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Introduction 3

Introduction

Nowvtel Property Management is a leading, feature rich, flexible and extremely easy to use software solution for
everyone who is invlved with managing properties on a regular basis. This powerful system is currently being
used in the following industries:

» Residential Property owners

» Commercial Property owners

» Industrial Property owners

» Account Management of Small to medium Municipalities
» Municipalities with rental properties

» Social housing companies

» Rental management Agents

» Golf Estates with rental property pools

» Body Corporate managers

» Body Corporate management agents

» Fractional ownership management agents
» Estate agents with rental divisions

» Self catering Holiday resorts

» Caravan Parks

¢ Nowtel Property Management systems are able to manage long-term monthly rentals as well as short-term
holiday day-to-day rentals

e The real power of Novtel Property Management is the fact that it seamlessly integrates with Pastel Partner /

Xpress

¢ Nowvtel Property Management is equipped with remote and direct link from lew account or rental contract to
the Nowtel access control system of the facility on-site. Access control at Body Corporate and facilities are
managed by the Nowtel system, not the security guard

In order to print you documents in PDF format, you need to install Bullzip PDF Printer
e Open your Internet Browser
e Search for "Bullzip PDF Printer", and download the free version

This manual only serves as an introduction to Nowtel Property Management. For more information, please
register on Novtel's Forum at http://www.novtel.com/forum/index.php
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4 Property Management

Downloading and Installing

Sge

: = Registered
Developer Credit Burecy
Sage Pastel

2 Novtel -

Property Management
Info Features Requirements Screenshots Testimonials Request Demo ( Free Download "

MNovtel Property Management is a leading, feature rich, flexible and extremely easy to use g
everyone who is involved with managing properties on a regular basis. This powerful systi
used in the following industries:

n Peocidantial Dronarhy mamnare

Property Full Installation

Download «

e Click on "Run" when prompted to do so
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Downloading and Installing 5

s B
& 22% of NovPropFull.exe downloaded ESREER T
View and track your downloads Search downloads e

Mame Location Actions
MNovPropFull.exe 149 MB  27% at 245 KB/sec
Pause Cancel
nowvtel.com 7 min 32 sec remaining
It will take a while to
download
Options I Clear list ] I Close
L "
i B
‘_ﬁ' Movtel Property Management - InstallShield Wizard ﬁ

Welcome to the InstallShield Wizard for
Novtel Property Management

The InstallShield(R) Wizard will install Movtel Property
Management an your computer. To continue, dick Next.

WARMNIMG: This program is protected by copyright law and
international treaties.

—  @NOVTE[

< Back Mext = Cancel

L "

e Click on "l accept the terms in the license agreement”, "Next" and "Next" again. The program will now
be installed
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6 Property Management

~
ﬁ' Movtel Property Management - InstallShield Wizard = %
Installing Movtel Property Management ™
The program features you selected are being installed. 0

Please wait while the InstallShield Wizard installs Mowtel Property
Management. This may take several minutes,

Status:
Validating install

InstallShield

Click "Finish" when the installation is completed
Now click on the "Property Management" icon created on the desktop

Check the date and click "Next"

B System Date Check

Pleaze check that your system date iz corect. Movtel Property
kM anagement will not function carrectly if the spstemn date iz incarrect.

System Date . 07 July 2014

Current Day |?

Current Maonth |Ju|_l,l ﬂ

Current Y'ear |2EI1 4
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Downloading and Installing 7

* Enter all details in the "Free Lite Registration Renewal" screen as indicated

e Be sure to enter the correct details, since an activation code will be sent via e-mail in order to activate the
software on your computer

' T

Free Lite Registration Renewal

Novtel Property Management Lite

Please complete the following form to register your product:

| First Name | | Limits
Properties 20
| Bookings Unlimited

POS Transactions 2000

L
L
Company t! Works Orders Unlimited
%
L5

| Surname

Email Rate Our Product

Cellphone

A SMS activation will be sent
to this number, awarding you

with 3 FREE support credits! Help us keep the Lite Version

free by making a donation:

e

Registrations Skipped: 0 (maximum 10)

‘ Upgrade ‘ Regqgister Later

-

Comments

‘ Register
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8 Property Management

= ————————————— -
Free Lite Registration Renewal ‘
-

Thank You For Registering
MNovtel Property Management

In order to ensure your email is valid, an activation
code has been emailed fo:
I louise jvv@novtel.com

I If you have trouble locating the email, please check
your spam folder or click the button below to
send the activation email again:

Resend email

Once you have received your activatation code,
enter it into the area below and click Activate.

Activation Code: «

Registrations/Activations skipped: O (maximum 10)

Enter the code
received via email

Activate Later
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2.1

Downloading and Installing

The Novtel Fictional List (Suppliers/ Tenants)

For demonstration purposes, we have compiled a list of fictitious properties:
Address: 17 Mountain Rd, Constantia, 8888

Ownership: Owned

Rental Type: Residential

Contract Type: Long Term, R4560.00 per month
Erf Number: 123

Address: 40 Seafront Drive, Green Stone Golf Estate, Bellville, 9000
Ownership: Owned

Rental Type: Residential

Contract Type: Long Term, R7000.00 per month

Erf Number: 321

Address: 43 Park Street, Bellville, 9000
Ownership: Owned

Rental Type: Residential

Contract Type: Long Term, R4560.00 per month
Erf Number: 322

Address: 32 Mimosa Avenue, Newlands, 8000
Ownership: Owned

Rental Type: Residential

Contract Type: Long Term, R4500.00 per month
Erf Number: 456

Address: 11 Samson Street, Newlands, 8000
Ownership: Owned

Rental Type: Residential

Contract Type: Long Term, R4560.00 per month
Erf Number: 654
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10 Property Management

Address: Shop 47, Maritz Building, Voortrekker Road, Cape Town, 7000
Ownership: Owned

Rental Type: Commercial

Contract Type: Long Term, R6000.00 per month

Erf Number: 789

Address: 44 Grey Street, Shop 7, Commercial Park, Constantia, 8888
Ownership: Owner

Rental Type: Commercial

Contract Type: Long Term, R4500.00 per month

Erf Number: 987

Address: Shop 22, Marula Street, Constantia, 8888
Ownership: Owned

Rental Type: Commercial

Contract Type: Long Term, R6000.00 per month
Erf Number: 147

Address: Carr Place, Shop 7, Queen Road, Bellille, 6000
Ownership: Owner

Rental Type: Commercial

Contract Type: Long Term, R6000.00 per month

Erf Number: 741

Address: 55 Sunset Crescent, Unit 3; Unit 4, Industrial Park, Cape Town, 7000
Ownership: Owned

Rental Type: Industrial

Contract Type: Long Term, R7000.00 per month each

Erf Number: 258
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Downloading and Installing

Address: Warehouse 4 and 6, Harry Circle, Cape Town, 7000
Ownership: Owned

Rental Type: Industrial

Contract Type: Long Term, R8000.00 per month each

Erf Number: 963

Address: Fairview Street, Building 2, The Hope Industrial Park, Cape Town, 7000
Ownership: Owned

Rental Type: Industrial

Contract Type: Long Term, R6000.00 per month

Erf Number: 159

Address: 608 Beacon Island Holiday Flats, Newlands Drive, Newlands, 8000
Ownership: Owned

Rental Type: Holiday

Contract Type: Short Term, R456.00 per day

Erf Number: 124

Communal Property - Shared Accommodation

7 Watson Street Room 1 - 4

Ownership: Managed

Rental Type: Communal, R1000 per month plus charges

Erf Number: 7896

This is the list of fictitious Suppliers used in the Demo Data:

LANDLORDS

Supplier / Landlord: Mr Vernon Black
Address: 789 Rodeo Drive, Claremont, 8888
Cell no: 077 123 456 789

Email: wlack@hotmail.com

Properties for Rent:

- 17 Mountain Rd Constantia

- Shop 47 Maritz Building
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12 Property Management

Supplier / Landlord: Mr Ken Marshall
Address: 36 Denver Street, Cape Town, 8888
Cell no: 071 123 456 789

Email: kenmar@telkomsa.net

Properties for Rent:

- 608 Beacon Island Holiday Flats

Supplier / Landlord: Mr James Malan
Address: 24 Scholtz Street, Claremont, 8888
Cell no: 077 123 456 789

Email: jamesmalan@gmail.com

Properties for Rent:

- 55 Sunset Cres, Unit 3, Industrial Park

- 55 Sunset Cres, Unit 4, Industrial Park

Supplier / Landlord: Mr Luke Upton
Address: 14 Peanut Rd, Newlands, 8888
Cell no: 077 123 456 789

Email: lupton@gmail.com

Properties for Rent:

- 40 Seafront Drive, Green Stone Golf Estate

Supplier / Landlord: Mr Douglas Franklin
Address: 25 Hope Street, Cape Town

Cell no: 082 123 456 789

Email: dougfranklin@hotmail.com
Properties for Rent:

- 44 Grey Street, Shop 7 Commercial Park

- Fainiew Street, Building 2, The Hope Industrial Complex
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Downloading and Installing

Supplier / Landlord: Mr Jake Rademan
Address: 10 Fletcher Street, Newlands, 8888
Cell no: 083 123 456 789

Email: jake@gmail.com

Properties for Rent:

- 43 Park Street, Bellville

- 32 Mimosa Ave, Newlands

Supplier / Landlord: Mr Werner Espin
Address: 4 Mitchell Street, Bellville, 0000
Cell no:078 123 456 789

Email: werner.e@telkomsa.net
Properties for Rent:

7 Watson Street Rooms 1 -4

Supplier / Landlord: Nowtel Property

Address: Unit 30, Diaz Office Park, Diaz Boulevard West, Mossel Bay
Cell no: 0861 66 88 35

Email: info@nowtel.com

Properties for Rent:

- Shop 22, Marula Street, Constantia

- Warehouse 4, Harry Circle

- 11 Samson Street, Newlands

Supplier / Landlord: Mr Stan Carr
Address: 25 Fraser Road, Bellville
Cell no: 086 123 456 789

Email: scarr@telkomsa.net
Property for Rent:

- Carr Place, Shop 7, Queen Road

13
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14 Property Management

Supplier / Landlord: Mr Robert Lang
Address: 9 Panorama, Newlands, 8888
Cell no: 088 123 456 789

Email: robertlang@gmail.com

Property for Rent:

- Warehouse 6, Harry Circle

SERVICE PROVIDERS

Supplier / Service Provider: Fred's Electrical
Senice: Electrical

Address: 25 Fourth Street, Bellville, 2222
Cell no: 083 123 456 789

Email: fred@electrical.co.za

Supplier / Senice Provider: Garden Senices
Senice: Garden

Address: 25 Seventh Street, Bellville, 2222
Cell no: 0812 123 456 789

Email: garden@seniices.co.za

Supplier / Senice Provider: Pete's Plumbing
Senvice: Plumbing

Address: 14 January Street,Durbanville, 2222
Cell no: 082 123456789

Email: pete@plumbing.co.za

Supplier / Senice Provider: Anton's Painters
Senice: Painting and Maintenance

Address: 55 Lakeview Street, Panorama, 5555
Cell no: 082 123 456 789

Email: anton@maintenance.co.za
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Downloading and Installing

This is the list of fictitious Tenants / Occupant used in the Demo Data:

Tenant: Shawn Andrews

Postal Address: PO Box 000, Constantia, 8888
Cell No: 061 123 456 789

Email: shawna@gmail.com

Rental Property: 17 Mountain Rd, Constantia

Tenant: Bargain Clothing

Contact Person: George Martins

Postal Address: PO Box 000, Cape Town, 8888
Cell No: 061 123 456 789

Email: bargainclothing@capetown.co.za

Rental Property: Shop 47, Maritz Building

Tenant: Erica Erasmus
Postal Address: 5 Salmon Street, Pretoria, 8888
Cell No: 012 123 456 789

Email: janelouw@hotmail.com

Rental Property: Holiday Rental - 608 Beacon Island Holiday Flats

Tenant: Uniforms Manufacturers

Contact Person: Frank Rowlands

Postal Address: PO Box 100, Cape Town, 8000
Cell No: 021 123 456 789

Email: uniforms@manufacturers.co.za

Rental Property: 55 Sunset Cresent, Unit 3, Industrial Park

Tenant: Taylor Engineering

Contact Person: Stuart Taylor

Postal Address: PO Box 000, Cape Town, 8888
Cell No: 021 123 456 789

Email: stuart@tayloreng.co.za

Rental Property: 55 Sunset Cresent, Unit 4, Industrial Park

15
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16 Property Management

Tenant: Jeff Viljoen

Postal Address: PO Box 300, Bellville, 8888
Cell No: 081 123 456 789

Email: jeffu@gmail.com

Rental Property: 40 Seafront Drive, Green Stone Golf Estate

Tenant: David Fourie
Postal Address: 14 Laing Street, Plettenberg Bay, 4400
Cell No: 081 123 456 789

Email: davidf@gmail.com

Tenant: Constantia Art And Craft Suppliers
Contact Person: John Wilson

Postal Address: PO Box 000, Constantia, 8888
Cell No: 081 123 456 789

Email: johnwilson@art.co.za

Rental Property: 44 Grey Street, Shop 7

Tenant: Dave Snell

Postal Address: PO Box 500, Bellville, 8888
Cell No: 081 123 456 789

Email: ds@hotmail.com

Rental Property: 43 Park Street, Bellville

Tenant: JJ Du Randt

Postal Address: PO Box 000, Tygervalley, 0000
Cell No: 081 123 456 789

Email: jjdr@gmail.com

Rental Property: 32 Mimosa Ave, Newlands

Copyright © 2015 Novtel® V 3.02
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Downloading and Installing 17

Tenant: Jane's Pharmacy

Contact Person: Jane Havenga

Postal Address: PO Box 888, Constantia, 8888
Cell No: 021 123 456 789

Email: jane@medicine.co.za

Rental Property: Shop 7, Carr Place, Bellville

Tenant: Steve Button

Postal Address: PO Box 000, Newlands, 1234
Cell No: 073 123 456 789

Email: steveb@gmail.com

Rental Property: 11 Samson Street, Newlands

Tenant: Concrete Creations

Contact Person: Ruben Towers

Postal Address: PO Box 200, Cape Town, 8000
Cell No: 083 123 456 789

Email: concrete@creations.co.za

Rental Property: Warehouse 6, Harry Circle

Tenant: Duvet and Pillow Manufacturers
Contact Person: William Fisher

Postal Address: PO Box 700, Cape Town, 8888
Cell No: 081 123 456 789

Email: willem@dpm.co.za

Rental Property: Shop 22, Marula Street, Constantia

Tenants for Communal Property - Shared Accommodation:
Kevin Abbot, PO Box 2222, Bellville, 081 123456789, kevin@gmail.co.za - Room 1 - WATS0001

Danie Ackerman, PO Box 8888, Bellville, 081 123 456 789, acker@gmail.com - Room 2 - WATS0002

Ruan Atkins, PO Box 3333, Bellville, 081 456789 1236, ruanat@gmail.co.za - Room 3 - WATS0003

Ruben Bartlett, PO Box 4444, Bellville, 061 123 456 789, rubart@hotmail.co.za - Room 4 - WATS0004
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Property Management

Step 1 - Setup Company

On the top menu, click "Setup - Company", and enter the details in the tabs as shown below:

Reports

e

’ MNovtel Property Managg__mgnt 5.6.0.1 - [ Item Gnid] - Movtel Default - [ Item Grid] ‘;

W File Edit

Ermnail/Export  Help

Company details

QB
13 14

Enter all the details correctly, since it will be reflected on all correspondence. The company e-mail address
refers to the e-mail address where you want Nowvtel to send all correspondence, and the e-mail address of the
computer refers to the address of the specific computer if it's on a network. We will send the monthly
authorization codes to each of the computers, unless you decide that it must be sent to a specific email
address

»

Compary Setup

[l

.\,

Tel:
Fam:
Cell :

Company Email :

Address

Email Address

[Far this computer]
Computer Locatian :

;L_.__ ~_POS T Images T Barking Detail T R eceipting
{“Company Details: General T Financial T Preferences |
Marmne ; '|N|:uvte| Property Diemo

|0861 BF 88 35

|08E1 £ 88 35

\Info@rovtel com

Office Park

I rit Murnber 30

Diazboulesard \West

b ozzel Bay

E500

| admint@novtel com

|sddmin

V5605

.: Accept l Cancel
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Step 1 - Setup Company 19

General

e This is where you set your default settings of the Nowtel program. If you want to prevent a customer of having
more that one account, you may set the refreshment interval to suit your needs. This will prevent two
employees adding the same tenant or property to the system at the same time

e The number of rows allow you to change the number of properties you want to see on the main grid, and the
number of columns represent the number of days you want to see in advance

¢ You also need to activate certain features in the system such as:
> All properties to be managed at once by Nowtel

» Monthly billing

» Access control system - if applicable

» Allow for Agent Commission - if applicable

> You also need to set your overlapping periods and grace periods

# Company Setup ﬁ

[ FOS T Irmages T B arking D etail T R eceipting

Company Details T General T Financial T Preferences

Thiz Database Manages: ‘&’jm Mowtel Default (&l In Ore) |
Automatic Refresh Interval —
tj g0 Seconds

Enter 0 to dizsable automatic refresh
Mumber of rows on Gnd '*l 18

Mumber of columns on Grid *;_'I 40

Activate kMonthly Billing {~ Mo

Activate dccess Control * Mo
Activate Recuming Maintenance " (¥
Force Agent Commizzion 'S (=

Fized Landlord Leswy ™ Yez {* Mo
Allowe reservations to overlap by 'I —! day

Allow Grace Period of @

Inique Rate Desc [

Accept ‘ Cancel
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20 Property Management

Financial

e Set the percentage VAT on your transactions, as well as your Tax Number if applicable. If you manage short
term rentals such as holiday rentals, you can select the "Allow Season" option

# Company Setup ﬁ

[ FOS T Images T Banking D etail T Receipting
Compary Details T aeneral T @T Preferences

[ Femaove Remarks from exported Pastel Documents

WAT AGST / Sales Tax = Ipdate Supplier Invoices
Use Tax (* Yes) Tax Percentage 14 % Mext Invoice Humber

" Mo

Vit [ b |1 234 P [revoice Date kMethod

{.""'E Allow Seasors I Use detailed open item systern |HEﬂtEI| Start Date ﬂ

Debit Order # Electranic Payment
pdate Tenant [nwoices

Iv Use Electronic Payment
Mext [nvoice Mumber
Company Code;

f* Standard Bank li

e |rwaice Date Method
e |Hental Start D1ate j
~

Accept ‘ Cancel

A

e To setup Seasons, click "Setup" on the top menu, and then on "Seasons"

o

M Seazon Setup 28

Mid Seazon 2014,/02/01 201403414
High Season 2014/0315 2014/04/30
Low Seazon 2014./05/01 201408/
Mid Seaszon 2014,/03/01 201411430
High Season 201412/ 201501/

o

2014/02/M | 2014/03/14

| Cloze |

Enter the
description for the
season here

3

Description

P Mew Seazon Edit Season Delete Seazon

kN
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Step 1 - Setup Company 21

Images

e To be able to save images of your properties, you need to set the path where you want the images to be
saved. The path will always be C:/Program Files/ Novtel Reservations

T B
M Company Setup ﬁ

|/ Campany Detalls aeneral Financial T Preferences ]

POS T @T Banking Detail T Feceipting ]

Property Images Path II::"uF'rl:ngram FileshM ovtel A ezervations ﬁ
Occupant Photo Path IE:"\F'rDQram FileshM ovtel A ezervations

[ Enable Custom Splash Screen Image

Image Path g
Dimenszione: 581 pe (width] & 303 px (height]

Aocept Cancel

Access Control

e The feature is used if you have a security complex to manage, with an installed security system which
includes a boom gate at the entrance. If the tenant has not paid his/her account the system will deny
access to the complex. (This is not part of this tutorial, since it is highly specialized hardware and software)

Copyright © 2015 Novtel® V 3.02 Louise Janse van Vuuren



22 Property Management

POS
e POS means "Point of Sale" and is part of Nowvtel Property Management Software

e "Enable Quick Scan" if you are using a bar code scanner at your reception. Also, if you wish to allow the
receptionist to apply discount to charges, tick "Enable Discount" and enter the maximum percentage

M Company Setup @

[ Company Details T General T Financial T Preferences
POS T Images T Banking Detai T Receipting
Front Desk
Enable Dizcount [v Enable Quick Scan v

bdaw Discount Percentage |0 il Show Inventory Details [+

Enable Sales / Rep Codg W

Accept Cancel
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Step 2 - Creating and Editing Categories 23

4 Step 2 - Creating and Editing Categories

e On the top menu, click "Edit", "Categories" and "Add New"
e Before attempting to enter the "Categories" into Nowtel, it is important to first plan it properly. You might
want to create codes and descriptions that will make sense to you. For example:
» A1 - Holiday
» A2 - Residential
» A3 - Commercial
» A4 - Industrial

W Category Setup @

A1 Haliday
A2 R eszidential
A3 Commercial
Ad [ndustrial

Hame |.-'1‘-.'I

Description |H oliday

Detailed

Maotes

Gdd M e 3 Edit Delete Cloze

Copyright © 2015 Novtel® V 3.02 Louise Janse van Vuuren



24 Property Management

W 2dd Category

Sub-Rental
Mame ’m [ e

D ezcription |Industrial *

Detailed
MHates

Cuztomer Rental Amount [Incl]

Rii]

Supplier Bental Amaount [Incl]

0.0

tarket-Related T ariff Per m @

0.0

Subszidized T ariff Per m

0.aa0

Accept ‘ Cancel

¢ In order to edit your categories, click "Edit" on the top menu, then "Categories"
e Click on the "Category" to be changed, and select "Edit"
e Make the changes, and click on "Accept" to sawe it
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Step 3 - Setup Charges 25

Step 3 - Setup Charges

e There are various charges associated with the business of Property Management. These charges can be
described as items that are billed - either to the owner, office or tenant of the property. Plan the codes
and descriptions before creating them in Novtel. Examples include:

» Damages

» Water

» Electricity

» Cleaning before and after Occupancy
» Admin

» Contract Fee

» DSTV

e On the top menu, click on "Setup" and "Charges"

Charge Setup

Description Aot |

Sort By Code j Search

Code |

Drezcription |

Charges |

{ AddMNew }

e Click on "Add New", and enter the Code and Description for the Rate
e Tick the check-box to "Create the Item in Pastel"
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26 Property Management

Add MNew Charge

Code |ADMOOT 9 o W Create ltem In Pastel
Drescription |.-’-'-.|:|min # a [ Display On lrvoice

[ Blocked

—
{ General , T Froperties T Reparting
(D rateirel [ 150,00 ChargeExel [ 13158 alowTax W (E))
Craily
Wk
bty
4
al
Faztel Inventary Code

Accept | Cancel ‘

e If you don't want the amount of a charge to be displayed on the tenant's account in a separate line, un-tick
the "Display on Invoice" tick box. The amount will automatically be added to the rental amount

e If the charges are not VAT applicable, remowe the tick in the "Allow Tax" tick box

¢ In the "Properties" Tab you can select one or more of the options presented to you - according to your
needs

Add New Charge ]
Code |ADKMOOT [v Create ltern In Pastel

Drezcription |.-’-'-.|:|min | Dizplay On Invaice

[ Blocked

General T 0( Properties , T Fieporting
= -

[ W POS Item

[ Shap Item POS Categany:

[ Payout Item 9 | .

[ Third Party Charges

| | Clear |
[ Scale Itemn ﬂ
FPastel |nventany Code | il
Accept | Cancel ‘
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Step 3 - Setup Charges

¢ In the "Reporting" Tab, you can select the group to which this "Charge" will report in Pastel
e "Accept" to save

! BB New Charge %
Code |ADKOO1 [v Create lterm |n Pastel

Drescription |.ﬂ-.|:|min [ Dizplay On Invaice
[ Blocked
General T Properties T 9
Report Group | Other j

Electricity

W ater

Effluent

Gas

Refuse

Paztel Inventary Code

4l
I m Accept ? Cancel

e Select whether it is a "Physical Item" or a "Service Item"

# Import Inventory Item |t S}

Code  |4DMO01

D ezcription |.-'-‘-.|:|mir'|

[Fventony Group |EIEI1 - Default ﬂ

Exel Seling Price | 131.58 (" Physical ltemn
e o
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28 Property Management

} Charge Setup - " w
Code Description Arnount |
ADMO0T Adrmin 150.00
CLEDM Cleaning Before Occupancy 150.00
CLEDQZ Cleaning After Dooupancy 150,00
COMO01 Commigzion 0.00
COMO01 Contract Fee E00.00
DAk 001 Dramage Q.00
DSTOOM DSTY per Manth B00.00
DSTOO02 DSTY per Day R0.00
kA 1LIR 00 bunicipal Charges 200,00

Sort By Code j Search ||
Code |
Drezcription |
Charges |
Ackd New | | Close
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Step 4 - Creating Suppliers / Landlords 29

6 Step 4 - Creating Suppliers / Landlords

¢ In Nowvtel Property Management, "Suppliers" refers to any person or business that offers a service to your
business in exchange for money. "Suppliers" can also refer to "Landlords" or "Property Owners"

There are three different types of suppliers - For example:

1. Plumbing and Electrical companies are supplying a senice
2. "Landlords" are suppliers of properties

3. Your own company as a Property Managing entity, will be paid by the "Landlord" for rendering a senice

In order to manage all "Suppliers" effectively, you need to create "Supplier Categories" and "Supplier
Services"

e On the top menu, click on "Edit"

Supplier Cateqories

e Click on "Add" to create a new "Category"

M Supplier Categaries &

Code =
Im— Add
Mame E dit
IF'IumI:uing
Delete

Code I Description I

0z Electrical

03 Interior

n4 Esteriar

05 Landlard

Cloze |

e Enter the code and the "Category" name, and click on "Save"

e Repeat the process until all your "Categories" have been created, and click "Close" when it is done
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# Supplier Categories

Code

7 — ==
M ame E dit
[Gardening h
Delete

Code | D ezcription |

m Flumbinig

02 Electrical

03 | kerior

04 Esterior

05 Landlard

07 | Gardening

Cloze |

Supplier Services

e On the top menu, click "Edit - Supplier Services"

e Select "Add" to enter new "Services"

e Repeat the process until all your "Services"

have been created, and click "Close" when you are done

-
W Supplier Services

S

@ =D

Cancel

Code

SERD0S (1]

Mame

IHepIaced Eraken ‘Window * 9
Code | Dezcription |
SEROO Fixed Light
SEROOZ Replaced Geyszer
SEROOZ Feplaced Lock
SERON4 Fived Door Hinges
SEROOS Fised Swirnrming Poal Purmp
SEROOE Feplaced Tap
SEROOY Fived Gate
SERODS Fainted Roof

Cloze |

L

2

¢ |n the future, when you need to create more "Categories" and "Services", simply "Add" to the lists
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Creating Suppliers / Landlords

e Finally, we can now insert all the "Suppliers" into the Novtel Property Management system. We will use
the list of fictional "Landlords/Suppliers" supplied in the beginning of this user manual

e Click on "Edit" and then "Suppliers" on the top menu

Supplier List [
PP

MHurnber | D'escription Telephone Fan | Fefresh

( é_.ﬁ.dd I e P

Search
&+ Mumber " Description || C |
ance

¢ In the "General" Tab, the information to be entered will consist of the code allocated to the "Supplier/
Landlord"

2

by
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e The "Type" will either be "Landlord" or "Service Provider", depending on the type of "Supplier". In this
case it is a "Landlord"

i ™
M Suppliers I&

Account Code  |BLADOT @Landlnrd#ﬁnprietnr vlh
Drescription |Black,‘-.-’erncun *

D elivery Addresses T IJzer Defined FieldsT Fastel Interface T Bank Details
Postal Address  |789 Rodeo Drive Telephone No ||:|21 127 456 7R9
Constantia
e FaxMNo 021123 456 763
Mobile Phone | 052 123 456 789
Email Address |vblack@hutmail.mm
-
Supplier Category (05 - Landlord &] Service |Gl R SR
Save ‘ Cancel

e And in this case, it is a "Service Provider"

i H
M Suppliers I&

Account Code  [PETOOT @ Provider )

Dreszcription |F'ete's Flumbing

{ General > T Delivery Addrezzes T [Jzer Defined FieldsT Pasztel Interface T B ank Detailz

Postal Address  |PO Box 333 Telephione Mo ||:|2'| 123 456 733
Eellville
e FaxMo 021 123 456 763

Mobile Phone | 052 123 456 789

Email Addrezs |Pete@plumbing.cn.za

Supplier Category |07 - Plumbing @ Service

Ay 2

¢ Note that there are other tabs to be completed, namely:
» Delivery Addresses
» User Defined Fields

» Pastel Interface (Novtel's Free Version Property Management can interface with Pastel, but can only be
used on a local PC, and not on a network. To be able to work on a network, you will need the Full
Version)

» Bank Details (In this tab there are fields that requires mandatory completion)
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Step 5 - Creating and Editing Properties

Creating Properties

We are now ready to enter the properties from the "Novtel List", and an 8 digit Alphanumeric code will be
created for each property

Click "Edit" on the top menu, and then on "Property" and "Add New"

In the "General" Tab, enter all available details

If the property is "Sub-Rented", meaning that an agency is handling the rental, tick the check-box provided
This is an example a property created as a "House"

Tick the check-box to "Show the property on the Grid"

The "Monthly Billed Item" is only used for Properties that are billed from month to month, and not on a
contract basis

o

# Add New Property [ = ]
Code [MOUNTOT7 @
o " Lewy Property
Deseription IMDuntain Road17  Billing Urit Only
Details T Finatwcial T FALC Guest T Use'r—_!:;;zfgned TPastelInterface] Carnmizziarn T TPM Address T FAC Supplier
Branch CapeT - South Afri - ( - )
ranc ] I ape Town - South Africa _I S T T =
Categom IF!2 - Residential Rental &I Sub Rented ltem T
Type I House LI Floorspace: Iw m? Monthly Billed ltem [ [
M aintenance Image Di d
(Outside + Ingde) | Defaul] | |Detauy =~ s ™
- Recaord Meter [
Area |03 - Constantia Areas can be created
ERF Murnber Iﬁ by clicking "Setup” on
the top menu, and then
i I == "Areas”
Ingpection Interval B0 =l Days h
Communal Type: INDI"IB M) ;I
Accept Cancel
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¢ In the "Details" tab, typical information regarding the property will be entered. Remember to link the owner
to the property

e When the "Ownership" field is set to "Owned", it means that your company owns this property, and no
commission is applicable - the "Commission" tab is faded. But if the "Ownership" is set to "Managed",
and the "Owner" has been selected, the "Commission" tab is now accessable

W Edit Property I_I-';-xh
V5.8.0.5

Code MOUNOOTT f* Rental Property
o " Lewvy Property
Desoiiption  pountain 17 £ Biling Unit Cinly
General Financial T FAC Guest I Use'r:!:;;adflsned Pastellnterface\( Commizzion T TPM Address T FALC Supplier
Owinership ‘ - ﬁ Owner |BL.-'3.DEI'I - Black, Wemon ( &] )
Bedroams 4i‘ Bars & Braaiz 1 i‘ Garden & Yes © Mo
Bathrooms 2.5i‘ Studies 'Ii‘ Grany Flat ™ ez ¢ No
Kitchens 'Ii‘ Garages Si‘ Loft " Yes @ No
Living Rooms Zi‘ Car Ports 1i‘ Swimming Pool & Yes ©© No
Detailed Deszcription

Images Accept Cancel
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¢ In the case of an "Industrial" Property, the "Details" Tab will display the following information to be
completed:

Select one of the following "Types" of Industrial Businesses:

Industrial Park

Light Manufacturing

Heaw Manufacturing
Warehousing

e Research and Development

Enter the floorspace of each of the following in the block provided, and tick the check-box next to each
applicable space. For example:

e The Office is 100 square meters

e The Toilet - 5

¢ The Kitchen - 10

e The Storage space - 400

Other (Not specified) - 500

¢ The total floorspace will be added up according to what you have entered (1015 square meters)

e Now tick the check-box for the total size m2 (Setup can be done in User Defined Fields - Size m2)

e Enter "Detailed Notes" in the field provided

W Edit Property IEI
Code WAREDDD4 {* Rental Property
. " Lewvy Property
Description 4w arehouse 4 Hany Cicle ™ Billing Urit Orily
General { Details ,I Financial T FAC Guest T Use;__!ﬁé;;fisned T Pastel InterfaceT Commiszion T TPM Address T FAC Supplier
Ownership | Dymed Industrial Property «

Industrial Park ¢ Light Manufacturing Heavy Manufacturing (W arehouzing Research and -~
Development

Office 10000 (W ) 100-200mZ 000
Toilet: 5.00 W  200-300m2 (.00
rKitchen: 10.00 v 300 - 400 w2 Q.00
[
v

B00 - 700m2: 000 ™
700- 8002 Qa0 -
B00-300m2: 000 -
900 - 1000m2: .00 _l_
1000- 1100m2: 000 @ | "Select the checkbox to set

zize s Rented

Total: 105.00
Rented: 1015.00
" Storage: 400,00 400-500 m2: (.00 Man-Chargaable: o.oo
Other: 500.00 500 -600m2: p.oo

101010

Detailed Motes

Images Accept Cancel
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In the "Financial" tab:

e The "Cost Price" is what the property is worth (For Example: 5 Million Rand)

e Tick the check-box to "Allow Tax" (Please note that no tax is applicable on "Residential" rentals), and
enter the "Original Rental Amount". This amount will be the initial Rental before any escalations. At the
bottom of the window - in the "Per Month" field - you can enter the "Rental Including Tax" amount, and
the system will automatically enter the "Rental Excluding Tax" amount, as well as the "Tax"

e The "Municipality" is a "Supplier”, and can be added in "Edit Suppliers". It can then be entered in the
field by clicking on the magnifying glass and selecting the applicable Municipality. Also enter the property's
Municipal Account number

W Edit Property @
Code |MOUMOOI? & Rental Property
L " Lewy Property
Deserplion|uauntain 17 € Biling Urit Oy

i FALC Guest T USB;;!:;EHSHEEI TF’asteIInterfaceT Commission I TPNAddressI FALC Supplier

General I Details T

*Cost Frice 500000.00 Muricipaliy [MUNOOT - Muricipalty Constantia i{h
* Mlow Tax | Account Mumber  [11223344 #

* Original Rental Amaunt 4560 Original Date  |2014/07/30 =

Fer bonth Per Day
Rertal Excl Tax | 4000.00 | 0.00
Tav | 560.00] | 0.00
Rental Ikel Tax ﬁr%ﬁﬂ.ﬂﬂ | 0.aa0

Images Accept Cancel
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e The "FAC Guest" tab refers to the "Fixed Additional Costs" the tenant is billed for. For instance: In
addition to the monthly rent, the tenant will pay R300 for water-use. Should there be other costs agreed
upon, it could also be setup in the "Charges"

e Click on the magnifying glass, select the charge and "Accept". Set the "Link" and "Quantity". Finally,
select "Add"

# Edit Property [ =

Code IMDUNTDHf {* Rental Praperty

= Lewy Property

Description IMountain Road 17 ¢ Billing Unit Only

General T Details T Financial FALC Guest Use'r—_!:;;zfgned T Pastel InterfaceT Commizzion T TPM Address T FALC Supplier
Charge Code | Dezcription | Lirk. | Cluantity |
(06 WWater Quantity 1

Add/Edit Fixed Additional Casts
Code Dezcription Link

Gty { :ﬁ.dd I’
b5 \M‘ quan“t-'f' \=vD I-Ii Remove |

Images | Accept | Cancel |

¢ In the same way, you can setup the "FAC Supplier" tab in order for the Landlord to pay the Municipal
Rates and Taxes on the property

- "

e The "User Defined Fields" are created by clicking on "Setup" in the top menu, and then "User Defined
Fields", but is not part of this tutorial
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e There are different options in the "Commission" tab from which you can choose:
» No Fixed Commission

» Fixed Commission Amount

» Fixed Commission Percentage
e As indicated in the diagram below, we have used the "Fixed Commission Percentage" option, and set it

to 5% for demonstration purposes

# Edit Property I V5.6.0.7 I @

Code |MOUNOIT {*" Rental Property
. (™ Lewy Property
Description |Mountain Road 17 £ Billing Urit Oty

General I Details T Finarcial T FAC Guest T Llse’r—_!:;;aélfisned I Pastel Interface I

TPM Address T FAC Supplier

" Mo Fixed Commizzion

" Fixed Commission Amount 0.00
* * Fized Commission Percentage 5 %

Accept Cancel

Images
e 2

e The "TPN Address" refers to the "Tenant Profile Network", and the address of the property is entered

=2

here

-
# Edit Property

Code |MOUNTOT7 {* Rental Property
- (™ Lewy Property
Deseription |Mountain Foad 17 (™ Billing Urit Orly

General I Details T Finatncial T FALC Guest T Llse'r__!:;;e;;ned I Pastel Interface I Commizzion T@ Addressi FAC Supplier

Street |'I 7 Mountain Road

City T owan /S uburb |Constantia

Province |Weslern Cape

Postal Code EEEE]

" Building Address  (+ Strest Address >

Accept Cancel
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e This is how the empty grid will display when all the properties has been entered

# Movtel Property Management 5.6.0.1 - Novtel Default - [ Item Grid]
W File Edit Modify Setup Process Reports  Email/Export  Help

207 - OO0 E-BESs~

a7
17 (12 [ERIER 22 [22 [23 [24 |25 7 [IERERERERIR
Ju Ju Jd Jd Jd Jd Ju Jd Jd Jd Jd g
2014 2014 2014 (2014 2004 |2014 2014 2014 (2014 |2004 |2014 2014
|BEAEDDD1 The | Fri Mo | Toe |Wed | The | Fri Mo | Toe |Wed | The | Fi
s | | [ [T
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8 Step 6 - Creating Tenants/Occupants

e "Tenants" refer to the people who may or may not be living in the property, or operating from a business
property, and who are always liable for the monthly rental payment of the property. "Occupants" are people
living in the property, or operating from the business property

e On the top menu, click on "Edit = Tenants = Add New"

r Ty
# Customers @

Murmber | Dezcription Telephone Fau | Fefrezh

( 0__ Add Mew H

Search

' MNumber (" Description c |
ance
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e In order to enter future "Tenants" with the same alpha code as another "Tenant", you can tick the "Use
Tenant AutoNumber", and only type in the alpha code - Novtel will automatically add the numeric code.
This will save you time since you will not have to check if the code already exists. For Example: The code
for Mr Andrews as shown below, will be entered as "AND" - Novtel will enter the "002" automatically, since it
recognized that "ANDO0O01" is already in use

e The "Monthly Tenant" check-box represents a tenant that will be billed on a month - to - month basis.
When this check-box is not ticked, the tenant can either be:

» A Short Term Tenant for holiday reservations

» Or a Long term tenant ho will be on a fixed contract for a pre-determined time period
e Enter all relevant personal details, and in this case the "Tenant" is the "Occupant”
e Select the day of the month when the contract will take effect

[~ &

Add New Tenant

Account Code AMDO0Z2 @e Tenant Autoklumber ! r _Eﬂjmate Tenant
C ¥ Monthly Tenant )

Description |.-’-‘n.ndrews Shawn

[ Inactive Tenant

Tenant Category |EID - Mo category j

e ———
u: Eenelal’ T Delivery Addresses T Uger Defined Fields T ‘Wwhaiting Ligt Details T B anking Details T Occupant

Postal Address PO Box 339
Tygervalley kall

Bellville Fax Mo |
2000

Telephone Mo |

Mobile Phone | 089 369 2581

Email Address |shawna@gmail.com

Tax Reference |
e Fleeee | Contract Month Start Day |1 h j

L@ Uze Tenant Az Occupant

Seperator. % Space ( Comma

First Mame:  |Shawn D Number |1234567898765
Last Mame: |.t’-‘n.ndlews Mon South African Citizen |
Date of Bith:  [1970/07/18 -

Accept ‘ Cancel ‘

e 2

e You will also need to complete the following tabs:
» Delivery Address

» User Defined Fields - which can be created in the top menu by clicking on "Setup" — User Defined
Fields = Tenants". You can create "Fields" such as Work address, Work telephone etc

» Waiting List Details (If the tenant is waiting for another property that is either bigger, smaller or in another
area)

» Banking Details - Note that there are mandatory fields that needs to be completed
» Occupant - In this case the "Tenant is the "Occupant"”

e Click on "Accept" when you are done
e Now create all the "Tenants/Occupants”
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Step 7 - Opening a Shift

e |t is important to know that transactions can only be done when the Supenisor has opened a shift for the
User on duty. Nowtel Property Management incorporates an entire shift opening and cash-up procedure
function. What this means, is that the cash-up supenisor will log on using his/her password, and open shifts
for each of the other users for each day. The receptionist, for example, may then log on and do transactions
throughout the day and at the end of the day, the money she has received must correspond with the
transactions done in Novtel. The supenisor then double checks that the money count is correct.

e You may even hawe different supenisors, supenising different sections of your business. Each supenisor
then has his/her allocated users reporting to them. You may have an unlimited amount of users reporting to
a supervisor

e Once you have created your cash-up supenisor (see "Company Settings - Users / Passwords"), you will
need to log on as the supenisor and open the shift

»How to open a shift:
e Click on "Supervisor Edit Shift"

W Superdisor Shift Cashup V5605

File  Reports

View Location: |[1] i Supervisor [EXCI Shit # ]

1D Tenant Table / TA Type Total w Shift # Uzer Total Invoice Date

Front Deszk
SFTO000 James 456000 |2014/08/21 -
SFTO0002 James 0.oo0

i@ Batch Shift © Single Shift EI1HL

Supervizor
Shift Cashup

Cloze ‘
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e Select the User whose shift is to be opened and click on the arrow pointing to the right

i Supervizor Shift Cashup V5605 =
File  Reports —

Yiew Location: Supervizor m Shift # UG

W Select Users @
Tenant n n Total Invoice Date
Available Users Shift Users

Mick [Front Desk] James [Front Desk]
Stella [Front Desk]

4560.00 |2014/08/21 -
0.00

Accept | Cancel ‘

@ Batch Shift & Single Shift Shift Total: 4560.00

Supervizor Supervizor
Edit Shift Shift Cashup

Cloze ‘

e The User will now be in the right hand block

'” Select Users @
Available Users Shift Users

Mick [Front Desk] James [Front Desk]
Stella [Front Desk)

V5. 6.05 ( g! Accept ! Cancel

e Click "Accept"; close the window and the User can Log On for his/her shift
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Step 8 - Creating Contracts and Deposits

A booking to rent a property, is seen as the contract. In order to created the contract, click on "Edit -

Contract Manager"

B Novtel Property Management 5.6.0.7 - Novtel Defg
W Filg [Edit| Modify Setup Process Reports
Property

Tenants

da "
Suppliers
Rates

Categories

Supplier Categories
Supplier Services
Contract Manager
Inspections

Maintenance b
1

ST
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e Click "Add New" at the bottom of the screen in order for the "Customers" window to open. Click on the
specific "Customer" for whom the contract is to be created, and click on "Select"

# Contract Manager — 2

Search

Sort by : IEuntract Mo j |

p
S e # Customers ﬁ

—1 | Mumber Drescription Telephone Fau Fefresh
Contract Mo | Tenant C Andrews Shawn

ANDODZ | Andrews Shawn Add New
BARON | Bargain Clathing ]
COMOM | Constantia At and Craft So
DUROO | du Rand: JJ

DUMOOT | Duvet and Pillow banufac)
FOUDOM Drawid Foure

GROODDT | Groenewald Jan

Lauom Louw Jane

SWEQOT Skell Dave

Tayo T aylar Engineering

M0 Unifarms Manufacturers CC
Lo Jeff Vilioen

Search l[ e Select !
" Murnber (" Description | o
[a)

[ Show Cancelled Contracts (I Add Mew ] | E it |

Edit
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e "Contract Manager" will open and the start and end dates can be entered. The system will automatically
calculate the total months for the contract

e Enter the "Payment Day" on which payment is due each month and click on "Add Property"

# Contract Manager

Contract Mumber — [Mew

*’r Date Statt | 1 September 2014 | *rp Date End |31 August 2015 | 12 | Manths
- -
Paymert Doy [[ENNRN] - | s

Type |Fi:-:eu:| Fdanthly ﬂ Cancel Contract |

.. B ==

Properties T Sub-Rentals T Fized Charges T 5H Fixed Rates T Deposit T Depozit Interest
| ﬂ M ake Reservations
g Add Praperty 2 Femove Property |
Rental Murn | Date Start | Date End | Status I Total |
Calculate Comnmizzion _
] :ll &pply Commission Escalations ‘
Save ‘ Cancel
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e Click on the property and "Accept"

[t S

| { Aocept !'
Cancel

# Available Properties
Code | D escription
BEACOOM Beacon |zland Holiday Flats Mr 71
BEACOOOZ Beacon |zland Haoliday Flatz Mr B0
CARRFPOM Car Place, Shop 7
GREY'S0M 44 Grey Street
HARRY00 Harmy Circle
MARITOO b aritz Building. Shop 4
kIR 05007 32 Mimoza Ave
MOUMTON?  Mountain Foad 17 h
FARESOOT 43 Park Street
Saks00m 11 Sampson Street
SEAFRODZ 42 Seafront Drive
SEAFROO0OD 40 Seafront Drive
SUMSEDNMN 55 Sunzet Crezent, Unit 3
SUMSENDZ 55 Sunset Crezent, Unit 4
THEELOM The Elue Dolphin Holiday Flats 7
THEHOOM The Hope Industial Complex 2
Search By
Code ﬂ Search For ||

47
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1. Enter the commission percentage, and "Apply Commission" (Only for "Managed" properties where
commission is applicable)

. Now click on "Rent Escalations"
. Enter the "Escalation Percentage"
. Enter the month for escalation

. Should you tick the "Yearly Escalation" tick-box, the escalation month in the next year, will be the same
as the contract start month. If the check-box is not selected, the escalation will start immediately

. Enter the "Initial Rental Amount"
. Click "Accept"

a b~ OODN

~N O

W Contract Manager =2

Contract Mumber 30 Type | Fized Monthly hd Cancel Contract

Tenant

Date Start |15 September 2014 ¥ Payment Day |15 = Date End |14 September 2015 ¥ 12 i‘ Moriths
Properties Sub-Rg -’ Escalations @ it Inberest T Additional Invoices
MOUNDO17 - Mountain 17 Escalation Percentags e (7 e

Add Property Eecallio MonthﬂﬁUgUSt - Cancel

e [~ “rearly Escalation

Fiental Mum [ I Tatal »
296 2 4500.00
297 3 @ Iriitial Aot 4500.00 450000 |
298 2 4500.00 |=
239 2 [~ Apply Ezcalation To Al Contracted Properties 4500.00
300 2 4500.00

el | 2 450000
302 2015/04415 201508514 Reserved 480000
] 1

r Calzulate Commission

w ﬁ Apply Commizsion

View Fezervation | Charge Escalation: Rent Ezcalations

Arrears Manager ‘ Checkhst | Save Cancel

V5.8.0.6
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1. Click on the "Deposit" Tab
2. Enter the "Deposit Amount"

3. Click on the check-mark next to the "Deposit Raised" Field

-
Contract Manager
» ' =

Contract Mumber  [Mew

Type

Andrews Shawn

Tenant

Bl ==

Cancel Contract |

|~}

| Fined Monthly

Date Stat | 1 September 2014 ~ | DateEnd |31 August 2015 =] 12 < Months
Payment Day |1 ﬂ
Properties T Sub-Rentals T Fixed Charges T 5H Fixed Rates Depogit |nterest

( e_m] Deposit B aized

Depogit Amount ;

[ 2| Deposit Paid

[ 3] Deposit Applied

0oR

[ 3.] Deposzit Refunded

Save Cancel
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e Enter the due date for the deposit
e Now click on the "Properties" tab, and then "Make Reservations". The entire year's reservations will be
displayed. Click "Save" to conclude the contract

# Contract Manageri

| R ——

F Y

Contract Mumber — [Mew Type |Fi:-:eu:| Fdanthiy j EanceIEDntract

Tenant

Date Stat | 1 September 2014 ¥ |

DateErd 31 August 205 v | | 12 Months

Faprment Day | 1

=]

gF‘mperties SI Sub-Rentals T Fised Charges T SH Fixed Rates T Deposit T Depogit Interest

1.] Depozit Raized 2014,/09/04

Depogit Amount ; 4560.00

Deposit Due: | 2014/09/04 « (1]

[ 2 ] Deposit Paid

]

[ 2] Deposit &pplied

oR

[ 3.1 Depozit Refunded

Save Cancel
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M Contract f*»a"lamﬂg-s_'r1I - - [ﬁj

Contract Mumber  |Mew Type |Fi:-:eu:| b anthly J Cancel Contract |
Tenant
Date Stat | 1 September 2074 ¥ | DateErd |31 August 2015 | [ 12 Months
Payrment D ay |1 j
T Sub-Rentals T Fixed Charges T 5H Fixed Ratez T Deposzit T Depozit Interest
MOUMTOT? - Mountain Road 17 j
Add Property | |
Rental Murn | Date Start | Date End | Status | Iree Tatal =
1] 2014/09/M 2014,09/30 Rezerved 4560.00
1] 201410/ 20141043 Reszerved 4560.00 | =
n 20141140 201411430 Reserved 4560.00
1] 201412 20141243 Feserved h 45E0.00
1] 201501/ 20150143 Feserved 45E0.00
1] 201502/ 2015/02/28 Feserved 45E0.00
1] 201503/ 2015/03431 Feserved 456000
2 et b P . . scog on
Calculate Commizzion _
|_5 ill Apply Commizzion Escalations

i Save !‘ Cancel

e The Reservation for the entire year will now display on the Grid with a "C" before the property - which means
there is a "Fixed Monthly Contract" for the property

W Noviel Property Management 5.6.0.7 - Novtel Default - [ ltem Grid]
B File Edit Modify ocess Reports Email/Export  Help

[gw COEBED,~

w [10 [12

7 (K3 1z IEREN Pl 2z [z [2¢ [25 |28 2 [0 [m [0z [0z B
Sex | S |se |se | s
-« |EXTER

se
014

1 [17 [18 [19

e | Sep
2014 [2014

Han

201

| S | Sep
2014 |2014 |2014

Wed

™
2014
Tue

e
2014
Fri

| S | S
2014 2014 |2014 2014 [2014 (2014 |20:

Tee |wed | The

2014
Wed

2014
The

ep
2014
Han
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52 Property Management

Step 9 - Communal Properties - Shared Accommodation

It is important to remember that "Property Management Lite" can manage a maximum of 20 properties, but
it is worth mentioning that "Communal Properties - Shared Accommodation" can be managed ery
effectively with this system. A "Communal Property" is rented out to different people in the same property,
but they are paying individually for their own rooms. A good example of this are students at boarding school or
in a hostel.

Firstly we need to create the rooms as "Properties", and "Code" it as follows:

e If the address is 7 Watson Street and there are 4 rooms, the codes will range from "WATS0001" to
"WATS0004" ("Edit - Property - Add New"). These "Rooms" will have the "Communal Type Status" of
"None"

e Create "Tenants" for the rooms ("Edit - Tenants - Add New")

The "Communal Property" is created to link all the "Rooms" together, and is done in this manner:
Click on "Edit - Property - Add New"
e The "Code" will be "WATS0000", and the Description "Shared Accommodation"

e At the bottom, in the left hand corner are options for "Communal Type". Select "Shared
Accommodation (A)" and enter all the details in the "General" Tab, and tick the check-boxes to "Show
on Grid", "Sub- Rented Item" and "Monthly Billed Item" (If it is a "Month-To-Month Contract").
Notice how there are now only two tabs in this screen, and that it differs vastly from creating "Normal"

properties.
* Proceed to the "Linked Properties" Tab
W £dd Mew Property &5
9 Code [WATSO0OO W Createltem In Pastel  {* Rental Propery
o (" Lewvy Property
Drescription 1Shared Accomodation ™ Biling Unit Orly
General T o Linked Properties
Branch Cape T City - South Afi -
raic || | ape Town City - South Africa _] Show On Grid =
Categom |.t‘-‘«5 - Communal Property BJ Sub Fented lem »
Type | House LJ Floorspace: ,d—Dﬁﬂ_ me Monthly Biled Item v
taintenance Image i
(Oueide  Insido) | [Defaul) | | Defau) -] Disposed r
Record keter [

Area |EUEI‘I - Cape Town City E.J

ERF Number  |7896

Ingpection Interval |30 ﬁ Days

e Communal Type: ] Shared Accomodation &) L]

Mane [

Shared Accomodation (4]

Shared Services [C] [SSERDOOT)

VEEOT I Fractional Dwnership [F] o Cancel
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e Click on the property to be linked to the "Shared Accommodation”, and click on the arrow to move the
properties one-by-one to the left hand side of the screen, until all relevant properties are linked under this
one property, and click "Accept"

# Add New Property V5.6.0.7 .

Code [WATSO000 W Createltemln Pastel (% Rental Propery
" Lewy Property

Description |Shared Accommodation ™ Billing Unit Orily
General T Linked Properties
Properties currently linked to - Available Properties:
Property Dezcription Branch | Property Dezcription Branch -
PAREOD43 43 Park Street Cape Town
SAMSO0T1 11 Sampzon Street Cape Town
SEAFDO40 40 Seafront Drive Cape Town

@ SHOPOO22  Shop 22 Mada Stest  Cape Town
SUMSO0003 55 Sunset Cresent, Unit 3 Cape Town
SUMSO0004 55 Sunset Cresent, Unit 4 Cape Town

—2 THEHOOO2 The Hope Industrial Co...  Cape Town

S 0007 ? 1 Street Foom 1
WA TS0002 7 Watzon Street Room 2 Cape Town
WATS0003  7'Watson Street Room 3 Cape Town

WATS0004  7'Watzon Street Room 4 Cape Town il

4 L1 2

m

Accept ‘ Cancel ‘

# Add New Property ! VEEBOT I >

Code [WATS0000 W Create ltemIn Pastel (¢ Rental Property
(™ Lewy Property

Description |Shared Accommodation (™ Billing Urit Only
General T Linked Properties
FProperties cumrently linked to : * Available Properties:
Froperty Description | Branch | Froperty Description Branch -
WATS000 7 % atzon Street Room 1 Cape Town HARRO00E Harmy Circle Cape Town
* WATS000Z  7'Watzon Street Boom 2 Cape Town MARI0004 taritz Building, Shop 4 Cape Town
- r WA TS0003 7 Watzon Street Room 2 Cape Town Ml 00032 32 Mimoza fwve Cape Town
W TS0004 7% atzon Street Room 4 Cape Town El MOUMOO17  Mountain Foad 17 Cape Town
PAREOD43 43 Park Street Cape Town
SAMSO0T1 11 Sampzaon Street Cape Town L
-2 SEAFOO40 40 Seafront Drive Cape Town k-

SHOPOO22 Shop 22 Marula Streat Cape Town
SUMSO003 B8 Sunszet Crezent, Unit 3 Cape Town
SUMSO004 B8 Sunszet Crezent, Unit 4 Cape Town
THEHOOOZ2 The Hope Industrial Co...  Cape Town

4 L1 |2

{ Q Accept !‘ Cancel
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54 Property Management

e Now go to the Grid, and see how the properties are displayed. Next to the "Normal" Properties, a "N" is
displayed, and contracted (rented) properties have a "C" in front of it

e For the "Communal Property (Shared Accommodation)", there is an "A" next to the property, and the
color on the grid is yellow (The yellow means that it is still "Unprocessed" for the month). The "CP" in front
of the property means "Communal Property"

e The "Rooms" themselves do not hawve a "Letter" to the right of the property on the Grid, since they are linked
to the "Main Property"

* Also remember that "Communal Property (Shared Accommodation)" will ALWAYS be at the bottom of
the Grid

e Now proceed to make the bookings for all the "Rooms" as explained in "Step 7"

'NCMEI Property Management 3.6.0.7 - Novtel Default - [ Item Grid] . —— e VeB07 o @] &
# File Edit Modify Setup Process Reports Email/Export Import Help | B
-« PES ZOT- V0B BB,

[3

o8 |8
oct | ot | ot

2014 |2014

Wed | The

2014
Toe

2 [24 |25 |28 30 [m [

2014

2014 B2
Fri Man

Sep | Ocr
2014 |2014 |2014
Toe | Wed | The

w [ov [0 [11 [
Sep | Sep | Sep | Sep | Sep
2014 |2014 [2014 |2014 |z014 IR
Mo | Toe |Wed | Th | P S

Sep | Sep [ 5en
2014 |2014 [2014
Wed | Tha | Fri

o [0z [03 [e5 [0

| 5= |5 (5= (5= |se

BP0 | 014 (2014|2014 |2014 |2014

CARROODY C] | er | e | wez | T |

[0 Cancelled
@ Reserved

View Properties
& pll Properties

-
3

" dwailable Properties [0 Confimed rd

> O Cunent i

ﬂ Wew Rental B ivoieed e
20140831 ~| [2014/10,09 ~ Draialypaid ¥
B Paid 4

v

GoTaTaop Ga Ta Bottom

B Supplier Paid
[0 Communal U1

<l

> "Bulk Charges" such as electricity, water, effluent, refuse etc. can be equally divided between the "Rooms/
Properties" in the "Shared Accommodation". There are two ways in order to record these charges:

¢ Right-click on the booking on the Grid, and select "View/Record Bulk Charges"
e In the top menu, click on "Process - Bulk Charges Update"

This is not part of this tutorial. Please register on Novtel's Forum at http://www.novtel.com/forum/index.php in
order to have access to this information
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12  Step 10 - Rollover Procedure

e Open both Pastel and Novtel, and check for "Open Batches" in Pastel. The "Bulk Charges" for Communal
Properties "Shared Accommodation" must be updated, and the status must be "Processed" in order for
the "Recurring Billing" to be done

e When the status of the "Communal Property" has not been "Processed", the system will alert you to first
rectify it in order to proceed

# Recurring Billing V56.0.7 [

Current Month  [REaE 0=
Fixed Contracts T Active Monthly Tenants

Fies Mumber Contract Mo | Tenant Code Tenant Description Froperty Code Statug D ate Start [rate End

14 2 BARON Bargain Clothing MARIOOO4 Reserved 2014./09/01 2014409420
26 3 LMoo Unifarme b anufacturers SUMS0003 Fezerved 2014409415 2014/09/30
50 5 WILOO1 Yilioen, Jeff SEAFOO40 Reserved 2014,/08/01 2014/09/30
B2 g COMO01 Constantia Art And Craft Suppliers GREY0044 Beserved 2014,/08/01 2014/09/30
86 g DUROM Movtel Property Management ﬁ 2014,/08/01 2014/09/30
33 3 BUTOM 2014/0315 2014403430
m 10 JANOM 2014,/08/01 2014/09/30
135 12 DuvOoo The following properties still have unprocessed communal bookings: 2014/03/01 2014/09/30
160 14 ABBOOT r l % 'WATS0000', Please change their statuses to 'Processed’ in order to 2014409/ 2014/09/30
172 15 ACKOO1 continue the month end procedure 2014,/08/01 2014/09/30
184 18 ATKOOT 2014,/08/01 2014/09/30
196 17 BARO02 2014,/08/01 2014/09/30

Select All | Select Mone | Update Selected Invoices

Electronic Payment Tenarnts

Banking syster: | Generic C5Y v| I Specify Debit Day  |2015110/11 > Close

-

¢ Right-click on the "Communal Property" on the Grid, and select "Status - Processed". The color for the
"Communal Property" will now turn white

159 COMMUNAL PROPERTY (SHARED ACCOMMODATION)

View/Record Bulk Charges
Status

Unprocessed
Record Maintenance (Communal) Processed

Record Maintenance Vacant Units
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56 Property Management

e Click on "Process - Recurring Billing". In the "Fixed Contracts" tab, select the month; year; all the

invoices to be updated, and click on "Update Selected Invoices"

# Recurring Billing

! Va8.6.0.7 ' &J

Fixed Contracts T Active Monthly Tenants
Fies Mumber Contract Mo | Tenant Code Tenant Description Froperty Code Statuz [rate Start [rate End
14 2 BAROO Bargain Clathing M&RI0004 Reserved 2014/09/01 2014/09/30
26 3 LIMIa01 Uniforms Manufacturers SUMS0003 Feserved 20440915 204/09/30
5 WILOO Yilioen, Jef SEAFO040 Reserved 2014/08/01 2014/09/30
E COMOm Constantia At And Craft Suppliers GREYO044 Feserved 204409/ 204/09/30
g DUROM DuRandt, JJ MIMO0032 Reserved 2014/08/01 2014/09/30
| EUTOO Button, Steve SaMs0011 Reserved 2014/09/15 2014/09/30
10 JaN0O Jane's Pharmacy CARROOO7 Reserved 2014/08/01 2014/09/30
12 DUvom Duvet and Fillow Manufacturers SHOPOO22 Reserved 2014409/ 2014409430
14 ABBOOT Abbat, Kevin WATS0001 Reserved 2014/08/01 2014/09/30
15 ACKOOT Ackerman, Danie WATS0002 Reserved 2014/08/01 2014/09/30
18 ATKOOT Atkinz, Ruan WATS0003 Reserved 2014/08/01 2014/09/30
156 17 BAROOZ Bartlett, Fuben WATS0004 Fieserved 2014403/ 2014/09/30
Gelect Al , | Select Mone | ( Update Selected Invoices P

Electronic Payment Tenants

Banking system: | Generic C5Y | [ Specify Debit Day

2ms10/M >

Cloze

L

|L||:u:|ate Cuztomer And Supplier |nvoices h j

[ Puont Detailed Pre-lmpart List

Prints a more detailed verzion of the Pre-lmport List report,

[v Prnt Updated [nvaices

Printz a lizt af all the customer and zupplier invoices that were updated
after the month end hasz been completed,

[ Email Statements

Mail customersupplier statement directly after the rezervation has rolled

f Proceed >>? Cancel

# Month End Options VEG.0.7 &

e Select the option to "Update Customer and Supplier Invoices", and click "Proceed"
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e The "Pre-Import List" will be minimized to your Internet Browser in HTML Format. First check the report for
any inconsistencies before you continue

Pre-Import List For September 2014 «
VE6.0.7
PRINTED DATE: 1€ SEFTEMBER 2014  TIME: 02:34:34 PM
CUSTOMER INVOICES

BARO001 - Bargain Clothing MARI0004 6000.00
26 3 'UNIOO] - Uniforms Manufacturars SUNS0003 7000.00
50 5 VILOOL - Viljosn, Jeff SEAF0040
62 6 COND01 - Comstantia Art And Craft Suppliers GREY0044
86 1 DUR001 - Du Randt, T MIMOG32
o8 e BUTO01 - Button, Steve SAMS0011
111 10 JANOO1 - Jane's Pharmacy CARRO0007 6000.00
135 12 DUW00L - Duvet and Pillow Manufacturers SHOPOO22 8000.00
160 1a AEB001 - Abbot, Kevin WATS0001 1000.00
172 15 ACKO001 - Ackerman, Danie WATS0002 1000.00
184 16 ATEO00] - Atkinz, Ruan WATS0003 1000.00
106 17 EAR002 - Bartlett, Ruben WATS0004 1100.00
NUMEER OF INVOICES TO BE UPDATED - 12 TOTALS 4531570 634471 51660.00

SUPPLIER INVOICES

e B = R = ==

BLAOOI - Black, Vernon MARIO00S
..6 MALQO] - James Malan SUNS0003
50 5 UPTO01 - Luke Upton SEAF0040 K
62 ] FRA001 - Douglas Franklin GREY0044 430000

e Click "Yes" in order to continue when you are satisfied that everything is correct
e Now click "View - Open Batches" in Pastel, and select the first "Open Batch" click on "Jump To"

 Cpen Batches I&

All U zerz Ilger0
T a Irwoice |V

Supplier Invoice v
Mat Used
Mat Uszed
Mat Uzed
Mat Uzed
Mat Uzed
Mat Uzed
Mat Uszed
Mat Used
Mot zed
Mat Uzed
Mat Uzed
Mat Uzed
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58 Property Management

¢ In order to view the inwoices, click on the magnifying glass; then on the inwice to be viewed, and "Enter" to
open the specific Inwice

File Edit Process View Change Setup Utilty Window Help

P
Gicbar (] JM
Ponanstes

S

I EECE [Enter: = 5ekee] @)

Zoom Sequen B
[@ Number O Code () Reference  Zoom From ‘ Close 1
Number | Customer Accounts/Diescription Reference Amourt|  Date |

IN100001  |BARODT - Bargain Clathing £000.00| 01/09/14
IN100002  |UNIDDT - Uniforrres Marufacturers 26 700000 15/09/14
IN100003  [WILOOT - Viljoen, Jeff 50 700000) 01/03/414
INT00004 | CONOOT - Constartia Art And Craft Suppli |62 4500.00) 01/09/14
IN100005 | DUROOT - Du Randt. JJ 86 450000 01/09/14
IN10000E  |BUTOM - Button, Steve a8 466000 16/03/14
INT00007  |JANODT - Jane's Pharmacy m £000.00) 01/09/14
IN100008 | DUYO0T - Duvat and Pillow Manufacturers | 135 800000 01/09/14

o8]

Delivery Addrss

0 e N N T LT

Print ;» Tax Invoice Summary Listing

Restore Columns Print Outstanding

Import Reprint Documents

Export

Update
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e Select the method for printing the report, and click "OK". Now you can compare the totals in Pastel and
Nowtel in order to see if it matches

e Click on "Batch" again, and select "Update"

Print »

Restore Columns

Import
Export

Update

| Delete / Inzert... ﬂ_ﬁditDDcument || Mext Document || Btk Decumernt |

e You will have the option to "Backup Before Updating". Run the update if you wish, and then click on
"Update". Now update the other "Open Batches" as well

e Back in Nowuel, click on "Process - Recurring Billing" again, and select "Active Monthly Tenants" for
September. Click on "Update Selected Invoices" and click on "Continue Monthly Rental" if the rental is
indeed continued for the next month

W Recurring Billing

Current Manth September El Current 'ear Em-

Fixed Contracts

Res Number | Tenant Code | Tenant Description | Property Code | Status | D ate Start | Date End |
432 ABBOOT Abbot, Kewvin WAT 50001 Current 2015/01/ 2015/0/31
433 ACKOO Ackerman, Danie WATS0002 Current 2015/0/M 2015//3
434 ATKOO Atking, Ruan WATS0003 Current 2015/0/M 2015//3
435 FABOM Faber, Steven WAT 50004 Current 2015/0/m 2015/m/3
436 FRIOM Fritz, Franz WATS0005 Current 2015/0/M 2015//3

Select &l | Select None | Update Selected Invoices !

Barking system: | Generic C5Y =| [ Specify Debit Day | 2016/04/01 = Clase

Electranic Payment Tenants
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Property Management

The "Pre-Import List" in Novtel for the Communal Properties

Pre-Import List For September 2014 «

CUSTOMER INVOICES
T S - S N
160 ABB001 - Abbot, Kevin TWATS0001 877.19 1000.00
172 ACKD0] - Ackerman Dania TWATS0002 877.19 1000.00
184 16 ATE001 - Atkins, Ruan TWATS0003 877.19 1000.00
196 17 BARQO2 - Bartlett, Ruben TWATS0004 877.19 1000.00
NUMBER OF INVOICES TO BE UFDATED - 4 TOTALS 3808.7T 40123 4000.00
SUPPLIER INVOICES

SUB-RENTAL CONTRACT SUPPLIER PRO(PMERT‘ EXCL TOTAL _ INCL TOTAL
148 ESPQO] - Werner Espm TWATS0001
160 ESPQO] - Werner Espm TWATS0002
172 16 ESP00] - Wemner Espin TWATS0003
184 17 ESP00] - Wemner Espin TWATS0004 950.00
NUMBER OF SUFFLIER INVOICES TO BE UFDATED - 4 TOTALS a3 466.67 3800.00

SUMMARY OF MANAGED PROPERTIES

FROFERTY TENANT TOTAL LANDLORD TOTAL COMMISSION TOTAL

WATS0001 on Sereet Foom 1 1000.00 £50.00

7 on Sereet Foom 2 1000.00 £50.00
on Sereet Foom 3 100000 50.00
- 7 Wetson Sueet Room 4 100000 50.00

TOTALS 4000.00 2500.00 200.00

The Pastel Reports that correspond with the Novtel "Pre-import List"

16/09/14 15:58% Page: 1

Prepared by. Nowtel
Tax Inwoice Summary Listing for user User 0

Reference Customer Pear Date OrderMo Printed On Tax Total
Hold
IN100009 ABBO01 - Abbot, Kevin 4 01/09M4 180 Yes No 122.81 1 000.00
IN100010 ACKO01 - Ackerman, Danie 4 /g4 172 Yes No 122.81 1 000.00
IN100011 ATKO01 - Atkins, Ruan 4 /0914 184 Yes No 122.81 1 000.00
IN100012 BAROD2 - Bartlett, Ruben 4 01/09M14 186 Yes No 122.81 1 000.00
Total for 4 Tax Invoice(s) not on hold 45124 4 000.00
Total for 0 Tax Invoice(s) on hold
TOTAL 491.24 4 000.00
End of Report
Prepared by, Moviel
Supplier Invoice Summary Listing for user User 0
Reference Supplier Per Date OrderNo Printed an Tax Total
Hold
PN100O08 ESPO01 - Werner Espin 4 01/08M14 148 Yes No 116.67 850.00
PN1 00009 ESPO01 - Werner Espin 4 01/08/14 160 Yes No 116.67 550.00
PN100010 ESPO01 - Werner Espin 4 01/08M14 172 Yes No 116.67 950.00
PN 00011 ESPO01 - Werner Espin 4 01/08/14 184 Yes No 116.67 550.00
Total for 4 Supplier Inveice(s) not on held 465 68 3 800.00
Tetal for 0 Supplier Inveice(s) on hold
TOTAL 456.68 3 800.00

End of Report
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e When you return to the Grid, you will see that all the long term contracted bookings for the month is now
green, meaning that all have been "Invoiced"

e The bookings that are still "Reserved", will be billed in the next "Recurring Billing" since the contract
dates are set from the 15th to the 15th, and not the 1st to the 30th as with the other bookings

e Also see that the bookings that have been processed for this month, is now on "Current" status for the next
month

# Novtel Property Management 5.6.07 - [ Item Grid] - Novtel Default - [ Item Gridl] [= X

W File Edit Modify Setup
@ [ |15
et [ ot [oer
2014 [2024 [e01s
Men | Toe | Wed

oo AP
| | &

Reports Email/Export Import  Help

o | Se
2014 |2014

@:”7 GREV0044 i 63 Constantia Ar
r HARRD006 [N 123 Conc:
@:”7 MARIO004 i 15 Barg
@r MIM00032 [N 87 Du
@:”7 ooz (v NN = = 00 0 0 147Andrewssh I
’7 ’WW 7451
G :
@:”7 ]WW 50 Viljoen, Jeff - B1Vi

(] [rSHoReeaE T [N vet and Pillow Manufacturers 136 Duvet and P

THEH0002 [N
@& [TwaTsesco T Iy 159 COMMUNAL PROPERTY (SHARED ACCOMMODATION) 233 COMMUNAL PROPERT
@:”7 WATS0001 r 160 Abbot, Kevin 161 Al

@:”7 ’Wr 172 Ackerman, Danie 473 Acks
@’_ ’Wr o 184 Atkins, Ruan “sjj

« Lol "
View Froperties Hental BUbRET 7 O Cancelled -
& al Propetiss Fi 6 000,00 Unsllanated Funds: R 0.0 Dl Reserved 3
¢ awalable Fropetties | Date [ Desciption [ Debit| __Credt| _Balance | Ol Confimed v
O curent i

New Rental

2/ B| _wewnns_| Dt
24306 | [nmaeans = Wraioyra
GoTaTop |  GoToBettom WPad ¥
B suppie Paid ¥
(O Communal (1) ¥
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»Procedure to update invoices for "Short Term Bookings" in Novtel

¢ Right click on the booking on the Grid, and set the 'Status" to "Invoiced". See how the color of the booking
has changed to green

# MNoviel Property Management 5.6.0.7 - Novtel Default - [ ltem Grid] T
M File Edit Modify Setup Process Reports Email/Export Import Help Va.6.0.7

ah 7 “Q N =K nm#\,

11 12
21}14 2014
|BEACDEDS & |
158 Erasmus, Erica

— asons | IR ====
_I_ Restaurant and Diet I

1-6 1? 18

26 DI

Sep ML ] ]
21}14 21]‘14 Zﬂ14 2014 aty | l-‘l:l 2‘{!14 2‘1114 21}14 Zﬂ‘14 2‘{!1
Tee |Wed | The | Fri Ngocy ] o | = ) mre= Tue | We

Documents

Status Cancelled

[ [Tomse v RS EETRT
 [ssaveor T~ [

I | I — — — — Give Motice

Update Invoice Reserved

Confirmed

— ¢+ ~© 1 [ 1" — " ——© 71T T T Current

|__|_ --- o s ——— —— — — '  [10iCed

e Right click on the booking again, and click on "Update Invoice - Customer"
— |

’ Movtel Property Management 5.6.0.7 - Novtel Default - [ Ttem Grid] VE.E.0T

W File Edit Modify Setup Process Reports Email/Export Import  Help _ l

1O T-e2EB B m & %

11 |12 15 |16 [17 |18 [10 ISEIEE = [z 24 za

Sep | Sep Sep | Sep | Sep | Sep [HEGNIERSAL FAMo: 3

2014 |2014 2014 2014 |2014 (2014 2014 2014 2014 2014 zo
|BEAEDBDB . The | Fri Toe | Wed | Thy e - . Wed | The | Fri b

158 Erasmus, Eric
EEESSEESS RS S IS View Details <F5=

Restaurant and Diet

Documents [

Status 4

Update Invoice

> oo

Give Motice

e
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Step 11 - Working with Documents

Step 11 - Working with Documents

63

In order to setup your company's documents, you can have a look at the standard Nowvtel document layout for

the following types of documents in "Setup - Documents":

»>Invoices
e Plain Paper

-
# Documents Setup

ESES)

J Letters T Wword DocumentsT Document NotesT Property Images T

Customer
Statements

TSupplierHepoltsT Debit Orders I ‘Work Orders

Main |nvoice Layaut

( {* Plain Paper )

" Logo Layout 1
" Logo Layout 2

" Nowtel Forms Designer

[ Include Copy of lrevoice h

o

o

[rrsmp—

fer

Tax INVOICE

we

monzn:
sazn

Paper Size : A4 - 210 mm % 297 mm

Accept

Cancel
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e Logo Layout 1

=
# Documents Setup

S5

{ Invoices ’ I Letters IWord DocumentsI Drocument NotesI Froperty ImagesI Custtomey I Supplier HepoltsI Debit Orders I ‘wiork, Orders

Statements

— b ain lnvoice Layout

" Plain Paper

& [ ogo Lapout

" Logo Layout 2

= MNaovtel Farms Designer

TAX INVOICE

@NovreL

00K M T

cwne oge AL bikivCrL
e ity P

[ Include Copy of Invaice «

~ Copy of [nvoice Layout

% Flain Paper

" Logo Layout 1

" Logo Layout 2

 Movtel Forrns Designer

[ T e ]
E o m

] o

" an

i a

a2 s

n anm

et o=

Tet B T e

e e

Paper Size : A4 - 210 mm x 297 mm

Acoept | Cancel |

e Logo Layout 2

=
# Documents Setup

S5

{ Invoices ’I Letters IWord DocumentsI Drocument NotesI Froperty ImagesI stégf;mfts I Supplier HepoltsI Debit Orders I ‘wiork, Orders

— b ain lnvoice Layout

" Plain Paper

" Logo Layout 1

* L ogo Layout 2

= MNaovtel Farms Designer

84 Cumarnbae 2012

FRCFERTY ALALESTATE Lo e

el o TAX BICE
] TAH 2G40 ST

@NOVTEY,

i ¢ commme: e
=

[ Include Copy of Invaice «

LD LA e oo
=4 o i
[y Gmeryiar B s ey
[T —— : E o m
FEOR OO AN O R : ] o
ens Cncmtnm . ™ an
R , ] a
e Ewscy g 1 s

~ Copy of [nvoice Layout

% Flain Paper

" Logo Layout 1

" Logo Layout 2

 Movtel Forrns Designer

e L ] £

Tt o
Tow BT L=t
TommR T o

Paper Size : A4 - 210 mm x 297 mm

Acoept | Cancel |
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e Novtel Forms Designer (You can design your own documents with Novtel Forms Designer, but it is not
part of this tutorial)

e Click "Accept" to save your preferences
e Select the "Layout" you prefer and also tick the check-box to "Include the Copy of the Invoice" - should

the need for it arise. Select the "Layout" for the "Copy" - it does not have to be the same as the "Main
Invoice Layout"

e When you right click on the booking on the grid (For Example: We want to see the inwice for Mr Button),
move the mouse over "Documents" to display the different type of documents next to it, and click on

n H "
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66 Property Management

05 September 2014

TAX I NV OIC E TEL : 0881 88 B& 35 NOVTEL PROPERTY
FAX : 0881 86 BE 35 UNIT 20

TAX REG NO. 1224 DIAZ OFFICE FARK

DIAZ BOULEVARD WEST

MOSSELBAY

Button, Stewe

BOOKING HUMBER: 38 PO Box 000
Mewlands,
Date In: 20140815
1234
Date Qut: 20140530
Property Description Days Person\ G Tax Inel Price
SAMS0001 11 Sampson 5trest 1 1 5E0.00 4560.00
Total Tax 560.00
Total Excl Tax 4000.00
Total Incl Tax 4580.00
TOTAL DUE: 4550.00
> Letters

e In the "Letters" Tab, you can tick the check-box to "Use your own Letterhead". Enter the "Headers" for
"General Rental Form" and "Confirmation of Rental" to be displayed on the Letters
e Type the message to be displayed on "Confirmation of Rental Letter"

>»Word Documents

e Microsoft Word Documents fully integrates with Nowtel. (To learn more on the subject, please register on
Nowtel's Forum in order to have access to the information)

»Document Notes

In this tab, standard document notes can be setup to display on the following documents:
e Custom Inwoice

e Provisional Invoice

e Customer Invoice

e | andlord Statement

»Property Images

e When using a digital camera, images for the inside and outside of the property can be uploaded into Nowtel

»Customer Statements

e As with "Invoices", there are 3 standard layouts to choose from for your "Customer Statements", and a
message can be setup in order to display on "Statements"
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Step 11 - Working with Documents 67

»Supplier Reports
e Select the layout for "Supplier Reports"

»Debit Orders
¢ Nowel offers a full "Debit Order" System

>Work Orders

e Select one of four Standard layouts for "Work Orders". (More information on "Work Orders" discussed in
Step 12 - Maintenance)
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Property Management

Step 12 - How to Receive Payments

>»How to Receive a Deposit:

e Click on the arrow next to the POS Icon, and select "Receipts"

| V5.8.0.5 P - Remote Desktop Connectio

W Mowtel Property Management Ultimate Standard 5.8.0.5 - Mo
W File Edit Modify Setup  Process

dh 7

|

|SHOPODZ22

(€| [ Swomnezz [
(c|[ [ swomoosr [
G N
(€| [o0s [
(| [ wmmemnosw |
(| [ wAmenns W
AR §

[ [ watsooon [

Sales (POS)
Deposits
Pawyouts
Arrears

PrePayments

Megative Receipts

Shift Cash Up

Shift Sumrmary

Histary

Receipts «

Repaorts

Ernail/Exp

e Select the "Tenant" from whom the deposit is being received

W Tenant Setu p

I V5.7.0.0 #I

D atazet: Derma Data 2 ﬂ Refrezh
M urnber Dezcription Telephone Faw ﬂ

LOUOOT | Loww, Jane 2123456739 (012123 456 739

POLODT | Pallard, Chiis 044123456 783 | 044123 456 739 Edit
SMEDD | Snel, Dave 021123456739 [ 021 123 456 739

STEODT | Steward, Waughn 025123 456733 [ 025123 456 733

T&v001 | Taylor Engineering 021123456789 | 021123 456 739

THEOQM | The Book Empire 023123456789 | 023123 456 739

LILLaO Ulrich, Eenny 023123456733 (023123 456 739

JMI001 Uriforms Manufacturers [ 021 123456783 (021 123 456 789

VILOOT Yilloen, Jeff 021123456733 [ 021 123 456 733

YWwiatzon, Tony

021 123 456 789

=] |

Cloze
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69

» The system will indicate all outstanding balances for "Account Payments" as well as "Deposit Payments"

W Tenant Receipts
Tenant waTOn &I | ‘watson, Tony | Receipt Tatal I [i] Auta-dllocate |
Balance In Pastel 0.00 Wiew Statement |
&I Unallocated Amount: 0.00
[ Account Payments Outstanding Total 0.00 ]

Description

Outstanding Amount|

" Allocated Amount

Contract 41 - Seafront Drive 42 [2015/01/07 to 201541 2/31)

5000.00

0.00

Fayment Date |2D15.-"D1.-"19 'l Dataset:  Demo Data 2

T. watson

Vv5.7.0.0

FPayment Type I Direct Transfer - I Maovtel: C:\Users\LouisehM ovtelD ata'PropertyM ovtelPLive. mdb

Reference : Pastel: C:A\UsershLovisetMovtelD ata\Property \M OVPLIVE

Outstanding T otal

Allocated Tatal

Unallocated Total

Trust: C:\Users\LouizeM ovtelD ata'Property\MOVPLIVE

Accept

5000.00
0.00
0.00

Cancel

==
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70 Property Management

1. Enter the "Receipt Total" at the top of the screen

2. The amount will automatically be allocated to the "Outstanding Deposit" amount in the "Deposit
Payments" field

3. Select the "Payment Type":
e Cash

Credit Card

e Cheque

Bank Transfer (Enter the Reference)
4. Click "Accept"

W Tenant Receipts @
Tenant wATOm &I | whatson, Tony ‘ Receipt Total I o 5000.00 Auta-dllocate |
Balance In Pastel 0.00 “igw Statemnent |
&I Unallocated Amaunt: 0.00
[ Account Payments Outstanding Total 0.00 ]

Description Outstanding Armount Allocated Amount

Contract 41 - Seafront Drive 42 [2015/01/01 to 2015/12/31) 0.00 e 5000.00

Payment D ate I 2ms/mA9 - l Dataset:  Demo Data 2 Outstanding Total 0.00
- . . Allocated Total R000.00
Payrnent Type IDlrect Transfer 6 'l Mavtel: L\ zers\Lovize’M ovtelD atatPropertysM ovtelPLive. mdb
Unallocated Total 0.00
Reference : Pastel: C:\U zershLouize'M ovtell ata\Property\NOWVPLINE
[T watsrl h
Trust: C:\U zershLouize'M ovtell ata\Property\NOWVPLINE

@Accept * Cancel
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Step 12 - How to Receive Payments 71

There are now no outstanding amounts for Mr Watson

3 Tenant Receipts g

Tenant IM"ATDD‘I &I | ‘w/atson, Tony | Feceipt Total I Auto-dllocate |
Balance In Pastel 0.00 Yiew Statemnent |
&I Unallocated Amourt: 0.00

[ Account Payments Qutstanding Total * 0.00 ]

Description Outstanding Amount Allocated Amount

Paymert Date |2D1 501419 'l Dataset:  DemoData2 Outstanding Tatal n.ao
X i Allocated Tatal n.ao
Payrment Type I Cash - l Novtel: C:Azers\Lovize'M ovtelD ata' PropertyM ovtelPLive. mdb

Unallocated Total 0.00

Reference : Pastel: C:Azers\Lovize'M ovtelD ata\Propery\MOVPLIVE

Trust: C:Azers\Lovize'M ovtelD ata\Propery\MOVPLIVE

Accept Cancel

Account Payments are done in the exact same manner
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Step 13 - Maintenance

Any maintenance to be done on properties can be recorded directly on the Grid. It is important to remember
that maintenance can ONLY be recorded when a property's status is on "Current

» Right click on the property and select "Record Maintenance"

@ Novtl Propery Mansgermert 5607 - Novie Dot~ (e G IR

W File Edit Modify Setup Process Reports Email/Export Import Help

- - %N =K ﬂ.gﬁ'%
] I L JEMD
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|EE.-'1'~IIIEEIE Wom | Toe |Wed | The | Fri [0 _= Mon | Toe |Wed | The | Fri [T IEEl | Mem | Tue | Wed | The

| [eeacosos I/~ [N I N A I I A A A
[ I HNEEEEEEEEE .

Wiew Details <F5=
Edit Contract

Restaurant and Diet

Documents

Status

Record Maintenance*

Print 5nag List
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Step 13 - Maintenance 73

» On the diagram of the house, click on the part of the house where maintenance is needed (Roof /
Bathroom / Kitchen,etc)

M Record Property Maintenance &]

Maintenance Description
Property : SAMS0001 - 11 Sampsan Strest
Tenant: BUTOOT - Button, Steve

Dutside Inside
. . Il = <
L]
/
_ D ]
- - - - - Yiew Ophions
[ Recorded M aintenance H ‘whorks Order Created ] [ Repaired Maintenance ] [ Fepaired and Billzd ]
v Al
No |Dale |Tenant |HesewationlMaintenanceltem |Maintenance Tupe |Eategor_l,l ||mp0ltance|Locati0
" Reconded
" wWorks Order
i Repaired

" Repaired and Bilzd

Snag Ligt & Maintenance |

4 j Whork Order Diocurment |

Send Maintenance Send Woarks Order Close
M atifications Matific-ations =
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74 Property Management

» We will record maintenance on the roof, therefor the category for maintenance will be "Structural”. Click
"Accept"

# Record Maintenance Number 1 @

Category

Electrical

' Flurnbing
B G :_ - >
B Structural / Faint
[Tl

L | eneral

Cgccept * LCancel ‘
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Step 13 - Maintenance 75

» Click on the Importance Lewel for the maintenance, and click "Accept"

i Ty
# Record Maintenance Number 1 M
— Importance
H H H Critical [Fix within 24 hrz)
200
H H High [Fix withity 48 hrz]
"
H kdediurm [Fis within 72 hrs]

‘ L ‘

Cﬂccept ! LCancel |

» Select the "Method of Billing"
e Direct Method (Select if the work will be done by "Internal" personnel, and no quotes are needed)
e Works Order Method (Awaiting 5 quotes by "External" Senice Providers for the repairs)

» Select the "Maintenance Item" by clicking on the magnifying glass and double click on the item to select
it (In this case for the demo - the roof). Creating the Maintenance ltems are done in "Edit - Maintenance
Item"

» Enter the "Maintenance Type". (In this case for the demo - "Repaired"). Creating the Maintenance Type
is done in "Edit - Maintenance Type"

» Select the "Applicable Rate". (In this case MAIO01 - Maintenance)

» Enter the "Location" by clicking on the magnifying glass and double click on the "Location" to select it
(Setup done in "Edit - Maintenance - Location")

e "Location 1" can refer to - in the case of a block of flats - First Floor, Number 7

e "Location 2" could be Air-con: Serial number 222555888
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76 Property Management

» Select the "Amount" for the maintenance (This will be the amount quoted by the contractor doing the
maintenance, when the quote is accepted). In the "Detailed Description" field, enter what needs to be
done (For Example: Loose Tiles must be fixed; broken tiles replaced, and the area must be sealed to
prevent a leak when it rains)

# Record Maintenance Number 1 @

Reservation Number 38
Tenant Button, Steve

Property Code SAMS000
Property Description 11 Sampzon Street

kethod of Billing
" Direct Method o {+ ‘Works Order Method

M aintenance |tem® |Fh:u:|f 9 ﬂ
kaintenance Type® |Hepair 6_3'

Applicable Rate®  [MAIDDN Maintenance 0.00 ) A

Location 1: |Hesidential Home eﬂ
Location 2 | ﬂ

Arnavint .00

Date Recorded | B September 2014 «| [0348208M =

Detailed Description”  |Raof Tiles are loose. Repair and seal in order ta =

fix the leak| @

To Be Billed ~]

egccept ‘ LCancel ‘
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Step 13 - Maintenance 77

"To be Billed" will be inaccessible if you have chosen "Work Order Method"

Click "Accept". On the Roof you can see a number - that number represents the maintenance in numeric
form done on the property

The color for "Maintenance Details" are the same as the "Recorded Maintenance" Tab

Now select "Work Order Document"

# Record Property Maintenance

Maintenance Description
Property : SAMS0001 - 11 Sampsan Strest
Tenant: BUTOOT - Button, Steve

Outzide Inzide

_ ]
- - - - - Yiew Ophions
Recorded M aintenance H ‘whorks Order Created ] [ Repaired Maintenance ] [ Fepaired and Billzd ]
v Al
No |Dale |Tenant |HesewationlMaintenanceltem |Maintenance Tupe |Eategor_l,l ||mp0ltance|Locati0
1 2014/09/08 Buttan, Steve 98 Roof Repair Structural | Critical Residet " Recorded
" Works Order
i Repaired

" Repaired and Bilzd

Snag Ligt & Maintenance

4 j o Work Order Docurmenl

Send Maintenance Send Woarks Order Close
M atifications Matific-ations =
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78 Property Management

¢ Click on the magnifying glass to select the "Supplier Code" (The contractor that will do the maintenance).
The "Due Date" will automatically be inserted, since we have selected the "Importance" tab to "Fix within

24 hours"
e Enter the “Quoted amount for repairs’, and click on “Record Work Order”

=

—
’ Record Maintenance Work Crder

Property Code - SAMSO001

Description - 11 Sampson Street

Supplier Cade IJ.-’-‘-.KEIEH ﬂ |Jake's Harme Repairz |

[v One by one [~ Multiple Due Date: IEEI'I 4/09/09 vI

Nn:nl k aintenance Part | Type aof Maintenance | Wi Tupe | Cateqary | Irmpartance | Lo
1 Roof Repair Maintenance  Structural  Critical Res

wy

4 L

Edit Selected Damage

Cluoted Amount For Repairs® IEEIEIEI.EIEI g .‘ e Becord “Work. Qrder |» Cloze

Works Orders Details:

Al 0 (0) Active w0 [0 Hiztaric %0 (0]

Date | W0 Numl Supplier | D:-stTu:utaIl Wl Type | Supplier [y Nu:u.l PH Mum I Ren

1 | 1

Tatal Costz an all Work, Orders: I 1] [ Come Backs
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Step 13 - Maintenance 79

e See how the "Work Order" has been processed and is now "Active". Click "Close" to exit this window.

s My
® Record Maintenance Work Qrder g

Property Code : 5AMS0001

Description : 11 Sampzon Street

Supplier Code I ﬂ | |
[+ One by one [T Multiple Cue Date: |2EI1 4409409 TI
Mo | b aintenance Part | Type of Maintenance | Wi Tpe | Cateqgary | Irmpartance | Lo
i i1 | 3
Edit Selected D amage |
[uoted Amount For Bepairs® I Becord "ork, Order

Works Orders Details:

Al (1) m-'e Wi 3 Histaric w0 1)

D ate | W Numl Supplier | Eu:ustTu:utaIl WO Toupe | Suppligr |y Nu:u.l PM Mum | Ren
2014/09/08 1 Jakoom BO00.00  Maintenance &

a4 | m | P

Total Costs on all Worl, Orders: I GO00.00 [ Come Backs
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80 Property Management

¢ Notice how the color of the maintenance has changed to the color of the "Works Order Created" Tab. Click
on "Send Work Order Notifications" to alert the "Building Manager" of the "Work Order"

¢ \When all maintenance to be done are created, click on "Close"

# Record Property Maintenance Ié]
Maintenance Description
Property :  SAMSO001 - 17 Sampzon Street
Tenant: BUTOOT - Button, Steve
Dutside Inside
g I
' - U [ =
/
— D [
- View Optiohs
[ Recordad Maintenance ][ "wWarks UfBef Created ] [ Repaired Maintenance ] [ Fepaired and Bill=d ]
e Al
Mo | Date |Tenant |Hesewation| Maintenance |tem |Maintenance Type |Category |Impoltance| Locatio
1 2014/09/08 Button, Steve ﬁ" 98 Roof Fiepair Shuctural  Critical  Resider " Recoded
-F
" ‘wharks Order
" Repaired
" Repaired and Billed
Snag List & Maintenance |
1 | | ik, Urder Document |
Send Maintenance Send Works Order Close
Motifications Motifications f =
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Step 13 - Maintenance 81

e When you return to the Grid and the system has been "Refreshed", you will notice a green "Spanner" in
front of the property where maintenance has been recorded. It will stay green as long as it falls within the
allowed 24 hours allocated for the job to be done. As soon as the 24 hours expire and maintenance has not
been finalized, the "Spanner" will turn red

L3 Moviel Property Management 3.6.0.7 - Novtel Default - [ Item Grid]
W} File Edit Modify Setup Process Reports Email/Export Import  Help

w o PEHS 0T -OOIE- ﬂm 9 < 9

13

12 13 15 16 17 18
Sep SR '_=-=':

17 BN E 24
Sep | Sep | Sep | Sep Sep | Se | Sep | Ser | sen SRR IE
2014 |2014 |2014 (2014 |2014 RN ERORd 2014 |z014 |2014 |z014 |2014 N 014 zn14 zn14 zn14
|BE.-’-‘-.EEIEDB ﬂ Mom | Tue |Wed | The | Fri [JEEE _= Mom | Toe |Wed | The | Fri [0 M| . | Tee | Wea

oy | |
[ I HlEEEEEEEEEEEEEEN
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82 Property Management

Step 14 - Reports

There are 81 "Reports" in total in Nowvtel Property Management. Please have a look in the main menu under
"Reports" for the full spectrum of options. Due to the vast variety of reports, we will only show you a few:

» Arrivals and Departures

There are different options to choose from in this main screen:

e Arrivals Report

e Departures Report
* Move-In Report

e Move Out Report

We will use the "Move-In Report" option to demonstrate how all four of them basically works:

e Select the dates for the report to be viewed - in this case we have selected the month of September
e Click "Accept" to display the report in a HTML Format
e [f you need to print the report, click on "File - Print"

B Arrivals & Departures

Arrivals Report

Departures Repart
tove-ln Report h

M aove-Out Bepart

Lizt all the move-ing of
contract rezervations during
the zpecified period.

From

=]

2014/09/01
To |EGE/M9/30 - .

C.-‘l‘-.ccept ,' Cancel

£ N
[ (= uQ >)| £ CilsersiLovise\AppData\Local\TempiTempReport htrnl

192.168.2.75

B ERS

P~ vy i

File JEdit View Favorites Tools Help

01 September 2014

15 September 2014

19 September 2014

MOVE.QUT DATE
10 Ssptemper 2014
21 Septemper 2014
30 September 2014
30 September 2014
14 March 2018
14 Septemoer 2015
14 Septemper 2015
14 Septemoer 2015

30 Saptemper 2014

Move-In Report h

From 2014/09/01 To 2014/09/30
PRINTED DATE: 05 SERTEMEER 2014 TIME: 015933 P

MOVTEL PROPERTY DEMG

DURATION CONTRACT NI
w0 4]
2 i
Rt 2
Rt s
R 3
E z
B =
E 'l

2 e

TENANT
Erssmus, Enca
Heys, Jm
Davis. Chaniele
Davis. Chaniele
Davis, Chaniele
DuRanL, 4
nnreas, sraan
Anreas, Staan

Fours, Dava

PROFERTY NUMBER
BLu=00T
sLu=00E
sErFOZ
sErFOZ
sErFOZ
)
mounDo17
MouNDD17

sExF00ez
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83

» Utilization Report

This report will show percentage wise, how well the properties are utilized for the date range selected
¢ In the "Properties"” field, select "All Properties"

e Click "Accept"

e To print the report, click on "File - Print"

.
# Utilization Report

==

Frorm 20144030 | o |EWE/09430
|D3:00:00 AM 0300:00 AM
 propotes Jif 5
Froperties r_ Code | Description -
All Properties = BEAC... Beacon lzland Holiday Flats Hr 602
L f =
& electad ~ BEALC... Beacon lzland Holiday Flatz Hr 719 £
CaRR... Car Place, Shop 7
. GREY... 44 Grep Street
{ Cateqaores [ 'I'I
- HAR...  Hamy Circle
MARI..  Maritz Building, Shop 4
(" [¥] MIMO... 32 Mimosa dve
[l MOU... Mountain Foad 17 -
( Accept J’ Cancel ‘
L% 2
Utilization Report «ffms
From 2014/09/01 To 2014/09/30 (29 Days)
PRINTED DATE: 05 SEPTEMBER 2014 TIME: 02:39:47 PM
NOVTEL PROPERTY
2 . UTILIZATION
FROFERTY CODE FPROFERTY DESCRIFTION DURATION PERCENTACE
BEACOGDE EBeacon |sland Holiday Flats Mr 802 o 0.00 %
BEACOT18 Beacon |sland Holiday Flats Nr 718 o 0.00 %
CARRPODM Carr Place, Shop 7 28 100.00 %
GREYS001 44 Grey Street 28 100.00 %
HARRYDDM Harry Circle 1] 0.00 %
MARITODM Maritz Building, Shop 4 28 100.00 %
MIMOS001 32 Mimosa Ave 28 100.00 %
MOUNTDMT Mountain Read 17 15 8172 %
FPARKSODM 43 Park Street o 0.00 %
SAMS0001 11 Sampson Street 18 81.72%
SEAFROO02 42 Seafront Drive o 0.00 %
SEAFROOD 40 Seafront Drive 28 100.00 %
SHOPDZ2 Shop 22 Marula Street 28 100.00 %
SUMNSEDO1 55 Sunset Cresent. Unit 3 18 81.72%
SUMNSEDDZ 85 Sunset Cresent. Unit 4 1] 0.00 %
THEBLODM The Blue Dolphin Holiday Flats 7 o 0.00 %
THEHOQO01 The Hope Indusfrial Complex 2 o 0.00 %
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84 Property Management

»List Charges

¢ |n order to list the company's charges on one report, click on "Reports - List - Charges"

e Either select "All Charges" to display every charge created, or "Selected Charges". When you choose the
latter option, select the specific charges to be viewed, by ticking the check-boxes next to it, and click
"Accept"

|
Arrivals & Departures B fﬂ
Activity ] s <

o List Of Availability | 22 |22 |2 |3
ep | Sep | - ) =Ll | Sep | Sep | Sep | 5
P14 | 2014 (2 Rental Agreement List Bl R 2014 | 2014 |2014 |20
Ved | Tha R | Mom | Tue | Wed | T

Agency Status ----

Rental Statistics r
Usage Report

Utilization

Audit Log By User

Comments & Remarks

List L Categories
List Property Links Properties

List Un Posted Rentals Charges

Deposits r
Meonth-End

Monthly Rental Commission

Income To...

Sales History 2
Takings Per User

Restaurant and Diet Report

Housekeeping Report
Bednights Report L

Sub-Rental 4
Works Orders k
Murnber 14 :
1 Bargain © Inspections
. 000 Maintenance 4
QW
I Maintenance Billed To b
izlathirigleie
Customer 4
Occupants b
Suppliers - V5607
J i
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Step 14 - Reports 85

# List Charges I&

Dizplay On Repart

Code D'ezcription -
] aDm001 Adrmin
" Selected Charges [C] CLEOD Cleaning Before Ococupancy =

[C] cLEODZ Cleaning After 0 coupancy
[[] comom Commizzion

[[] cowooi Contract Fee

[[] Dk 00 Damage

[~ Show User Defined Figlds | ] DSTOD1 DSTY per Manth -
!', Accept ! Cancel

List Charges ﬁ

PRINTED DATE: 08 3aptembar 2014  TIME: 0B:18:42 AM

HOWTEL PROPERTY

DESCRIFTION RATE
ADMO0T Admin 150.00 YES
CLEM1 Cleaning Befors Qcoupancy 150,00 YES
CLEDO02 Cleaning After Occupancy 150.00 YES
COMI01 Commizzion 0.00 YES
CONDOL Contract Fae 600.00 YES
DAMOOL Damagze 0.00 YES
DST001 DSTV per hManth 60000 YES
DST02 DSTV per Day 50.00 YES
LOwo0l Low Seszen 400.00 YES
MIDO001 MMid Seazon 60000 YES
WUMO0L Mumicipal Charzasz 500.00 YES
TESTO1 test saazan 200,00 YES

NUMEER OF CHARGES . 12
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86 Property Management

»Supplier List
To print a complete list of all the "Suppliers", click on "Reports - Suppliers - List All"
LIST ALL SUPPLIERS
Date and Time Report printed : 2014/09/08 08: 26:59 AM
Novtel Property
Number Description Tel Cell Fax E mail
ANTOO1 Anton's Painters
BLADO1 Black, Vernan 077 123 456 789 077 123 456 789 077 123 456 739 vblack@hotmail.com
CARDOD1 Stan Carr 086 123 456 789 086 123 456 789 086 123 456 789 scar@telkomsa.net
ESPO01 Werner Espin 078 123 456 789 078 123 456 789 078 123 456 789 wemere@telkomsa.net
FRADD1 Douglas Franklin 082123 456 789 082123 456 789 082 123 456 759 dougfranklin@ hotmail.c
om
FREQO1 Fred's Electrical 083123 456 789 083123 456 789 083 123 456 739 fred@electrical.co.za
GAROD1 Garden Services 0812123 456 789 0812 123 456 789 0812 123 456 789 garden@services.co.zZa
JAKQOD1 Jake's Home Repairs 083123 456 789 083123 456 789 083 123 456 789 jake@repairs.co.za
LAMOO1 Robert Lang 088 123 456 789 088 123 456 789 088 123 456 789 robertlang@amail.com
MALODT James Malan 077 123 456 789 077 123 456 789 077 123 456 Y89 jamesmalani@ gmail.co
m
MARDOT Ken Marshall 071123 456 789 071123 456 789 071 123 456 789 kenmar@telkomsa.net
MOV 001 Movtel Property 0861 6R 88 35 (861 66 88 35 (0861 66 88 35 info@novtel.com
PETOO01 Pete's Plumbing 082 123456789 082 123456789 082 123456789  pete@plumbing. co.za
RADOO1T Jake Rademan 083123 456 789 083123 456 789 083 123 456 789 jake@gmail.com
UPTO01 Luke Uptan 077 123 456 789 077 123 456 789 077 123 456 739 |upton@gmail.com
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Step 14 - Reports 87

»Contract Income to Report

In order to print an "Income Projection" Report, click on "Reports - Income To..."

Select the dates for the Report, and then the "Sort Order" (Either "Rental Number"or "Status")

Now, click either "Select All" or "Select Specified" (This refers to the statuses of the bookings to be
viewed - tick the check-box next to the status to be viewed if you chose "Select Specified")

Click "Accept" to display the report in HTML Format

# Income Projection [ivj-,l
Accept

‘.ﬁ' Fram 201409/01 - { !
-~ |
Ta 2014/09/30 - Cancel

*r Sart By | Statuz ﬂ

Cancelled

*F Select 4l

" Select Specified Reserved

Confirmed
Current
[rvoiced
Fartially Paid
Paid

=] X1 X1 X1 X1 X1 =]
efcOOdo@cd

INCOME PROJECTION

Date and Time Report printed : 2014/09/08 08:48:11 AM
Report for the period 1 September 2014 to 30 September 2014
Hovtel Property

Tenant Arrival Date Departure Date Status Total
2 AMDOOT - Andrews, Shawn 01/09/2014 3070972014 Cancelled R 4 560.00
14 BAROO1 - Bargain Clothing  01/09/2014 30/09/2014 Reserved R 6 000.00
26 UMNIO0T - Uniforms 15/09/2014 3010972014 Reserved R 7 000.00
Manufacturers
50 WILOOT - Viljoen, Jeff 01/09/2014 30/09/2014 Reserved R 7 000.00
62 COMO01 - Constantia Art 01/09/2014 30/09/2014 Reserved R4 500.00
And Craft Suppliers
a6 DUROOT - Du Randt, JJ 01/09/2014 30/09/2014 Reserved R 4 500.00
a3 BUTOO01 - Button, Steve 15/09/2014 30/09/2014 Reserved F 4 560.00
111 JAMOODT - Jane’s Pharmacy 01/09/2014 30/09/2014 Reserved R 6 000.00
135 DUVO01 - Duvet and Pillow  01/09/2014 30/09/2014 Reserved F & 000.00

M anufacturers

R 52 120.00

This concludes the manual for Nowvtel Property Management Free Version. For more information, please
register on Novtel's Forum at http://www.novtel.com/forum/index.php
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OUR PRODUCTS

Our 5age Pastel integrating software include products for:

* Property Management

NOVTEL GROUP * Vehicle Hire®
Compar s SclfStorage®

e Equipment Hire*

® Relations Management®

s (Contract Management®

e Hospitality*

® Point of Sale: Retail*

® Point of Sale: Restaurant®

® Gate/ Facility Access Control*

* Can also be used as stand-alone applications

OUR WEB PORTALS

GLOBAL +

. PROPERTY ONLINE

ANOVTEL COMPANY "

oviel
Ay et 15y

MOVTEL APPROVED DISTRIBUTORS

| SOUTHAFRICA | Global Property Online and Country related Website Portals are the marketing
outhern Cape medium between Estate Agents | Private Owners and Property Buyers |

em Cape KwaZuli sl Renters. These Portals also include an Online ¢RM (Customer Relations

tern Cape

1ern Region Cauteng Management) System:

I INTERNATIONAL | ® Global Property Online — www.globalpropertyonline.net

alia Botswana ® Buy Property in Spain — www.buypropertyinspain.net

ybean Kenya

* Property in Portugal for sale —www.propertyinportugalforsale.com
Dubai Migeria
® Australia Property — www.australia-property.net

aland Tanzania

b n Uganda * BLOG - www.blog.globalpropertyonline.net
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