bags - Fall . 120.00
WWW.HOVtel.COlH
Select ltem(s)
Code | Descriplion Rate Inclusive | Barci
BLADDT  Fyobi Lawnmower Blade - Fk1500 250,00
BLADOZ Trimtech Blade 20.00
Wal Blade 50.00 »
Mirage Elade 52.00
£0.00
g5 - I —
Sparkplug A1 25,00 4
Sparkplug B1 45.00
Sparkplug C1 50.00
Trimmer Line 1.6 1100w 2900 1234
Tiimmer Line 2mra + 100m .00
TRIMOD3  Tiimmer Head 75,00
< >
Searchby: | Code - Search for : =
'aymert Type Payment 0.00
Cash |
Change 0.00
OverdiDiscounts |0 =10~
PS Printto: | Sereen Print - Remarks
Reports o |[Scieen Print ~] Bhimyre Bushae Diosstsin N
Cash Customer Order Mumber
\ Pice Laokup | All Stores | stit#: SFTO0002
<3 -New | CashUp ‘ ‘ Payout ‘ ACE Credt Note | ACC Payment Close

Selecting 1% discount, the payment due amount changes to R118.80.

Papment 0.00
Change : 0.0

Owerall Dizcouy

Equipment Hire POS — The Basics (V2)
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2.5% Discount changes the payment due amount to R117.00.

Fayment 0.on

Change : 0.00

I Owerall Digzount : 2 _IS_ill

117.00

And 5% Discount reduces the payment due amount to R114.00.

Fapmient 0.00
Change : 000

Overall Discount : |5_ ::,U_ﬁ

114.00

o ——

When the Tax Invoice is produced, the allocated discount is indicated on the document as follows:

® Receipt: RECO0010

=) Zoom [100% -

Garden Tool Rentals

Diaz Office Park
Block 2 Unit 20
Beach Boulevard West
Diaz Beach Mossel Bay

Tel: 086168 8235
Fax

VAT : 123456789

TAXINVOICE

X3 REF002-Refuse Bags- 1487  114.00
Roll of 100

Description : Cash Transaction

Customer Cash Customer

Payment Type Cash

Order Number

Payment Due 114.00
Tax/VAT Total 1487
Payment Received 12000
Change: GO0
Discount (5.00%) 6.00
Staff member : James

Equipment Hire POS — The Basics (V2)
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9. Removing Wrongly Selected Items 10. Reprinting a Tax Invoice

Whenever an item was wrongly selected; the quantity is incorrect, or the Customer changed their mind and A Tax Invoice can ONLY be reprinted from the ‘Sales” window immediately after processing the payment and
decided not to purchase an item after all, the line item can be removed before receiving payment. before clicking ‘New’ to start a new transaction.
. - The ‘Reprint’ button will deactivate upon clicking ‘New’.
ales
- J Selected Item(s]
ONO b I E] EHES | oty | code | Deseription |_Price Incl | Remark. | »
A tel $rore: 003 % BLAGOZ  Timiech Blade 240.00
www.novtel.com el T LN I o~ elected temls):
KT TRAMOGS TiimmerHead 0 iONO VT E] James Oty | Code | Description Price Incl| Remark
Select lem) h e Wg %3 BLADDZ  Trmtech Blade 240,00
i [ o Inclsive | Ear] www.novtel com M1 TRIMOD3  Tiiomer Head 7500
Fyobi Lawnmower Blade - Fitd1600 250,00
Trimtech Blade 80.00
ol bade amn | clect temis]
Zgir?jﬁesdeﬁﬂﬂm\ B0.00 Cade Description Rate Inclusive | Barc:
Refuse Bags - Foll of 100 40.00 BLAOOT Fiyabi Lawnmower Blade - R1E00 250.00
Sparkplug AT 2500 ﬁ' BLADDZ  Timlech Blade £0.00
gg:;ts}:g o o BLADIZ  Walf Blade 50.00
ELADD4 Mirage Blade 58.00
Jrmmer Lne LE n 100m 12 0001 2 Strake il 500mI 60.00
Trimmer Head 75.00 REFO0Z2 Refuse Bags - Roll of 100 40.00
SPEON  Gparkplug A1 2500
> SPAO02  Gparkplug BT 4500
R . SPAOD3  Gparkplug C1 50.00
S B Search fer ‘Paymenl Tpe | SO 000 Payent 0.00 TRIODT  Timmer Line 1.6 100m 800 1234
Cash -
= Apply Service Charge [| Change: | 0.00 ERIUUEU} ”m: b'g:dzmmwum gg gg
DveralDissouns 19 =10 = 2 )
POSFitlo: [sceenPr <] Gzt Seachby: |Cods =] Seachfor: [
I 395.00 g i SeEner Payment Type Service Charge 0.00 | Payment 400.00
Reporista:  [Screen Prnt - Oventype Custamer Description |Cash |
Cancomomer O 4pply Service Charge || Change 85.00
’7 ’— Frice Lookup | All Stores | shit#: SFTO0002 Overall Discount ’T:’Tj
POS Print b -
| F3-Hew ‘ CashUp ‘ ‘ Payout ‘ ACC Credlt Note | ACC Payment Close ML |ereen Pt El Remarks 31 5 00
Repotsta:  [Scicen Frint | Overtype Customer Description -
[CahCustomer [ oderNumber |
By clicking on it in the right-hand side of the ‘Sales” window and clicking on the arrow pointing to the left, [ Pice Lokup| I~ Al Stres | shitt: SETO0002

the item is removed from the ‘Selected Item’ section, and the ‘Payment Due’ amount is amended

v ~ 4
. <F3xew Cashlp | <Fd>-Feprint|  Payout | ACC Credit Note | ACC Papment Close
accordingly. 2
® Sales X
- J elected ltem(s)
ONO VT [5] e Oty | Code | Dessiption [_PiiceInd [ Rematk
A Store: 003 X3 BLADDZ  TimtechElade 24000
WWW.HOVtBl.COlTl ®1  TRIMOO3  Timmer Head 75.00
elect ltemls)
Code Description Rate Inclusive | Barc:
BLADOT Ryobi Lavnmower Blade - RM1600 250.00
BLADD2  Tiimtech Blade 80.00
BLADDS  WolfElade 50.00
BLADGY  Miage Blade 50.00
OILO0 2 Shioke Dil 500mI £0.00
REFDO2 Refuse Bags - Roll of 100 40.00
SPADDT  Sparkplug AT 25.00
SPADD2  Spaikplug B1 4500
SPADDZ  Sparkplug C1 50.00
TRIODT  Tiimmer Line 1.6+ 100m 8900 1234
TRIOD2  Trimmer Line 2men « 100m 99.00
TRIMO03  Tiimmer Head 75.00
< >
\
Seaichby: | Code - Seaich for .
Payment Type Service Charg
[Cash =
Apply Set
POS Fiint 9 [Screen Prnt | e
Reportsta:  [Soreen Fiint - Overtype Custamer Description
[Cash Customer Order Nuaoer: |
[ Piice Lockup | I Al Steres | sttt SFT00002
F3-New | CashlUp ‘ ‘ Payout ‘ ACE Credit Note | ACC Payment Clase
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11. Posting Sales to a Customer’s Account

Sales can be posted to a Customer’s Account, and payment will only be made at the agreed upon date, or

when the credit limit has been reached.
In this case, the ‘Account’ payment option is selected which:
1. Removes the ‘Payment’ and ‘Change’ fields

2. And activates the Customer Code and Description fields

® Sales x
N James elected ltem(s):

XQNO Oty | Code | Description Price Inc | Femark

A Store: 003 32 BLADD2  Trimtech Blade 160.00

www.novtel.com X1 OIOOT 2 Stoke Ol 500ml £0.00

X1 REF002  Refuse Bags - Fiol 40.00
X1 SPADD3  SparkplugCl 50.00

elect ltems) K1 TRIOOL  TimmerLine 1.6 83.00

Code Description | Riate Inclusive | Barc: X1 1 TRIMOO3 | Trimmer Head s

BLAODT  Ryobi Lavnmower Blade - RM1600 25000

BLADDZ  Timtech Blade 50.00

BLADDZ  Wol Blade 50.00 »

BLADD4  Mirage Elade 52,00

OILOOT 2 Stioke O 500ml 60.00

REFO02  Riefuse Bags - Rollof 100 40.00

SPADDT  Sparkplug Al 25,00 4

SPAODZ  SpakphgB1 45.00

SPAONI  Spakphig C1 50.00

TRIOD  Triwmer Line 1.6 % 100m 2900 1234

TRIOOZ  Trimmer Line 2mm x 100m 33.00

TRIMOD3  Trimmer Head 75,00

< >
Seachby: | Code - Search for Parment Tope Py

ol
Custo)
a OveralDiseaunt: |9 =10 =
Custamersaniption
POS Pint 16 [Screan it = e
Repotts (o [Screen Pint - "
Order Nurmber :
[ Pice Loakup ||l Steres | shit# SFT00002
‘ <F3-New | CashlUp ‘ | Payout ‘ ACC Credit Note | ACC Paymert Close

Clicking on the search option in the ‘Customer Code’ field, the ‘Customers’ window is opened.

Selecting any of the ‘Search’ options at the bottom of the screen, all existing Customers are displayed, and the

required existing Customer can be selected.

"
Number Description 10 Number Telephone Mokbile Phone | Extemal Ref Physical Address Postal Addess Email | Refresh <F5»
CAnnt Cash Customer 123 044 B96 1096 | 082 222222222 PO Box 111 PO Box 111 com| F
INOOOT Intemal M aintenance: 4545454 (123466789 | 0123456789 PO Box 111 PO Box 111 F Acld New <F6>
STO0O0T Stonebridge Kevin 6001020304056 | 044 633 763451 001 658 76343 25 Gordon Steet 25 Gordon Sheet F
WEDDD1  |'Weber Enterprises 044 123456705 | 082123456783 70 Richard Shest 70 Richard Street weber@enterprises.c| F
Search
& Mumber & 9] c c
~ ~ ~ - Clase
Page 28
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However: If the Customer does not yet exist in Novtel, a new Customer Master File can be created; saved and

selected.

To create a new Customer Master File, click ‘Add New’.

L ]
Number | Dieswiption 1D Number Telephone | Mobile Phone | Extemal Rel | Physical fddress | Postal Addess Email 1 -
CAOOM | Cash Customer 123 044 5951096 | 082 222220227 PO Box 111 PO Bor 111 com|F
INDODT | Intemal Maintenance | 4545454 012366789 | 0123456789 PO Box 111 PO Bow 111 F r—— V|
STO00 | Stonebiidge Kevin 601020304056 | 044 638 78945 001 638 763451 25Gordon Street | 25 Gordon Streel |k <[
WEDDDT | Weber Enterprisss 70001002003 | 044 12345678 0821 23456763 70Richard Strest | 70 Pichard Stiest | weber@enterprises.c|F 4
Search
@ Mumber o] (@] o] o]
I - I - Close

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 [fthis 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’.

Add New Customer

Account Code "
Extemal Account Ref

Description * |Smith Ben K g

Customer Category |1 - Cazh

=

™ Corporate Customer Eilling Interval

o] it Requi
[ Order Mumber Required |

I~ Use Item T aiff Prices

"\, Site Details

General T

Contract Details T Uszer Defined Fiel

Postal Address * \

Ty

Company Mame

Ce

Last Mame

First Mame

Smith Copy To T
Een D escription

Page 29
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e |f a Company Name is entered, this field will be used to populate the ‘Description’ field

Add Mew Customer

Account Code

[ Corporate Customer Billt
External Account Ref
Deseription * |Smith and Sons ‘(‘-\ [~ Order Humber R equired e
Customer Categary |'I - Cash ‘\ j I~ Use Item Tariff Prices
General T Site Detailz ‘\.L Contract Detailz T User
Postal Address ~ Company Mame |Smith and 5aong
Last Name * |Smith C
De

First Mame *  |Ben

B

Tile [Mr =] Initigk -

Customer Category

Customer Categories are created in the financial system and updated to Novtel. Each Customer can then
be linked to a specific Category, relevant to the individual or company.

Corporate Customer

If the ‘Corporate Customer’ checkbox is ticked, the ‘Deposit” options are hidden, and the Customer will
be classified as an ‘Account Customer’.

Order Number Required

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

Billing Interval

The specific option according to which this Customer is to be billed, can be selected as either:
e On Month End
e Onthe25™
e Onthe 28"

e Or no month end may be applicable
Add New Customer

Account Code €) ¥ Comporate Customer Bilirg Interval  [On Morth End [ RN

O Marth End
Extemnal Account Ref e
Description *  |Smith and Sons i O 28th Day
[ @ I Order Number Required Qnaanbe
Customer Categery  |2- Coporate (6D = I sl T Privss
Page 30
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7. 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 1 Site Detals

Postal Address = |44 Peter Rd

o Hartenbos
E520

Physical Address * |44 Peter Rd

Harterbos
Copy Postal EF20
Address to
Physical

TaxReference  [123456789 B

Credit Limit e 2000 —-\

Payment Terms

2]

Hotes

= Required Fields

O Rent Total Available Credit
0.00] 0.00] 2000.00

8. Tax Reference

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

Credit Limit

By entering a credit limit amount in this field, the Customer will be allowed to only accumulate charges
up to this amount. If reached, no further transactions should be performed unless the outstanding amount
is settled or significantly reduced.

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

Credi Linit 0 W

PaymentTeme [ |

Notes

* Required Fields

ce | On Rent Total Total Due
0.00] 0.00]

0.00] 0.00
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10. Payment Terms 12. Other Details

Specific Payment Terms will apply to Account Customers, and the terms applicable to this Customer, can All other details — of which some are mandatory fields to be populated - are to be entered.

be selected. . S s
This Customer Master File is now saved by clicking ‘Accept’.
Tax Reference 123456729 J Add New Customer
| # Sclect Payment Terms *
- Account Code ¥ Corporate Customer Bingleal  [OnMonhEnd =] [0
Credit Limit 2000 Code | Description | E Acoept !‘ Exterrial fcoount Ref
o1 Cash on Delivery

Description *  [Srith and Sans [~ Order Number Required
Paymert Tems 10 02 7 Days
02 14 Days Cancel Customer Category |2 Corporate =l I~ Use ltem T Prices
Mot ™ E I 21 Days General 1 Site Detsils T Conlract Detals T User Dfined Fields T Fiivete Customer
ates

05 E0 Days (ReceliRlimem = :“ f‘e‘:'ﬂd Company Name  [Smith and Sons Company Req No [363258147
L — LastName * [Smith Copy To || Telephone Mo = [044123456788
=R ired Field: 6520 opy To
equired Fields L P Frsthame * [Bon Descipii FaiNo
Tae [ =] i - [B Mabile Phane * [082123456789
= = Prysical Address * [ o BT DatecfBith [1970/10/02 ~| M/F [M = AEH TT‘AE::”"E —————
Harterbos 1D Number *[701002090405 RSAID P it @sorsnza
Hatebos | sarch Number
f Capy Postal e
11. Personal Details At ||| ) Contact Petson * [Kevinmin
Physical
The title for this Customer can be selected as either ‘Mr’, ‘Ms’, or ‘Mrs’.
TauFieference  [123456789 =

The initials are automatically derived from the ‘First Name’ field as entered by the system User.
Cedtlimt [ 2000

Payment Tems [0 o [30Days

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

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

! 3 Tot: i ; )
- ’7000 ’7000 ’7000 ’w Provisional Customer Statement ‘ Pastel Customer Statement ‘Qccept ‘ Cancel |
Company Mame |Sm|th and Song | —
Last Name * |Sm'th DCDDR Tt_o The ‘Customers’ window is now displayed, and the newly created account is highlighted at the top of the
| N escription i X i X X
First Name *_|Ben r list. Simply click ‘Select’ to link this Customer to the Account sale.
Tile |Mr | Iniials = |B

Date of Bith  [1970/10/02 = | M/F [M | # Customers x
1D Number * | 701002030405 i Number | Description 10 Number Telephone | Mobie Phone |Extemal Ref  [Physical Addiess | Postal Addass Refiash <F5>
False 0 5T0001 | Stonebridgs Kevin 020304056 | 044 533 789451] 001 688 79345 25 Gordon Strest | 25 Giordon Stiest | kevin@stonebridge.o| F o
i WEDDD! | weber Enterprises 7000101 D44 123456785] 082123456789 70Richard Steet | 70Richard Street | weber@erterprises.c|F |
Edit
If the ID number is valid, Novtel will indicate this fact in green.
Tile [Mr x| Initals = [B
Date of Bith  [1976/12/30 »| M/F M =]
ID Mumber = |76122 RS&ID v
*'/ Search
l & Number (¢] c I o B Seleat <F7>
e - o - Close
Page 32 Page 33
Equipment Hire POS — The Basics (V2) © 2020 Novtel - All copyrights reserved Equipment Hire POS — The Basics (V2)

© 2020 Novtel - All copyrights reserved



If an order number was supplied, it can be entered to be displayed on the Tax Invoice.

The sale can now be posted to the Customer’s Account by clicking ‘Accept’.

® s X
= 5 o]
@NOVTE[, James T T e
Store: 003 2 BLAODZ imtech Blade. 160,00
www.novtel.com oG haeosen o
1 e i kw
1t et 2%
T 1T Tmalmotee. 800
‘Code | Doserption "Fete Incusive] Barc] 1| THIMOCS_| Tirser Heod 0
SLACTT Pyt e it -FAIE00 £
S Traivoi 00
S0 s S0 >
S Nose ot Er
Ao Poeorson S0
REFILZ i Doy Pt 100 iy
0 Soarouoat =0 <
o e 20
Al Spariall S0
TN T e 610 B0 1w
TR i v v 1 it
TAMGOS Timwe Hood =0
Seschty: [ e seanior | =
—
GusonerGate
| OvellDiscont: 10 =0 2
FOSPti6" [Screen s = JSrth and Sons Rematks 474.00
T T — ‘ -
T
[~ PicoLaokup| AtStms s SFT00002
5 tavon| 5 ton | conty | | e | ACC ot ACCPanan e

The Customer’s Account Name and Account Code is indicated on the Tax Invoice, as well as the fact that the
sale was posted to the Customer Account.

The Customer’s VAT number is also indicated on the document.

The Customer is required to sign this document in recognition that the goods were received. This copy is to
be retained by the system user and included in the Cashup documents at the end of their shift.

@ Receipt : IN0D00OT

CEE &

Garden Tool Rentals
Dz Office Park
Block2 Unit 20
Beach Boulevard Viest
Dinz Beach Hossel Bay

Tel: 0861 65 88 35
Fax

VAT 122455789
TAXINVOICE

X2 BLAOZ-TrmtechBlade 2087 16000

X1 OLOOI-2SrokeO 783 6000
Soom

X1 REFO02-RetuseBags- 522 4000
Rollof 100

X1 SPAO3-SpariggCl 652 5000

X1 TROOI-Trmmerlne 1181 89.00
Sx100m

X1 TRUMO03-TrmmerHesd 978 7500

VAT Number 123458739
Payment Due 7600
TaxIVAT Total o8
Payment Recened 000
change 50
Discount (0.00%) 000
Staftmember:  James
Payment Date
printDate. 20201200
Time: s2819am
St Numer sFToo00z
ReceptNumber:  NO0O0D1
Thank You.
Signature:

A second copy will also be printed, which will be handed to the Customer.

11.1 Exceeding the Credit Limit

As you would remember: We have set up a credit limit of R2000.00 on the account of the Customer, Smith
and Sons.

For demonstration purposes, we will now post sales to the value of an additional R1588.00 to this Customer’s
account.

The previous sale was R474.00. Therefore, the credit limit of R2000.00 will be exceeded since the available
credit is only R1526.00.

Equipment Hire POS — The Basics (V2)
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Novtel will not prohibit the transaction from being posted but will only warn the User that the credit amount

is insufficient.

Clicking ‘No’, the Payment Type can be changed for the Customer to settle the charges immediately, or an
item can be removed to reduce the ‘payment due’ amount.

]
= clected ltem(
ONO ~ 1 El James Qy | Code | Description Price Incl | Remark
Store: 003 %4 BLADDI Fiyabi Lawnmover 1000.00
www.nov tel.com %4 OILOOT  2Steke OVl S00mI 240.00
%2 TRIOOZ  TrimmerLine 2mm 158,00
%2 TRIMOD3  Trimmer Head 150.00
elect ltem(s):
Code Description Fiale Inclusive | Barel
BLAODT  Fiyobi Lawnmover Blads - AM1600 000
BLAOD2  Trimtech Elade 80.00
BLADO3  ‘WoltBlade 5000 »
BLADD4  Miage Blade 56.00
0001 2 Stioke 0l 500w £0.00
REFO02  Refuse Bags - Foll of 100 annn
SPADDD  Sparkplug &1 Movtel Equipment Hire
SPAD02  Sparkplug B1
SPADDZ  Sparkplug C1
TRIOOT Trirarner Line 1.6 % 100m Total Due Exceeds Credit Limit for Customer.
TRIONZ Trimmer Line 2mm » 100m l \, Available Credit: 1526.00
TRIMO03  Trimmer Head Do you wish to Continue with the Transaction?
<
Searchby:  [Code - Search for o
Becourt il
Customer Code
SMOODT G, Oversl Discount: [0 50 =
Customer Description
FOS Pittt9: [5creen Pt =l Smith and Sans Fiemarks 1588.00
Reportsto:  [Screen Pint =] B
Oreler Mumber

<F25 - eeept <F3>—New‘ CashUp ‘

Price Lookup || &1 Stares |

[ rn |

Shit #: SFTQ0002

ALC Credit Note

ACC Payment

Close

Equipment Hire POS — The Basics (V2)
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Clicking ‘Yes’, the Supervisor will have to enter their password to give permission for the credit limit to be

exceeded.

Selected Items]

=

ﬁON‘)b IEI Oty | Code | Descrption | Piice Incl | Remark
b W4 BLAOM  FyobiLawnmower 100000
www.novtel.com K4 OLOT 2 Stoke Oi 500wl 240,00

X2 TRIOOZ  Triwmer Line 2mm 196,00
X2 TRIMODZ  Trimmer Head 150,00

elect liem(s):

Code Description Fiate Inclusive | Barca

BLADDT  Fiyobi Lawnmawer Blads - AM1600 250,00

BLADD2  Timtech Blade 50.00

BLADD3  Wolf Blads 50.00

BLADDS  Miage Blade 56.00

OILO0T 2 Shoke Ol 500w £0.00

REFI0Z  Piefuse Bags - Foll of 100 Novtel Equipment Hire

SPADDT  Sparkphig A1

SPANIZ  Spakphig B1 e

SPADDI  Sparkplig C1 ="

TRION  Tiimmer Line 1.6 % 100m

TRIOD2  Timmer Line 2mm  100m Cancel

TRIMOOZ  Timmer Head — - Uik

< ] ¥

Seachby: |Cade - Search for: ‘ Pagmert Typa-

FOS Pinkte: | Screen Print

El

Repaitsta:  [Sereen Prnt

=]

| ccount -
Customes Code

5MD001 9

Customer Deseription :
Smith and Sons

=

~=' 1588.00

 —

Owerall Discount :

If the Supervisor consents, the transaction will be posted to the Customer’s account, and the Customer can
make an account payment afterwards to reduce or settle the account balance.

® Receip: N00002

B ]

Garden Tool Rentals
Diaz Office Park
Block 2 Unt 20
Beach Boulevard West
Diaz Beach Wossel Bay

Tel: 08816588 35
Fax

VAT: 123456789

TAX INVOICE
X4 BLAOOI -Ryobi 12043 1000.00
Lounmver Sce
RITEC
x4 uum 2Stoke0l 3130 2000

X2 TROO2-TrmmerLne 2583 19600
2mmx 100m

X2 TRMO03-TrmmerHead 1857  150.00

Descripton ‘Account Customer

Customer Smith and Sons

Account# Swo0o1
PaymentType:  Account
Order Number
VAT Number: 123456789
Due 1582.00
Tax/VAT Total 20713
Payment Received 000
Change: — 000
Discount (0.00%) 000
Staff member James
Payment Date
Print Date 202012008
Time. 10:04:18 am
Shift Number SFTO0002

Receipt Number: 000002

Thank You.

Signature

Equipment Hire POS — The Basics (V2)
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12. Processing Account Payments

Account Payments can be processed directly from the Shop POS screen, by clicking on the ‘Acc Payment’

button and selecting the required Customer Master File.

0 |
= - [ 1

# Coomes x

Nunbor_[Descrpien [IDNurber [ Taphons_[obioPhone [Evemalrie | Pyscaidess_|Pontadess [Emai T

T T [ Toweess 10% oo 2222222 [FoBorit|PoBori |cot@aomrcen]f|

ot memsomersree [ sorsist[onesres |orzateeres T T ; o

ouizaiserss
ST | Sebidgekevn gt o 5 o 1 s o -
WEQO0 | WebeEntpees | 700t

Seach
e - — Select 1)
- ® Close
Fepotslo: [Screen Pint = |

Ovetype Customer Desciption

[Cash Customer
— Prce Lookio I~ A1 [ gy ST
|

= [ e

1. The selected Customer is displayed at the top of the ‘Payments” window

2. Select the payment type used by the Customer to make a payment

3. The current date will always be indicated as the ‘Payment Date’ but can be altered if payment was received
on a different date.

4. The ‘Payment Due’ amount is indicated here

5. All outstanding invoices will be listed here

»

Payment Ty,

[Available ] Sort

G Nt |

UIouU ‘

=]

Allcation

Credt Card )~ Bylonizct || pyodlocae & Manual Alocate
Unallocated _
Payment Date : ByVolme || ™ Euclude On Rent
| Payment Received [ o000 Won @
Credit Card Number Change : A
PAYMENT DUE T @
Credit Card Type :
BpSelected
User: James shith:  SFT00002
B T T ) N ) e ) T G Kz
\Nununnz 2020/12/03 |  1seeo00f  ooo|  o.o0[ 158800 0.00 i nnlm 1588.00)
\Noooooa 0 202012708 5000, [ 000 50.00 000 0.00 0.00[  50.00/
INDDOOTT 0 202012403 474.00 000, 0.00[ 47400 000, 0.00| 000 47400]
0.00. 0, [ 000
] 0.0 0.0 0.00 000 0.00 0.00[ 000/
] 000 000 0,00, 000 oo  000[ 000
.\ 0.00) 0.00 0.00 0.00 unnl—nm—nmr
] 0.0 0.0 0.00 000 0.00 0.00[ 000/
| .\ 0.00] 0.00 0.00 0.00 u,nn’in,nuin,nur
| .\ 0.00) 0.00 0.00 0.00 unnl—nm 0.00[
1l [ [ 0.00, 0.00 0.00 0.00 0/~
TOTALS > 211200  0oo[ ooo[ 211200] o0o0o] o000 000 211200

Acoept Pintto: |5 creen Print - <4< Previous

Newt »>>

Cancel

1) SM0001 - Smith and Sons
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The payment amount — as received by the Customer — will be entered in the ‘Payment Received’ field.

[l Payment Type :
- W Credit Card -
| 0.00

Papment Date :

Unallocated

i 202041209 - Payment Received 2062

l Credit Card Number Change :
- l9473431314 PAYMENT DU

Credit Card Type :
2112.00

12.1 Manual Allocation

Should the ‘Manual Allocate’ option be selected, the following will be true:

The payment amount will be displayed as ‘Not Allocated’ since the specific invoices against which the payment
is to be allocated have not yet been selected.

®PAYMENTS *

SMO001 - Smith and Sons

Payment Type : Availabic ot Alioated Soit Allogation
Credit Card - Bylonbact &' 1 | Ao dlocg
Unallocated 0.00 0.0

Payment Date : By Vg Exclude On Rent
202041240 [l| Payment Received 2062 2062.000975, ¢\ s

-
Credit Card Humber Change : 0.00 ByDateEnd
EEEE— PAYMENT DUE S
Credit Card Type -

e 2112.00 BySelected

User: James shit#: SFTO0002
[ "] Contact | ~Volume | Status | Date End [Inoice Tokal Poymerss Cred-Hote] —Due—| Alocaion Pnllcated Roceived | Boance

IE[ oo | [d] [z072 70 | 47400 ]| 000 47400 0.00] 0.00] 000 47400
|| 1] [nznTa7m | E]| aon| 000 158800 0.00] 0.00] 0.00[ 1588.00[
I [ INODD0003 0 2020712/09 B uu| [T} 0.00[ 5000 0.00 0.00 ooo[ s000[
] ]| 0.00 0.00 000 0.00 0.00 0.00[
] .00 0.0 0.00 oo 0.00 0.00 0.00[
B [ [ [ [ 0.00[ 0.00[ [ 0.00] 0.00 0.00 0.00( 0.00[
B [ [ [ [ 0.00[ [ 0.00] 0.00 0.00] 0.00| 0.00[
. 1] uu| 0.00] 0.00 0.00 0.00 0.00 0.00[
] ]| 0.00 0.00 000 0.00 0.00 0.00[
] ]| 0.00 0.00 000 0.00 0.00 0.00[
B [ [ [ | | [ 0.00] oo 0.00] 0.00 0.00[
ToTALS > [ znzoo| l].l;]| 0.00] 2112.51| 0.00] 0.00] 0.00| 212,00

Accept Printto: [Screen Print | <<< Prewinus Mext >33 Cancel
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By selecting the specific invoices against which the payment is to be allocated, the payment will be allocated
accordingly.

®PAYMENTS X

SMO001 - Smith and Sons

Allacation

Payment Type - Available | [Not Allocated| [NRCEN
Crecit Card ~ ByConiact & ||~ pugfllocate & Manual Alocate
Unallocated 0.00 0.00

Payment Date : By Wolume I™ Exclude On Rent

[

Papment Received 2062 0.00Rel -
Credit Card Number Change : \ o
[

(ot

PAYMENT DUE
Credit Card Type -

2112.00

User: James shit#  SFT00002

[ Contrct | Volumo | Status | Dato End [invoico Total] Payment |G Nole] —Dus | Alocation Recaived | Balanco | |
B/ woooooi[ of [@enema|  4a0i[ 000  0.00) 474.00)  4r400[  0.00 [ oo0j
| nooooz 0 200071208 [ 158E00[  000f  0.00[ 1588.00) 15s300[  0.00)

g/ Tooooos ] 202012709 si0i[ o[  0.00]  50.00 0.00 0.00 00T 50.00
.\ DDD,W' 0.00 000 000 o0o00] oo00f
.\ nnn,W| 0.00 0.00 000  oo00] oo00f
.\ DDD,W' 0.00 000 000 o0o00] oo00f
|} oo o 0.00 000 0.00[  000]  0.00]
.\ DDD,W' 0.00 0.00 000  o0o00f o000
|} oo o 0.00 000 0.00[  000]  0.00]
.\ DDD,W' 0.00 0.00 000  o0o00f o000
|} oo | 0.00 000 0.00[  000]  0.00]
[fOTALS> [ 217200  000[  0.00[ 211200[ 206200[ 000 206200] 50.00

Next 33> Cancel

Accept Printto: [Screen Print j << Previous

12.2 Auto Allocation

By selecting the ‘Auto Allocate’ option, Novtel will allocate the payment automatically.

SMO001 - Smith and Sons

Payment Type : Sort Allocation
ByContact & ol & Auwofocate Manual Allocate
- Unallocated
Payment Date - By Yalume . Exclude On Rent
Pagment Received B O
,573 Nimibei Chanu= ByDateErd
T PATMENT DUE By Allocation
Ciedit Card Type :
2112.00 BySelected
User: James skt SFTO0002

[ | Controct | Volumo | —Status | Doto End Jimeico Total] Paymeis [Gied Note] Du» | Alocston [maliooato] Receives | Dalanc
B[ moooooi[ o[ [@eAems| 4400 ood| 000 47400[  4r400)  0.00] 47400
R 0 2070/12/03 [ 18E00[ 000  o.00[ 158800 1ssson[  0.00[ 158800)  0.00
[ THo0oos3| [] WA [ sooo[  ogdf 000 50.00 0.00 0.00 0.00]  50.00
| | o[ oo 0.00 0.00 0.00 000[ 000
| 0.00[ 0.00 0.00 0.00 0.00 0.00
|| .00 .00 0.00 0.00 0.00] 0.00
| [ | 0.00 0.00 0.00 0o00[ o000
]| [ | 0.00 0.00 0.00 000  0.00
| o[ oo 0.00 0.00 0.00 000[ 000
]| [ | 0.00 0.00 000[ 000[ 00O
] ooo[ oo 0.00 0.00 000[  000[ 000

[ToTALS> [ 211200[  0.00]  0.00] 2112.00] 2062.00]  0.00] 206200 50.00

Nest >33 ‘ Cancel

Accept Printto: [Screen Print j << Previous
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Clicking ‘Accept’, and ‘Yes’ to proceed with the processing, the receipt is issued for the payment amount

received.

SMO001 - Smith and Sons

Payment Type :

Credt Card -

2020¢12/09 Papment Received
Credit Card Number Change :

EaatitIg PAYMENT DUE
Credit Card Type -
WIS,

Available [Not Allocated]
Payment Date

2112.00

Sart
ByConbact &

ByVolme
By Stalus

-
F
ByDateEnd
Bylllocation
-

By Selected

Novtel Equipment Hire

Allocation
& Auto dllocate  Manual Allocate
[ Exclude On Rent

User: James Shit#: S
1 et e Dnalocated Recsivd | Bolonce | |
IE[ mooaooi 2000, 6 Would you like to proceed with the processing? [~ o000 474.00 0.00/v
INODO0GZ, 0 2020 0.00] 1588.00 0.00f
[E| mooonos [ 2020 0.00 0.00 50.00
] v | y 0.00 0.00 000/
] el | 000 0.00 0.00 0.00[
| | 00| 0.00 0.00 0.00 0.00
|} ] [ \ 0.00 0.00 0.00 000
.| ooo[ oo 0.00 0.00 000 000/
] [ [ 0.00 0.00 0.00 [T
.| / 0.00] 0.00 0.00 0.00] 0.00 0.00[
.| g 0.00] 000 0.00 0.00] 0.00 0.00[
TOTALS > 2112.00 2062.00
Fiintto: |G creen Print = << Previous Hest 55> ‘ Cancel
# Receipt : RECO000S
) Zoom [100%
Garden Tool Rentals
Diaz Office Park
Block 2 Unit 20
Beach Boulevard West
Diaz Beach Mossel Bay
Tel: 086166 86 35
Fax
VAT :123456789
RECEIFT
CustDescripton:  Smith and Sons.
Customer Code SMo0o1
Payment Type Credit Card
Payment Due 211200
Payment Received 2062.00
Change 0.00
Staff member : James.
Fayment Date 20201209
Print Date 2020112109
Time 11:21:06 am
Shift Number SFT00002
Receipt Number :  REC00009
Thank You.
Page 40
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13.Issuing an Account Credit Note

A credit note can be issued for a specific Customer, and invoice, by clicking on the ‘ACC Credit Note’ button.

"
- Selested tem(s
O Oty | Code | Description | Price Incl | Remark
www.novtel.com
clect ltem(s)
Code Description | Rate Inclusive | Baic
BLADDT  Ryobi Lawnmower Blads - RM1E00 250,00
BLADDZ  Trimtech Blade 50.00
BLADDZ  ‘Wol Blade 50.00 »
BLADDS  Mirage Blade 58.00
OILO0T 2 Stroke il 500mI 60,00
REFODZ  Refuse Bags - Rollof 100 40.00
SPADDT  Sparkplug A1 25,00 4
SPADDZ  Sparkplug BT 45.00
SPADDI  Sparkplug C1 50.00
TRION  Trimmer Ling 1.6 % 100m 2300 1234
TRIOOZ  Trimmer Ling 2mm  100m 33.00
TRIMOO3  Trimmer Head 75.00
< >
Seachby: |Code Search for r
apment Type Payment 0.00
|Cash -
Change: 0.00
Overall Discount :
POS Piintto: [Goreen Pint =l e
Flepatis ta:  [Screen Print | Overtype Customer Description
[CashCustomer | Derbumber: |
| Price Lookup || All Stares | shit 8- SFT00002
F3-New | CashUp ‘ ‘ Payout ‘ | AECCreditNutel ACC Payment ‘ Close

| E—|

Clicking on the ‘Select Customer’ button, the ‘Customers’ window is displayed, and the required Customer
can be searched for and selected.

Payment Type :

Credit Note Date - 2020A12/00 -

Invoice Total 0.00
Select |
eestimvacs Receipt Tatal 000

Select Customer

Credit Note 0.00
Balance Due 0.00
#® Customers >
Mumber | Dessiption 1D Number _Affelephone | Mabile Phone |Extemal Ref | Physical Address | Postal Addess Email | Frefsh <F55
CADOD1 | Cash Customer 122 044 635 1036|082 22207202 PO Box 111 PO Box 111

INDoOT Internal Maintenance i 0123456783 | 0123456783 PO Box 111 PO Box 111 Add New <F6>
STOO1 | Stonebridge Kevin £801020304086 | 144 539 729451 001 635 76945 25 Gordan Stiest | 25 Gordon Sirest 50 ‘
WEDIOT | wieber Enterprizes

| 044 12345870¢]| Daz1 23056730 | 70 Richard Shieet | 70 Richard Stizet |

Search

' Mumber (o} (o] c (o]

’7 Select <F7,
~ - ~ ~ Close
PE—

E—

Page 41

© 2020 Novtel - All copyrights reserved



Next, all invoices linked to this customer, are displayed, and the applicable invoice can be selected. In this A specific item can be selected and refunded, or the entire invoice can be refunded if required.

case, Invoice 3 to the value of R50.00. L . . .
’ 1. To refund the entire invoice, the ‘Refund Invoice in Total’ checkbox is selected. The ‘Invoice Total” and
- ‘Credit Note’ total will correspond.
# Select POS Invoices X
[Tm#_ |wwmze | irwsiceDate] o Total] __ CH Toral] Paid | Bolance | f— 2. Clicking ‘Accept’ and ‘Yes’, the Credit is processed without further communication to the User, and the
12 INODDO0T 2020412/09 474.00 0.00 474.00 0.00 .
INDOD0O2_ 2020/12/08 156800 0.00 158000 00 o ‘Cancel’ button is selected to return to the ‘Sales’ screen.
AE—— 5
L]
Invoice Total A0.00
Pagment Type : Select Customer Select Invoice PR T
Credit Note Date - Eredi Fiote o
‘Invoice Number - INOGQ003 Date - 2020/12/09 g nce Due =000
[(invoice | Prov iNote | Balance | Creda Note_|emaiinal
D i ary Incl
|_____Dosciion_____ rawinpseiseeriin mm@-
Wolf Blade 50.00(1.00 5U.UU- 0.00/w
Search By a 0.00|0.00 0.00/0.00 0.00]
Tin# - Search For Q Wauld you like to proceed with the Credit Note processing? 0.00[0.00 0.00[0.00 0.00]™
- 0.00|0.00 0.00|0.00 0.00]
0.00|0.00 0.00]0.00 0.001
. . . . . . . Yes No 0.00(0.00 0.00
The item, or items linked to the invoice is indicated here. = ko EEE EEE W;
o o vTwon . 000, ;
/’ [ o 0.00 0.00[0.00 0.00[0.00 0.00[0.00 0.00[
® POS ACCOUNT CREDITNOTE ® / UUU‘ 0.00 0.00 0.00|0.00 0.00|0.00 0.00|0.00 0.00]
' ‘ ! oo owl ool ew(oeo[ wwfom] soofooo [T ool
Excluding 33> 43.48 0.00 43.48 4348 0.00
I ice Total 50.00 —
Payment Type: [T Select Customer Select Invaice IF:‘:::; b } — <4< Previous Page NewPagesss | [T 5% 652 0.00 652 652 a0
Credit Note Date ,m‘ |I:redil N ‘ o Including >>> | 50.00 0.00 50.00 50.00 0.00
‘Invoice Number - INQ0O0QO3 Date - 2020/12/09 [Palance Due ‘ 5000
- [Account Customer | 0.00 FReporlsto: |Screen Frint ~| FOS Pint {0 [ereen Print = Cancel

[“Invoice | Prev Ci Note Credit Note

IBEH-_ Voo | |
[EFLe00:  [wolf Blade [oa"[ ieoo[ T00f  sooo[ ooofooo| soo0[100]  oooffll]  s0.000
] \ | [ [ om[ o 00| Uwo[oed| owowoo| emem [ 000
| G0 000 000  000[000] 000000  poofgo | 0.00[
i G0 0m| 000  000[000]  0.00/0.00 000000 o0f
.\ .00 nnn]myinmln*mlinm]m 0.00/0.00 0.00[ |
.\ .00 nnn]myinmln*mlinm]m 0.00[0.00 0.00[ |
.\ nnn'mymy—nmln_ml—nmym 0.00[0.00 0.00[ |
] GO0 000 000[  000[008|  0.000.00 00000 00[
L) Uoo[ o[ oo0[ 0.00[000[ 0.00[0.00 0.00[000 000/
|| 0oo[ oo[  oo0[ 000[000[  0.00[0.00 0.00[000 000/
] \ | \ 0n[ am 0w owoees| 000 em|  owooo | o0

Wm 0.00 43.48 [ oo yﬂ

<4< Previous Page ‘ MNewt Page »»> | [rax > | 652 0.00 652 0.00 52

|Im:|uding 23> 50.00 0.00 50.00 0.00 50.00

Accept Repotsto: [Sareen Print ﬂ POS Print to |5E,Ee” Print ﬂ Cancel
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14. Supplier Pay-out Transactions

Items can be paid for in cash from the cash drawer and administrated from the ‘Sales” window by clicking on

the ‘Payout’ button.

| Cash -~

Reporis o [Screen Fiint ~| (Owertype Customer Description

Cash Customer

]
- Selected ltem(s):
‘ONO ‘ 1 E] James Gty | Code | Desaription Price Incl | Remark
www.novtel.com
elect Item(s)
Code Desciiption Rate Inclusive | Barc:
BLADDT  RyobiLawnmower Blade - RM1E00 25000
BLADD2  Trimiech Blade 80.00
BLADO3  Wolf Blsds 5000 S
BLADD4  Miage Blade 55.00
OILO0T 2 Strake O 500mI £0.00
REF00Z  Refuse Bags - Fall of 100 40.00
SPAODI  Sparkplug A1 2500 ]
SPADDZ  Sparkplug B1 4500
SPADDZ  Sparkplug Cf 5000
TRIOD!  Trimmer Line 1.6+ 100m 8300 1234
TRIOD2  Trimmer Line 2mm x 100m 39,00
TRIMOD3  Trimmer Head 7500
< >
Searchby:  |Code - Search for E——

POS Piintta: [screen Print | Remarks

Payment 0.00
Change 0.00

OversiDiscawt: [0 =0 =

0.00
Oderbumber: |

| Piice Lookup | AllStores |
<F3-Mew | Cashlp | ‘( Papout )i

shit # SFTQ0002

ACC Credit Mote | ACT Papment

Closz

For demonstration purposes, we will select the ‘Payout Items’ option here to list all charges classified as
‘Payout Items’ on the respective Charge Master Files — which in this case, are Items purchased from a local

Supermarket.

® Payouts

= O Select ltems :
@N El d Code | Desciiption

| Rate Incl | Barcode

OFFOM Office Use - Milk 1L
WWW.110V tel .com OFFooz Office Use - Nescafe Coffes
QFFO03 Office Use - Rooibos Tea 250 Bags
i Cash OFFO04  Office Use - Sugar - 2KG

— OFFO05 Office Uze - Toillet Paper - 18 ralls

.
@ Supplier [Caszh)

1500
FE.00
3000
3500
95.00

Payout Items b A

Selected ltems

-]

| Price |ncl |
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Selecting the ‘Supplier Cash’ option, the specific existing Supplier can be searched for and selected from the

‘Supplier Code’ search option.

In this case, we have purchased items from Checkers, and this Supplier is selected.

Select ltemg

| Deseription | Rate Incl | Barcode | User DefinedField 1| User Defiry
Office Uise - Mik 1L
OFF002  Office Lise - Neseafe Cofee: 75,00
AAEARS — Ofinn LLon Dimioma Ton S0 Bl a0
Desciption Telephone Fax Refresh
Game Stores AddNew ‘
Garden Rental Supglies
Edit
Mairtenance
>
Pick and Pay 044 630123456
Seachby: | Code -

Payment Type -

upplier Cash A

Payment Date

2020/12/09 -

Search g Select !

Search for

@ Mumber " Description r— i ‘
ose
;
Cashbook : .
7 POS Prntto: [Screen Prrt 5|
6L Account - | 0.00
Repors o [Screen Prin = | :

Close

The method by which the Supplier was paid, is selected here, and the date upon whi
purchased, is also selected.

ch the items were

® Payouts X
~ O Selectltems
ON Code | Desciiption Rate Incl | Barcods User Defined Field 1 User Defini
1 OFFOOT  Office Use - Wik 1L 15.00
www.nov tel.com OFFO02  Office Use - Nescafe Colfee 75.00
OFFO03  Offics Lse - Rooibos Tea 250 Bags 30.00
OFFO04  Office Lse - Sugar - 266 .00
OFFO05  Office Lse - Tolet Paper - 13 ol 85.00
(Cash)
CHEO 9
Checkers < >
Searchby: | Code -
Payout Items - -l -
Selected ltems : Search for
Oty [ Code [ Description [ Pricelncl]
Payment Type
[Sumi s -] P |
Cash
Crecit Card
Cheaus
Bank Transfer
POS Pitt 0 |Screen Pint = 0 00
Reporsto: [Screen Pint ] :
Close
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By double clicking on an item, the quantity purchased can be set. More items can now be selected in the same manner, and the total is automatically calculated by Novtel.
When done, click ‘Accept’ to process the pay-out transaction.

L
-~ O Select ltens ® Payouts bd
Cade Description Rate Incl | Barcode User Defined Field 1 User Defirn Celect It
tel OFFO0T Office Use - Mik 1L 1500 O Sec llems
WWww.novtel.com OFFO0Z  Office Lise - Nescafe Coffel 75.00 || Code | Description | Rate Incl | Barcade | User Defined Field 1| User Diefini|
OFFO03  Office Use - Roobos Tea 250gags 3000 tel SFFO0T K
Cash OFF004  Office Use - Sugar - 26 3500 www.novtel.com = I S
= OFFO0G Dffice Use - Toiet Paper - 18 roll 3500 i e

FFUU3 Office Use - Rooibos Tea 250 Bags
OFFO04 Office Use - Sugar - 2KG
OFFO0S Dffice Use - Toilst Paper - 18 rolls

Supplier (Cash)

© Supplier (Cash)

CHEODT @
Checkers < 'Novte\Equ\pmantHwﬂ b4 2 CHEOQDT @

Seachby: | Code -
[ ] Payoutltems | oy 4 | B Checkers < >
* Seachby: |Code |
5 — oty [ Coce [ Frice Incl | Payout Items al -
“"" o _ Selected Items : Search far:
T fooept Cancel Pavment Tono - o [Code [ Descrplion Price Incl |
ayment Tvpe- %2 OFFONT Olffice Lise - Mik 11 30
2020/12/10 b Supplier Cash - _ X1 OFFO04  Office Use - Sugar - 2KG 35.00
[—— %1 OFFO0Z  Office Use - Nescafe Coffee 75.00
202012410 -
Cashbaok -
BL Account POS Piintta {5 creen Prirt | 0 0 0
Reports o [Soroen Pirt - . Cashbook - [EHN
P05 Printto: {5 creen Fiint |

| Meow Fee Repatsta:  [Screen Piint | 1 40 . 0 0

(_ Accept g New Close

® Poyouts % The Supplier Payment document is now produced and must be included in the ‘Cashup’ documents at the
end of the User’s shift.

The selected item and quantity are now displayed here, and the total is indicated in red.

= O Select Items
Desaiption Rete Incl [ Barcode User Dfined Field 1 User Defin
I A
WWWw.I10v tel. com Office Use - Mescale Coffee # Reference : SUDDD0OT
OFFO03  Office Lise - Rosibos Tea 250 Bags 3000 = ——
OFFO04  Office Use - Sugar - 2K 35.00 = Zoon [100x 7]
OFFO05  Office Lise - Talet Paper - 18 rall 3500

Garden Tool Rentals

©* Supplier [Cash) Disz Office Park

Block 2 Unit 20

CHEOOT < Beach Boulevard West
P N Diaz Beach Mossel Bay
Checkers Tel: 0351 66 88 35
Searchby: | Code - Fax
Papout ltems AJ -

lagtadlt, Search for VAT 1123456789
7 = ay [Code [ Desciiption Frice Incl | SUPPLIER PAYMENT
L — X2 OFFODT  Office Use - Mik 1L 3000 PR T T T ——
’—_|5upphar Cash - _ 2 ﬁmgw - Office Use - 291 3000
Pagment Date - 1 OFfo0s_OffceUss- 457 3500
2020112410 B Suger- 246
1 OFF002 - Office Use - 978 75.00
Nescafe Coffes.
Description Supplier Cash
Supplier Checkers
Account # CHEQO01
PaymentType:  Suppler Cash
Cashbook : - Payout Amount 140.00
6L Account - POS Print 0" [Gereen Pint =l 30.00 V TaxVAT Totl 2
Reportsta:  [Screen Print B Staff member James
Payment Date
Accent New Close protoate J—
Time 1238:43pm
Shift Number sFToo002
Suppler Suoooo0t
T hekYer
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15.The User Cash-Up Procedure

At the end of the User’s Shift, they will be required to perform the ‘Shift Cashup’ procedure.
This will require:
v Counting the physical amounts in the cash drawer

v’ Entering the amount of cash; and the amounts for payments received by credit cards, cheques, and
bank transfers.

Novtel will match these amounts and totals with the system totals generated during the user’s shift. At the
end of your shift, you will need to generate a POS Cash-Up Report, which will display all the system totals of
the float as well as cash sales; account payments received from customers; sales posted to a customer’s
account; credit notes issued, and pay-out procedures performed.

Any variances or differences between the system totals and the amounts cashed up in the drawer, could
indicate a possible shortage or a surplus; of which variances should be followed up and rectified immediately.

The process is started by clicking on the ‘Cashup’ button.

® Sales X

In this case, the Shift Total for James (SFT00002) is displayed as R6090.00 which includes Cash Sales,
Account postings and payments, credit notes issued, and the supplier pay-out procedure performed.

This Shift Started on 8 December 2020 at 14:11pm
As the Shift is still ongoing, an end date and time has not yet been captured
At present, the Shift Status is indicated as ‘Open’

To proceed with the Cash-Up procedure, the ‘Money Count’ button is to be selected.

# shift Cash Up x
Shift Transactions : Tranzaction Type - S ~| || shift Mumber o SFT00002
Type Time Stamp | Doc Mum | Amounl| User (Shift Dwner) . James
ShiftStart: () 20201 2/0810:0211

Shift End 3
shiftStatus . () OPEN

Physical Amount : 0.00

- Selected ltems):
@NO VI El S‘:j?l?ﬂsa Oty | Code | Description Price Incl | Remark. Shertage Amount : _4028.00
www.novtel.com
e 6090.00
Code Description Rate Inclusive | Barcy -
BLAODT  Ryobi Lawnmower Blade - AMTE00 250,00
BLAODZ  Trimtech Blade 80.00
BLADD3  ‘WolfBlade 5000 » )
BLAODA  Mirage Blad 50.00 ] ’ ’ .
ool 2 g?fuie SuIEEUUm\ 50.00 Cash Up | Maoney Count | Shift Summary | Detailed Report | - Daily Takings Cloze
REFODZ  Refuse Bags - Foll of 100 4000
SPA001 Sparkplug A1 25.00 4
SPADDZ  Sparkplug B1 4500
SPA003  SparkplugC1 50.00
TAIODT  Trimmer Line 164 100m 8300 1234
TRIOD2 Trimmer Line 2mm » 100m 59.00
TAIMOD3  Trimmer Head 7500
< >
Searchby:  |Code - Search for Pagment Type oo T
|Cash |
Change 0.00
Oversl Dissurnt: |© [0 =
FOS Piintto: [screen Print | Remarks
Feportsta:  [Screen Frint ~| (Overtype Customer Description N
[Cash Customer OrderMumber: |
\ Price Look.r LR shitt SFTO0002

ALC Credit Note | ACC Payment

:<F3>-New:@ashl_1p # | Bt ‘
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6. The ‘Shortage’ Amount is currently displayed as R 4028, and this amount corresponds with the ‘Shift Total

Cash” amount.

7. The Account Total is displayed as R2062.00. This is the total for account payments received and processed

during this shift.

8. The Shift Total is the combined total of all amounts indicated.

L

Caszh: 0.00

20000 [ 0= 050 [ 0 Chegue : 0.00
100.00 0 ﬁ 0.5 1] ﬁ Credit Card 0.00
50.00 0= 0.20 ,_l] :I Buank Transfer : 0.00
2000 l_l] : 010 l_[l j Youchers : 0.00
100 [ 0= nos [0 @i 0.00
5.00 0= 0.0z 0 j Tatal : 0.00

2.00 0 i oam 0 j - Float: 0.00
1.00 0= EEEE——

=l Physical : 0.00

Shortage : @ 4028.00

Shift Tatal Cash : A4028.00

Camments : Account Total : 0 206200
Maintenance Clear : 0.00

Internal Maintenance : 0.00

Other Tatal : 0.00

Shift Total : 6 eosm

Report gg;?s:a | Accept ‘ Cancel ‘
Print to : |Screen Print |
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1. As the User now counts all the money in the cash register (which includes the cash float), he will be
required to insert the exact physical number of notes or coins, in the corresponding field here (and not
the value of the notes or coins).

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

R400.00 float:

v" R200.00 notes x 2
R100.00 notes x 3
R50.00 notes x 9
R20.00 notes x 9
R10.00 notes x 13
R5.00 coins x 8
R2.00 x 6

S N N N SR NN

R1.00 x 5

Novtel will automatically calculate the amount in cash, and at this stage, the ‘Total’ and ‘Physical’ amounts
corresponds with the ‘Cash” amount.

# Money Count

2mm [ 2 :10 ns0 [ 0 Cheque: 0.00
100.00 3= 0.25 1] ﬁ Credit Card : 0.00
50.00 g 0.20 0 jl Bark Transfer : 0.00
20.00 l_g 010 ’_I] ﬁ Youchers : 0.00
1000 [13-= nos [ 0 e 0.00

500 [ 8- o[ 0 | Total 1517.00 |
200 [ 6 oot [0 ~ Float: | 0.00

1.00 5

= | Physical: 1517.00 |
Shortage : 2511.00
Shift Total Cash : 4028.00
Comments : Account Total : 2062.00
Maintenance Clear : 0.00
Internal Maintenance : 0.00
Other Tatal : 0.00
Shift Total : 6090.00

Report g;ﬁj{r‘; ‘ Accept ‘ Cancel ‘
Print ko : | Screen Print ﬂ
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2. Entering the float amount, the Physical amount is reduced since the float amount is deducted. Both the User and the Supervisor will sign the report after checking the cash and documents — which will now

3. The shortage amount in this case, has now been changed. b larelze i e SLiperer

# Money Count ® # Money Count
ﬁ‘l Zoam
Cash: 1517.00
2000 [ 2 ns0 [ 0 Cheque : 0.00
= = L :
100 [ 3= 0o [0 Credit Card - 0,00 Dats 20201210 Braneh : Massd Bay, POS Retal
-1 -1 —— Operstor Lames
soo [ 8= nz [0 Bank Transter 0.00
oo 9= e | Vouchers 0.00
l—j l—j Other 0.00 Operator Cash Up
0 m;l il I_IJA
500 |_sj no2 |_nj Tatal 1517.00
2.00 I_Gj 0.01 l_l:lj - Float @ CLOSNG TOTAL : .0
= -
ey l—s;l Physical : 1117.00 cah s17o0
Shortage - € 2911.00 - Float “nom
1177.00
Chsgquss ]
4. As we have received a cheque payment of R139.00 during this shift, the amount is entered here. creat Caras aarm
Bank Transfer 25,00
5. The combined total for all credit card payments — as manually calculated by adding up the credit card slip otner o
totals —is entered here. Vouensrs
6. The total amount for payments received by means of a Bank Transfer during this shift, is entered here.
7. The shiftis in balance since the ‘Surplus’ amount is indicated as zero. The ‘Physical’ and ‘Shift Total Cash’
amounts correspond. v
8. Any applicable notes can be entered in this field and will be displayed on the Cashup report. Short1 v o
9. To print the ‘Money Count Report’, click on this button. BALANGING TOTAL - PR
® Money Count ® On Aceount e
Internal Maintenance Clearing 0
Internal Maintenancs Invoicing .00
Cash: 1517.00 Other om
=l (== Chi 139.00
20000 [ 2 osa [0 e [4] T TOTAL- -
100.00 l_gﬂ 0.25 l_uj Credit Card : 6 2247.00
soo0 [ 8~ v [ o] Bark Transter: (&) 52¢ Comments
20,00 l_aj 010 l_nj Wouchers 0.00
100 [ 13 nos [ 0 s 0.00
500 8 :ll 00z nj Total: 442000 Operstor 3ign
20| & j om Uj - Float 400.00
=l Supsrvisor ign
U | = Physical 4028.00
Surplus : o 0.00
Shift Total Cash 4028.00
o= |7 Account Total 2062.00
Maintenance Clear 0.00
Intemal Maintenance 0.00
Other Total 0.00
Shift Total 6090.00
Repot@)| oo | focept el |
‘ Frint to | Sereen Print ;||
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Clicking ‘Accept’, the ‘Money Count” window is closed.

# Money Count

Cash 1517.00
2 [ 2 om0 [ 0 Cheque : [ 13300
1mm [ 3 025 [ 0= Credit Card : [ 2247.00
50,00 ,73 0.0 Wj EBank Transfer : ’m
000 ’_9 010 ’_uj Youchers : ,70["]
1000 [13 oos [0 Dther: [ om
sm [ 8 00z l_uj Total 442300
200 '_B: 001 ’_l]j - Float : ’w
£ ’_5: Physical : 4028.00
Surplus : 0.00
Shift Tatal Cash : A028.00
Comments : Account Tokal © 206200
Maintenance Clear : 0.00
Intemnal Maintenance 0.00
Other Tatal : 0.00
Shift Total : 6090.00
Fepoit | g;ﬁs:; | ! Accept ! Cancel
Piint to : |Screen Frint j

Equipment Hire POS — The Basics (V2)
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15.1 Cashing up and closing the Shift

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

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

printed or saved, or both.

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

number anymore.

# Shift Cash Up X
Shift Transactions Tranzaction Type | j Shift Mumnber : SFT00002
Type Tirme Stamp |Doc Nurn | Amount| User [Shift Qwnerl:  James

Shift Start 2020412408 10:02:11
Shift End : ,
Shift Status : ‘ o OPEN
Physical Amount : 4028.00
Surpluz Amount : 0.00

(5]

Cash Up |

Shift Summary | Dretailed Hepnrl| Draily Takings

Cloze

The Shift End Date and Time is now captured. Clicking ‘Close’, the User will be logged out of Novtel.

# Shift Cash Up x

Shift Transactions : Transaction Type : ‘ j Shift Mumnber : SFT0D002

Type Tirme Stamp | Dac Hum | Amnunt| User [Shift Qwner] - James
Shift Start 2020412408 10:02:11
Shift End : ’20202’1 2/101:44:53
Shift Status : \ CLOSED
Physical Amaunt 4028.00
Surplus Amount : 0.00

Shift Summary | Detailed Report | Daily Takings
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15.2 The Supervisor’s Screen

James’ Shift now displays the current date next to it —indicating that it was closed on this date.

# Supervisor Shift Cashup X
File Reports Credit Note

View Local . Supervisar
1D

Customer __ Table / TA___ Type Tatal v Shift it User Total_Inveice Date
Front Desk.
SFTO0003 Louise: oon
IShop
SFT00002 James 6030.00 [2020/12410_~

- Open Shift Shift Total 6090.00

Check Customer

Supervisar
Integrity i

Edit Shift

Close

Pintto:  [Screen Pint 5

Clicking on the Shift, all transactions performed by this User during his shift, are displayed in the left-hand side
of the screen.

#® Supervisor Shift Cashup b'e
File Reports Credit Note

View Location: [ | Supervisor (TN G hift

Transaction (SFT00002)

) Customer Type Total Shift # [ Total_Inveice Date

7 Seles 62300

[ Sales 185,00 Front Desk

E] Sales 13800

10 Sales 525,00 SFT00003 Louise oo

1 Sales 198,00

12 Moo Sales 474.00 Sh

13 SMO00T Sales 1582.00 P

14 SMooot Sales 50.00

I 2020412410 ¥

15 SM0001 Account 474.00
16 S000t Aocourt 1588.00
17 SHO001 Payout 50.00
18 Sales 11400
19 CHEDO1 (Supplir) Papaut 140,00
20

@ Batch Shift Q Single Shift [Open Shift IS TR P
Check Customer Supervisor Supervisor @
Integrity Edit Shift Shift Cashup 058
Print to Screen Fiint ~|
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The Supervisor will now perform the ‘Supervisor Shift Cash-up’ procedure for this User’s shift in order to send
the data to the financial system.

File Reports Credit Note

View Location: [

Transaction (SF100002)

E:35UP00002

D Customer Type Total o Shift # Total_Invaice Date
7 523,00

8 185,00 Front Desk

3 Sales 13800

10 Sales 52500 SFTOOON  Lovise 0o

it Sales 132,00

2 SMoogt Sales 47400 _—

13 SHooDt Sales =20

Novte Equipment Hire

T S Sales 20120 <
15 SMin Aconunt

18 SMooT Accaunt _ demes oeo

7 SHooD! Payout @ corinve cosnrr

12 Saks J

CHEDO! (Supplier Payout

I =XEEG - shift Total: £080.00)

Check Customer | Supervisor
Integiity Edit Shift

Supervisor

Shift Cashup Close

Piintta: [gcreen Pint =

Import Status

Shift Number Status V

SFT00002 Successful

K 0|

Successful Failed Documents‘ | Close |

For more information or a product demo, please contact our office.

Tel: 0861 66 88 35 (0861-Novtel)
Tel: +27 44 695 4886 (International)

www.novtel.co.za

Page 57

© 2020 Novtel - All copyrights reserved



-t -
seME \ B -

Jer 1A f 5
- — -3 1s Manage™

=

. 7 5C > e NG
Self Storas” : ! \WVelhiiole

Rental Software Specialists

Equipment H¥¢

4




