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Introduction

The Novtel EquipmentHire Softwarepackage

canbe usedto managethe following:

V ToolHire

V HeavyMachineryHire

V ContainerHire

V SuitHire

V Photographyor VideoEquipmentHire

V LightingandSoundEquipmentHire

V Andmuchmore

In this document,we will focusonlyon the basicsof AblutionHireservices.

V HireItemsareto becreatedandlinkedto specificCategoriesandSub-Categories

V A Contractper site is created and linked to a Customer. One contract can managethe

rental of multiple hire items.

V Depositscanbe raisedandpaidon a contract.

V HygieneSchedulesaresetandmanaged.

V Specificareasor sitesare allocatedto a ServiceAgentresponsiblefor the servicingof the

Items.

V HygieneServiceInstructiondocumentsare produced; a site sequenceset,and the Service

Agentwill capturethe servicedetailsasthey proceedfrom onesiteanditem to another.

V Whenthe ServiceAgentreturnsafter a servicerun andhandsin theirΨ{ŜǊǾƛŎŜLƴǎǘǊǳŎǘƛƻƴΩ

documents,the hygieneconsumablesusedcanbe addedper item, and it will accumulate

on the Contractuntil the itemsarereturned.

V When an Item is returned later than agreedupon the contract end date, aΨ[ŀǘŜReturn

CŜŜΩcanbe chargedautomatically- if activated.

V If a Hire Item is damagedbeyondrepair, the Customercanbe chargedfor the replacement

of the Item.

V UponreturningItemsthe Invoicinghappensautomatically.

V If the Depositpaid amount exceedsthe Invoicetotal, a deposit refund canbe done from

the Contract, and the affected accountsin the financial system will be listed on the

ŎƻƴǘǊŀŎǘΩǎDepositTab.

V AContractpaymentfor anoutstandingbalancecanbe processedfrom the Contractitself.



Page 6

Introduction

Ç INTEGRATION

Novtelseamlesslyintegrateswith SagePastelXpress,Sage

PastelPartnerand SageEvolution. GLAccountsand Entry

Typesare set up in the financialsystemand are linked to

Novtelto ensureaccuratefinancialposting.

Extensivefinancial reporting is then also obtained from

the Financialsystem.

Novtel Equipment Hire also integrates with Microsoft

Access; SQL; Word, Exceland Outlook, as well as other

Novtel Products such as Relations Management and

AccessControl.
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Creating Contracts

Contractsare linked to Customers,and the Customerwill receive

an Invoice for all rented items, services,hygiene consumables

used,etc.

Either a Cashor Account Contract can be created, and if a

Customeris classifiedas a Ψ/ƻǊǇƻǊŀǘŜ/ǳǎǘƻƳŜǊΩΣthe Ψ/ƻƴǘǊŀŎǘ

!ŎŎƻǳƴǘΩiconisselected.

Immediately,theΨ/ǳǎǘƻƳŜǊǎΩwindow is displayed. If the

Customerdoesnot havean existingCustomerMasterFile

yet, clickΨ!ŘŘbŜǿΩΣcreate,and savethe accountbefore

selectingit.

However: An existing Customer Master File can be

searched for and selected by clicking on any of the

Ψ{ŜŀǊŎƘΩoptionsin the bottom part of the window.

Clickingon the required Customer,the Ψ{ŜƭŜŎǘΩbutton is

clickedto link this Customerto the newContract.
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Creating Contracts

Proceedingto the Ψ{ƛǘŜ5ŜǘŀƛƭǎΩtab, the specific site to

whicha rented item is to be linked,mustbe created.

1. ByclickingΨ!ŘŘΩΣtheΨ!ŘŘDelivery!ŘŘǊŜǎǎΩscreen

isopened.

2. TheΨ{ƛǘŜ/ƻŘŜΩcannot be created manually,but

Novtel will allocate this code when the site is

saved.

3. The Customer Code and Description is

automaticallyentered accordingto the Customer

selected.

Adding a Site

4. AreaCode

Clickingon the searchoption in theΨ!ǊŜŀΩfield, the list of

all pre-created Ψ!ǊŜŀǎΩis opened, and the applicable

option is to be selected. In this case,MosselBay Golf

9ǎǘŀǘŜΩ.
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Creating Contracts Adding a Site

5. SiteNumber/ Code

Thisfield cannotbe populatedmanually,andNovtelwill allocatea uniquecode

hereuponsavingthe site.

6. SiteDescription

Entera descriptionfor this site whichwill easilybe recognizableby the service

agentwhenperformingtheir duties.

7. GPSCoordinates

Capturethe specificGPSCoordinatesfor this site in the format indicated.

8. ContactDetails

Specifythe contactpersonfor this site,aswell astheir contactdetails.

9. DeliveryAddress

Enterthe physicaladdressfor this siteandclickΨ!ŎŎŜǇǘΩto saveit.
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Creating Contracts Adding a Site

Thesitehasnow beencreatedsuccessfully.

Clickingon the Site and clickingΨ9ŘƛǘΩΣthe Ψ{ƛǘŜ/ƻŘŜΩand

Ψ{ƛǘŜbǳƳōŜǊκ/ƻŘŜΩfields havebeenpopulatedby Novtel,

andthe/ǳǎǘƻƳŜǊΩǎSiteisnow identifiableby this code.

Pleasenote that multiple sitescanbe addedper Customer,

anda contractper site is to be created.

In this case,we havecreated5 different SitesforΨtŜǘŜǊǎƻƴ

/ƻƴǎǘǊǳŎǘƛƻƴΩandwill therefore alsocreate5 Contractsfor

the itemsto be rentedby this Company.
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Creating Contracts Creating a Contract per Site

A contractcannow be createdfor a specificSiteby clickingon it,

andthen clickingon theΨbŜǿ/ƻƴǘǊŀŎǘΩbutton.

1. The selected/ǳǎǘƻƳŜǊΩǎCodeand Descriptionis linked to

this contract, and the Ψ/ǳǎǘƻƳŜǊ/ŀǘŜƎƻǊȅΩthe Customeris

linkedto, isdisplayedin a greenbackgroundcolour.

2. TheΨ{ƛǘŜbǳƳōŜǊΩandDescriptionisdisplayedhere

3. TheΨ.ǊŀƴŎƘΩfor which the contract is created, is indicated

here.
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Creating Contracts Creating a Contract per Site

TheGeneralTab

In this tab the followingdetailsarefound:

1. InvoiceandCreditNote Number

At this stageof the contract,these2 fieldsareblank,andno informationcanbe enteredheremanually. OnceItemsarereturned,Novtelwill

automaticallycreateandinsertanofficial InvoiceNumber.

2. Deliver/ Collect

If the Hire Itemsare to be deliveredto the site, theΨ5ŜƭƛǾŜǊΩoption is selected. If the Customeris collectingthe Hire Itemsthemselves,the

Ψ/ƻƭƭŜŎǘΩoption isselected.

3. StartandEndDates

Somecontractsare fixed contractswith a definite start and end date,and in sucha case,theΨCƛȄŜŘDate/ƻƴǘǊŀŎǘΩoption is selectedwhen

settingthe dates.

If the datesareflexible,theΨCƛȄŜŘDate/ƻƴǘǊŀŎǘΩoption isnot selected.

In this case,we will createthe contractfor 1 dayonlysincewe will usethe dailyincrementbillingoption to adddaysto the contractuntil the

itemsareno longerneededandarereturned.
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Creating Contracts Creating a Contract per Site

4. OrderNumber

If an order number is suppliedby the Customer,it is to be enteredin

this field. Or, if the option is selectedon the CustomerMaster File

that an order number is required, the User MUSTenter the order

numberbeforethe contractcanbe saved.

5. ContractStatus

The status of a new contract will by default be displayed as

ΨtǊƻǾƛǎƛƻƴŀƭΩsinceno depositpaymenthasbeenreceivedyet.

6. AgentCodeandDescription

Agent Codesare set up in the FinancialSystemand updated to

Novtel. Contractscanthen be linked to a specificpersonfor a purely

statistical value to determine how many contracts are linked to a

specific sales-person over a set period of time, or to set up

commissionstructuresbasedon the levelof performance.
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Creating Contracts Creating a Contract per Site

TheHire Item Tab

In this tab, theΨ5ŜǇƻǎƛǘŎƻƴǘŀƛƴŜǊΩisdisplayedasΨIƛǊŜNumber2ΩΣandthe ContractandVolumenumbershavebeenallocated.

ToaddactualItemsto berented,clickΨ!ŘŘbŜǿΩ.

TheΨ!ǾŀƛƭŀōƭŜLǘŜƳǎΩwindow is opened,listing all Items which

areavailablefor the selectedcontractperiod.

This Customerrequested one VIP Toilet Trailer and 2 Single

ToiletUnits.

Therefore,we will first click on a Ψ±LtToilet¢ǊŀƛƭŜǊΩand click

Ψ!ŎŎŜǇǘΩ.
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Creating Contracts Creating a Contract per Site

Repeatthe processto add the SingleToilet Units too,
after which it will be displayed here too, and Hire
Numbers4 and5 hasbeenallocatedto it, respectively.

TheselectedHire Item is now insertedhere, andΨIƛǊŜ
Number3Ωhasbeenallocatedto it.
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Creating Contracts Raising a Deposit

A deposit can now be raised on the Items added to the contract. Proceedingto the Ψ5ŜǇƻǎƛǘǎΩtab, the

Ψ{ǳƎƎŜǎǘŜŘ5ŜǇƻǎƛǘΩamountwill be indicatedif setup.

The SuggestedDepositamount can be inserted in the Ψ5ŜǇƻǎƛǘ!ƳƻǳƴǘΩfield, or a custom amount can be

entered. In this case,we haveenteredthe amountof R500.00.

Tonow raisethe depositamount,clickon the checkmarkin front of theΨ5ŜǇƻǎƛǘwŀƛǎŜŘΩfield.
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Creating Contracts Raising a Deposit

Immediately, the Ψ5ŜǇƻǎƛǘwŀƛǎŜŘΩfield is displayedin the colour of the

ΨtǊƻǾƛǎƛƻƴŀƭΩstatus, and the date upon which the deposit was raised, is

insertedwithin this field.

Thedate by which the deposit is payable,can now be set in the activated

field.

Pleasenote that the Ψtŀȅ5ŜǇƻǎƛǘΩbutton must NEVERbe clicked,and a

deposit receipt issuedif proof of payment was not yet received from the

Customer. Thereasonbeingthat a Usermustgiveaccountof all transactions

at the end of their shift, and receipting a payment which was not yet

received,will causethe Cashupamountto beshort.

Thechangescannow be saved,andthe Contractform closed.

Viewing the Grid, the 3 Items linked to Contract 2 have been

bookedfor the selectedperiod of 1 day, and the statuscolour of

the contract isΨtǊƻǾƛǎƛƻƴŀƭΩat presentsincethe depositpayment

wasnot yet receivedor receipted.
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Accessing a Contract

Method 1: Byclickingon theΨ9Řƛǘ/ƻƴǘǊŀŎǘΩbutton on the Grid

Therearedifferent statusoptionsto searchfor the requiredcontract:

TheΨAll ContractsΩoption displayscontractslinkedto all statuses.

Therearevariousmethodsto accessanexistingcontract,namely:

Method 2: Fromthe Grid

By right-clickingon any of the reservationslinked to a contract, and selecting

Ψ/ƻƴǘǊŀŎǘςViewContract5ŜǘŀƛƭǎΩΣthe Contractisopened.

Method 3: Fromthe CustomerMasterFile

From the Ψ/ƻƴǘǊŀŎǘ5ŜǘŀƛƭǎΩtab on a /ǳǎǘƻƳŜǊΩǎMaster

File,the option isselectedto viewΨ!ƭƭ/ƻƴǘǊŀŎǘǎΩ.

Eitherby doubleclickingon the contract,or by clickingon

the contractandclickingΨ±ƛŜǿκ9ŘƛǘΩΣtheΨ/ƻƴǘǊŀŎǘ5ŜǘŀƛƭǎΩ

screenisopened.
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Accessing a Contract

Method 4: Fromthe ContractIcon

Clickingon the Ψ!ŎŎƻǳƴǘ/ƻƴǘǊŀŎǘΩor Ψ/ŀǎƘ/ƻƴǘǊŀŎǘΩicon and

selectingany of the searchmethods,a specificCustomercan be

searchedfor andselected.

Thecontractisalsothen accessedfrom theΨ/ƻƴǘǊŀŎǘ5ŜǘŀƛƭǎΩtab.

Method 5: FromtheΨ9ŘƛǘΩMenu

Clicking on either the Ψ/ƻƴǘǊŀŎǘ/ŀǎƘΩor Ψ/ƻƴǘǊŀŎǘ!ŎŎƻǳƴǘΩ

options, a specificCustomercan be selected,and the Contract

accessedfrom their CustomerMasterFile.
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Processing a Deposit Payment

Oncea depositpaymenthasbeenreceived,the SystemUserwill issuea receipt

by clickingon the dropdownmenunext to the POSIconandselectingΨ5ŜǇƻǎƛǘǎΩ.

Clickingon the searchbutton in the Ψ/ƻƴǘǊŀŎǘVolumebǳƳōŜǊΩfield, ONLY

contracts for which a deposit was raised, and with an outstanding deposit

payment,will be listed.

The applicablecontract can be searchedfor by meansof either the Contract

Numberor Description,or the CustomerCodeor Description.
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Processing a Deposit Payment

1. Theselectedcontractwill now be insertedhere.

2. Thedepositamount raisedon this contractwill be

displayed in both the Ψ!ƳƻǳƴǘwŀƛǎŜŘΩand

ΨtŀȅƳŜƴǘ5ǳŜΩfields.

3. Select the payment method as used by the

Customerand enter the paymentdate and other

paymentdetails.

Please note that the Ψ!ŎŎŜǇǘΩbutton will remain

disabledunlessan amount is entered in the ΨtŀȅƳŜƴǘ

wŜŎŜƛǾŜŘΩfield.

Enter the exactamount asreceivedfrom the Customer

andclickΨ!ŎŎŜǇǘΩto print the receipt.

Thedeposit receipt displaysthe information captured

by the system user, as well as the User who has

processedthe transaction,their shift number and the

exactdateandtime the receiptwasissued.
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Processing a Deposit Payment

1. Sincea DepositPaymentwasreceivedandreceipted,the statusof the

items linked to the contract have been changed to Ψ/ƻƴŦƛǊƳŜŘΩ

automatically.

2. Thedepositpaidamountisdisplayedbelowthe Gridfor this contract.

AccessingtheŎƻƴǘǊŀŎǘΩǎΨ5ŜǇƻǎƛǘǎΩtab, theΨ5ŜǇƻǎƛǘtŀƛŘΩfield is displayed

in the colour of the Ψ/ƻƴŦƛǊƳŜŘΩstatus,and the date and amount paid is

linkedto it.
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Processing a Deposit Payment

TheΨtŀȅƳŜƴǘΩtab indicatesthe paymentmade,aswell asthe receipttotal.

The ΨCƛƴŀƴŎƛŀƭΩtab displays the receipt number, amount, type of

transactionandthe dateandtime whenthe transactionwasprocessed.

TheΨIƛǊŜLǘŜƳǎΩtab displaysthe statusof all Items,

aswell asthe DepositContainer,asΨ/ƻƴŦƛǊƳŜŘΩ.



On Rent Items

Page 27

Ablution Hire

www.freepik.com/photos/excavator'>Excavator photo created by onlyyouqj



Page 28

On Rent Items

WheneverHire Itemsarecollectedor delivered,the statusof

the itemsmustbechangedtoΨhƴ-wŜƴǘΩ.

Todo so,clickΨ9ŘƛǘΩfirst to enablechangesto the contract.

By changing the Ψ!ŎǘƛƻƴΩto Ψhƴ-wŜƴǘΩΣall line items are

selected automatically. To change the status of all items

simultaneously,noneof it mustbe unticked.

However: Shouldsomeof the itemsbe deliveredor collected

at a later stage,thoseitemsmustbe unticked.
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On Rent Items

Clickon theΨ!ǇǇƭȅ{ŜƭŜŎǘƛƻƴΩbutton.

1. Thisscreenisnow displayedfor the first hire item, namelytheΨ±Lt

Toilet¢ǊŀƛƭŜǊΩ.

2. The date and time upon which the item was set to Ψhƴ-wŜƴǘΩis

displayedat the top.

3. Thedaysupon which this Item is to be chargedin addition to the

weekdays,are to be selected. In this caseSaturday,Sundayand

PublicHolidays.

4. In the ΨIȅƎƛŜƴŜService5ŜǘŀƛƭǎΩsection, the User can select the

option to chargethe fixedmonthly rental amountςIFSETUPandif

applicable.

5. Thefirst servicedatecanbe set

6. Thespecificdaysupon which the Item is to be servicedmust be

selected,and in this case,alsotheΨ5ŀȅΩinterval option printed in

blue.

7. Notescanbe entered if required,and theΨ!ŎŎŜǇǘΩbutton clicked

to savethe settingsfor this item.
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On Rent Items

As we have linked 3 items to this contract and set all of themΨhƴ-

wŜƴǘΩΣthe nextƛǘŜƳΩǎscreenis displayedautomaticallyfor which the

settingsareto beapplied.

Here, the daysupon which the item is to be chargedin addition to

weekdays,mustbe checked.

Since3 Items are at the samesite, theΨ{ȅƴŎƘǊƻƴƛȊŜServiceLƴǘŜǊǾŀƭΩ

option is selectedby defaultςcausingthe settingsentered on the

previousItem to be appliedto this one too, and the Usercansimply

clickΨ!ŎŎŜǇǘΩto savethe settingsfor both Items.



Page 31

On Rent Items

Thestatusof all of theseItemsarenow indicatedasΨhƴ-RentΩ.

TheΨ5ŜƭƛǾŜǊ!ŎǘƛƻƴΩis now selected; the selectionapplied,and

the changessaved.

Proceeding to the Ψ5Ŝǘŀƛƭ±ƛŜǿΩtab and

selecting the ΨIȅƎƛŜƴŜ{ŜǊǾƛŎŜΩoption, all

items to be serviced for this contract, are

displayed,and currently at a zero amount

since the daily increment billing procedure

hasnot yet beenperformed.

Returning to the Grid, the Items linked to

Contract2 is now displayedin the colour of

theΨhƴ-wŜƴǘΩstatus.
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On Rent Items ðHygiene Details

On the ŎƻƴǘǊŀŎǘΩǎΨDŜƴŜǊŀƭΩtab, the ΨIȅƎƛŜƴŜ5ŜǘŀƛƭǎΩbutton is

availableto addmore informationsuchas:

V RemarksςTobe displayedon the AblutionHireDetailsreport.

V And to allocate permanent notes to the specified Contract

Items. Thesenotes will be displayedon the HygieneRoute

Sheetandwill be usedasinstructionsto the driver.

Enter the applicableremarks,and / or click the Ψ!ƭƭƻŎŀǘŜPermanent

Instructionsto ContractLǘŜƳǎΩbutton.
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On Rent Items ðHygiene Details

TheItemscannow be selectedto which the permanentnote is to

be updated; the notesenteredandaddedto the selecteditems.

ClickingΨ!ŎŎŜǇǘΩΣthe noteshavenow successfullybeenallocatedto

the selectedItems.
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The Daily Increment Procedure

At present,theΨhƴ-wŜƴǘΩcontract is createdfor the 11th of OctoberONLY. Toadd

another day to this contract, the RecurringBillingproceduremust be performed.

Thisactionwill alsocausethe billed items to be displayedin theΨIȅƎƛŜƴŜService

aŀƴŀƎŜƳŜƴǘΩscreenfor the selecteddate.

Clickon theΨtǊƻŎŜǎǎΩmenuandselectΨwŜŎǳǊǊƛƴƎ.ƛƭƭƛƴƎΩ.

1. At the top of the window, the Branchcurrently loggedinto is displayed.

Therequiredbilling datecannow be selectedςin this case,the 11th of

October.

2. In theΨ5ŀƛƭȅLƴŎǊŜƳŜƴǘΩtab, all items linked to Ψhƴ-wŜƴǘΩcontractsare

displayed,andall itemsareselectedby default. In this case,theseitems

are linkedto contract2.

To only bill selecteditems, the Ψ{ŜƭŜŎǘbƻƴŜΩbutton can be selected,and

only the requireditemsselectedto be billed.

However: To bill all items simultaneously,all options must remain selected

andtheΨLƴŎǊŜƳŜƴǘSelectedLǘŜƳǎΩbutton isclicked.
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The Daily Increment Procedure

Toprint a moredetailedversionof theΨǇǊŜ-ƛƳǇƻǊǘΩlist, tick this checkboxandclickΨtǊƻŎŜŜŘΩ.

TheΨtǊŜ-Increment[ƛǎǘΩwill beopenedin your Internet Browser,andwill be displayedasfollows:

Right-clicking anywhere on the

report, the optionscanbe accessedto

print or savethe report.
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The Daily Increment Procedure

ClickingΨ¸ŜǎΩto continue, the update will run and

the Ψ5ŀƛƭȅDurationLƴŎǊŜƳŜƴǘΩtab for the 11th of

Octoberisnow cleared.



Page 38

The Daily Increment Procedure

Returning to the ΨDǊƛŘΣHire Item 3, 4 and 5 have been extended with

anotherday.

AccessingContract 2ΩǎΨtŀȅƳŜƴǘΩtab the ΨLƴǾƻƛŎŜ¢ƻǘŀƭΩis indicated as

R170.00 sincethe items linked to the contracthavebeenbilled for the 11th

of October.
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Hygiene Scheduling

Fromthe ΨtǊƻŎŜǎǎΩmenu, the existingschedulesςas selected

whenthe contractItemswere set toΨhƴ-wŜƴǘΩςcanbe viewed

anda report canbeprinted.

1. A SpecificAreacanbe selected,or, to list all areas,theΨ··- All!ǊŜŀǎΩ

option isselected.

2. All Items are scheduledto be servicedfrom Mondayto Sunday,and

at a dayinterval.

3. All Sitesare listed when the Ψ.ȅ{ƛǘŜΩlist

option isselected.
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Hygiene Scheduling

When theΨ.ȅLǘŜƳΩlist option is selected,all Items

are listedindividually.

ByselectingtheΨ{ƛƴƎƭŜ{ƛǘŜΩoption,a specificCustomercanbesearchedfor andselectedfirst.

Then, the requiredSitecanbe selected.
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Hygiene Scheduling

For demonstrationpurposes,we haveselected

the Ψ.ȅ{ƛǘŜΩoption, and will now print the

HygieneSchedulefor all areasby clickingon the

ΨtǊƛƴǘ{ŎƘŜŘǳƭŜΩbutton at the bottom of the

screen.

Thescheduleisnow printed
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Hygiene Service Re -Scheduling

Tochangethe Hygieneschedulefor all sites; per item or for a single

site, the applicableoption is to be selected in the Ψ[ƛǎǘhǇǘƛƻƴǎΩ

section.

1. SpecificItems can be selectedto reschedulethe services,

or all itemscanbeselectedsimultaneously.

2. By clickingon the ΨwŜ-{ŎƘŜŘǳƭŜΩbutton, the schedulecan

bechangedasfrom a specifiedservicedate.

In this case,we wish to excludeSundaysfrom the service

schedule,andthereforethis dayisde-selected.

3. Clickingon the Ψ5ƛǎǇƭŀȅbŜǿΩbutton, the Ψ{ǳƴŘŀȅΩtick is

instantlyremovedfrom all items.

4. To savethis new schedule, click the Ψ!ǇǇƭȅbŜǿΩbutton,

andclickΨ¸ŜǎΩto updatethe schedule.
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Hygiene Service Re -Scheduling

Printingthe Scheduleagain,the report displaysthat Sundaysarenot includedin the Schedule.
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Hygiene Service Management

From the ΨIȅƎƛŜƴŜServiceaŀƴŀƎŜƳŜƴǘΩscreen,definite areascan be

selected,andsitesallocatedto a specificΨ{ŜǊǾƛŎŜ!ƎŜƴǘΩ.

TheΨ{ƛǘŜ{ŜǉǳŜƴŎŜΩcan also be set to pre-plan a route for the service

agent to follow and savetime and money by working through the sites

methodically.

FromtheΨtǊƻŎŜǎǎΩmenu,clickonΨIȅƎƛŜƴŜServiceaŀƴŀƎŜƳŜƴǘΩ.

TheServiceDueTab

TheServiceDueTab

Bydefault,all Siteslinkedto allΨ!ǊŜŀǎΩaredisplayedin theΨ{ŜǊǾƛŎŜ5ǳŜΩtab.

However: AspecificAreacanbe selectedto allocateto a dedicatedΨ{ŜǊǾƛŎŜ!ƎŜƴǘΩfor the day.
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¶ AddingInstructionsper ItemςIf Applicable

By selecting the Ψ±ƛŜǿBy Item /ƻŘŜΩoption in the Ψ5ƛǎǇƭŀȅ

hǇǘƛƻƴΩsection, and selecting the specific Items for which

instructionsareto be set,theΨ!ŘŘLƴǎǘǊǳŎǘƛƻƴΩbutton isselected.

The ΨIȅƎƛŜƴŜLƴǎǘǊǳŎǘƛƻƴǎΩscreen is

displayed,indicating the first option of

the number of Items selected. In this

case, it is the Ψ±LtToilet ¢ǊŀƛƭŜǊΩΣ

indicatedas1 of 3.

Enter a specific note or instruction

beforeclickingΨ!ŎŎŜǇǘΩ.
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Hygiene Service Management TheServiceDueTab

Thenext selecteditem will now be indicatedasnumber2 of 3,

anda note cannow be capturedandsavedfor this item too.

Thesameappliesto item 3 of 3.

The Instructions will be displayedin this

columnnext to the individualitems.
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¶ Settingthe SiteSequence

In the casewhereonly 1 site is linkedto the selected

area,settingthe sitesequencewill not be necessary.

However,when more than 1 site is located in the same

area, the sequencecan be set to plan the most effective

route.

By clicking on the Ψ{ƛǘŜ{ŜǉǳŜƴŎŜΩbutton, the ΨIȅƎƛŜƴŜ

aŀƛƴǘŜƴŀƴŎŜΩwindow is opened. From here, the search

option isselectedto searchfor a specificΨ!ǊŜŀΩ.

Theareaisnow selected.
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All siteslinkedto the selectedΨ!ǊŜŀΩaredisplayed.

At present, the sequencenumber for both sites are zero. In this case, the

Service!ƎŜƴǘΩmust attend to 52 SeafrontStreet first, and therefore we will

dragthis site to the top andsavethe action.

Accessingthis window again from the Ψ{ƛǘŜ{ŜǉǳŜƴŎŜΩbutton, Sequence

Number 1 is allocatedto 52 SeafrontDrive, and sequencenumber 2, to the

ΨAmphi-¢ƘŜŀǘǊŜΩ.
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¶ Printingthe ServiceReport

TheServiceReport is now to be printed by first selecting

the Items, setting the date for the service to be

performed,andthen clickingon theΨtǊƛƴǘ{ŜǊǾƛŎŜΩbutton.

If the ΨtǊƛƴǘHygiene{ƭƛǇǎΩoption is unticked in the

CompanySetupScreen,the report isdisplayedasfollows:
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Hygiene Service Management TheServiceDueTab

However: If theΨtǊƛƴǘHygiene{ƭƛǇǎΩoption is tickedin the Company

Setup screen,a HygieneSlip per site will be printed and will be

displayedasfollows:

1. If captured, the Note or Instruction is displayedfor the

specificItem.

2. All Hygiene Consumablesset up in the system will be

reflected here, and quantities can be entered by the

ServiceAgent. When the slip is returned to the office, the

consumablescanbe addedper item and the Customerwill

be liablefor the paymentthereof.

Next, this report will print, listingall sitesallocatedto the selected

ServiceAgent.



Page 53

Hygiene Service Management TheServiceDueTab

TheΨ{ŜǊǾƛŎŜ5ǳŜΩtab isnow voidof anyinformationfor the selectedsite,andthe itemsaredisplayedin theΨhƴΨ{ŜǊǾƛŎŜΩtab.

Theservicesfor all otherΨ!ǊŜŀǎΩcannow alsobeallocatedto specificΨ{ŜǊǾƛŎŜ!ƎŜƴǘǎΩin the samemanner.
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By default, the Ψhƴ{ŜǊǾƛŎŜΩtab will displayall Areasfor

whichthe servicewerepreviouslyprinted.

To now manage the Items for each Area and Site

individually, first select the Ψ!ǊŜŀΩand select the Service

!ƎŜƴǘΩassignedto the Area.

All Siteslinkedto this Areaisnow displayed.

1. However: To add Consumablesused for each Item

individuallyςwhere applicable - the Ψ±ƛŜǿBy Item

/ƻŘŜΩΨ5ƛǎǇƭŀȅhǇǘƛƻƴΩmust be selectedto activatethe

Ψ!ŘŘ/ƻƴǎǳƳŀōƭŜǎΩbutton.

2. The first Item is selectedand the Ψ!ŘŘ/ƻƴǎǳƳŀōƭŜǎΩ

button clicked.
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The ΨIȅƎƛŜƴŜ¢ǊŀƴǎŀŎǘƛƻƴǎΩscreen displays the LǘŜƳΩǎSite Number and

Descriptionat the top, aswell asthe selectedItem.

1. ThespecificΨ{ŜǊǾƛŎŜ5ŀǘŜΩcannow be selectedfrom the calendar.

2. TheΨ{ŜǊǾƛŎŜ/ƘŀǊƎŜΩlinked to this Item is displayedhere by default

but canbe changedmanuallyif required.

3. Thequantity for eachitem used,mustbe setbeforeclickingΨ!ŎŎŜǇǘΩ.

All other Itemswill alsobe selectedindividually,and the

hygieneconsumablescaptured.

OR:

By clicking the Ψ{ŜƭŜŎǘ!ƭƭΩbutton and clicking on Ψ!ŘŘ

/ƻƴǎǳƳŀōƭŜǎΩΣthe Userwill capture the settingsfor the

first item and when savingit, the window for the next

item will be opened automatically. The settings for all

Items can be captured and saved in sequence

individually, without selectingeach line separatelyand

eachtime clickingon theΨ!ŘŘ/ƻƴǎǳƳŀōƭŜǎΩbutton.
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In theΨ{ŜŀǊŎƘCƛƭǘŜǊΩsection,the option canbe selected

toΨ{Ƙƻǿ/ƻƴǎǳƳŀōƭŜǎΩ. Thisway the Usercancheckthat

the quantities are correct before proceedingto update

the service.
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Tonow updatethe servicesettings,proceedto the

Ψ¦ǇŘŀǘŜ{ŜǊǾƛŎŜΩtab.

FirstselecttheΨ±ƛŜǿByItem/ƻŘŜΩoption.

Selectall of the ItemsandclickΨ/ƻƳǇƭŜǘŜ{ŜǊǾƛŎŜΩ.

TheΨ¦ǇŘŀǘŜ{ŜǊǾƛŎŜΩtab will now be voidof all Items.
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Pleasenote that eachtime consumablesareadded,andthe Hygiene

Serviceis updated,the items will be accumulatedin the/ƻƴǘǊŀŎǘΩǎ

Ψbƻƴ-wŜƴǘŀƭǎΩtab asfollows:

TheŎƻƴǘǊŀŎǘΩǎΨtŀȅƳŜƴǘΩtab will reflect the total for

all Ψbƻƴ-wŜƴǘŀƭΩitems asΨ!ŘŘƛǘƛƻƴŀƭ/ƻǎǘǎΩΣand the

amount will keep on accumulatingas Consumables

are added. The Invoice Total has also increased

accordingly.
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The Hygiene Route Sheet

TheΨIȅƎƛŜƴŜRoute{ƘŜŜǘΩcan be printed usingany, none, or all of the

filter options:

V Driver

V Client

V Item

V Area

Thisreport canbe printed for the current date or selecteddate range,andwhen

the ΨtǊƛƴǘ{ŜǊǾƛŎŜΩbutton was clicked in the ΨIȅƎƛŜƴŜServiceManagementς

Service5ǳŜΩtab.

The ServiceAgent can manuallytick of eachΨǎŜǊǾƛŎŜŘΩSite in the Ψ/ƻƳǇƭŜǘŜŘΩ

columnto keeptrack of completedjobsςin addition to completingtheΨIȅƎƛŜƴŜ

ǎƭƛǇΩissuedper Site.



Page 61

The Hygiene Route Sheet

The notes displayedon this report, is derived from the ΨtŜǊƳŀƴŜƴǘNotes or

LƴǎǘǊǳŎǘƛƻƴǎΩaddedto the/ƻƴǘǊŀŎǘΩǎΨIȅƎƛŜƴŜ5ŜǘŀƛƭǎΩscreen.
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Manually Adding Non -Rental Charges to a Contract

Should it happen that an item was damaged or

removed,the Customercanbe chargedfor it.

Todo so,accessthe contractandclickΨ9ŘƛǘΩ.

In the Ψbƻƴ-wŜƴǘŀƭǎΩtab, click Ψ!ŘŘΩto open the

window containing all pre-created charges in the

system. In this case,a wastebin was removed and

mustbe replaced.
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A note cannow alsobe insertedby clickingΨ!ŘŘwŜƳŀǊƪΩ. Thisactionactivatesa line

below the last item and the note can be typed by clickingin the line, and in the

Ψ5ŜǎŎǊƛǇǘƛƻƴΩcolumn.

Novtelonlyallows40charactersper line.

Tocapturea longernote,anotherremarkline mustbe added.

Clickingon theΨ{ǳƳƳŀǊȅΩbutton at the bottom of the screen,the Pro-FormaInvoice

isproduced,indicatingthe HireItemslinkedto the Contract,andthe costsinvolved.

Next,the Non-Rentalitemsare listed. Thisincludesthe servicecharges; consumables

andother chargesandremarksadded.

All Receiptsissuedagainstthis contractwill alsobe indicated.



Returning and 
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Returning and Invoicing an Item

All rented itemscanbe returnedsimultaneously,or only selected

itemscanbe returnedandinvoiced.

Clickingon the ΨIƛǊŜLǘŜƳΩtab, all Items are currently linked to

theΨhƴ-wŜƴǘΩstatus.

Tomakeanychanges,theΨ9ŘƛǘΩbutton mustbe clicked.

Clicking on the ΨwŜǘǳǊƴΩbutton, the

checkboxesnext to all items are activated.

The Items to be returned can now be

selected. In this case, as all items are

returnedsimultaneously,we will selectall of

the checkboxesand click on the Ψ!ǇǇƭȅ

{ŜƭŜŎǘƛƻƴΩbutton.
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TheΨ{ŜƭŜŎǘReturn5ŀǘŜΩwindowisdisplayedfor the first Item on the list.

1. DateOut

Thedate and time this item wasplacedΨhƴwŜƴǘΩΣis displayedhere

andcannotbe edited.

2. DateandTimeIn

By default, the current date will be inserted here, but can be

changedif applicable. Theexacttime the item is returned cannow

alsobeselected.

3. HireDayTotal

Asper our example,the total hire daysare displayedas4, and the

dailyrate for this Item isR95.00.

4. HireDayAdjustment

Bydefault, the HireDayAdjustmenttotal issetat zero.

However: Dayscaneither be subtractedor addedfrom this screen,

andNovtelwill adjustthe valueaccordingly.
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5. ReplacementQuantity andCost

Shouldit happen that the Item is damagedbeyond repair,

and the Customer is liable for the cost thereof, the

replacementquantity isenteredas1.

Novtel will insert the CostPrice total ςas inserted on the

ΨLǘŜƳΩǎΩMasterFile

6. RepairFee

If damagesoccurredandit canbe repaired,the fee is entered

in this field accordingto the amount needed to repair the

damage.

7. LateReturn

Bydefault, this field is deactivated,andcanbe left unchanged

if the Item wasreturnedon time.

However: If the Item wasnot returnedon time, this checkbox

is tickedςwhichwill activateadditionalfieldsbelowit.

Thedefault fee for a late return is R200.00 in our system,but

it maybea different amountat yourcompanyςdependingon

how yoursystemwassetup by the systemAdministrator.

If this option is selected,the Customerwill be chargedan

extraR200.00 for the late return.

But, by selectingtheΨbƻPenaltyfor LatewŜǘǳǊƴΩoption, the

late return isdocumented,but not charged.

8. Notes

Anyapplicablenotespertainingto this returned item, canbe

entered in theΨbƻǘŜǎΩfield. To finalizethe return action for

this item, clickΨ!ŎŎŜǇǘΩ.
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Immediately, the Ψ{ŜƭŜŎǘReturn5ŀǘŜΩwindow for

the seconditem on the list is displayed,and all of

the necessarysettingsareto be capturedandsaved.

Thesettingsfor the 3rd and final

item can now be captured and

savedtoo.
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The Contractcan now no longer be edited sinceall items

havebeenreturnedandanofficial Invoicehasbeenissued.

Clickingon the ΨLƴǾƻƛŎŜΩbutton, the Tax Invoice will be

displayed,andthe official InvoiceNumberallocatedto it.
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Returningto the Grid, the status of all items

linked to Contract2 has been changedto the

statusandcolourof theΨwŜǘǳǊƴŜŘΩstatus.
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Account Payments

Pleasenote that ONLYoncethe actualpaymentis received,must this

stepbe performedto receipt the paymentamountasreceivedby the

Customer.

WhenItemshavebeenreturnedςas in the caseof Contract2 - and

there is an outstandingbalancepresent,a contract paymentcan be

performedfrom the/ƻƴǘǊŀŎǘΩǎΨtŀȅƳŜƴǘΩtab.

The outstanding balanceis displayedin red in the ΨtŀȅƳŜƴǘ5ǳŜΩ

field. Toprocessthe receipt,clickon theΨ/ƻƴǘǊŀŎǘtŀȅƳŜƴǘΩbutton.

The Ψ/ƻƴǘǊŀŎǘtŀȅƳŜƴǘǎΩscreen is opened, and the

followinginformationisautomaticallyenteredby Novtel:

V TheContractVolumeNumber

V TheCustomer

V AndtheΨtŀȅƳŜƴǘ5ǳŜΩamount
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Account Payments

The User will select the payment

method used by the Customer,

select the date upon which the

payment was received,and double

check that the ΨtŀȅƳŜƴǘwŜŎŜƛǾŜŘΩ

amount corresponds with the

amountreceivedfrom the Customer

before clickingΨ!ŎŎŜǇǘΩto process

the payment.

Thereceiptisdisplayedasfollows:
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Account Payments

Thepaymentis now captured,and the payment

due amount is displayed as zero since the

outstandingbalancewassettled in full.

TheΨCƛƴŀƴŎƛŀƭΩtab displaysthe receipt number,

amountandthe dateandtime the paymentwas

processed.
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All Itemslinkedto Contract2 is now displayedin

the statuscolour of theΨCǳƭƭȅtŀƛŘΩstatussince

no outstandingamountispresent.
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The Hygiene Service Report

From the ΨwŜǇƻǊǘǎΩmenu, a detailed or summaryΨIȅƎƛŜƴŜ

ServicewŜǇƻǊǘΩcanbeproduced.

1. All of the filter optionscanbe used; noneof it; someof it, or only one to

obtain the requiredresults.

2. Tonot only view the default current date, theΨ{ŜƭŜŎǘDatewŀƴƎŜΩoption

must be ticked. TheUserwill now selectthe required date rangeto be

viewed.

3. Selectingthe Ψ5ŜǘŀƛƭŜŘΩoption and clickingΨ!ŎŎŜǇǘΩΣthe report will be

displayedasfollows:
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The Hygiene Service Report

Selectingthe Ψ{ǳƳƳŀǊȅΩoption before clicking

Ψ!ŎŎŜǇǘΩΣthe report isdisplayedasfollows:
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The Ablution Hire Report

Thisreport canbe obtainedfor a specifiedperiod and status

option,andlists:

V Contractsfor the selectedperiod

V TheItemslinkedto it

V TheStartandExpectedEndDate

V The/ƻƴǘǊŀŎǘΩǎcurrentStatus

V And if captured, remarks added to the Hygiene

Detailswindow
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The Hygiene Document Number Report

TheΨIȅƎƛŜƴŜDoc NumberwŜǇƻǊǘƛƴƎΩoption, producesa

detailed report for the selected period, which lists the

followinginformationper Item serviced:

V TheLǘŜƳΩǎPlantNumber

V Thedateuponwhichit wasserviced

V TheCustomerlinked to the contract to which this

Item is linked

V TheServiceAgenton the Day

V Theserviceamounts

V TheAreaCodeandSiteAddress

V TheHygieneServiceInstruction documentprinted

for the ServiceAgentto complete

V TheContractNumber

V Andthe InvoiceNumberlinkedto the Item



Page 82

The Hygiene Re-Schedule Audit Log Report

Pleasenote that the ΨIȅƎƛŜƴŜRe-ScheduleAudit

[ƻƎΩreport canbe produced,but will only list items

re-scheduledfrom theΨIȅƎƛŜƴŜMaintenanceςOn

{ŜǊǾƛŎŜΩtab.
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The Hygiene Re -Schedule Audit Log Report

To print the ΨIȅƎƛŜƴŜRe-Schedule Audit [ƻƎΩ

report, accessthis option from theΨwŜǇƻǊǘǎΩmenu.

Selectthe daterangeto be viewedandclickΨ!ŎŎŜǇǘΩ.

The report lists all items re-scheduled,as well as

the User who has performed the task, and the

reasonfor re-scheduling.
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Setup Procedures

Tosuccessfullysetup yoursystem,there arevariousproceduresto performfirst, andcarefulplanningisadvised.

We recommendthat your/ƻƳǇŀƴȅΩǎAccountant,or personwith extensiveknowledgeof the financialsystembe

involvedin the setup of the GLAccounts; InventoryGroups; EntryTypes,etc. Thesemust be linked to Novtel to

ensurethat transactionsarepostedcorrectly.

From the Ψ{ŜǘǳǇΩmenu, Usernamesand Passwordsare set up for the following

typesof Users:

V Administratorswith full accessto the setupprocedures.

V ShopUsersto accessthe dedicatedRetailPOSsystemONLY.

V Supervisorsto open and manageUserShifts; To givepermissionfor certain

actionsin the systemwhenthe SupervisorPasswordis required,andto post

shiftsto the financialsystem.

V CustomUsersfor whichcertainpermissionsaredeactivated.

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

transactionsto be linked to their Usernameand Shift Numberςthus creatinga

completeaudit trail.

Ç USERS AND PASSWORDS

Users and Passwords
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Setup Procedures

Ç COMPANY SETUP

From the Ψ{ŜǘǳǇ- /ƻƳǇŀƴȅΩmenu option, the

followingdetailscanbe setup:

CompanyDetailsTab

TheŎƻƳǇŀƴȅΩǎcontactdetailsare to be insertedhere

andwill be displayedon all systemdocuments.

IMPORTANT!

By selectingthe Ψ!ōƭǳǘƛƻƴIƛǊŜΩoption, the relevant

setup and managementoptionsςpertaining to the

HygieneIndustry - will be activated in the various

menus.

Company Setup
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Setup Procedures

SetupCompany- GeneralTab

In this tab, a host of settingscanbe enteredandselectedto determinehow

yoursystemwill function.

Alsonote that the option to ΨtǊƛƴǘHygiene{ƭƛǇǎΩmust be ticked in order to

print ServiceInstructionsfor the Service!ƎŜƴǘΩǎattention.

SetupCompany- FinancialTab

Here,yourŎƻƳǇŀƴȅΩǎTaxnumber and default tax type is

set; Document Numbers set; the use of the suggested

depositactivatedor de-activated; and settlementdiscount

scalessetup.

Company Setup
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Setup Procedures

Ç COMPANY POS SETUP

In the Ψ{ŜǘǳǇCompanyth{Ωscreen, there are 6 chargesto be

selectedafter creatingit. Thesechargesare necessaryto enablethe

systemuser to perform other functionsin the system,and the user

will not be able to place items Ψhƴ-wŜƴǘΩif these fields are not

populated.

Company Setup
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Ç DOCUMENT NOTES SETUP

Clickingon theΨ{ŜǘǳǇς5ƻŎǳƳŜƴǘǎΩmenuoption andproceedingto the

Ψ5ƻŎǳƳŜƴǘbƻǘŜǎΩtab:

1. Adisclaimercanbe addedto appearon theΨIȅƎƛŜƴŜRoute{ƘŜŜǘΩ

2. Tickingthis checkbox,the signatureof the ServiceAgent can be

addedto the RouteSheet

3. A Customimagecanbe addedto the bottom of the HygieneRoute

Sheetby selectingthe path for it in this field

Document Notes
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Setup Procedures

Multiple Branchescanbe set up in the Novtel system. A Branchcanrefer to

different townsor cities; countries; a MaintenanceBranchto whichitemscan

be transferred and serviced; repaired or discarded,and sub-hire branches

whereitemscanbesourcedfrom andsub-rentedby yourcompany.

Usersarelinkedto specificBranchesto whichthey musthaveaccess.

Itemsare linked to specificBranchesand will be accessiblefrom this branch

onlyςunlesstransferredto anotherbranch.

FromtheΨ9ŘƛǘΩmenuBranchescanbeadded.

Specificcontact details can be added per branch,as well as other custom

settings.

Ç BRANCHES SETUP

Branches
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Anunlimitednumberof chargescanbecreated. Chargesarelinkedto contractsandthe Customerisbilledaccordingto whateverwasused.

ExamplesofΨHygieneFixedItemsΩmayincludethe following:

V WasteBins

V SoapDispensers

V ToiletRollHolders

V Hot Air Dryers

V PaperTowelDispenser

Pleasenote thatΨIȅƎƛŜƴŜ/ƻƴǎǳƳŀōƭŜǎΩarealsoset up ascharges. Later,we will explainhow to link the chargecodeto an actualΨIȅƎƛŜƴŜ

/ƻƴǎǳƳŀōƭŜΩmasterfile asthe secondpart of this setupprocess.

HygieneConsumablechargesmayincludethe following:

V LiquidHandSoap

V ToiletPaper

V Air Fresheners

V Sanitizers

V FoldedPaperTowels

Ç CHARGES SETUP

Charges
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Setup Procedures

Other applicablechargesmy includeHygieneServiceChargesfor different

sizedrentableunits, for example:

V Service- VIPToiletTrailers

V Service- VIPShower/ ToiletCombo

V Service- 12ToiletTrailer

V Service- VIPParaplegicToiletTrailers

V Service- SingleToiletUnits

V Service- 3 ShowerTrailer

V DeliveryCharge

Pleasenote that anychargeapplicableto yourcompanycanbe setup.

Chargesarecreatedby clickingon theΨ9Řƛǘς/ƘŀǊƎŜǎΩmenuoption.

ClickΨ!ŘŘbŜǿΩto continue.

Charges
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4. CreateItem in Pastel

By ticking the checkboxto ΨLƳǇƻǊǘItem to tŀǎǘŜƭΩΣthe item will

automatically be imported in Pastel upon saving the charge

without it havingto be createdmanuallyin both systems.

/ƘŀǊƎŜǎ Ŏŀƴ ōŜ ŎƭŀǎǎƛŦƛŜŘ ŀǎ ŀ Ψ{ŜǊƛŀƭ bǳƳōŜǊ LǘŜƳΩΦ

Asunique serialnumbersare allocatedper physicalitem, a standard
serialnumbercannotbeenteredon the ChargeMasterFile.

However: Whena chargeςclassifiedasaΨ{ŜǊƛŀƭNumberLǘŜƳΩ- issold
from the POSsystem,and a serial number has not been captured,
Novtelwill indicatefor whichline or linesa serialnumberis required.

1. ChargeCode

A unique alpha-numeric code must be createdper charge. For

example: a 3-letter alpha code followed by a 3-digit numeric

codeinsertedasΨ[I{001Ω.

2. Description

The chargedescriptionin this case,is entered asΨ[ƛǉǳƛŘHand

Soapς250ƳƭΩ.

3. Branch

Select the Branch where this charge must be available for

selection.

6. PhysicalItem

Anyitem boughtby your companyto be re-sold,must be classifiedas

aΨtƘȅǎƛŎŀƭLǘŜƳΩ

7. SerialNumberItem

5. Displayon Invoice

For this chargeto be displayedon the CustomerInvoice, this

checkboxmustbe selected

Charges
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8. Allow Tax

Where tax is applicable, this checkboxmust be selected. Novtel will also

indicatethe StandardVATrate asselectedin theΨ/ƻƳǇŀƴȅSetupςCƛƴŀƴŎƛŀƭΩ

tab.

9. RateIncludingVAT

Enteringthe rateςinclusiveof VAT- at whichthe item is to be sold,Novtelwill

calculateandinsert the amountexclusiveof VAT.

10. PastelInventoryCode

WhentheΨ/ǊŜŀǘŜItem intŀǎǘŜƭΩcheckboxis selected,this field is left blank,

since Novtel will automatically insert the Pastel Inventory Code after

importingthe chargeto the financialsystem.

11. InventoryCategory

If set up in the financialsystemand imported to Novtel, a customInventory

Categorycanbe selectedhereto whichthe chargeis to be linked.

Charges
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Importing the Chargeto Pastel

Upon clickingΨ!ŎŎŜǇǘΩΣthe ΨLƳǇƻǊǘInventoryLǘŜƳΩscreenis displayed,and the

code,descriptionandsellingpriceexclusiveof VATis indicatedhere. TheΨtƘȅǎƛŎŀƭ

LǘŜƳΩoption isalsoselected.

Nowsimplyselectthe applicableΨLƴǾŜƴǘƻǊȅDǊƻǳǇΩandclickΨ!ŎŎŜǇǘΩ.

Charges
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Thechargehasnow beencreatedsuccessfully,andall other relevantcharges

cannow alsobe createdby enteringandselectingthe applicablesettings.

Whendone,clickΨ/ƭƻǎŜΩto exit.

A report canbe produced,listingall createdChargesin the systemby clicking

ΨwŜǇƻǊǘǎςListς/ƘŀǊƎŜǎΩ.

Charges
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Ç HYGIENE CONSUMABLES

Assaidpreviously:ΨIȅƎƛŜƴŜ/ƻƴǎǳƳŀōƭŜǎΩarecreatedaschargesfirst.

Thesecondpart of this setupprocessis to clickonΨ9ŘƛǘςHygiene/ƻƴǎǳƳŀōƭŜǎΩ

andclickΨ!ŘŘΩin the next screen.

By clickingon the searchoption in the Ψ/ƻŘŜΩŦƛŜƭŘΩΣthe list containingall pre-

createdchargesin the system,will be displayed.

Searchfor and select the first applicablecharge to be set up as a Hygiene

ConsumableItem. In this case,we will select the Ψ[ƛǉǳƛŘHand{ƻŀǇΩchargeby

doubleclickingon it.

Hygiene Consumables
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TheŎƘŀǊƎŜΩǎcodeand descriptionare now linked to this item,

and we only need to enter a custom abbreviationin the field

provided(Maximumof 13characters),beforeclickingΨ!ŎŎŜǇǘΩ.

Pleasenote that thisΨ!ōōǊŜǾƛŀǘƛƻƴΩappearson the

ΨIȅƎƛŜƴŜMaintenanceςOn{ŜǊǾƛŎŜΩtab when the

Ψ{Ƙƻǿ/ƻƴǎǳƳŀōƭŜǎΩoption isselected.

Hygiene Consumables
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Thefirst HygieneConsumableisnow created.

Simply repeat the processuntil all applicableHygiene

Consumablesare linkedto the correspondingCharge.

Hygiene Consumables
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Item Categoriesareto be created,aswell asSub-Categoriesto be linkedto a maincategory.

Theseare required fields to be populatedwhen creatingan Item. TheSub-Categoryalsoforms part of the Item Description,and

therefore it is important to enter a clearanddescriptiveCategoryandSub-Categorynamein theΨ5ŜǎŎǊƛǇǘƛƻƴΩfield.

Examplesof Item CategoriesandSub-Categoriesmayincludethe following:

Ç ITEM CATEGORIES AND SUB-CATEGORIES

Sub-Category:

VIP Toilet Trailer

Sub-Category: Paraplegic 
Toilet Trailer

Sub-Category:

12 Toilet Trailer

Single Toilet Unit

Sub-Category:

2 Shower Trailer

Sub-Category:

4 Shower Trailer

Sub-Category:

VIP Toilet/Shower 
Trailer

Sub-Category:

Econo Toilet/Shower 
Trailer

Item Categories and Sub -Categories
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To start the processof first creatinga main category,clickΨ9ŘƛǘςItem Category/ Sub-

/ŀǘŜƎƻǊȅΩΣandclickΨ!ŘŘΩin the next screen.

Bydefault, theΨ¦ǇŘŀǘŜInventoryCategoryto LǘŜƳΩcheckboxis

ticked. Thiswill causethe InventoryCategorylinked to the Main

Categorybelow, to be updatedto anyitem this Main Categoryis

linkedto.

Enter the description for the Main Categoryand select the

ΨLƴǾŜƴǘƻǊȅ/ŀǘŜƎƻǊȅΩascreatedin the financialsystemto which

this Categoryis to be linkedbeforeclickingΨ!ŎŎŜǇǘΩ.

Item Categories and Sub -Categories



Page 
102

Setup Procedures

ThisMain Categoryhasnow beencreatedsuccessfully.

Fordemonstrationpurposes,we will now selectthis mainCategoryandclickon

theΨ!ŘŘSub-/ŀǘŜƎƻǊȅΩbutton to link variousΨ{ǳō-/ŀǘŜƎƻǊƛŜǎΩto this mainone.

TheselectedMain Categoryis displayedat the top of this window, and to create

the firstΨ{ǳō-/ŀǘŜƎƻǊȅΩlinkedto it, clickΨ!ŘŘΩ.

Item Categories and Sub -Categories
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1. Code

At present,no codehasbeenallocatedto this Sub-Categoryyet since

it hasnot yet beensaved.

2. Item Category

The Item Category has been inserted automatically as selected

previously.

3. Description

Entera descriptivenamefor this Sub-Categoryto distinguishit from

the restof the Sub-Categoriesto be created.

4. Tax

The tax rate, as set up in the Ψ{ŜǘǳǇςCompanyςCƛƴŀƴŎƛŀƭΩtab is

displayedin this field.

5. PriceSetup

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

applicable. Adefault priceper servicecannow alsobe inserted.

6. UpdatePriceto Item

Selectingthe Ψ¦ǇŘŀǘŜPrice to LǘŜƳΩcheckbox,the prices will be

linkedto theƛǘŜƳΩǎmasterfile

Item Categories and Sub -Categories
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Thefollowing defaultsare now to be set up and canbe updated

to the Item itself by ticking the Ψ¦ǇŘŀǘŜDefault to LǘŜƳΩ

checkbox.

7. RainDay/ Off Hire Item

Shouldthis checkboxbe selected,the item this sub-categoryis

linked to, will not be chargedif a specificdaywasmarkedasa

ΨwŀƛƴDay/ Off HireLǘŜƳΩ.

8. ChargeonΧ

If activatedinΨ/ƻƳǇŀƴȅ{ŜǘǳǇΩΣitemscanbe fully chargedon a

Saturdayςor half dayon a SaturdayςSundays,PublicHolidays,

etc.

Theapplicableoptionscannow be selectedhere

9. MaintenanceItem

Items canbe classifiedas aΨaŀƛƴǘŜƴŀƴŎŜΩitem, and if it is to

be serviced,the numberof daysor hoursbetweenservicesare

selected.

The Ψ¦ƴƛǘΩis then also to be selected according to the

requirement.

Item Categories and Sub -Categories
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AsthisΨ±LtToilet Trailor is to be serviceddaily,asper our settings,

the applicableΨIȅƎƛŜƴŜServiceCharge/ƻŘŜΩis to beselected.

Byclickingon the searchoption here, the window containingall of

the pre-createdchargesin our system,isopened.

The specific charge can now be searchedfor, and selected by

doubleclickingon it.

Item Categories and Sub -Categories
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10. SuggestedDeposit

Depositsare normally raisedand are payableon items to be rented, and if

activated in the Company Setup, the Ψ{ǳƎƎŜǎǘŜŘ5ŜǇƻǎƛǘΩfield will be

displayedhere.

The daily rate set up for this Item Sub-Category,is R100.00 per day. By

entering the number of daysas 10 for example,the deposit amount to be

raisedon the contract when an item is selectedwhich is linked to this Sub-

Category,will be indicatedasR1000.00.

11. Weight

Theweight of this Item Sub-Category(VIPToilet Trailor)can be entered

hereandupdatedto the Item itself.

12. DetailedDescription

A detaileddescriptionof theΨLǘŜƳSub-/ŀǘŜƎƻǊȅΩcannow be entered in this

field, for example:

TotalSize: 8 x 3m

2 ToiletUnit eachwith own basin,mirror, soapdispenser,foldedpapertowels

andwastebin.

Tobeserviceddaily.

Consumablesto besuppliedbyour company.

Tosavethe changesandto createthis Item Sub-Category,clickΨ!ŎŎŜǇǘΩ.

Item Categories and Sub -Categories
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ThisItem Sub-Categoryhasnow beencreatedsuccessfully.

To add more Item Sub-Categoriesto this Main Category,click

Ψ!ŘŘΩandcreateit in the samemannerasexplainedpreviously.

To make changes to an Item Sub-

Category,select it and clickΨ9ŘƛǘΩ. Make

the changesandsaveit.

Item Categories and Sub -Categories
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Wehavealsocreatedthe Item CategoriesforΨ{ƘƻǿŜǊǎΩ

and Ψ¢ƻƛƭŜǘκ{ƘƻǿŜǊ/ƻƳōƻΩoptions and added the

applicableItem Sub-Categoriesto each.

Toexit, clickΨ/ƭƻǎŜΩ.

Item Categories and Sub -Categories
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Ç CREATING ITEMS

Torent out the ToiletandShowertrailersor units, it mustbecreatedasΨLǘŜƳǎΩ.

If yourcompanyhasmultiple Unitsof a specificItem, it will be createdindividuallyin order to createcontractsper unit or trailer.

Eitherclickon theΨҌΩiconor clickon theΨ9ŘƛǘΩmenuandselectΨLǘŜƳΩ.

Both options give accessto the ΨLǘŜƳ{ŜǘǳǇΩscreen

from where new Items can be added, or existing

Itemscanbe edited.

Items
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TheCodeandDescriptioncannotbe entereddirectly in thesefirst two fields.

Novtel createsthe Item Descriptionaccordingto the settingsentered in the

ΨtƭŀƴǘbǳƳōŜǊΩΣΨ{ǳō-/ŀǘŜƎƻǊȅΩandΨaŀƴǳŦŀŎǘǳǊŜǊΩfields.

TheItem Codeisonlycreatedoncethe Item issavedto the system.

If the Item hasnot yet beencreatedin the financialsystem,the checkboxto

Ψ/ǊŜŀǘŜItem intŀǎǘŜƭΩmust be ticked for the item to be imported to Pastel

whensavingit to Novtel.

TheGeneralTab

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

selected:

1. Branches

The branch logged into will be selected here by default for both

Ψ.ǊŀƴŎƘΩoptions.

Thefirst Branchcannotbe changed,but theΨIƻƳŜ.ǊŀƴŎƘΩoption can

be changedif applicable.

2. PlantNumber

TheΨtƭŀƴǘbǳƳōŜǊΩisallocatedasper yourŎƻƳǇŀƴȅΩǎrequirementand

mustbe uniqueto the item.

By entering this number, it is also automatically entered in the

Ψ5ŜǎŎǊƛǇǘƛƻƴΩfield asfollows:

Items
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3. SerialNumber

Whereapplicable,theLǘŜƳΩǎserialnumberis to be enteredin this field to keep

trackof Itemsownedby yourcompany.

4. Manufacturer

Enterthe suppliercompany/ manufacturerof the item in this field. In doingso,

it will now form part of theLǘŜƳΩǎdescription.

5. Type

Items are to be classifiedas a specificΨ¢ȅǇŜΩΣand in this casethe ΨIȅƎƛŜƴŜΩ

option isselectedfrom the list of options.

6. Item Category

Clickingon the searchoption in theΨLǘŜƳ/ŀǘŜƎƻǊȅΩfield, the

relevant Item Categoryfor this Item is to be selected. In this

case,theΨ¢ƻƛƭŜǘǎΩoption.

Items
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7. Item Sub-Category

Immediately,the followingwindow is displayed,indicatingall Sub-Categorieslinked

to the selectedItem Category. Nowselectthe specificoption andclickΨ{ŜƭŜŎǘΩ.

Boththe Item CategoryandItem Sub-Categoryhasnow beencapturedhere.

Alsonote that the Item Descriptionnow containstheΨLǘŜƳSub-/ŀǘŜƎƻǊȅΩǎΩwording

aswell.

Items
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8. In Stock,OnRentandAvailable

TheΨLƴ-{ǘƻŎƪΩvalue will ALWAYSbe displayedas 1 at this

stage,sinceonly 1 item is createdand in stockand it is not

linkedto a contractat present.

Therefore, the Ψhƴ-wŜƴǘΩvalue is zero, and the Item is

Ψ!ǾŀƛƭŀōƭŜΩ.

9. Showon Grid

Itemsare linkedto Contracts,and the statusof the contract

will be reflectedon the Gridnext to the Item. Therefore,we

alwaysrecommendthat the option is selectedto Ψ{Ƙƻǿon

DǊƛŘΩ.

10. MaintenanceItem

Units suchasa VIPToilet Trailerwill require maintenance

from time to time. Thetyresmustbe checked; balancedor

replaced, and other parts may have to be serviced

regularly. Therefore, we have classified this Item as a

MaintenanceItem.

11. ChargeOnΧ.

Tick all the relevant checkboxesto charge rent on a

Saturday; Sundayand/ or PublicHolidays.

Items
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[ŜǘΩǎfirst savethis Item by clickingΨ!ŎŎŜǇǘΩ. Notethe following:

1. Novtel hasnow automaticallycreatedthe Item Code,and it will

be imported to the financial system with the same code and

descriptionallocatedto it in Novtel.

2. ThespecificInventory Groupit is to be linked to in the financial

system,mustbe selectedhere.

3. TheΨ9ȄŎƭǳŘƛƴƎSellingtǊƛŎŜΩisderivedfrom the dailypriceentered

on the Item Sub-Categoryandlinkedto this Item.

4. As the item is not to be sold, but rented, it is classifiedas a

Ψ{ŜǊǾƛŎŜLǘŜƳΩ.

5. If aΨ/ƻǎǘ/ƻŘŜΩis to becreatedfor this Item, the checkboxis to be

selected. Novtel will automatically populate the Cost /ƻŘŜΩǎ

Ψ/ƻŘŜΩandΨ5ŜǎŎǊƛǇǘƛƻƴΩfields.

6. Shouldthe option be activated in your systemand Multi-Stores

have been set up, the applicableMulti Store this Item is to be

linkedto, mustbe selected. However: In this case,no Multi Stores

aresetup andtheΨ5ŜŦŀǳƭǘ{ǘƻǊŜΩisautomaticallyselected.

Tocontinue,clickΨ!ŎŎŜǇǘΩ.

Items
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Our firstΨLǘŜƳΩhasnow beencreated. To continueediting this Item Master File,

clickon it, andclickΨ9ŘƛǘΩ.

TheDetailsTab

Proceedingto theΨ5ŜǘŀƛƭǎΩtab, all relevantdetailspertainingto this Item canbe

captured.

Items
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TheFinancialTab

In the Financialtab, the CostPriceof the Item is to be entered.

If an Item were rented and damaged beyond repair, the

Customercan be chargedfor the replacement thereof. The

CostPriceenteredhere,will be chargedin sucha case.

Thepricesasentered on the Item Sub-Categorylinked to this

Item, hassuccessfullybeenupdatedto the Item sincewe have

selectedthe option on theΨ{ǳō-/ŀǘŜƎƻǊȅΩǎΩmasterfile.

Thedefault price to be charged,is selectedasΨtŜǊ5ŀȅΩΣsince

we havenot activatedor setup weeklyratesin our system.

Createall other Items in the samemannerby

enteringandselectingthe relevantsettings.

Whendone,clickΨ/ƭƻǎŜΩ.

Items
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The Item Code is indicated in the colour of the selected

Branch,whichin this case,is the MosselBayMain Branch.

Returningto the Grid,all Itemsfor which theΨ{Ƙƻǿ

on DǊƛŘΩoption were selected, will be displayed

here. We haveset up in our systemto only display

the first 15 Items,and the rest can be accessedby

clickingon the downarrow on the right-handsideof

the Grid.

By clicking on the arrow pointing to the

right, below the Grid,the Item Descriptions

are indicatednext to the Item Code.

Items
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Item Tariffs can also be set up per individual Customer

Category,andper Item CategoryandSub-Category.

Ona/ǳǎǘƻƳŜǊΩǎmasterfile, the option canbe selectedto

use the Item Tariff Pricesinsteadof the price set on the

Item Sub-Categoryor Item itself.

From the Ψ9ŘƛǘΩmenu, selectΨLǘŜƳ¢ŀǊƛŦŦǎΩΣand clickΨ!ŘŘ

bŜǿΩin the next screen.
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TheCodeand Descriptioncannotbe entered manually,and will consist

of the selected Customer Category, Item Category, and Item Sub-

Category.

CustomerCategoriesare set up in the Financialsystemand imported to

Novtel. Clickingon the down arrow here,the list of CustomerCategories

isdisplayed,andthe applicableoption cannow be selected.

In this case, we are setting up an Item Tariff for the Ψ/ƻƴǎǘǊǳŎǘƛƻƴ

LƴŘǳǎǘǊȅΩCustomerCategory.

Immediately,Novtel inserts the CustomerCategoryCodein the Ψ/ƻŘŜΩ

field, andthe CustomerCategoryitself in theΨ5ŜǎŎǊƛǇǘƛƻƴΩfield.
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Next, click on the search option in the ΨLǘŜƳ/ŀǘŜƎƻǊȅΩfield.

Searchfor andselectthe applicableItem Categoryfrom the list.

All ΨLǘŜƳSub-/ŀǘŜƎƻǊƛŜǎΩlinked to the selectedΨLǘŜƳ/ŀǘŜƎƻǊȅΩ

arenow displayed,andthe applicableoption is to be selected.

TheΨLǘŜƳ¢ŀǊƛŦŦΩǎΩdescriptionnow containsthe

Item CategoryandSub-Categorytoo.

Detailed notes can be added here, and the

applicable rates entered before clicking

Ψ!ŎŎŜǇǘΩ.
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The Item Tariff for a single Toilet Unit, and for the Construction

IndustryCustomerCategory,hasbeencreatedsuccessfully.

Ratesfor all other Item Categoriesand Sub-Categories,as well as

CustomerCategories,cannow be createdin the samemanner.

A report listing all created Item Tariffs in the system can be

producedwheneverrequired.
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ServiceAgents are to be created to link a specific person to the

ΨǎŜǊǾƛŎƛƴƎΩor maintenanceof a specificItem or job.

Tostart the process,clickon theΨ9ŘƛǘΩmenuandselectΨ{ŜǊǾƛŎŜ!ƎŜƴǘǎΩ.

ClickΨ!ŘŘΩin theΨ{ŜǊǾƛŎŜAgents{ŜǘǳǇΩscreen.

Entera uniquecodefor this person- Wewill simplyusethe initials,Ψ5wΩ.

TheǇŜǊǎƻƴΩǎnameis entered in the next field, and the serviceagent is

markedasΨ!ŎǘƛǾŜΩ. Then,clickΨ!ŎŎŜǇǘΩto savethis newserviceagent.
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Thefirst Ψ{ŜǊǾƛŎŜ!ƎŜƴǘΩhasnow been createdsuccessfully,

andmore individualscannow be createdasΨ{ŜǊǾƛŎŜ!ƎŜƴǘǎΩ

by clickingΨ!ŘŘΩandcreatingeachasexplained.
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Ψ!ǊŜŀǎΩareto be createdsinceit is:

V Linkedto a siteon the/ǳǎǘƻƳŜǊΩǎmasterfileςwhichin turn is linkedto a contract

V Usedto plana route whensettingtheΨIȅƎƛŜƴŜ{ŎƘŜŘǳƭŜΩ

V And a specificAreacanbe allocatedto a ServiceAgentςwhich may includemultiple

sitessituatedin the sameArea.

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

surroundingtownsby clickingΨ9Řƛǘς!ǊŜŀǎΩΣandclickingΨ!ŘŘΩin theΨ!ǊŜŀ{ŜǘǳǇΩwindow.

Clickin the activatedline in theΨ/ƻŘŜΩfield andenter a uniquecode.

Then,click in theΨ5ŜǎŎǊƛǇǘƛƻƴΩcolumnand enter the corresponding

descriptionfor this areabeforeclickingΨ{ŀǾŜΩ.
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The first area is now created, and the process is

repeateduntil all relevantAreashavebeencreated.

Whendone,clickΨ/ƭƻǎŜΩ.
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CustomerMasterFilesarecreatedby either clickingon theΨ/ǳǎǘƻƳŜǊǎΩicon,or from theΨ9ŘƛǘΩmenu.

Both options give accessto this screen from

whichtheΨ!ŘŘbŜǿΩbutton is to be clicked.
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1. AccountCode

An Account Code cannot be entered manually, and Novtel will

automaticallycreatethe Codewhen all settingshavebeencapturedand

the accountissaved.

2. Description

TheDescriptionfield will bepopulatedby Novtelaccordingto the settings

enteredin the followingfields:

¶ If this/ǳǎǘƻƳŜǊΩǎMaster File is for a private customerand not a

company,the entries made in the Ψ[ŀǎǘbŀƳŜΩandΨCƛǊǎǘbŀƳŜΩ

fieldswill be enteredby NovtelastheΨ5ŜǎŎǊƛǇǘƛƻƴΩ.

¶ If a CompanyNameis entered, this field will be usedto populate

theΨ5ŜǎŎǊƛǇǘƛƻƴΩfield.

However: By clicking on the Ψ/ƻǇȅTo 5ŜǎŎǊƛǇǘƛƻƴΩbutton, the

/ǳǎǘƻƳŜǊΩǎLastand first nameswill be set as theΨ5ŜǎŎǊƛǇǘƛƻƴΩinstead

of the CompanyName.
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3. CustomerCategory

CustomerCategoriesare created in the financial systemand

updated to Novtel. EachCustomercan then be linked to a

specificCategory,relevantto the individualor company.

4. UseItem Tariff Prices

Aspreviouslyexplained: Item Tariffscanbesetup per Customer

Category,andfor specificItem CategoriesandSub-Categories.

By ticking theΨ¦ǎŜItem TarifftǊƛŎŜǎΩcheckbox,the Item Tariff

price will automaticallybe used instead of the normal price

linkedto the Item Sub-Categoryor Item itself.

5. CorporateCustomer

¶ Unticked

If theΨ/ƻǊǇƻǊŀǘŜ/ǳǎǘƻƳŜǊΩoption is unticked,the optionsare availableto set whether or not a depositwill be raisedandwill be

payableby this Customer.

TheCustomerwill not be availablefor selectionwhenattemptingto createanΨ!ŎŎƻǳƴǘ/ƻƴǘǊŀŎǘΩ.

¶ Ticked

If theΨ/ƻǊǇƻǊŀǘŜ/ǳǎǘƻƳŜǊΩcheckboxis ticked, theΨ5ŜǇƻǎƛǘΩoptionsare hidden,and the Customerwill be availablefor selection

whencreatinganΨ!ŎŎƻǳƴǘ/ƻƴǘǊŀŎǘΩ.

6. OrderNumberRequired

If anordernumberis requiredfor a Customer,this option isselected. If not, leavethe option unticked.
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7. BillingInterval

Thespecificoption accordingto which this Customeris

to be billed,canbe selectedaseither:

¶ Onthe Month End

¶ Onthe 25th

¶ Onthe 28th

¶ Or no month end may be applicablesince the

Customer may be billed by using the daily

incrementoption or weeklybillingoption.

Customers

8. PostalAddressvsPhysicalAddress

The Postaladdressmay differ from the physicaladdress,in which case,the

fieldswill be populatedwith the respectiveinformation.

However: If the PostalAddressis the samethan the PhysicalAddress,only the

Ψtƻǎǘŀƭ!ŘŘǊŜǎǎΩfield will be populated, and by clickingon the Ψ/ƻǇȅPostal

Addressto tƘȅǎƛŎŀƭΩbutton, the details will be copied and inserted in the

ΨtƘȅǎƛŎŀƭ!ŘŘǊŜǎǎΩfield by Novtel.
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9. TaxReference

The/ƻƳǇŀƴȅΩǎtax refencenumberis to be insertedhere to displayon the Tax

Invoiceissuedto the Customer.

10. CreditLimit

Byenteringa credit limit amountin this field, the Customerwill be allowedto

only accumulate charges up to this amount. If reached, no further

transactionscan be performed unlessthe outstandingamount is settled or

significantlyreduced.

If no credit limit isapplicable,a zeroamountisentered.
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11. PaymentTerms

SpecificPaymentTermscan be set up in the Ψ9ŘƛǘΩmenu, and the

termsapplicableto this Customer,canbe selected.

12. PersonalDetails

The title for this Customercan be selectedas either ΨaǊΩΣΨaǎΩΣor

ΨaǊǎΩ.

The initials are automaticallyderived from the ΨCƛǊǎǘbŀƳŜΩfield as

enteredby the systemUser.

The date of birth is to be entered and the /ǳǎǘƻƳŜǊΩǎsex can be

selectedaseither maleor female.

By ticking the Ψw{!L5Ωfield and entering an ID number, Novtel will

checkwhether the IDnumberisvalid. If not, Novtelwill indicatein red

that the IDnumberis false.

If the IDnumberisvalid,Novtelwill indicatethe wordingin green.
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13. OtherDetails

All other detailsςof which some are mandatory fields to be

populated- areto be entered.

Note that the AccountCodehasnot yet been

createdat present.

Fordemonstrationpurposes,we will now first

save this Customer Account by clicking

Ψ!ŎŎŜǇǘΩ.
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Tosearchfor a specificCustomer:

1. Enter the required accountdescriptioncan

here,andclicktheΨ5ŜǎŎǊƛǇǘƛƻƴΩoption.

2. When matchedby Novtel, the accountwill

be displayedat the top of the list.

To accessthe account,clickon it, and selecttheΨ9ŘƛǘΩ

button.

TheAccountCodehasbeencreatedand is insertedby

Novtel automatically because of the Ψ/ƻǊǇƻǊŀǘŜ

/ǳǎǘƻƳŜǊΩclassification.

This Customer is also classified as an Ψ!ŎŎƻǳƴǘ

/ǳǎǘƻƳŜǊΩat the top of the window.
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TheSiteDetailsTab

At present,the/ǳǎǘƻƳŜǊΩǎPhysicalAddresshasbeen insertedhere

asthe firstΨ{ƛǘŜΩ.

We will create more Ψ{ƛǘŜǎΩfor this Customerwhen contracts are

createdfor Itemsto be rentedandto be placedat different sites.

TheContractDetailsTab

Proceedingto the Ψ/ƻƴǘǊŀŎǘ5ŜǘŀƛƭǎΩtab, no contracts are

displayed at present, since we have not created any

contractsfor this Customeryet.
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TheUserDefinedFieldsTab

Any additional informationςnot coveredby the systemςand which

your company wishes to capture, can be added in these 5 fields,

respectively.

Pleasenote that Customcaptionscanbe createdfrom theΨ{ŜǘǳǇΩmenu,

andthe captionswill be displayedhere.

The information entered for this Customerwill also be

displayedat the bottom of the Grid when hoveringon a

contractcreatedfor this Customer.
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ThePrivateCustomerTab

The last tab containsthe default information for this

Customerςasenteredin theΨDŜƴŜǊŀƭΩtab.

Clicking on the line and clicking Ψ9ŘƛǘΩΣmore

information can be added for this person in the 7

availabletabs:
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Also note that more persons ς like

Employeesof this companyfor example- can

be created here by clickingΨ!ŘŘΩΣcapturing

the detailsandsavingthe files.

Whendone,clickΨ!ŎŎŜǇǘΩto saveall changes

madeto this CustomerMasterFile.
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Emailscontaininga/ǳǎǘƻƳŜǊΩǎattachedinvoicesand statement for the selectedmonth, as

well asup to 10additionalattachments,canbesentfrom Novtelviayouremailprogram,to:

V Eithera singleCustomerONLY

V Aselectedrangeof Customers

V OrALLCustomerssimultaneously

TheΨIȅƎƛŜƴŜDoc NumberwŜǇƻǊǘΩcan also be attached for Customersin the ΨIȅƎƛŜƴŜΩ

industryandusingtheΨ!ōƭǳǘƛƻƴIƛǊŜΩpart of the system.

VeryImportant:

Always ensure that the correct email address for all Customershave been

inserted on the respectiveCustomerMaster Files,as this email addresswill be

usedby Novtel automaticallyandenteredon the email to the Customer.


