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Introduction

Novtel Property Management is a specialized system by which long term rental properties can be managed. This includes:
v' Properties owned by your company.
v' Properties managed on behalf of a single Landlord, or multiple Landlords.
v' Body Corporate and Home-Owners Association Properties for which Levies apply.
v' Residential / Commercial and /or Industrial Properties.

Owned and Sub-Rented Short Term / Holiday Rental Properties can also be managed for which a Restaurant and Diet
Report, as well as the Housekeeping Report can be printed daily.

Properties can be rented on a Month-to-Month basis, and a monthly escalation amount can be charged if required.

Please note that there are many features in Novtel which are not included in this basic manual. To only name a few:

The Meter Reader System Setting up and using the Reminder System

The Open Item System Managing Body Corporate Properties for which Levies apply

Setting up Assets and linking it to the various properties Scheduling Property Inspections and capturing the findings

Charging Interest on accounts in arrears The Debit Order System

Setting up and using TPN Novtel Forms Designer
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The Workshop Module Short Term / Holiday Rentals
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Financial Systems

Novtel integrates with the following financial systems and comprehensive reporting is derived from:
»  Sage Pastel Xpress
»  Sage Pastel Partner
»  Sage Evolution Ultimate Standard
»  Sage Evolution Ultimate Enterprise

As a result of integrating with these financial systems, the use of Multi-stores / Warehouses; Agent Codes and Cost Codes can be
activated in Novtel when these were set up in the financial system.

Microsoft Office

» Reports can be exported, edited and saved in Microsoft Word

» Novtel allows for reports to be exported to Microsoft Excel, while some Excel files can be imported into Novtel - such as Bulk
Charges and Door Rentals

» Tenant and Landlord Invoices and Statements; Deposit Statements, as well as reports for management are emailed directly
from the system, using Microsoft Outlook

v" Please note that up to 10 additional attachments for Customers and Suppliers respectively, can be send with the Invoice and /
or statement when the billing process is performed.

»  Microsoft Access is used as the basis for Novtel’s databases (except for when SQL is used)
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TPN (Tenant Profile Network)

When registered with TPN and the required settings have been entered in Novtel, an export file is submitted to
TPN - which will return several reports including a report indicating which Tenants:

» Paid on Time
Are still in the ‘Grace Period’
Made a Partial Payment

Paid Late

YV V V V

Did not pay at all

Novtel Products

Novtel Property Management also integrates with:

v" Novtel Relations Management by which communication from and to Customers / Suppliers and
Prospects are captured and a complete record is obtained

v" Novtel Access Control by which access to a facility is granted by means of ‘Access Tags’.
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Word Documents

Invoices Novtel Property Management is fully integrated with Microsoft Word, Excel and
Outlook. For this reason, ‘Word Documents’ (letters) can be added to the system

In Novtel, one of various invoice options can be selected and selected when needed.

as the default Invoice layout, namely: It uses ‘Bookmarks’ which will derive the information from the Tenant Master

1. Plain Paper File, as well as the Contract; Reservation and Property.

No Logo can be added to this layout. Please note that this excludes any financial type of documents such as Tax

2. Invoice Logo Layout 1 or 2 Invoices and Customer Statements.

When Logo Layout 1 is selected, the Company logo

— as selected per the path entered — will be

displayed on the top left-hand side of the
document. The purpose of setting up ‘Document Notes’ is to create a standard note to be

displayed on each of the following document types:

Document Notes

Logo Layout 2 displays the logo on the top right-

hand side of the document. v Custom Invoices

3. Forms Designer v Provisional Invoices
Novtel incorporates the Forms Designer Feature by v"  Customer Invoices
which a custom invoice can be created and used. v Landlord Statements

When an invoice is printed or e-mailed, the note created here, will display at the
bottom of the document
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Infroduction - Documents

Customer Statements

There are 6 different Customer Statement Layouts to
choose from, and a custom message to be displayed on
all Customer Statements, can be entered.

Supplier Reports

For Supplier Statements, there are 3 layouts to choose
from, namely the:

v' Standard Layout
v' Summary Layout

v' Split Layout

Work Orders

In Novtel, Work Orders for Maintenance can be created.

One of 5 layouts can be selected, and if a custom message is set, it
will appear on all created Work Order Documents.

Service Provider Quotes

Quotations can be requested from one or more Service Providers
before a Work Order is created.

The preferred Quote Request Document Layout can be selected, and
the default email settings configured.
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Crid Statuses
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SEZZ:?E ; In Novtel, each reservation is displayed in a distinctive colour on the Grid. These colours represent a specific status.
SEZ::ZTEI :: By simply glancing at the Grid, the User will know exactly which stage the reservation is currently linked to, without
[ Irvoiced v opening any reservation.

B Partialy Paid ¥

8 Paid o :E Note: ONLY if the checkboxes next to the following statuses (visible at the bottom of the grid) are ticked, will the
;Eg;ﬁ:jiﬂﬁ] ,; contracts containing the selected status, be displayed on the grid.

() Communal F] ¥

A contract has been created; and the property is now A contract is ‘Confirmed’ once the Tenant linked

‘Reserved’ for the duration of the contract term. to this contract, has paid the deposit.

III-IIII r-l Ij r E IIIIIII 2

Status

49 Andrews, Shawn




Crid Statuses

When a Tenant has taken occupancy of the property,
the contract status is changed to ‘Current’ upon
performing the recurring billing process.

Andrews, Shawn BA Mo : 125

Statuz : Current
1 1T 1 ]
419 Andrews, Shawn

The Tenant has been billed for the month, but no
payment has yet been received. The status is

‘Invoiced’.

Partially Paid

The Tenant has made a payment, but a portion of
the invoiced amount is still outstanding. The status
of the specific month’s reservation is therefore
‘Partially Paid’.

Paid

The Tenant has settled the full outstanding amount
as billed, and the status is ‘Paid’.

Andrews. Shawn RAMo: 126




Crid Statuses

wz, Shawn Bé Mo: 126
Status ;. Supplier Paid
i@ Custorer [mevoice : INATOO0T3
W Suppler lnvoice : PHATOOTG

Supplier Paid

The Landlord has received full payment, and the status is ‘Supplier Paid’.

403 COMMUHAL PROPERTY (SHARED SERVICES) Communal (U) and Communal (P)

17 COMMUNAL PROPERTY (SHARED ACCOMMODATIOHN) . . .
e Y Y B These statuses pertain to Communal properties, both Shared Accommodation and

Shared Services.

An unprocessed property will display in yellow; and will cause the Recurring Billing
process to be halted until the property is right-clicked and marked as ‘Processed’.
Only then, will the ‘Processed’ property’s status colour, change to white.
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Users and Passwords
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A User Master File is created for the purpose of:
v' Linking a person to a specific set of permissions.
v" To link a password to their Username in order for them to gain access to the permissions set up for them.

v' Whenever they perform transactions during their shift, a Shift number is allocated, and an audit trail is obtained.

® Add user X The General Tab
General | | Pemmissions |  Pastel |  Options When adding Users to the system from the ‘Setup — Users/Passwords’
menu, all details are mandatory to be entered in the ‘General’ tab —
regardless of creating an Administrator; Supervisor or Custom User.
Izer Mame ||
Paszword I
Firzt Mame I
Last Mame I
Email Address I

Aocept Cancel




Users and Passwords
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# Add user b4

I Options

The Pastel / Evolution Tab

General T F'ermissionsT

Depending on Novtel being integrated with Pastel Partner or Xpress, OR Sage Evolution,

MulStore the 3" tab will be displayed as either ‘Pastel’ or ‘Evolution’.
001 Q] [Defaul Store

When your system is not activated for the use of ‘Multi-Stores / Warehouses’, the ‘Default

Thiz multi-stare code iz used when the user's shift

iz cazhed up by the supervisar. Store’ IS appllcable here.
Import Custamer Documents to Pastel User
[0 - Lovise =] If Multi Stores / Warehouses are set up, the relevant Warehouse is selected.
Import Supplier Documents to Pastel User . . . .
[00 - Louise ~ Select the specific User in Pastel or Evolution to whom this User’s documents must be
imported.
BArocept | Cancel |
# Add user X
General ”Permissinns] Pastel T Optionz The PermISSIons Tab

In the ‘Permissions’ tab, the option selected here will determine the
permissions a User will have, and they will access the relevant part
and features of the system when entering their password.

Edit Froperties
Edit Brahches
Edit Charges
Edit Cateqgories

Update Invoices

i
F
i
Fa
i
P

Select Movtel Database

3rd Party Interface I_LI
Accept I Cancel

A S
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W Add user
General I Permizsions I Pastel T Options
Permizzion Type I.-’-‘-.dministratnr
Adrminiztratar
|
Item Grid Custom _—
Edit Froperties IT
Edit Branches IT
Edit Charges IT
Edit Categoriesz IT
IJpdate Invoices IT
Select Movtel Database IT
3rd Party Interface IT;I
Aocept Cancel

Users classified as an ‘Administrator’, have full rights to set up and
edit everything in the system — including Users and Passwords.

Although Novtel allows for an unlimited number of Administrators
to be created, we recommend that the number is limited by your
Company for the simple reason of control and security.




Users and Passwords - Supervisors

@ 2dd user > A Supervisor has the ability to:
General | FermissiunsT Pastel T Options v’ Setup Printer settings.
v' Open new shifts for Users when applicable.
Permission Type |5upewi3m Cashup _;J v" Perform the Supervisor cash-up process — which sends the shift’s data to

Adminiztrator Pastel or Evolution.

SSupervizor Ca :
| U Pt nterfare Eut-:.m v" Produce various reports.
v' Track transactions as it is processed by the Front Desk personnel in real time.
® Supervisar Shift Cashup 4
File Reparts v' Re-open a shift which was accidentally and prematurely closed by a User.
—  Tawedten | swm
Shift # User Total Invoice Date

This is the screen the Supervisor will access when entering their password.

N

@ Batch Shift © Single Shift - [Open Shift| shift Total: [N

{Elpervisor |
: Shift Cashup

Supervisar
Open Shift

Close ‘




Users and Passwords — Custom Users
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® Add user >

General | PermissiunsT FPaztel T Options

Pemission Type | uston E As the ‘Setup’ and ‘Edit’ menus are available from the Grid, it is recommended that all
Front Desk Users be classified as ‘Custom’ Users and some — or all listed permissions

bmem e be restricted.
E =

dit Properties -I_
E dit Eranches |— The reason being that if not restricted, the Users can access information and settings
Edit Charges [ which must only be accessed by persons in authority, such as the facility’s Owner; CEO
Edit Categaries [ or top-level Managers.
Update Invoices v When an option is unticked, it means that the Custom Users will not have access to it.
Select Movtel Databaze I_
2rd Party Interface I__ ﬂ

Accept Cancel
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User Shifts

Detailed Shift Summary - Supervisor:

Cashier: Tiaan - Shift #:5FT00001
Shift Start 202270808 13:47:06 - Skift End 20220907 08:14:48
Time and date report was printed: 20220207 08:16:01

Account Pavments

TIIE w, BT | AMIHID

i W L] WAL

)15 STEDDI 2 TR

Deposits

DEPOSIT BOOKDNC CONTRACT DoOC NO CUSTOMER

B ECnT A M i (M0

FEFDNGD A8 [0

A new shift is opened by the Supervisor when a User is on
duty. A shift number is linked to the User’s name which is
date and time stamped.

All activity by this User during their shift is recorded and
various reports are available to the Administrator and
Supervisor.

In this case, Shift ‘SFTO0001’ is linked to the User, Tiaan.

The shift started on 5 September 2022 at 13:47pm, and
was cashed up on the 7t of September 2022 at 9:14am.



User Shifts — Opening a Shift

® Supervisor Shift Cashup
File Reports

“| Please note that Front Desk personnel will not even be able to raise a

e T — deposit without an open shift linked to their name.

1D Tenant Table / TA Type Total Shift #

Urer Total Tnvoice Date Therefore, the Supervisor will log into the system and click on the
‘Supervisor Open Shift’ button when no other open shifts are present.

Should either open or closed shifts be displayed in this window, the
button’s caption will read: ‘Supervisor Edit Shift’.

@ Batch Shift © Single Shift [ | shift Total: [N - w

“/gupervisor Supervisor
“[_Open Shift

Shift Cashup

Shift Total: Y KRNI

SUpErvisor | Supervizor | o
Edit Shift Shift Cashup DsE

Cloze ‘




User Shifts — Opening a Shift

gement

e

. Select Users * . . . . .
All available Users without an open shift at present, are displayed in the left-hand
Shift Users . :
James [Front Desk] Slde Of thIS Screen.
Operator [Front Desk)
T o Do) G To select a User, simply double click on their Username.
Kl
| Immediately, the selected User will be displayed in the right-hand side of the window.
W Select Users X
e
= [ [ Tisan (FrontDesk) | i i i
dames (Front Dosk] |_Tiaan (Front Desk) | If applicable, shifts for other Users can also be opened in the

Operator [Front Desk)

same manner before clicking ‘Accept’.

4
2

Accept Cancel




User Shifts — Opening a Shift

® Supervisor Shift Cashup X

Fie Repors 1. A Supervisor Shift has now also been opened and linked
Superisor (TSN s * SR to the logged in Supervisor.
Transaction
.5 | ;
2. The User for whom the shift was opened, does not yet
display in this window, since he has not yet logged into
o X the system.

However: When the User logs into Novtel and starts
processing Transactions, the Shift will be displayed here in a
pink background — indicating that the shift is open - and all
transactions can be tracked in real time.

® Supervisor Shift Cashup X
File Reports
; = & f shift Total: [ EXD]
@ Batch Shit @ Single Shit View Location: Front Desk supervisor (XN Shirt + SN
i Superyizorn Supervizar = 2
A A IR Transaction (SFT0000T)
Tenant Shift # User Total Invoice Date
ANDODT s 2
Front Desk
@ Batch Shift @ Single Shift SR shift Tota: [N
Supervizor Supervisor
EditShit | Shift Cashup Close ‘
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Residential, Industrial and Residential Properties

P 2dd Mew Property

Code I ¥ Create ltem In Pastel

D ezcription I

f+ Rental Property
1 Lewy Property
= Billing Urit Qrly

W} File Edit Modify Setup Process Reports  Email/Export

B roviel Property Management Ultimate Standard 7.7.0.1 - Movtel Default - [Itern Grid]

Import  Help

Code IBLLIEEIDEIT-"

- AVAYA
o o AP g = | ]E O%E .ﬁ\VAI
o5 |06 o?F:z “ 15 22 27 |28
Sep [Sep [Sen [sen Sq: Sq: Sen qu Sen Sen [se
po22 po22 o2 po22 boa2 posa anzz mmm mmm
|55ERODOD O] [en [7ee [wes | | | = fa | S | e
. W Edit Property

Description IEIue Archor Apartrent 7

+ Rental Property
" Lewy Property
" Billing Unit Only

General ] Details I Financial T FaAL GuestIUSE;:!:;FJLHEdIPastEIInterfac

Branch [ IAtIantic Seaboard - South Africa j

Properties can be classified as either a:
1. Rental Property
2. Levy Property, or
3. ABilling Unit only

In Novtel, ‘Branches’ can be created in order to link
Properties in the same Suburb; Town; City or whatever
criteria preferred, to the same Branch which is colour

coded.

The Property Code will then be displayed in the
selected Branch colour on the Grid — provided that the
option is selected to ‘Show on Grid’.




Distributing Bulk Charges — such as water; electricity usage; security costs etc. - between properties linked to

the same category.

To link the same sized Properties to a specific category.

Residential, Industrial and Residential Properties

Properties can be linked to a specific pre-created Category for the purpose of:

To link Properties in the same building or complex to a specific category.

When managing short term rental Properties, specific seasonal category rates can be set up and which is
linked to a specific Property or Properties.

LR s

Code IELLI E0oaz

Description IEIue anchaor &partment 7

{* Rerntal Property
{7 Lewy Property
£ Billirg Urit Oraly

General ] Detailz ] Financial ] FALC Guest]

]F’astellnterfacJ EDmmissinnT TPM Addrezs| FAC SupplierT Bgzets T Layout ]

Branch [T I.-“-‘-.tlantic Seaboard - South Africa

Cateqaory

Type

b aintenance lmage
[Outgide + Inzide]

Area

| |Detaut

|EEIE - Campz Bay

W Select Category

Code

| D'escription

BLUEA
HS016
L5M1E
Ls00mE
MSM1E
MSO16
SEADM
i

Blue Anchor Apartments
High Seazon Owned

Low Season 2021 [Managed)
Low Seazon 2016 [Owned)

kid Seazon Managed
kid Seazon Dwned

Seaview dpartment Building

Zane Building Phaze 1




Residential, Industrial and Residential Properties

1. Different Types of Properties can be created in the Novtel system and
depending on the classification selected in the ‘Type’ field, the information in
some of the tabs will differ from those on other Property Master Files.

Properties can be linked to one of the following default ‘Types’:

v' Apartment

v" Bachelor’s Flat Branch [ I.-'-‘-.tlantin:: Seaboard - South Africa ;I

v' Country Estate Categary IELLIEw'i'« - Blue Anchar Apartments EI

v Complex Type Apartment Floorspace: I 75.00 mE

; Guest House

v' Guest House (Specifically For Short Term Rentals) Ma'{&fﬁg?;;i ||':Eﬂ§] House _;l I[Default] B
Small Holding

v" House Area Town House ql
“acant Land

v" Small Holding ERF Mumber Business -
Commercial

v Town House [rdustrial

v" Vacant Land

v Industrial (Industrial Park; Light or Heavy Manufacturing; Warehousing

or Research and Development)
v' Commercial (Office Buildings; Retail Shops etc.)
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P Edit Property

Code [BLUEQOO?

Drescription |Blue Anchor Apartment 7

{* Rental Property
" Lewy Property
" Billing Unit Only

I |nzpection Interval

IEIEI %I Days I

W Select Area *
G User Defined =
eneral Details Financial FAC Guest Fields H | Code | Description Accept
B Bellville
ci Cliftan
Camps Bay ﬂl
oot Curbanville
HM Hout Bay
Branch [ IAtIantic Seaboard - South Africa NOT Newlands
Category IBLUEA - Blue Anchor Apartments &I
Type I Apartment vl Floorspace:
Maintenance Image /
[Dutsde + Inide) | Defal) =l |[DEfa“y
Area ICD2 - Camps Bay E
Branch [ I.-'l'-.tlantic Seaboard - South Africa vI
Categaory IBLLIE.-’-‘-. - Blue &nchor Apartments Q.I
Type I Apartment vl Floorspace: I 7R00 m*
b aintenance Image I
. . Default TI I Default vI
[Outzside + [nzide] [ ] [ ]
Area IEEIE - Campsz Bay Ckl
ERF Murnber IEEEEBBEE

Residential, Industrial and Residential Properties

The ‘Area’ refers to a more specific region/part of a city or town.
Depending on the Branch/Suburb already selected for this property,
more specific areas within this suburb will be displayed for selection.

In the rental contract between the Tenant and the Landlord / Rental
Agency, provision can be made for a set interval for inspections of the
property during the rental period.

An appointment will be made with the Tenant for the date upon which
the inspection is to be performed.

Novtel Property Management can manage these Inspections, by
setting up the following:

1.

B V1 R W

The inspection Interval on the Property’s Master File.
Scheduling the Inspection.

Setting up an Inspection Reminder.

Printing the Inspections Report for a specified period.
Documenting the Inspection findings.

Processing the Inspection and creating a Work Order for
maintenance if applicable.




e—ee s
Py seme
"Operry Managt

Residential, Industrial and Residential Properties

W Edit Property

Code |BLUEDOO? % Fiental Property

= Levy Property
Description IEIueAmchorApaltmemt? = Billing Uriit Only

Eenelal[ Details T Financial T FACGuaslTUseégg‘:ad]’PastalIntarfac% Caommizzion | TPN Address FACSupDI\erT Assets T

Lapout
Branch [0 IAtIantic Seaboard - South Africa ;I I
Categary IBLLI E& - Blue Anchar Apartments ﬂ Sub Rented ltem r
Type I Apartment ~| Flooispace: #2.00 m* Monthly Biled ltem [
Maintenance Image 1] d
(Dutside + Inside) I[Defau\l] j I[DEFE"'M j e r
Record Meter v
Area C02 - CampsBa Q
I pebey _I Meter Mumber:
ERF Number |22555555 147
I =1
Inspection Interval 90 =i Days
Communal Type: I Mone [M] ;I
Images | Accept Cancel

W Edit Property

Code |BLUEDDO? ' Rental Property

i Lewy Property
Description IEIueAmchnrApaltmeﬂt? " Biling Unit Only

General T iDetails I Financial T FAL Guest TUse;:!:;;zr‘snEdTPastelInterfac% EnmmlsslnnT TFN AddressT FAC EuppherI Azsets T

Layout
1
Ownership | M. d | R aQ,
I anage LI [Pt |LANUUT el (R I —I Period Start | Period End | Door Rental p/m
2018/01401  20M8/42/31  5000.00
Bedraoms 3j Bars & Braais I Uj Garden  Yes + No 2N/ | 2M3N2/T | SS0000
Bathraoms 'I::I Studies I Uj Granny Flat  Yes (¢ No
Kitchens 1 Garages = ez (% No
Living Poams 1 CaPats [ 0]  SwimmingPool & Yes € Na P Ter—— Ea—
Detailed Description  |Sea Front Apartment. Balcony Accessible from the Master Bedroom and Living Room. Communal Swimming Poal and Braai
\rea for use by Oceupants only.
Images | Accept Cancel

Owned Properties VS Managed Properties

For Properties owned by your company, the ‘Sub Rented Item’ checkbox is
NOT selected, and therefore, the ‘Commission’ tab will be deactivated.

This will cause the ‘Ownership’ in the ‘Details’ tab to be displayed as ‘Owned’.

Should the ‘Sub-Rented Item’ checkbox be selected, Novtel will
immediately require a ‘Supplier’ (Landlord) to be selected and linked to this
Property.

The ‘Details’ tab will then display the ‘Ownership’ as ‘Managed’ and
indicate the owner of the property as selected.

The ‘Commission’ tab will be activated to select the applicable commission
settings for this property specifically.
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Assets

The Details Tab

Ownership lm Commercial Property

Commercial and Industrial Properties i 9 b

Qffice [0.00 - Reception: [0.00 r Whorkshop 2. [0.00 - Tatal 0.00

. . . . Toilet: r Shop Area; m Wiorkdshop 3: r

If the ‘Size m2’ User Defined fields were customized, the rentable spaces on all et I S e T

Storage: |0.00 r 2rd Office: [p.o0 r Storage 3 [0.00 r on-Chargeable: 0.00
of the ‘Commercial’ and ‘Industrial’ Properties will be displayed as follow, and v (o e e | e s
per the customization set in our system: Pl |

General | Details I Firancial T FAL Guest TUSE'Fng'S”Ed Faste\lnlarfaceT EnmmussmnT TPNAddlassT FAESupphalT Assets

v' The descriptions for the first 5 fields are default and cannot be changed.

/ . . Ownership |0 wred vI Industrial Property
The other 10 fields were customized. Pk L bt oMot & Wt €. Bsichad
. . Office [0.00 r Reception: [0.00 [ Werkshop 2 [0.00 r Tatal: 0.00
The size of each area can be entered and selected as a rented space for which e T e
Kitchere [0.00 r 2nd Office: [o.on r Starage 2 [0.00 r )
1 Storage: [0.00 r Zid Office: [o.00 r Storage % [0.00 r Mor-Chargeable 0.00
the Tenant Wl” pay- Other: [0,00 [~ Wworkshop1: [0.00 r Storage 4: 0,00 7 “Select the checkbox to set
size as Rented

Detailed Motes

General | Details I Financial I FAC Guest I Use;:!ﬁéaf;ned IPasteIInterface Commiggion ] TPM AddressT FAC Supplier] Agzats

A" Other Property Types Qunership [Owned = urer | 4 Period Start | Perisd End | Daor Rental p/m |

. T . B Bedrooms I—Dﬂ Bars & Braais I_Dﬂ Garden " Yes % No
The ‘Details’ tab of all other Property Types will be displayed as follow: Bahooms | 0] Sudes | 0] GumyFa O Yes @ Ko

Kitchens I il :’ Garages I i :I Loft " Yes % No
Living Fooms I 0 j Car Parts I 0 j Swimming Pool  © Yes % No Add Perind Edit Parind Remove

Detailed Dezcription
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Residential, Industrial and Residential Properties

The Financial Tab

The following details can be entered in the ‘Financial’ Tab:

v

v
v
v

AN

The Property’s purchase price and the date upon which it was purchased.

Whether or not tax will be applicable on the rental amount for this property specifically.

The current value.

The original rental amount, and the current rental amount per month (for long term rental properties) and daily rental amount

(for short term or holiday rental properties).

The original date upon which the property was first rented.

The Municipality from which the municipal bill is obtained (Supplier), as well as the property’s municipal account number.

General I Detailz I Financial ] FAC Guest IUserDefined

Fields

Paztel Inlerface] Commiszion I TPM AddressI FALC Supplier I Azzets

Cost Price I

Allow Taw [

0.o0
Original Rental Amaunt I a
Current Y alue I 0.0a

Rental Excl Tax
Tax

Rental Ibel Tax

Account Mumber I

Original D ate |2019-1D-30 'I
Drate of Purchasze |2D19-1D-3IJ 'l

tunicipality |

Per Manth Per Day
| 0.00 | 0.00
| 0.00] | 0.00
| 0.00 | 0.00




Residential, Industrial and Residential Properties

General T Details T Financial | T FAC Guest “SE'F‘EE';”Ed TF’asleHntelfaceT Commission T TF’NAddrexsT FAESuppI\erT Assets
Charge Code | Desciplion A | Link | Quantity |
KEYD01 Kep Deposil (Rehndable] 4 Quaniiy 1

Add/E it Fired Addtional Costs [t
Code: Desciptio

RKEvonl & [KewDeoos #® FReservation Details = U
Gieneral 1 Francd | Dieposic | Addiional Costs Guick view: | =
L
Desciption | oy | Tax] Evell Incl o
Bluz Anchar Apartment 7 2 16957 119043 1300.00 [
| KEVOI - Kep Dieposit [Refundable) 1 000 50000 s00.00) i

TOTAL DUE 16957 163043 1E00.00

User Diefined

General T Details T Finarcial T FAC Guest T TPasteHnlelfaceT Cornmission T TFNAddlessTFAESupplierT Assets

Fields

Charge Code | Desoription Tk | Quaniity |
CLEODT Cleaning Charges =" Duantity 1

Add/Edit Fired Additional Costs
Code Desoi

[ELE00T | [Cleaning Chares

! ® Sub-Rental Property

Link

| [Guantiy

Date Start: 2019-11-09

Date End:  2013-11-11

Fixed Added Costs for a Guest and the Supplier

The ‘FAC Guest’ and ‘FAC Supplier’ tabs are identical in appearance
and are relevant to Short Term or Holiday rentals ONLY in order to:

> FAC Guest

Add fixed costs to the Tenant’s rental invoice automatically
when a short-term reservation is created

>  FAC Supplier

Add charges to be deducted from the rental amount
payable to the Landlord / Supplier.

(L]

Supplier  {LANO al

| Lang, Robert

Financial T

Additional Costs |

Maintenance T

Description | Oty | Tax Excl Price | Incl Price
Blue Anchor Apartment 7 2 154.82 103214 1186.96
r CLEODT - Cleaning Charges 1 -26.09 -173.91 -200.00
Total 12873 858,23 986,96
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® Edit Property x

- = User Defined Fields Tab

 Lewp Fropety

Description ,W « Biling Unit Only
[ o] og fsveed o ] eswe]_ s | e || |f st up, Specific customized information can be entered in this tab.

EreiPes? i The first 5 fields will display the Information set up in the ‘Property’ tab of the ‘User Defined Fields’

Pets Alowed  [No

e setup window, and the additional info can be entered here.

Number of Stareys  [Apartment - singl storey # Buiding 10 Storeys

Wheelchair Accessible  [Yes -Lift Avalable

B The other 2 fields are displayed as set up in the ‘Reminders’ tab of the ‘User Defined Fields’ setup

window.

Images Accept Cancsl |

# 2dd New Property m
Code [BLUEO04Z | ¥ Create ltem InPastel | @ Rental Property
© Levy Propetly

Desciplion [Blue Anchor Apartment 1 42 © Billng Unit Only

General T Details I Financial T FAC Guest I“SE'FEE"S”E“T l,'::f,‘:'m I Commission I TPNAddvessT FAESupphevI Assets I aSteI Inte rface Ia b
X

® Import Inventory ltern

e [ When a Property Master File is saved, and the ‘Create Item in Pastel’ checkbox is selected,

Deseription  [Blue Anchor Apartment rr 42

e . the Property will be imported to Pastel as a ‘Service’ Item. The Property Code and

Evcl Seling Frice | 000
| o | Description will automatically be created in Pastel as an ‘Inventory Item’.
Band/Martgage e | ol N e |

I™ Create Cast Code

The Property can also be linked to a specific Cost Code — upon importing it to Pastel.

W Ecit Property X

e The Pastel Inventory Code is now linked to this Property.

Desciiption [Bius Anchor Apattment ri 42  Billng Urit Orly

General T Delak T Finencial T FA:GuestT“SE'Fgf;‘:E“ |:|:::|cel Cormission T TPNAddrsssT FAESuvvhelT Besels

The relevant ‘Bond / Mortgage’ GL account — as set up in Pastel — can be selected

here.

Pastel Inventory Code [BLUEOD4Z Q.| [Blue Anchor Apartment i 42

Pastel Cost Code | al Clear

Bond/Morgage Aee [ (Al [ ) Clear




WP Edit Property X

Code |BLUEOOO? % Rental Property

1~ Lewy Property
Description Ig\uggmhmgpa,[mgmy  Biling Unit Only

General T Details T Financial T FACGuestTUse;ga‘SHEHTFaslelInlalfacq Eommlsslon] A;sx” IFAESupphelT Assets I Layout
L)

TPN is short for Tenant Profile Network — a registered credit bureau that
specializes in vetting tenants for rental properties. Their systems and services
help companies make better decisions on which tenants to place, and assists
them in collecting their rent each month. idng  [lusJrchorpsinerin 7

Stiest [Blu Anchor Apartment 7

City/Tawn/Suburb IEamps Bay

To benefit from this functionality, your company must be registered with TPN.

Pravince Iw’estem Cape

Postal Code =

% Building Address " Street Address

Images Accept Cancel
Assets
W Edit Property x
The ‘Assets’ module is used to manage and keep track of items linked to specific oo LT & FeotPrepey

™ Lewy Property
Description IB\ueAnchurApaltment? " Biling Unit Only

hostel rooms, such as kettles, toasters, etc.

Geneal T Detalls T Financial T FAu:GuastT”SE’F!JEE"S"EdTPasna||n|a.fac;{ EnmmissinnTTPNAddlass FAC Supplier | | Asseiz Layout

Assets are created in a different part of the system, and linked to the applicable
property — after WhiCh it Wi“ be displayed On the Property Master File'S Assets AgzetCode | AssetTupe | Manubacture] SeralNumbe) Madel PurchaszeDz| WanantyPe| "WanantyE x| Replacemer| CostExc Costinc!
tab.

A warranty period and expiry date can be linked to electric and electronic devices
in order to return faulty devices within the warranty period.

The Manufacturer; Serial number and Model number is also captured on the |
relevant Asset Master Files.
InEgs Acespt Cancel |
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Communal Properties
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Two types of Communal Properties can be
created in Novtel, namely:

v" Shared Services

v And Shared Accommodation

® Novtel Property Management Ultimate Standard 7.7.0.1 - Movtel Default - [Item Grid]
W File Edit Modify Setup Process Reports Email/Expert Import  Help

- -0 Q-
11 12 |13 |14 |15 |[1& 18 19 |20 |2

7RER

FEE8

Shared Services Property
Novtel only allows one Shared Services Property to be created per Dataset,
and it will always be displayed at the top of the Grid.

This property indicates ‘CP’ to the left of the Property Code on the Grid, which
is short for ‘Communal Property’.

It also indicates a ‘C’ to the right of the Property Code, while ‘Non-Communal’

properties display an ‘N’.

This type of Property is created in order to distribute bulk charges (such as
electricity and water usage in common areas; Security costs, etc.) between
tenants, and the following filters can be used in order to do so:

v" Tenant Category

v' Property Category

v' Property Area Category

v' Property Code Range
One of the following options can be selected by which the charges are
distributed:

v" Apply whole amount to each linked booking

v" Distribute equally between linked bookings
v' Specify division percentage
v

Distribute on unit size (m2)



Communal Properties

|
[ V L

]
M File Edit Modify Setup Proc

ess  Reports  Email/Export Import Help

Sep |Sen | Sep
BLUEOD4E Mon | Tue |wed

% Rental Property
" Levy Property
¢ Billing Urit Only

Code |HOSTOOODD

Description  [Hostel Verita

ently linked to HOSTO000D: Available Properties:

’7 ::— Properties cum
M | | -

Property | Description | Branch | Property | D ezcription | Branch |

HOSTOO001 Hostel Wenita Roarn 1 Sauthern Suburbs BLUEDOO? Blue Anchar Apartment 7 Allantic Seaboard

|7 HOST0005 ’7 ..- HOSTO00Z Hostel Wenita Foom 2 Southemn Suburbs BLUEDO3D Blue Anchor dpartment 30 Atlantic Seaboard

J HOSTO003 Hostel Wen ooy Southemn Sububs BLUEDOAZ2 Blue Anchor dpartment . Atlantic Seaboard

. HOSTO004 Hostel Yeni ool Southen Subuibs a— BLUEDO4S Blue Anchaor Apartment 45 Atantic Seaboard 1
Yiew Properties HOSTO00S Hostel “enita Foos Southen Subuibs ‘BNLTLIDEDQDEU IBlua All'lclghul Apa;lm;ﬂl_sﬂ Atlantic Seaboard
nternal Property for Mai.

2 AT — MERUOD22  Marula Sheet 22 Southemn Suburbs

" Available Properties

MOUNDD25  Mountain Rd 25
LINIoo Urit 1, Business Park
UNITO003 Urit 3, Sunset Park.

Northemn Suburbs
Northemn Sublibs
Northemn Sublibs

Rental M
Q, New Rental MUS 00

|2022/09/06 ~| [2022/10/24 ~|

GoToTop Go To Bottom

Images Accept Cancel

Shared Accommodation Property

A ‘Shared Accommodation’ property is created as a ‘Parent’
property for the purpose of linking ‘Non-Communal’ Properties’
to it in order to:

v

v

v

An example of where this option will be applicable,

Rent out different rooms in the same building to
individual Tenants.

To produce an invoice for each Tenant individually
since individual contracts will be created.

Bulk Charges can also be distributed between these
Tenants or properties linked to a Shared
Accommodation ‘Parent’ property.

is for

students at boarding school or in a Hostel.
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Charges

e—ee it
P semet
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W Add New Charge e #® 4dd New Charge X
Code I ¥ Create Itemn In Pastel Code I [V Create ltem In Pastel
Description I ¥ Display O Irvoice Description I [V Display On Invaice
| [ Workshap Item | [ Blocked | [ warkshop lbem | [~ Blocked
Barcode I Barcode I N .
Different types of charges can be created in
i 1 Properties | Fieparting General 1 1 Reporting the P ¢ t d d di th
e rFroper system, an epending on e
Charge Incl 0.0a Charge Excl Allow Taw v I~ POS Item - . p ) y y ! . p g .
Lot Defired it — classification selected, will the corresponding
oo bt I Thid Pary Chages action be applied by Novtel.
User Defined Field 4 I™ Add Before Comm Item (R)
User Defined Field 5 [~ Deduct Before Comm Item [R)
Pastel Inventary Cade B_I Pastel Inventory Code | &l
Aooept | Cancel | Arccept | Cancel |
. . .
® 2dd New Charge X | Charges must also be linked to a ‘Reporting
code [ [ Croate ltem In Pastel Group’ to obtain even more detailed
Dezcription I IF Dizplay On Invoice information at month end.
| ™ wortkshop ltem | [~ Blocked
General T Froperties T Reporting
/ Some charges will not be linked to a specific
Repott Group | Dither =l classification in the ‘Properties’ tab, but it will
.
Subeategory Electicly be linked to a Report Group.
ater
Effluent
Gaz
Fefuse
Rent [Charge]
Turniover Rent w




Charges

General T Properties T Reporting ] POS Items

C

Charges classified as a ‘POS Item’ will be available to be sold from the POS

[~ Payout ltem system accessed from the Grid.
[ Third Party Charges

[ Add Before Comm ltem [R]
[” Deduct Before Comm ltem [R)

Tenant / Occupant / Supplier / Employee or any other person, for
immediate payment.

F This means that any item classified as such, can be sold directly to a
=

‘. MNovtel Property Management Ultimate Standard 7.7.0.1 - Novtel Default - [Item Grid]
#P File Edit Modify Setup Process Reports Email/Export Import Help

- 9F-00BE-BévVXa
A | AREEE | EEERE | FEEEE | HEEEE | EEEEE
=

W Sales x

FRE5 I

[BLUEDD45 &

. .

™ Select Item(s]
(][ [etoEsos s [N ONOVTE; B[ o e [ fotehet
= 1 ADMODT  Admin Fee 20
[ [Fmarvoo2z [~ NI wwwnovtel.com COKOO!  Coke 340ml

al
@ I~ Ssa—
@] I~ SE—
@ [TrestesonEy ______
@ (IS SES—
@F_I_ —

[ wosrooos | NI
[ [Feesreoss | YNNI
[ [Froswosss T I
()] a
View Properties
* pll Properties
" ivailable Properties

<8l [T
2022/03/05 'I 2022/10/24 'I

GoTo Top Go Ta Battom | Ian

. DAMOD1  Damages (General)
Tiaan Lavnat Lays Plainly Salted 30g
Store: Default Store

Selected ltem(s) :
Qty | Code I Description | Piice]... I

4
G >

Search by Barcode - I Search for

Lash

Credit Card
Cheque
Bank Trarsfer

2022/09/05 hd

Pajout | shitt: SFTO0001 Clase

<F2e - feccept | <F3 - Mew Cash Up <Fd» - Reprint Receipt |
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General T Properties T Feporting ‘ Payout Items
[~ POS Item =t Items paid for from the petty cash — for example - are
v i j classified as ‘Payout’ items and will be accessed from
I™ Third Party Charges the ‘POS — Payouts’ window.
[~ Add Before Comm [tem [F] r
[T Deduct Before Comm Item [ ;I ® Payouts X
™ Select [terms :
ﬂo m i Caode | Drezcription | Flatelnc:ll 1:
COF001 Coffee for Office Usze B0.00
WWW.IIOV tel. CcOo1m DISO0T  Dish washing Liquid 2000
KEY001 Key Deposit (Refundable) RO00.00
& Cash MILODT  Milk for Office Use 1500
- SUG001 Sugar for Office Uze 30,00
@ Customer TEADO Tea for Office Usge 25.00
< >
IF'ayout Iterms ;I Llll Seanch by : I ;I
Selected ltems Search for I
Gty | Code | Description | Price Incll
Cloze |




Charges

ne
N =0
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# Add MNew Charge

Code I

ot

¥ Create Iter In Pastel

D ezcription I ¥ Dizplay On Invoice
[ Blocked
General T Properties Reporting
[~ POS Item =
[T Payout Item

[~ &dd Eefore Comm ltem [F]
[T Deduct Before Cornm Item [F]

.

Workshop Items

Novtel incorporates a Workshop Module by which damages can be
recorded and Job Cards linked to a specific technician responsible for
completing the job.

Only charges classified as a ‘Workshop Item’, will be available for selection
in the ‘Workshop Module.

Third Party Charges

When your company is responsible for settling an account with a Service
Provider directly (e.g. Municipality), will charges such as municipal rates,
taxes, electricity and refuse be categorised as ‘Third Party Charges’.

Such charges will first be payable by the Tenant as it is included in the
rental invoice; and then be paid by your company, to the Municipality.



Charges

N
.

e >
) seme
"Operry Managt

Refundable Charge Item

General T Properties T Reporting

Any charge that is refundable to a Tenant, must be categorised as a
Refundable Charge Item. I Add Before Comm ltem (R] ’ﬂ

[T Deduct Befare Comm Item [F]
v Refundable Charge [ter

For example, in short term/holiday rentals, a ‘Key Deposit’ will be classified
as a Refundable Charge Item as it is charged to the guest at the start of a

booking; and refunded to the guest at the end of their reservation period ™" Add Before Comm ltem (5)

once the key was returned. I Deduct Befors Comm tem (5]~

A complete list of all created charges in the system can be obtained, indicating the:
v' Charge Code and Description.
v' The Pastel Inventory Code it is linked to.
v' The rate linked to it.
v

Whether or not tax is applicable — as set on the Charge Master File.
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Tenants and Occupants

The Tenant is the person or entity liable for the rental invoice, thus ensuring an income to both the
Landlord and the Property Management Company/ Rental Agency that is managing the rental
property on behalf of the Landlord. As the responsible party, it is always the Tenant’s name that will
appear on the rental contract.

The Occupant on the other hand, is specified as the person/s who will occupy and stay in the rental

property during the agreed rental period. In many cases, the Tenant will also be the Occupant of the
rental property.

However, a Tenant may be renting a property for someone else to occupy (e.g. for their children or
parents to live in), in which case the Tenant will not be the Occupant of the property. Whatever the
situation, the details of the Occupant/s of the rental property will always be specified under; and
added to; the responsible Tenant’s Account in Novtel.



Tenants and Occupants

\
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Toperty MADOROTL Edit Tenant

Account Code I.-’-'-.NDEIEI‘I [ Corporate Tenant
[~ Monthly Tenant

[T Inactive Tenant

D ezcription I!f-‘-.ndrews,Shawn

Tenant Category IEIE - Gold Memberzhip n'

Ll L]

Pastel Foreign Curency IDD-HDmE Currency g

1. Tenant Category
If Tenant Categories were set up in the financial system, a Tenant can be linked to the applicable category.
v" Bulk Charges can be distributed by means of a Tenant Category
v' Rental Statistics per Tenant Category can be obtained for the selected period or month

2. Pastel Foreign Currency

Novtel Property Management is in essence a single currency system, and all reports will be displayed in Rand
Value in South Africa, or in the currency set up on your pc’s regional settings.

When Foreign Currencies are set up in Pastel or Evolution and the exchange rate kept up to date, the specific
currency for a new Customer or Suppler can be set on the respective Master Files in Novtel.

The Foreign Currency for existing Customers and Suppliers cannot be changed.

The Customer or Supplier’s set currency will only be taken into consideration when importing data to Sage
Pastel. The SDK will convert the Rand Value to the Customer or Supplier’s set currency — and according to the
exchange rate set up in Sage Pastel.

In Sage Pastel, the documentation will be displayed in the currency set on their master file.
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The General Tab

Tenants and Occupants

In this tab, the general information of the Tenant who will be responsible for the payment of the rental property, will be entered. This will

include general contact details such as:

v' The Tenant’s postal address

v" Telephone and Mobile Numbers

v" E-mail address

Please note that Novtel integrates with Microsoft Outlook, and when the billing process is performed, Invoices and Statements can either be
emailed to all Tenants directly, or saved to the Drafts folder to send the documents later, if so selected.

The email address as entered on the Tenant’s master file - will automatically be inserted by Novtel in the ‘To’ field in Microsoft Outlook.

I General I T Delivery Addreszes T Uszer Defined FieldsT ‘waiting List Details T Banking Details T

Occupant

T ehicle Registration

Fostal Address

Seperator:
First Mame:
Last Mame:

Date of Birth:

PO Box 55

Mewlands

EGES

Tax Reference I

Payment Reference |MDUNDD25

Generate Payment Reference

¥ Use Tenant As Occupant

* Space { Comma

IShawn

IAndrews

| 1958401415

Telephone No |D28 232 252 252

Fax Mo I

Mabile Phone IDBB 147 258 369

Email &ddress Ishawna@gmail.com

Email/Prirt Setup IF‘rint and Email Documents

=l

1D Hurmber |5801151‘I12223

Mon South African Citizen

Use Tenant as Occupant

If the Tenant is renting and living in / doing business from the rental
property, the Tenant will be specified as the Occupant of the
property as well, by ticking this checkbox.

The ‘Occupant’s’ name; surname; date of birth and ID number must
be captured in the corresponding fields.



Tenants and Occupants
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General Idzer Defined Fields T W aiting Ligt Details T Barking Detailz T_
The Delivery Address Tab
In this tab, the Tenant’s Physical address will be captured.
Delivery Address  [Mountain Rd 25
Bellville
A
. . General T Deliver dddresze: | User Defined Fieldsl| +aiting List Details T B arking Details T_
The User Defined Fields Tab
The custom User Defined Fields entered for all Tenants in
the system, will be displayed in this tab. Contract Term |24 Months

' - i Additional Cell Number  |0B1 123456
For each Tenant respectively, the custom information can tionsl Cell Number |

be entered.

Alternative Cantact | Trish
-
a
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[ Comporate Tenant
™ Monthly Tenart

[ Inactive Tenant

Account Code  |ANDOOT

Drescription IAndrEWS, Shawn

Tenant Category IUB - Gold Membership ;I
Pastel Foreign Cunency IUU - Home Cunency ;I
General T Delivery Addresses T User Defined Fields IW’ailing List Delailsl Banking Details T Occupant T “Wehicle Registratian ]
1
# Edit Waiting List Entry
Dale fidded Area Code Urit Type Tenant Code  [4NDOM |

2016/08/22 14:30:36

Description |Andrews, Shawn ‘

Date Added [2016/08/22 14:30.38 |

General T Lapout

dreaCode  |DOM

Description IDurbanviHe

Unit Type I House -

RangeofRental | 600000 7o [ 1000000
Accept Cancel |
General T Deelivery dddresses T User Defined Fields T ‘wiaiting List Details r Occupant T Wehicle Registration

Transaction Code IW *
Branch Mumber W i
Method of Payment Im

Account Type Im

IUse Electronic Payment / Save Bank Detals W

Account Mumber IW ®
Account Name W &
User Reference IW
Debit Order Action Day IS‘I— Use 0 to set no debit order
Debit Order Set Amount IQDDD—
Sage Pap Custormer Code l—
Sage Pay Customer Account MName I

Mandztory fields indicated by %

The Waiting List Details Tab

If there is no rental property available that meets this Tenant’s
requirements, the details of the desired property type and
description; area; rent within a specific range, and the layout can be
entered here.

The Banking Details Tab

The banking details of the Tenant, who will be responsible for the
payment of the daily/monthly rent, will be captured here. The fields
marked with an asterisk (*) are mandatory.

Please note that if the option to ‘Use Electronic Payment / Save Bank
Details’ is not selected, the banking details will not be saved here, and
the details will have to be re-entered after saving the Tenant’s Master
File.

If the Tenant chooses to pay via a bank transfer or a cash payment, the
‘Debit Order Action Day’ and ‘Debit Order Set Amount’ fields will not

apply.

However, if the Tenant has selected his method of payment as ‘debit
order’, the Tenant will be required to sign a debit order for the rental
amount to be deducted from his bank account. Enter the day on which
the money will be deducted from his account, here; and specify the
debit order amount to be deducted, in the next line.



Tenants and Occupantis

General T Delivery Addreszes T Uszer Defined Fields T W aiting List Details T Banking Details T Th
e Occupant Tab

Default | Lastname | Initials | Firsthame | 1d Mumber | add

Andrews S Shawn B201151112223 . , )

O Ancews T Tish BA02151234567 i More than 1 ‘Occupant’ can be captured on single a Tenant Master
i File, and designated parking spots can be allocated to each person
EMmove

where applicable.

Contract M . . _ "
® Contract Manager When a contract is created, an Occupant is linked to it in addition

Contract Murmber 11 L= F e b onthly Tax Rate % |_ to the Tenant’s name.
Tenant @ anDo0T F— Moving the cursor across the ‘Occupants’ field, all ‘Occupants’
Docupant®/ linked to the selected Tenant Master File, will be displayed.
S | OCCUPANTS:
Drate Start - Pa -
e | 1 dune 2079 J Trish, &ndrews

[ Properties T Sub-Rentalz T Fined C Shawin, Andrews Fixed R ates




Tenants and Occupants

® Edit Occupant X

Last Mame I!f-‘mdlews

E;nelal Phato T Spouse T EmploymentT Dependants T References T Access TagsT Parking 1 G e n e ra I I nfo rm ati o n
(- ) .
1D Murnber |53021 51234567 Man South African Citizen |
Pazzpart I

Edit Occupant
I

Title | Mrs vI

Last Mame IAndrews

Iriitials | T
Date of Bith | 1965-02-15 -

First MName ITnsh

Gender |Fema vl Maiden Mame IStevens

General Y Phulo)’ Spouse TEmponmantT DapendantsT HeferencesTAccassTagsT Parking
e

b arital Status IManied in community of property ;I D ate Married |201 B-07-11 ;I IC:\Users\LDuise\P\ctures\Dccupants\Mr & Mrs Andrews\Trish. jpg

Ethricity [\while |

General

EmploymentT DependantsT References T Access TagsT Parking

Last Mame |Andrews

First Mame IShawn
Iniitials IS.A

ID Murber [5801151112223

Employment Type IBerer -
Date of Birth |1E|58-El1-15 vI

There are 8 tabs present for a host of information to be captured per Occupant in the
Fisame [foh ‘Add / Edit Occupant’ window, namely:

2. Photo

Please note that a default ‘Images’ path must be
pre-setup in the ‘Company Setup — Images’
screen from where Occupant photos are to be
retrieved. The specific Occupant’s picture can
then be selected to be displayed here.

3. Spouse

Details of the Occupant’s Spouse are
entered in this tab.



Tenants and Occupants
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General T Photo T Spouge TEmpuymEnIl DependantsT HeferencasTAccess TagsT Parking 4 Employment
The details of the Occupant’s current and previous

Current Emplaver l— . R

T —— employers are entered in this tab

elepnone no
Employment Type lﬁ Salam 0.00
Previous Employer I—

Telephnnennl | General T Phato T Spouse TEmp\UymEnlﬁE r- d. __K HeleleﬂcesTAccessTagsT Parking

N 5. Dependants

= Add

bekte_| The details of multiple dependants can be

L =1
Andrews, Kate

First Name: |Daniel

— captured here if required.
ealnnslp’on—

Age |4
Id Number

=

General T Phato T Spouse TEmponmentT Dependantsrlﬂefetences'ACCeSs TagsT Parking
i, S

[1- M west -] 6. References

2 - Mrz Foune
3 - Mr Pretorius

The name, address and contact number of 3 references can
Address |14 Duncan Street
Cape Tawn be captured here.

Telephone no |087 123456789

Kl
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Tenants and Occupants

General T Phata T Spouse TEmpInymentT DependantsT References

Tag Haolder Desc I.-’-‘«ndrews, Trizh

Tag Mumber |123455?‘89

Remowe |

HLLESS
Tan=

Parking

# Edit Occupant

Last Mama IAndrews

First Mame ITrish

General T FPhato T SpoLze T EmploymentT DependantsT HeferencesTAccess Tag: |E Parking i

Datazet: ICDmpan_l,lData ;I Parking: | Dataset | Details |
Unaszsigned Parkings: -1 Bompanyals EI56

Open Parking Units Undercover Parking Units

Parking Bay | Code | Occupant Name - Parking Bay | Code | Occupant Name

OF 047 OF 047 Irig Group

QF 048 OF 042 Iniz Group

OF 043 OF 049 Iriz Group

QP 050 OF 050 Iriz Group

[ oF 051

[JoP 052

[JoP 053

[1 0P 054

AR DO Trizh Andreves
[J0oP 058 o
Accept Cancel

7. Access Tags

When entry to a property or facility is to be obtained by
means of ‘Access Tags’, the specific Tag Number for this
Occupant is entered and saved in this tab.

8. Parking

When set up, open and undercover parking spaces
can be assigned to the specific Occupant.



Tenants and Occupantis

General T Delivery Addresses T Uszer Defined Fields T ‘Waiting List D etails T Banking Detailz T

Occupant  ((Wehicle Hegisuatio* Th e Ve h ic I e Re g i St rat i on Ta b

Registration Murmber | Manufacturer | Model Mame | Model Year | Caolor

CBS 123456 Wolkswagen
CBS 654321 Ford

Golf
Focus

2017
202

Silver
‘white

® vehicle Registration X
Vehicle Details:

Registration Mumber.
IEBs 123456

Manufacturer

‘\u"olkswagen

todel N ame:
|Gialf

L2

Model v'ear:

2017 j

When vehicles are captured to a Tenant’s Master File,

a report can be printed to list the vehicles linked to
the Tenant.

Color:

Cancel

Accept |

Tenant / Occupants
Novtel Property Management

Printed: 2019-11-01 10:46:27

Occupant Occupant R :
Tenant/Occnpant Descripticn TD/Passport Tenant Vehicle List
RIOUTMOG2 S PR .
: . p 117 CES 123426] Volkswagen Golf 2017 (Silver)
ﬁﬁ]ﬁ%mmm AMNDO0] - Andrews, Shawn  [[Shavwm - Andraws FB01151112223 o CES 654321] Ford F. 2012 (White)
Oeeupant Trizh - Andrews BE02131234567 - -
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Suppliers

In Novtel Property Management, one of 2 classifications can be selected:

1.

A Landlord (or Property Owner) lists their property with your agency to
advertise, rent out and manage on their behalf. As your company will pay
the rental income received from the Tenant (the Customer), over to the
Landlord (minus the agency commission and other relevant costs), a
Landlord is classified as a Supplier.

Service Providers deliver services to the Properties / Tenants that your
agency manages. As your company will usually source and pay for these
goods or service (regardless whether the Tenant or Landlord is liable for the
payment thereof), the following Service Providers will typically be listed as
Suppliers on your system:

Maintenance companies (supplying taps, geysers, paint, carpets, tiles,
windows, etc.)

Electricians
Plumbers
Gardening services; and

Municipalities (i.e. municipal services)

B suppliers

Account Code I

*

Tupe

=l

Descrption I

Landlord # Proprietor
Service Provider

Pastel Fareign Cunency ||:||:| - Home Cunrency

=

General T Delivery Address T Uzer Defined Fields T Bank Detailz

FPaostal Address Telephone Mo I
Fau Mo I
Mobile Phone |
Email Address I

UseTax  Yes € Mo Service I ;I

Tax Humber I Supplier Categony I &I

Save | Cancel |
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Suppliers

Reports which can be produced - pertaining to Suppliers in
the system — are:

1. List All Suppliers
All Suppliers — whether a Landlord or Service Provider - are
listed on this report.

2. List Supplier Categories and Services

Specific pre-created Categories and Services can be linked
to a Service Provider’s master file. By printing this report, a
complete listing is obtained of those services and
categories linked to each Supplier Master File.

3. Service Quality

When a Supplier Invoice is received and a Work Order is
completed, a service quality rating is linked to the specific
Work Order.

A report can be produced to list the ratings linked to the

Supplier for the selected period. -

Other Supplier Reports:

4. Supplier Payments
5. Supplier Monthly Report
6. Payment Summary to:
v" The Landlord
v" Municipality
v" Maintenance (Service Providers)

7. Detailed Landlord Report

® Supplier Works Order - Service Quality

— Service Date

Fom |2022/09/05 ~| to |2022/0905  ~|

— Ratings

v Dutstanding-1 005
[~ Good-80%

[~ Fair-50%

[ Poor-20%

[ Appaling-0

| Accept

LCloze
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Rental contracts are created to link a specific Tenant to a
specific Property, and to determine the following:

v' The amount payable by the Tenant for rent and
additional costs.

v' The amount payable to the Landlord — in the case
of the property being a sub-rented item.

v'  The amount retained by your company for
managing a sub-rented property on behalf of the
Landlord.

Only 1 contract per Property is allowed. Should the Tenant
rent more than 1 property, a contract for each property will

apply.
While in the process of creating a new contract, the

‘Contract Number’ field will be indicated as ‘New’, and a
contract number is only allocated upon saving it.

Contract Mumber  |Hew Tvpe | Fized Mornthiy - Tax Rate % ii1 .00 [where applicable] [~ Hold Ower Costs Cancel Cantract

Andrews, Shawn

2 LR

DateErd |31 sugust 2023 || [ 12 Morths

*

Date Start | 1 September 2022+ | Payment Day |1 6 hd
Properties T Sub-Fentals T Fized Charges T SH Fixed Rates T Deposit T Depozit [nterest T Additional nvoices
BLUEDOO? - Blue Anchar Apartment 7 j Cantract Comments...

1. The Tax Rate to be applied is indicated here.

v' Please note that Novtel takes into account whether or not the ‘Allow Tax’
option is selected on the Property Master File, as well as on the charges
added to the contract, and will only apply the tax where applicable.

2. If Agent Codes are set up in the financial system, and activated in Novtel, a
specific ‘Agent’ can be linked to this contract.

3. The Payment date is significant, especially when your company is registered
with TPN. This date will be checked against the dates upon which payments
were received from the Tenant, and a complete payment history can be
obtained — whether good or bad.
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Contract Number |Mew Type |Fixed Maonthl - TaxRate % 15.00 [where applicable] [~ Hold Over Costs Cancel Contrac . .
' o ety 2| " CoeiCria | When the ‘Fixed Monthly’ contract type is selected, the contract
3]

I l term can be set by entering a definite ‘Start’ and ‘End’ Date.

I DaleEnd |31 August 2023 | | [ 12 Morths . .
e WJ g Augmmltl Novtel will calculate the number of months according to the dates
Properties T Sub-Rentals Fixed Charges i eposit Invoices Selected and it Wi” be displayed in this field_

a2 3 405
E 7 8 9 10 1 124
Contract Comments... 17 14 15 16 17 18 19
2002 22 23 024 2/
2728 29 31N 12
i 4 5 B 7 B 9

Rental Mum | Date Start | Date End | Status EL'_y—TDda : 2022/09/05 il

BLUEDDO? - Blue &nchor Apartment 7 j

| Make Rezervations

Contract Mumber ‘New Type |Fi><ed anthly j Tax Rate % 1500 [where applicable] [~ Hold Over Costs Cancel Contract
.
Annual Escalations

Tenart hawn
: K
Occupant
: A set escalation percentage can be set up to increase a Tenant’s
Date Statt | 1 September 2022 = Payment [1ay 'ﬁ peteEnd ’m W:I et . p g p e ey
Properties T Sub-Rentals T Fixed Charges T SH Fixed Rates T Deposit T Deposit Interest T Additional Invoices re nt d u rl ng the Sa m e m O nth ea Ch yea r’ a nd t h e In Itla I re nta I
# Rent Escalations *

amount is entered before clicking ‘Accept’.
M E zcalation Settings

Ezcalation Percentage: 10 ﬁ ; Acceptz |
| | Escalation Month August | W ‘Yearly Escalation Cancel

Rental Nurn ‘ 0 Irw Total

Existing Rental Bage Amount

Iritial Amount: 12500 00 \

[ Apply Escalation To &l Cortracted Properties

< >

Rent Escalations |

Caloulate Commission

0 j Apply Commission Charge Escalations

Save | Cancel |
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# Contract Manager

Contract Mumber |New Tupe |Fixed Monthly j

Tenant

Date Start | 1 September 2022« Payment Day |1 h

B

DateEnd |31 August 2023 -

Tax Rate % 15.00 [where applicable] [~ Hold Over Costs Cancel Contract

m il Morths

*

Properties T Sub-Rentals T Fized Charges T 5H Fixed Rates T Deposit T Deposit Interest T Additional Invoices
BLUEDOO? - Blue Anchor Apartment 7 j Contract Comments...
| | Make Heservationw
Rental Mum | D ate Start | Date End | Status Irve Tatal
£ >
Calculate Comnmission .
0 ﬁ Apply Commission Charge E zcalations ent E zcalation:

Save

| Cancel

To create the individual reservations for each month as set
for the rental period, click the ‘Make Reservations’ button.

Immediately, 12 reservations are created for this single
contract, but no rental number has been linked to it yet.
This will only be created once the contract is saved.

® Contract Manager
Contract Number |New Type |Fixed Manthly J TaxRate % 15.00 [where applicable) [~ Hold Over Costs Cancel Contract
Tenant 5 L S
Occupant
DateEnd |31 August 2023 ~ 12 = Months
Date Start | 1 September 2022 v Payment Day |1 - :I
Propeities T Sub-Rentals T Fixed Charges T 5H Fixed Rates T Deposit T Deposit Interest T Additional Invoices

s

BLUEOOOY - Blue A Contract Comments:

Fental Murm | Date Stark | Date End Status Iree Tkl
0 2022/09/M 2022/08/30 Reserved 12600.00
0 202210/ 202210/3 Feserved 12500.00
0 2022/11/0 202211430 Reserved 12500.00
0 2022412/ 202212/1 Reserved 12500.00
0 2023/0m/m 2023/01/3 Reserved 12500.00
0 2023/02/0 2023/02/28 Reserved 12500.00
] 2023403/ 2023/03/3 Reserved 12500.00
0 2023/04/0 2023/04/30 Reserved 12500.00
0 2023/05/01 2023/05/31 FReserved 12500.00
] 202340640 2023/06./30 Reserved 12500.00
0 2023/07/0 2023/07/1 Reserved 12600.00
0 2023/08/0 2023/08/31 FReserved 13750.00

Calculate Comnission

1] ﬁ Apply Commissian

Charge E scalations Rent Escalations

Save | Cancel
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Calculate Commission (For Sub-rented Properties Only)

Calculate Commizsion
I—m;l e As the contract determines the amount payable by the Tenant; the amount payable To the
1|

"""""""""""""""""""""" Landlord, and the amount to be retained by your company, the percentage in commission to
be applied to this contract, is entered here, and the ‘Apply Commission’ button is clicked.

# Contract Manager bt

Contract Mumber INeW Type IFixed F anthly ;I TaxRate 2 I 15.00  (where applicable] [~ Hold Over Costs Cancel Contract |

Tenant ANDODT A ﬂ

Occupant

DateEnd 31 pugust 2023 | [ 12 Months

Date Start |1 S eptember 2022 vI Payment Day |1 'l
Properties | ] T Fixed Charges T SH Fixed Rates T Deposit T Deposzit Interest T Additional lnvoices When VIEWIng the Sub Rentals tab' Novtel has automatlca”y
[BLUEDDG? - Blue Ancher Apatment 7 -] calculated the amount due to the Landlord.
hiln] S | Date St I DaeErs iy Tots | v" Also note that specific ‘Sub-Rental’ numbers will be
0 LANOOT - Landen, Peter 202220801 2022/09/30 1125000 p
0 LANOT - Landon, Peter 202210401 202210431 11250.00 . .
0 LAMOOT - Landon, Peter 20221401 20221440 1125000 allocated to each reservation when the contract is
0 LAMOOT - Landon, Peter 202212401 2022112431 11250.00
0 LAMOOT - Landon, Peter 2023/ /01 202301431 1125000 saved
0 LAMOOT - Landon, Peter 202302401 202302428 1125000 .
0 LAMOOT - Landon, Peter 202303401 2023403431 11250.00
0 LAMOOT - Landon, Peter 2023/04/01 2023/04/30 11250.00
0 LANOT - Landon, Peter 2023/05/01 2023105431 11250.00
0 LAMOOT - Landon, Peter 2023/06/01 2023405430 11250.00
0 LAMOOT - Landon, Peter 2023/0701 2023407431 11250.00
0 LAMODT - Landon, Peter 2023/08/01 2023108431 1237500
£ >

SH Escalations |

Save | Cancel |
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# Contract Manager

Contract Mumber |53 Tupe |Fixed b arthly J

Tenart

Andr ol

Djfe Start | 1 September 2022 Fayment Day |1 =

2
DateEnd |31 August 2023 ~

Tax Rate % 15.00 [where applicable] [~ Hold Ower Costs Cancel Contract

1z

x Accessing the saved contract, a definite contract

number is now created, as well as sequential rental

numbers
il tdanths

linked

individually.

to

each month’s

Properties T Sub-Rentals T Fixed Charges T 5H Fixed Rates T Deposit T Deposit Interest T Additional Invoices S u b_ Re nta I n u m be rs a re a IS 0 c re ate d
|BLUEDDD? - Blue Anchor Apartment 7 j Contract Comments...
\ Fental Mum | Drate Start | Date End | ® Contract Manager o
748 2022/08/01 2022/03/30
47 2022410/0 2022410/ )
745 a2 101 202211490 Contract Number |53 Type |Fixed b arithly J Tax Rate % 15.00 [where applicable] [~ Hold Owver Costs Cancel Contract
749 202241 2/m 2022412/1
780 20234010 202303
751 2023/02/0 2023/02/28 ﬂ
752 2023/03/0 2023/03/3
7h3 2023/04/0 2023/04,/30
754 2023/05/0 2023/05/31 DateEnd |31 August 2023 = m:l Morths
755 2023/06/01 2023/06/30 Date Start | 1 September 2022 ~ Payment Day |1 hd
756 2023/07/0 202340743
757 2023/08/01 2023/08/31
T Fixed Charges T SH Fived Rates T Deposzit T Depozit Interest T Additional [nvaices
Calculate Commizsion
10 ﬁ Apply Commizsion
|BLUEODO7 - Blue ?hor tpartment 7 ~|
SR Mum /l Supplier Drate Start Date End It Total |
Checklst | Cortract Schedul | h Contract T 276 r o LAMOO1 - Landon, Peter 2022/03/01 202240930 11250.00
SOk oniract seheaule Sl LIS WP 277 LANDOT - Landor, Peter 2022410401 2022410431 11250.00
278 LAMOO1 - Landon, Peter 2022414 2022411430 11250.00
279 LAMOO1 - Landon, Peter 202212/ 202212/3 11250.00
280 LAMOO1 - Landon, Peter 202300 202301431 11250.00
281 LAMOO1 - Landon, Peter 2023/02/0 2023/02/28 11250.00
282 LAMOOT - Landon, Peter 2023403/ 20230341 11250.00
283 LAMOO1 - Landon, Peter 2023/04/0 2023/04/30 11250.00
284 LAMOO1 - Landon, Peter 2023/05/01 2023/05/31 11250.00
285 LAMOO1 - Landon, Peter 2023/06/01 2023406430 11250.00
286 LAMO01 - Landon, Peter 2023/07/01 2023/07/31 11250.00
287 LAMOO1 - Landon, Peter 2023/08/01 2023/08/31 12375.00
£ >
Wiew Subhire ‘ SH Escalations ‘
Checklizt Contract Schedule Change Contract Type Save ‘ Cancel ‘

reservation
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The reservations are displayed next to the Property on the Grid, and in the colour of the ‘Provisional’ status.

. Movtel Pro El't)‘ Management Ultimate Standard 7.7.0.1 - Novtel Default - [|tEI‘T‘I Grld] -
P g
" ile Edit Modi Setu Process Reports Email/Export  Import  Hel
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Month-To Month Contracts

1. When creating a ‘Month-To-Month’ contract, the start
date is selected first.

2. The ‘Contract Type’ is selected as ‘Month-To-Month’.

3. This will cause the ‘End Date’ option to be changed to
‘Contract Completed” — which must NOT be selected
unless the contract is to be terminated.

4. The number of months will be indicated as ‘1’ and cannot
be changed manually here.

In the ‘Rent Escalations’ window, the rental amount is set, and
if an annual escalation is relevant, the percentage and month
is set for the rent to automatically increase when the month is
reached.

Contract Mumber | Mew

Tenart

Type |M0nth-TD-M onth _VB Tax Rate % 1500 [where applicable] [~ Hold Over Costs Cancel Contract
oo ‘wialters, Johan J
Q,

Dcsuen | O Ocaupant |

Date Start | 1 September 2022 m‘

Contract Completed e | Months

0—1
Payrnent Dray -

Deposit

T Dieposit Interest T Additionallnvoices]

{ Properties T Sub-Hentals T Fixed Charges T SH Fized Rates T

Contract Mumber |N =

Tenant

Occupant

Taw Rate % 15.00 [where applicable) [~ Hold Over Costs Cancel Contract
3

Type |MonthrTo'Month j

Date Start | 1 September 2022

Months

’71

Contract Completed N

Payment Dy -

Properties

Sub-Rentals T

Fixed Charges T 5H Fixed Rates T Deposit T Deposit Interest TAddil\nnaanDicEs

ELUEOD4Z - Blus Ani

Rental Murn

# Rent Escalations

Escalation Settings

Escalation Percentage: il ﬁ

January ~| [ Yeal Escalation

Existing Rental Baze Amount

X
! Accept !'
Escalation Month Cancel

Irwe Total

Next Recurring Billing Base Amount

Base Amount: 13000.00

wh Latest Reservation Rent Amount

Iriitizl Amount:

13000.00

[ Apply Escalation To All Contracted Properties

<

\ )

Calculate Cammigzian

i) j Apply Commissian

Charge Escalations Rent Escalations

Save ‘ Cancel |
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# Contract Manager x

TawRate % 12,00 [where applicable) [ Hold Over Cogts Cancel Contract
&Y

Contract Mumnber |New Type |Month-To-Month j

Tenatt

When the ‘Make Reservations’ button is clicked,

only 1 reservation will be created for the month
Contract Completed [ |_1 Manths
Date Start | 1 September 2022 v Payment Day ~ linked to the ‘Start Date’.

Properties T Sub-Rentals T Fized Charges T SH Fixed Rates T Deposit T Depogit Interest T Additional [nvoices

BLUEOD42 - Blue Anchor Apartment nr 42 ﬂ

Rental Murm | Date Start

Contract Comments. ..

® Contract Manager

*
take R ti |
‘ Fre nesena Ion.s // Contract Mumber |New Type |M0nth-T0-M0nth J

Tax Fate 2 15.00 [where applicable] [~ Hold Over Costs Cancel Contract
| Date End - | Statuz |

Tenant Il W, h J
Q,
Contract Completed [ ’_1 Months
Date Start | 1 September 2022~ Papment Day %
Properties T Sub-Rentals T Fixed Charges T SH Fixed Fates T D eposit T Deposit Interest T Additional [nvoices

BLUEDD4AZ - Blue Anchor Apartment nr 42

Contract Comments...

|_Bentalbun | Date Stag | Nate End |_stahs oy T

0 2022/09/M 2022/09/30 Reserved 13000.00
£ >
Calculate Commission

0 ﬁ Apply Commizsion Charge Escalations

Rent Escalations

Save ‘ Cancel ‘




Month-To Month Contracts

Month-To-Month’ contracts display ‘CM’ in front of the Property Code on the Grid, and only
1 reservation is created and displayed on the Grid in the colour of the ‘Reserved’ status.

#® Noviel Property Management Ultimate Standard 7.7.0.1 - Movtel Default - [Itern Grid]
W File Edit Modify Setup Process Reports Email/Export Import  Help

= OF- QOB BOVAD

03 QO 10 11 12 113 |14 |15 |1& (el B (19 (20 |21 ZZ Z]- 2 el |26 |27 |28 |29 (30 (iR e 03 |04 |05 |06 |O7F g
Sep § Sep .Scp .S-cp .S-:p .S-:p .Scp =il et | Sep | Sep |Sep | Sep | Sep Sep | Sep Sep | Sep | Sep Sl CTol | Sep | Sep | Sep | Sep |Sep (el Bal | Oct | Oct |Ocr (Oct |Octr ey
st -.-'- Mon | Tue (Wed | Thu | Fri -:.-;-'- -:.-.-'.- Mon | Tue |Wed | Thu | Fri -:.-;-' .-'- Tue Fri -:.-;-'- -:.-.-'.- Mon | Tue |Wed | Thu | Fri -:.-;-'- -:.-.-'.- Mon | Tue |Wed | Thu | Fri JEEa B .-'-

745 COMMUNAL PROPERTY (SHARED SERVICES) ..-.-.-.-
_—_—__—_—_—_—_—_—_—_—_—_—_—_—_—
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® Contract Manager X

Contract Mumber |53 Type |Fixed Monthly LI Tax Rate % 15.00 [where applicable] [~ Hold Over Costs Cancel Contract |
o All monthly Charges which will be billed to the Tenant, in addition to the rent as

. e , :
W = voun agreed upon, can be inserted under the ‘Fixed Charges’ tab. Depending on the

enant ANDOO EL
Ocoupant Clear Dcoupant

ate Star epternber A Payment Day |1 vl . ]

o S”IHT” ] — " : ; agreement, these charges may include a fixed monthly amount, charged for

Froperties Sub-Rertalz SH Fized Fates Deposit Deposit Interest Additional Invoices
water and/or electricity usage.

Line Type |Cha|ge Description | Oty ‘ Excl| Tax| Incl| 5 .
However: Novtel incorporates a Meter Reader system by which the exact
readings for water and / or electricity are captured, and the Tenant is charged
accordingly.
For demonstration purposes, we will insert an ‘Open Parking’ charge to be

o om oo added at a cost of R50.00 per month for the ‘Tenant’s Account’.
Ut B it patfonak | | ot Qg0 ook By clicking ‘Add’ in the ‘Fixed Charges’ tab, all pre-created charges are displayed.

Checklist Contract Schedule Change Caontract Tupe Save Cancel
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# Select Charge by .
s The applicable charge can now be searched for and selected.
Earc
SeaichBy | Code =l 1.  The selected item is now displayed in the ‘Fixed Charges’ tab, and at a
Search For |PARODT quantity of 1. If more parking spaces are required, the quantity is increased
by entering the required number in the ‘QTY’ field.
Code | D escription | Excl | Tax | Incl A
ADMOOT  Admin F 172.91 25.09 200,00 . . . . . .
BT 00 | Eial Debr o o oo 2. A Parking space can directly be assigned to this Occupant from this window.
CALOM  Callout Fes 291.30 55,70 450,00
CLEROL | Cleank Charges 1734t e 3. To update the selected charge to ALL reservations linked to this contract,
COKOM  Coke 340ml 522 07s £.00 . —_
CWw/TOOT Cold'water Tap 104.35 1565 12000 click the 'Update EXlSt|ng Rental Charges’ button.
DARMOOT  Damages (General) 0.00 0.00 0.00
DEPOM  Deposit Forfeiture Charge 0.oo 0.oo 0.oo
DISO0  Dish washing Liquid 17.39 21 20.00 @ Contract Manager X
ELEOO0T  Elechicity E95.65 104.35 800,00
FTDOO1  Front Door E78.26 101.74 7a0.00 Cantract Murmber |53 Type |Fiked b anthiy J Tax Rate % 15.00 [where applicable] [~ Hold Owver Costs Cancel Contract
GEYON  Geser 2R02.70 391,30 3000.00
HINDOT  Hinges 85,96 13.04 100,00 Tenant . o
HWTO Hot YWater Tap 117.39 17.61 135.00 i
INTOO1  Interest Charged 0.00 0.00 0.00 i
KEYO0!  Key Deposit [Fefundable) 500,00 0.00 500,00 DateEnd 31 August 2023 v || [ 12 Months
LABOOT  Labor Charge per Hour 17391 26.09 200.00 Date Start | 1 September 2022 v | et By | =1
ﬁsgg; t:;slg{::r}lugi;:izl ;‘Dagtes and Taves ggg ggg Egg Froperties T Sub-Rentals TI Fixed Charges I]/ SH Fized Rates T Deposit T Deposit Interest T Additional Invoices
MaAINDT  Maintenance Invaiced Amount 0.00 0.00 0.00
MILOOT  Milk for Difice Use 13.04 1.95 15.00 _ n
MUNOOT Fefuse and Sewerage 2R0.57 39,13 300,00 i T [Zh31g3 L=sciipiion E—— Eidl e Iic)
FAROOZ2  Parking - Undercowver E4.57 1043 a0.00
FEFOI  FRefuse 85,96 13.04 100,00
FEMOI]  Femote Contrel 304,35 4R.E5 350,00
RITOOT Rt 172.91 2509 200,00 ¥
§f-\ccept | Cancel
30435 4565 350.00
9Update Euisting Rental Charges Aszsign Parkinge Add Remark Add Delete

Checklizt Contract Schedule Change Contract Type Save Cancel
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# Contract Manager x 1

Immediately, the selected cost is added to every
Contract Mumber |53 Type |Fived Maonthly ;I Tax FlateZI 1500 [where applicable] [~ Hold Over Costs Cancel Contract |

reservation linked to this contract.

Tenant . ahawn J
a,
Occupar 2. To view the effect on the first reservation for the month of
DatEnd [31 August 2023 > ||| [ 12 Months . .
Date St [ 1 Sepiember 2022 ~ | PaymertDay |1 5| September 2022, click on the reservation and select the
Properties T Sub-Rentals T Fixed Charges T 5H Fixed R ates T Deposit T Depasit Interest T Additional Invaices "7 . )
View Reservation’ button.
BLUEDOO? - Blue Anchar Apartment 7 LI Contract Comments..
Add Property Remove Property |
. ¢ . . ) . .
St o e Proceeding to the ‘Quick View’ tab, the charge is displayed, and
745 ved 11255000
747 202240/ Reserved 1285000
748 202241430 Reserved 1285000 added to the rental amount'
749 202242430 Reserved 1285000
780 2023401431 Reserved 1285000
751 202340270 2023402428 Reserved 1285000
752 2023403/ 2023403431 Reserved 1285000
753 2023404/ 2023/04/30 Reserved 1285000 ® Reservation Details X
754 2023405/ 2023405/ Reserved 1285000
755 2023406401 Reserved 12550.00 General T Financial T Deposit T Additional Costs T
756 2023407/ L Reserved 1285000
757 2023408/ g Reserved 13800.00
Calculate Commiszion
lrl—mill el Gt “iew Reservation | Charge Escalations | Rent Escalations Description | Oty | Tax| Excl| Incl
Blue Anchar Apartrent 7 1 163043 10869.57 12500.00
FPAROOT - Parking - Open 1 E52 43.48 50.00
Checklist | Contract Schedule | Change Contract Type | Save | Cancel | TOTALDLE 163698 10913.04 12550.00

View Audit Log | Accept Cancel
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Fixed Additional Costs Payable to the Landlord

# Contract Manager

Contract Mumber |53

Type |Fixed anthly J

Date Start | 1 September 2022

Papment Dap |1 hd

2
DateEnd |31 August 2023 ~

TaxRate % 15.00 [where applicable] [~ Hold Over Costs Cancel Contract

m il Manths

X

Properties T Sub-Fentals T Fixed Charges TI 5H Fized Rates I[ Deposit T Deposit Interest T Additional Invoices
Line Type ‘Charge |Description | Oty | Excl‘ Tax| Inc:I|
0.00 0.00 0.00
Update E sisting Sub-Rental Chaiges Add Remark ‘ V
Checklist Contract Schedule Change Contract Type Save Cancel

In the ‘SH Fixed Rates’ tab, charges for which the Tenant is billed and to
be added to the Landlord’s amount payable, are added.

v

The applicable charge can now be searched for and selected.

Please note that charges classified as a ‘Third Party Charge’ will

not be displayed here.

® Select Charge

Search
Search By |E0de ﬂ
Search For |
Code | Description | Excl | Tax | Incl
COFO01  Coffee for Office Use 43.48 6.52 50.00
COKO0T  Coke 340wl 522 0.7a 600
CwTO01 Cold W ater Tap 10435 15.65 12000
DAMOOT  Damages [General) oon 0.00 oon
DEPOOT  Deposit Forfeiture Charge 0.00 n.o0 000
DIS001  Dish waszhing Liguid 1739 261 2000
ELEDO  Electhicity ES95.65 104.35 800,00
FTDOO0T  Front Door E78.26 101.74 7000
GEYODT  Geyser 260870 391.30 3000.00
HINOO1  Hinges 86.96 13.04 10000
HwTO01 Hot\wWater Tap 11739 17.61 13500
IMTOM  Interest Charged 0.00 n.o0 000
KEYO01  Key Deposit [Refundable) 500.00 0.00 500,00
LaY001  Lays Plainly Salted 30a 348 052 400
MaI001  Maintenance [rvoiced Amount 0.oo 0.00 0aoo
MILOOT  Bilk. for Office U 13.04 1.96 15.00
Fiefuse and )
PAROOT  Parking - Open E.R2 B0.00
PARODZ  Parking - Undercowver E9.57 10.43 80,00
REMOOT  Remate Corntral 30435 45,65 35000
RITOOT Rt 17391 26.09 20000
RHADOT  Foof Mails - 50 521.74 78.26 600.00
RTIOOT  ATION 17.29 261 20.00
SEAD01  Sealant 2L 1739 26.09 20000
SUGDN  Sugar for Office Use 26.09 391 30,00
TEADODT  Tea for Office Use 21.74 3.26 25.00
WATOD Water 0.oo 0.00 nao
WINOOT “window 1000 % 700mm E08.70 91.30 Foo.00
N | o
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# Contract Manager x

® Contract Manager X

Contract Nurrber [53 Type [Fised bonthly TaxFate% [ 1500 (where applicable) [~ Hold OverCosts  Cancel Contract H (
AIWays remem b er to CI IC k t h e U pd ate Contizct Number [53 Type [Fized Morthiy TakRate | 1500 (where applicabls) [~ HoldDverCosts  Caneel Contract

ANDOOT
. Existing Sub Rental Ch ’ button to add .
== .. | EXisting Sub Rental Charges’ button to a
DaeStal [ 1 septeron 2022 =] PameniDay 1 = RO [ iz oo DaicEnd |51 Augurt 2023 ||| | 2] Months
Vi . Date Stait | 1 September 2022 > Payment Day |1 =

o | senms | e | srwanan o | swmien |wenen) | the charge to all Sub-Rental’ reservations. =
Fropeties | | Sub-Rentals |T FiedCharges | SHFiedRates | Depost |  Depostinterest | Acsiionsl Invoices

Line Type |Chage | Desaription [ Exol T Incl| BLUEDOD? - Blue Anchor Apartment 7 |

a
ltem [MONDDT | Refuse and Sewerage .13

LANDO] -

2022/09/01 2022/03/30 11550,00

202210401 0221031 11550.00
2022011701 2022411730 1155000
2022412701 202212431 1155000

In the ‘Sub-Rentals’ tab, the charge is added
to the amount payable to the Landlord. To
view the effect on the first ‘Sub-Rental’ )

reservation, click on it, and select the ‘View N v | v |

2023/01/01 2023/01/31 1156000
2023/02/01 202302728 1166000
20230331 11550.00
2023/04/30 1155000
2023/08/31 1156000
2023/06/30 11650.00
20230731 11550.00
2023/08/31 12675.00

Subhire’ button
)
Checklist Contract Schedule ‘ Change Contract Type Save Cancel Checklist Contract Scheduls Changs Contract Type G Cancel

# Sub-Rental Property X
Proceeding to the ‘Quick View’ tab, the following is observed for the month of September
2022; sub-rental number 276, and rental number 746:

Supplier  [LENOT a]  [Landon, Peter

1. The amounts for the rent and the added charge are displayed here, and the total il | sacodCoste | Warwewcs | [k Ve
payable to the Landlord is R 11 550.00 inclusive of VAT. B T | * : s E;’g‘gg‘ e
. . . . . Total 1806.52 10043.48 o‘HSSDDD
2. The amount — exclusive of VAT — which is payable by the Tenant, is displayed here.
3. The amount — exclusive of VAT — payable to the Landlord, is indicated here
4. And the amount in Commission to be retained by our company for managing the
property, is displayed here.

Tenant Invaice Exel Total ) 1117331

Supplier Invaice Excl Total e 10043.48 Commission Inc| o 1250.00 Acoept Cancel




Accessing Customer and Supplier Documents
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TAX INVOICE
From: Expert Property Management
Tenant Invoices and Statements, as well as the Supplier’s Monthly Report can Address: - Orfce Paik
. Diaz Boulevard
be accessed during any stage of the Contract. Mossel Bay
G500
o ) ) ) Expert Property Management Email: sales@nmel_com
However: Official Invoice Numbers are ONLY invoiced when the monthly VATNr 123456789
. " . To: Andrews, Shawn
recurring billing procedure is performed. Addess: PO Box 55 oo Date. 2022108105
6565 Invoice Number:
, . . . . . . ; . Reservation Nr: 746
The Tenant’s Invoice is obtained by right-clicking on te required reservation on
. . . Tax Ref:
the Grid, and selecting ‘Documents — Invoice’.
Description Excl VAT VAT Total Incl VAT
Blue Anchor Apartment 7 1086857 1630.43 [12500.00
. Movtel Property Management Ultimate Standard 7.7.0.1 - Novtel Default - [Item Grid] Parking - Open W48 6.52 50.00
W File Edit Modify  Setup  Process Reports EmalIfExport Import  Help Refuse and Sewerage pe0.87 39.13 [00.00
5 AT O
IR - NMERS Q O@E .ﬁ'\‘lf/-
& '_ & o l:w l-w
View Details <F3>
Edit Contract
Restaurant and Diet
l__l_ Documents Qu OI:E < Ctrl+ Q=
| Illllllllllllllllll._i“i_____
L 53%PetersonJdames srms and Lenditions
_l— Final Motice for Payment
(=i =8 T Tor=ien) Please use the following Banking Details: Total EX Vat R 11173.91
MS Word Documents Account Mame: Expert Property Management
Supplier Monthly Report Account Number: 123456789 VAT R 1676.09
T STl Bank: Nedbank Total Incl VAT R 12850.00
. LI—_,_ ) Branch: Mossel Bay
i & Rental  SubRental <F7> Deposit Statement Branch Code: 1234
Payment Reference:  Blue Anchor Apartment 7




é}’ Novtel Property Management

Deposits




f}

b, S
"Operry Mana!

Raising a Deposit

In practice, the equivalent of one month's rent is usually
payable by the Tenant upon acceptance of the rental
contract. The deposit is generally payable via a bank
transfer, cheque, cash or credit card before the Tenant is
permitted to take occupation of the property.

At the end of the contract term, the deposit will either be
applied to the contract, or refunded to the Tenant; and
may a part thereof be forfeited in the case of damages to
the property, depending on the terms of the agreement.

A bank guarantee can also be offered by the Tenant, and is
a promise from the Tenant’s bank or other lending
institution, confirming that the institution will cover the
loss should the Tenant default on a payment.

Note: Either a deposit or bank guarantee will be processed
for a contract, but not both.

To raise a deposit or process a bank guarantee in Novtel, an open shift is
required.

The amount to be raised is entered in the ‘Deposit Amount’ field, after
which the checkmark next to the ‘Deposit Raised’ field is clicked.

# Contract Manager >
Contract Number |53 Type |Fixed tanthly J Tax Rate % 1500 [where applicabls] [ Hold Over Costs Cancel Contract
Tenant ANDOOT Andre i S
Date End |31 August 2023 - m:l Months

Date Start | 1 September 2022 ~

Payment Day |1 -

2.) Depozit Paid

[ 3 Depasit Applied

OR

[ 3.] Depozit Refunded

Fropertiez T Sub-Rentalz T Fixed Charges T SH Fixed Rates T Deposzit T D eposit Interest T Additional Invoices
Contract Deposzit User Shift
Shift - SFT00001
v | 1.] Deposit R aized ] User: Tiaan
Deposit Amount 12500

Bank Guarantee

v [ 1.] Bank Guarantee Captured ]

Amount: '7
Bank:

Ref Murn:

Captured: 'W‘
Expires: W

2] Bank Guarantee Cancelled ]

Checklist Contract Schedule

Change Contract Type

Save Cancel




Raising a Deposit
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# Contract Manager x
Contract Number |53 T Fixed Monthl Tax Rate % 15.00 [wh licable] [~ Hold Over Casts Cancel Contract . . . . . .
il al b x| TR e _Coes ot | Upon raising the deposit, the ‘Deposit’ tab is displayed
4 as follows:
DateErd 31 August 2023 ||| [ 12 Menths 1. The ‘Bank Guarantee’ option is totally removed
Date Stat | 1 September 2022 ~ | PapmentDay |1~
Properties T Sub-Rentals T Fized Charges T 5H Fixed Rates T I Deposit I T Deposit Interest T Additional [nvolces from thls Wlndow
G D i Uszer Shif . . .
riaetbepest o SET00001 2. The ‘Deposit Raised’ field turns blue, and the
i e Uozrs Tiaan date upon which the deposit was raised is linked
Depasit Amolnt : 9 12800.00 )
Deposit Due : e HEE/N3/05 ~ 0 tO |t
2 Deposit Paid ] 3. The deposit amount is captured here and can be
edited in the future to increase the deposit
— amount when an escalation occurred.
[ 3] Deposit Applied ]
(oo — ] 4. The date by which the deposit amount is
. (=] EInae
payable, is selected here.
Checklist Contract Schedule Change Contract Type Save Cancel




Raising a Deposit
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Please note that the ‘Raised Deposits Transaction Listing’ report can be printed for all contractual deposits which was raised, but not yet fully
paid, and which will display the following information:

v The Contract Number

v' The Tenant Description and Property linked to them by means of this contract
v" The date upon which the Tenant is scheduled to take occupation of the property
v' The date the deposit was raised
v" The date upon which the deposit is due
v' The deposit amount raised on the contract
v' Whether or not any payments were received
v" And the amount still due by the Tenant
Raised
List all the depesits which have been raised, but not yet fully paid.
EXPERT PROPERTY MAMAGEMENT
Contractual Deposits
N Tenant Descripticn Froperty Moved-Tn Date Eaized Date Due Date Faized Ampmnt Paid Amount Due Amount
16 EEEQN] - Kaznam, Ban ELUEMXT - Elne Anchor Aparment 7 2021403401 20210310 2021703/10 8500.00 [T 8500.00
17 NITS0L - Mhosic Warekauzz TUNITO005 - Unit 3, Sunset Park 2021403401 20210311 2021/03/11 23000.00 ki) 2300000
32 GREN - Grean, Jae ELUEQM3 - Eloe Anchor Aparmment 43 2022408401 20220620 202210620 14000.00 ki) 1400000
33 ANDHIL - Andrewe, Ehewm BLUEMXT - Elne Anchor Aparment 7 2022708401 2022108403 2022709403 12500.00 ki) 12500.00
Total : 38000.00 ki) SE000.00
Grand Total : 58000.00 iLili] SR000.00
2 Novtel




® Noviel Property Management Ultimate Standard 7.7.0.1 - Movtel Default -
# File Edit Modify Setup Process Reports Email/Export  Impor

dim 7 o0

Megative Receipts

Shift Cash Up
Shift Summary

History

Receipts

Reverse Unallocated Funds

As soon as proof of payment is received, the amount will be
receipted from the ‘POS — Receipts’ window.

The specific Tenant can now be searched for by means of
either the ‘Tenant Code’ or ‘Tenant Description’.

The Tenant is to be selected to capture a receipt against their

Tenant Account.

# Tenant Setup

Mumber Deszcription

Telephone

Fan

AFROM Africa Tours

AMDODZ | Anderson, Peter

021 1234567339
029 232 252 252
023 543 433 433

BELOOA Bell, Beverly

Cas0m Custarmer Cazh dccount

CAS002 | Cash Sales

COMOM | Concrete Creations

CO0001 | Cooper Richard

077 7831 147

Day001 Dravids, Gregg

029 478 574G,

DIS00 Dizcover SA and Bevond

027 233332 133 N

o

DUMOOT | Dunn, Frans

FRADD Franklin, George

044 6351036

Search
’7 @ Mumber " Description

Refresh

Add Mew

Edit

i

Select

d

Cloze




Processing a Deposit Receipt
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W Tenant Receipts

Tenart ANDODT G| [ Andrews, Shawn

Balance In Pastel 0.00 View Statement |

Feceipt Total I E 12500.00 Auto-dllocate |

Unallocated Amourt: D.DD&I
Available Credit Matching: 24000.00

[ Account Payments QOutstanding Total 0.00 ]

1. The ‘Tenant Receipts’ window is displayed, and in the
S— ST pTe— Deposit Payments’ field, the deposit amount raised on

Contract 53 - Blue Anchor Apartment 7 [2022/09/01 to 202 1) . 12500.00 0.00

contract 53, is displayed as the ‘Outstanding Total’.

2. In the ‘Receipt Total’ field, the exact amount — as
received from the Tenant — is entered.

Payment Date I 202209405 - l Outstanding T otal 0.0
- Allocated Total 0o
Payment Type IDnect Tranafer Vl
Unallocated Total 12500.00
Reference :
AMDOM

Accept Cancel
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Processing a Deposit Receipt

W Tenant Receipts

Tenant ANDODT G [Ancrews. Shawn

Balance In Pastel 0.00 Wiew Statement |

Receipt Total | 12600.00

Unallocated Amaount: D.UU&I
Available Credit Matching: 24000.00

[ Account Payments

Outstanding Total 0.00

Description

Outstanding Amaunt Allocated Amaunt|

Contract 53 - Blue Anchor Apartment 7 [2022/03/00 to 2023/08/31]

0.00 12600.001

Payment D ate 2022/09/05 vl
Payment Type Direct Transfer 'I

Reference
AMDOOT

Outstanding Total 000
Allocated Total 12500.00
Unallocated Total 0.00

“z Accept Cancel |

To now directly allocate the receipt total against the outstanding
Deposit balance, click on the ‘Auto-Allocate’ button.

This will immediately allocate the amount against the outstanding
total in the Deposit Payments field, and clear the outstanding
balance as we have received the full outstanding amount.

Now enter the date upon which the payment occurred, as well as
the method by which payment was received.

Enter the payment reference as stipulated by your company, and
click ‘Accept’ to process the receipt.




Processing a Deposit Receipt
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The deposit receipt is printed, indicating the following

Expert Property Management

e Pak information:
Unit 30
Diez Boulevard 1. The Tenant Linked to the Property.
Mossel Bay
ee0 2. The Contract Number; Property; Rental Period and

Tel: 0861 86 88 25
Fax:
Tax: 1234568789

Deposit raised amount.

3. The Payment Type — as selected by the system User.

ANDOO1 - Andrews, Shawn o

perosiT RECEPTS | 4. The Reference as manually entered by the system
PROPERTY DESCRIPTION AMOUNT User.
BLUEQOOT Contract 53 - Blue Anchor Apartment 7 (2022/09001 to 2023/08/31) 9‘ R12500.00

5. The total payment due amount.

PAYMENT TYPE : Direct Transfer 9 . .
Reference : ANDOOT 0 6. Andthe amount received and receipted .
PAYMENT DUE : 220000
TAX / VAT TOTAL : 0.00 . . . . .
PAYMENT RECEIVED : @12 500.00 At the bottom of the RECEIpt, the foIIowmg information is
CHANGE: 0.00 displayed:
USER: Tiaen v' The User logged into Novtel at the time the transaction
PAYMENT DATE : 2022/09/08
DATE: 2022/09/08 was processed.
TIME: 14:22:05
SHIFT NUMBER: SFTO0001 / The payment date
RECEIPT NUMBER: REC00002 ’
THANK YOU v' The date and exact time upon which the payment was

processed.
v" The Shift Number linked to the User.
v" And the Receipt Number.




The moment a Deposit payment is receipted, it becomes a liability to your company. The ‘Deposit Transaction Listing” report for

deposits which have either been partially or fully paid, but not yet been applied or refunded, will be displayed as follows:

Tenant
AN - Andrews, Shapm

Liability

List all the depeozits which have been partizlly or fully paid, but not vet apphed or refimdad.
EXPERT PROPERTY MAMAGEMEMNT

Contractual Deposits

B ; Moved-In Diate First Payment Date
02708405 14:22:05

Fropery
ANDOO] - Bhoe Anchor Apariment 7 1001

Psid Amount Imterest Accrued
12500.00 [
Totsl :

Grand Totsl :

Tatal
12500000

12500000
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# Contract Manager

X . . { . ) { . . ) . .

Cantract Mumber |53 Tupe IFmngunthly ﬂ TaxHaleZlﬁ (where applicable]l ™ Hold Over Costs Cancel Contract VIeWIng the DepOSIt tab for ContraCt 53’ the DepOSIt Pald fleld dlsplays the date
Tewr [ & upon which the payment was received, as well as the amount paid by the Tenant.
Occupant Clear Orcupant
] . Emrrwmmea| ER-L As this is a new contract, no interest on the paid deposit has been accrued.

Properties T Sub-Rentals T Fixed Charges T SH Fiked Rates T iDeposit T Deposit Interest T Additional Invoices
— Contract Deposit User Shif
’V Shift: SFT00001
1.] Deposit Raized 2022/09/05 User : Tiaan
Deposit Amavint : lm
Deposit Due : m
[Fem— The status of the first reservation does not change to ‘Confirmed’ automatically
Interest Acciued : | 0.00 . N " . . . .

BE _ when a deposit payment is received. The User will right click on the reservation
v | 31 Deposit Applied ]Apphadl]n [20z2/09/05 +]

__~ and change the status to ‘Confirmed’ manually, which will immediately update the

v | 3) Deposit Retunded | Fiefunded On: [2022/09/05

o = status and colour of this reservation on the Grid, accordingly.
Checklist | EuntraclSchsdulel Change Contiact Type Save Cancel |

# Novtel Property Management Ultimate Standard 7.7.0.1 - Novtel Default - [Item Grid]
# File Edit Modify Setup P

Reports  Email/Export  Import  Help

@ = - 0 @’ O % E . ﬂ A"ﬁ‘,l y m ® Noviel Property Management Ultimate Standard 7.7.0.1 - Movtel Default - [ltem Grid]

% x o 1z (15 1 [ [ CRERED MEAEIE] 2 W File Edit Modify Setup Process Reports Email/Export Import Help
L’IZL’R 5= | S | Sen | Se ,:
e — F::F«Iw BB BR_ W lR _

. - ME: -»v‘@ vom- BéV KD
]
745 COMMUNAL PROPERTY (SHA| — L 1 \‘, ‘\
R ER ) 15 |20 |21 |22 |= 26 |27 |28 |29 |0
View Details <F55 Aug | Aug e so | Sen [Sep [Sem Sep |5ep |Sep [5en [Sem
Edit Contract ISSEHUUUU Tue |Wed Wed | Tha | Fri || ] Man | Tue |wed | Tha | Fri
Restsurant and Diet i
Documents @& | sseroooo -__ 745 COMMUNAL PROPERTY (SHARED SEIE
Status
HEEEEEEEEEEN Bl recred

746 Andrews, Shawn

(< SRS | BRI S E  E EE  [coimed ]
o oy =
o

Invoiced

742 PROPERTY (SHARED A TION)




Deposit Interest

2] Depozit Paid

Faid Amount

20716-06-30

12000.00

Interest Accrued |

736,35 WL

Novtel incorporates the function to set up Deposit Interest Rates, and to perform the

monthly interest roll.

The total for interest accrued will be listed in the ‘Deposit’ tab — ‘Deposit Paid’ section:

# Contract Manager

Contract Number

Fixed Monthly -

Tax Rate % 15.00 [where applicable)

Cancel Contract
3

hd 5
Datest [ S Payment Day ’ﬁ Date End |30 Novernber 2013 'E:I Morthz
Froperties T Sub-Fentalz T Fixed Charges T 5H Fixed Rates T Deposit T D Additional Invoices

From To | Calculated On | Amaount &
2017-02-01 2070228 2018-03-09 08:14:38 3292
2017-03-01 207033 2018-03-09 08:15:22 3655
2017-04-01 2017-04-30 2018-11-0511:20:59 3452
2017-05-01 2017-05-31 2018-11-0511:20:89 3567
2017-06-01 2017-06-30 2018-11-0511:21:.07 3453
2017-07-01 2M7-07-31 2018-11-0811:21:07 3598
2017-08-01 2 7-08-11 2018-11-0511:21:16 3598
2017-09-01 2017-09-30 2018-11-0811:21:24 3482
207-10-0 2Mm710-31 2018-11-0511:21:24 3598
2017-11-01 2017-11-30 2018-11-0511:21:33 34.82
207-12-m 2m712-3 2018-11-0511:23:00 3598
2018-m-01 2018--31 2018-11-0511:23:08 3598
2018-02-01 2018-02-28 2018-11-0511:23:08 3250
2018-03-01 2018-03-31 2018-11-0511:2317 3598

736.36 -

Checklist Save Cancel

The monthly interest is captured in the ‘Deposit
Interest’ tab.

The ‘Deposit Interest Statement’ can be produced for a
specific month.
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Only contract reservations linked to the following statuses, can be invoiced from the ‘Recurring Billing” window
v' Reserved
v' Confirmed

v And Current

reservation in white.

Also note that when using the Bulk Charges Update feature to distribute charges between Tenants /
Properties, it must be completed first and the ‘Communal Properties’ processed, which will display the

® Movtel Property Management Ultimate Standard 7.7.0.1 - Novtel Default - [Iter Grid]
W File Edit Modify Setup Process Repo

s Email/Export  Import Help
LG = - ATAA \‘ _
o oan AP - [OE RN =| ﬁ\'!%

o5 [os [o7 |o& [o9 |13 [14 [15 2 B 2

Sep |Sen |Sep [sem |Sem S [sem Sep

] Tha

I 745 COMMUNAL PROPERTY (SHARED SERVICES) I i
View/Record Bulk Charges
T46 Andrews, Shawn

Status

Record Maintenance (Communal)

Record Maintenance Vacant Units
Show Dashboard
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. Maowvtel Property Management Ultimate Standard 7.7.0.1 - Nowvtel Default - [Item Grid]
W File Edit Modify Setup Process Reports Email/Export Import  Help

Recurring Billing E -

a7 A 6
ank Statements T
Deposit Interest Roll Aled e To perform the billing process, click on ‘Process — Recurring Billing’.
Bulk Charge Update =

Debit Order Run
Validate Invoiced Costs
Update Contract / Res Charges

Update Outstanding Invoices

Monthly Contract Once-Off Escalations
Agency Payments

Import Door Rentals

Additional Credit Notes

Future Contract Escalations

Tenants Payment References

| I-I-I.I-I-I-I_II_I ELTELL: N

® Recurring Billing x

At the top of the ‘Recurring Billing” screen, the month and year
can be selected.

I Fixed Contracts | T I Active Monthly Tenants I

(r: ’ ‘
Res Number | Contract No' Tenant Code | Tenant Description | Property Code | Status | D ate Start | Date End | AS We have Created leed CO ntra Cts ) as We” as a Month-to
363 15 IRI00T Is Group UNIooT Reserved 02209/ 202240930
532 23 PETON Peterson, Gal MOUNDD2S Reserved M09 2022/09/30 , fel H H .
] 568 7 MLISM Music Warehouss UNITO003 Reserved M09 2022/09/30 Month’ contra ct, two ta bs are visible in this screen, namEIV.
B64 41 STEON Stevens, Matin BLUENNZ0 Reserved 20220901 202240930
670 43 w003 ‘walters, David BLUENQGD Reserved 0220901 2022/09/20 . . . . . .
2l 626 I STEO Stewvens, Matin HOSTOO0T Reserved 0020901 202209/ v' Fixed Contracts — which will dlsplay all reservations still
698 45 WEBON ‘webh, Dan HOSTOZ Reserved 0220901 2022/08/20 . . .
] 724 52 GREOM Grsen, Jane BLUE0045 Ressrved 00209/ 2022/09/30 to be b| | |ed and ||nked to the ’F|Xed Contra ct' type
746 53 ANDA Andrews, Shawn BLUENAQ7 Confimed 022090 2022/09/20 ’ :

v’ Active Monthly Tenants - which will display
reservations linked to the ‘Month-To-Month’ contract
type, and is yet to be billed for the selected month.

Select All | Select None | Update Selected Invoices
Elecironic Payment Tenants | Electronic Payment Proprietor | Banking system: ITesl ~| [ Specify Debit Day | 20231 0/01 'I Close |
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. Movtel Property Management Ultimate Standard 7.7.0.1 - Novtel Default - [Item Grid]
W File Edit Modify Setup Process Reports Email/Export Import  Help

-8y -SOBE-B6VAA

CEB

745 COMMUNAL PROPERTY (SHARED SERVICES)

Squ:

022 POz

Tue

|SSEF|DDDD

@[ [ ssemooo0
] |S—

746 Andrews, Shawn

s S —

] ™

o [rmweose v T T T e I
.I__I_ e e o E— — — e o s S 1 B E EE B B H— E e e m | P PiECUIFTING Billling

In the ‘Fixed Contracts’ tab these reservations are displayed,
and all are selected.

To invoice all of the reservations linked to this tab, click on
the ‘Update Selected Invoices’ button.

N [
[ IR, ~ EEEEEEEEEEEEEEEEEEEEEER

Fized Contracts ‘—J Active Monthly Tenants

@ -t | Res Mumber | Contract Mo | Tenant Code | Tenant Description | Property Code | Status | [1ate Start | [rate End |
@I _I ! e B e S e S e S e S B S S S S S S —— 363 15 IRI001 Iris Group UNIOD Reserved 2022/03/M 2022403430
@I _I 532 2 PETOON Peterson, Gai MOUNDO2S Reserved 2022/09/01 2022/09/30
_— 568 27 MUSDD1 Music Warehause UNITOD03 Reserved W22/09/01 202209430

T42 COMMUNAL PROPERTY (SHARED ACCOMMODATION :
n —— 742 COMMUNAL PROPERTY (SHARED ACCOMMODATION) BG4 # STEOO! Stevens, Martin BLUEO030 Ressrved 2022/09/01 2022/09/30
@ E70 43 WALOD3 Walters, David BLUEQOED Reserved 2022409401 2022409430
E3E 44 STEOM Stevens, Martin HO5TO00M Rezerved 202240940 2022409430
(€] HOST0002 538 45 WEBDDT Webb, Dan HOSTOm2 Fieserved 2022/09/01  2022/08/30
Tieiiiz 724 52 GREDDT Green, Jane BLUEO045 Ressrved 2022/09/01 2022/09/30
T4E 53 ANDOOT Andrews, Shawn BLUEDOO? Confirmed 202240940 2022409430
HOSTO004
Select Al | Select Mone | %pdate Selected Invoices |
Electronic Payment Tenarts | Electronic Pavment Fropristor | Banking system: ITest 'l [~ Specify Dehit Day |2U23-'"1 0/01 'l Cloze |




Invoicing Fixed Contracts
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1. The ‘Month End Options’ window will now be
displayed, and we have selected the option to
update the Customer and Supplier invoices
simultaneously.

Month End Options
N p

¢Update Cuztomer And Supplier Invoices ;I

é [+ Erint Detailed Pre-mport List

Prints a mare detailed werzion of the Pre-lmport Lizt report,
Report Sort Order: IFlentaI Mumber ;I
Repart Lavout: I Layout 1 ;I

[~ Print Updated lnvoices

Printz a list of all the customer and supplier invoices that were updated
after the month end haz been completed.

‘ b ail cuztomer/zupplier statement directly after the reservation has rolled

Setup Customer Setup Supplier Procesd >/ Cancel

Ermail Ernail

2. Print Detailed Pre-Import List

By selecting this option, the ‘Pre-Import Report’ will indicate
more details than when unticked.

3. Email Statements

As Novtel integrates with Microsoft Outlook, Statements and
invoices can be emailed to all Tenants and Suppliers upon
executing the billing process, provided that:

v" Valid email addresses are entered on all Tenant and
Supplier Master Files.

v' The email setup has been done for Customer and
Supplier Documents.

v" The ‘Email Statements’ option is selected.

The email settings for both Customers and Suppliers can be set up
and saved before clicking ‘Accept’.



Invoicing Fixed Contracts

Before executing the billing process, first check the ‘Pre-Import List’ (opened in
your internet browser) for any discrepancies. If any are found, first click ‘No’;
rectify the problem and re-start the billing process.

GG < &)
EREEEN
EE

continue?

Mo

P Novtel Property Management Ultimate Standard 7.7.0.1 - Novtel Default - [Item Grid] —
# File Edit Modify Setup Process Reports Email/EBxport Import Help
I, F\/\ Y
- - |- - - -
- Efeaind=AL X1 =M~-K-3 2.4
B 1. I 2 a 23 a2 IYE TN | a7 1a a0 2n
SSEROO00D
G’— ,W September
O 0 D -
@’_ _ W Fized Contracts T Active Monthly Tenants
€N [emuEcoaz T [N Res Number | Contract No | Tenart Code | Tenant Description [ Property Code [ Status [Datestat [ DateEnd |
@,_ _ ’F 363 15 IRI00 Iris Group UNIno Fieserved 2022/09/01 2022403430
532 23 PETOO Peterson, Gail MOUND02E Fieserved 2022/09/01 2022403430
@:”— _ m 568 7 MUS001 Music Warehouse UNITO003 Feserved 2022/09/01 2022/09/30
[ [ mARuoo22 N B 41 STEMM Stevens, Martin BLUEOO30 Feserved 2022/09/01 2022/03/30
@:”E _ m £70 43 WALDO3 Walters, David BLUEOOEO Reserved 2022/09/01 2022/09/30
GEE 44 STEOM Steyf D . fieserved 2022/09/01 2022403430
@’_ _ ’F =) 45 WEBDO ‘wiel fieserved 2022/09/01 2022403430
_ W 724 52 GREDDT Greg - Aeserved 2022/09/01 2022/09/30
746 53 ANDOD And) ) Youare about to execute the recurring billing for both Lanfimned 2022/09/01 2022/03/30
HOST0000 n . '9-' Customer and Supplier Invoices. Are you sure you wish to

Wiew Properties [ Cancelled r
(+ Il Propert Bl 4

e i Select Al Select None o ese.lve
£ Availpbla. [0 Confimed 4

| TempReport.html - Google Chrome |
Q| PR O Curert v
— @ TempReport.html - Google Chr.. ent Tenants Banking system; | Test ~| ™ Specify DebitDay 202310/ = s [ Inwoiced ¥
2022/08/0 - @ Partially Paid ¥
BoToT —————m————————————— L e e @ Faid ¥
B _ B supplierPaid ¥
§ ‘ O Communal (U] ¥
_ D Communal [F] |«
User Tiaa; ;rs\l_lser\NnvteIData\F‘lnpally\Enmpanydata\Nnvlel mdb Pastel Path : C:\Pastell B\PASTEL
- 12:44
T

# - R € B ¢ = G ©c ¢ 0 & & O 16°C sumy A B E D) o By
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Invoicing Fixed Contracts

Pre-Import List For September 2022
Expert Property Management
PRINTED DATE: 08 IEPFTEMBER 2022 TIME: 12:55:14
| CUSTOMER INVOICES |
PROPERTY

I e T W~
TRINII - Iris Gromp 66.956.51 1004348
P'_'- g - Onen 130,43
532 pE| FETUO1 - Patersan, James 025 793.48
568 7 MO0 - Minsic Wamshouss 330000
654 4 STEDO] - Stevens, Martin 63606
B.A2
67 Ft WALO03 - Walters, Devid 73478
"o
654 e STEDO] - Stevens, Martin 3913
/I3
[elis)
a3 s WES(01 - Webb, Dax 85433
BA3
oo
™ 1 CEED1 - Gresr, Tane 526,00
745 £ ANDO01 - Andrews, Shavm 57608
EA2
B0LE /I3
| NUMBER OF INVOICES TO BE UPDATED - ol TOTALS 160 09565 2200438

77 000.00

"':'r:I

276

-1-3

33

s | comc P | o

| SUPPLIER INVOICES |

WERD] - Wernich Developers BRI 1076087 161413

LANODI - Landon, Peter EROERL)

WERL] - Wemich Developers 57174
nm
LAMO0L - Landon, Peter 150651

26087 E=RE

I NUMBER OF SUPFLIER INVOICES TOBE UFDATED - 4 I TOTALS 5211057 TS

1237300
3 0o

032500

The pre-import list for September displays the
following information:
Customer Invoices

These are the invoices for all Tenants selected to be
billed for the billing month. In this case, 9.

Supplier Invoices

As 4 of the 9 properties are sub-rented, the relevant
Landlords will receive documentation for the
properties owned by them.



Invoicing Fixed Contracts

Summary of Managed Properties

In this section, the following information is displayed pertaining to properties managed by your company on behalf of the Landlords:

v' The total payable by the Tenant.
v" The total to be paid to the respective Landlords.

v" And the total to be retained by your company as commission for managing the properties.

SUMMARY OF MANAGED PROPEETIES

TENTTOBL || LANDLORDTOTAL COMMISSION TOTAL (X )

ELUEMNAT - Blo= Ancher Apartment 7 183000 11 530000 1 .."E o
ELUEH®] - Eloz Anchor Apartment 60 l4 03000 12 R00.00
5 - MMiumtain Fd 15 13 750,00 12 375.00
3 - Unit 3, Sumszet Pack 13 300000 23 100.00 1 200.00
TOTALS 65 RE0.00 50 81500 407200
OWNED PROPERTIES
FROF
T - i T T
.1-5: 13 TR - Iris Group LTI 6693652 10043 48 77 OO0
4l ETENL - Stevens, Martin BLITEME] 1091304 L 63696 12 530,00
l&:-ﬁ 4 STEN] - Stevens, Martin HOSTHHNL 671027 3013 6 730000
o] 43 WEE[1 - WWebh, Dan HOESTHA2 3 B05.63 B3433 & 730,00
Tz 52 GRE] - Greer, Jane BLUENMS 12173.01 1 82609 14 QOOUHY
NUMBER OF INVOICES TO BE UPDATED - & TOTALS 102 650,00 14 40000 117 000

Owned Properties

All  properties owned by your
company will be displayed in this
section.
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CONTRACT

Jﬁ: 13

3
:"55 7
654 il
670 43
6245 44
28 43
74§ 53

I o
TRICL - Itz Group
PETI]L - '-"eba':.on. Jamzs ﬂ*ﬁ 52
MITE0L - Mosic Wirshouss 2 00000
ETEL]] - Stevems, Martin BLUEN) lII- BEa 37
WALDS - Walters, David BLIUEMNNMD 10 BER 3T
ETEL]] - Stevems, Martin HOSTH0L 6230000
WEB01 - Webh, Dezn HOSTHN02 343478
CEEN] - Greary, Jane BLUENMS 1217381
ANDOOL - Andrews, Bhamn BLITEMNNT 10 BER 3T
TOTALS 126 51057

INCL TOTAL

PR

170348

330000

1 63043

1 630.43

B1322

1 82609

1 63043

EREELN k)

14 000.00
12 500,00
179 050.00

ELE{)] - Eleciricity

NIUMCOL - Refuse and Seweraze
PARCO] - Parking - Jpan
WATLO] - Water

| TOTAL PER CHARGE |

12173

260.57

Q56,52
1 150,00
TOTALS IER478

(%]
o

L

18261
3013
12348
QU
36512

Total Rent per Property

Only the rental amounts are displayed in
this section, and no additional costs are
listed or included in the totals.

Total per Charge

And lastly, only fixed additional costs added
to the rental contract and updated top the
reservations, are listed here.
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When all is found to be in order, click ‘Yes’ to execute the billing process.

% You are about to execute the recurring billing for both
' customer and supplier Invoices, Are you sure you wish to
cantinue?

The Invoices are now being processed, after which the ‘Fixed Contracts’ screen is
‘V/‘fes | No cleared since the billing for September has been completed successfully.

® Recurring Billing x

Current Maonth [l - Current Year W

Fixed Contracts \ T Active Monthly Tenants

Fiez Mumber | EontractNol Tenant Code | Tenant Description \ | Property Code | Status | D ate Start | Date End |

v

Select Al | Select Mone | Update Selected Invoices |
Elechonic Payment Tenants | Electionic Fagment Fropretor | Banking system: ITest 'l [~ Specify Debit Day |2E|23-"'| 0/m 'l Close |




Invoicing Fixed Contracts

September Fixed Contracts

Viewing the impact of the billing process on the reservation’s statuses, the invoiced reservations for the month of
September are displayed in the colour of the ‘Invoiced’ status.

Moving the cursor across any of the reservations for sub-rented properties, both the Customer Invoice and Supplier
invoice numbers are displayed.

For owned properties, only the Customer Invoice Number is displayed.

October Fixed Contracts

The statuses and colour of the reservations in October, have automatically changed to ‘Current’.

® Novtel Property Management Ultimate Standard 7.7.0.1 - Novtel Default - [Itern Grid] - hed
W File Edit Medify Setup Process Reports  Email/Export  Import Help

5- B~ -0 BAYXD
- - w - - -
A = ME W
06 |07 [o8 CE RN 12 |13 [14 (15 |18 19 (20 |21 [22 |23 10 [11 [12 [13 |14
Sep |Sep |Sen |Sem Sep |Sep |Sen |Sep [Sep Sen |Sep [Sep |Sen [Sem Oct |Oct |Oct |Oct
22 pO22 po22 22 po22 po22 po22 22 pO22 pO22 po22 o2z 22 po22 po22 po22 22 22 po22
SSEROOO0 Tue |Wed | Thu Man | Tue |Wed | Thy Man | Tue |Wed | Tha | Fri ; P, u Man | Tue |Wed | Thy Man | Toe |Wed | Tha | Fri

G| ssemoo
(| esgesae
(c| e
] [eswsmmean
(o] e
(| pmsgssneany
| [emmvooaz [

745 COMMUNAL PROPERTY (SHARED SERVICES) pple —— 759 COMMUNAL PROPERTY ( SHARED SERVICES)

746 Andrews, Shawn

664 Stevens, Martin




Invoicing Month-To Month Contracts

Reservation number 758 is linked to contract 54 for Mr Walters, and a month-to-month contract was

created, starting in September. Therefore, only 1 reservation is displayed on the Grid.

This property is owned by our company.

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

TR B0 g- O EBOVAD

o (07 (08 |09 12 (13 |14 |15 |16 19 |20 |21 |22 |23 26 |27 |28 |29 |30
Sep |Sep |Sep S M| sep |Sep |Sep |52 |5 5o |5 |Sep [5ep |5 B Sep |Sen |Sep |5 |5
SSEROOND . Tue |Wed | Tha | Fri | Mon Wed |Thy | Fri | Mon | Tue |Wed [Thy | Fri B Mon | Tue |Wed [ Tha | F
@ | SSER0D00 RVICES)

e ——

| [

n

=== Contract Completed
@|— HOST0000 n I Date Start | 1 September 2022 Payment Day hd

©f [EmsN __  TeAndews Shewn e ___"V

|_ ’722 W ii Type] | Month-To-kaonth Tax Rate % [15.00 [where applicable] [~ Hold Over Costs Cancel Contract

|_1 Months

Properties T Sub-Rentals T Fixed Charges T SH Fized Rates T Deposzit T Diepasit Interest TAdditionaanoices

‘—r—
HOSTOD03
’_ |— .. BLUEDD4Z - Blue Anchar Apartment nr 42 j Contiact Corments....

[ rwesTosea [ NI
o |
\QEVLEEE;E:;S Fiental Mum | Date Start | Date End | Statug It Tatal

® el FapEis a8 2022/09/0 2022/09/30 Reserved

al iyl —

13000.00
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Invoicing Month-To Month Contracts

sement

® Recurring Billing X
Current Month (RN - Current ‘rear
Fised Cantiacts | iActive Monthly Tenants!
Res Mumber | Tenant Code | Tenant Description m | Status | Date Start | Date End |
758 AL Walters, Johan P"- ELLEDO42 Reserved 2022/09/0 2022/08/30
# Month End Options >
|L||:u:|ate Cuztomer &nd Supplier lnwoices -
] W Print Detailed Pre-lmport List bt sseiinores
B, Prints a mare detailed verzion af the Pre-lmpart List repart, .
ectn oze

Repart Sort Order: |Hental Number ﬂ

| Layout 1 j

Repart Layaut:

[v Conhinue Hental
All zelected manthly contracts are extended to the end of the next month.

[ Print Updated [nyoices

Printz a lizt aof all the customer and supplier invaices that were updated
after the month end haz been completed.

kdail customer/supplier statement directly after the reservation has rolled

Setup Supplier
E rmail

Setup Customer
E rmail

%ceed »r ‘ Cancel ‘

Proceeding to the ‘Active Monthly Tenants’ tab in the
Recurring Billing window for September, this reservation is
displayed here.

To start the billing process, click on the ‘Update Selected
Invoices’ button.

The same principle will apply to the selecting of the ‘Print
Detailed Pre-Import List’, as well as the ‘Email Statements’
option.

However: please note that an extra option is displayed here
which will determine whether or not the rental will continue.

If the ‘Continue Rental’ option is selected, Novtel will
automatically create a reservation for October on the Grid.

Unticked, the action will require a Supervisor’s permission to
confirm the termination request for this contract.

For demonstration purposes, we will continue the rental, and
click ‘Proceed’.



Invoicing Month-To Month Contracts

Once again: First check the ‘Pre-Import List’ before executing the billing process.

Pre-Import List For September 2022

Expert Property Management

PRINTED DATE: 08 EEFTEMEER 027 TME: 13:34:22
CUSTOMER INVOICES
® Recurring Billing X
CONTRACT it dnd EXCLTOTAL TAX INCL TOTAL
CODE September
758 32 TWALL - Walters, Tohan BLUE(42 1130435 168365 ]
Fixed Contracts T Active Monthly Tenants
NUMBER OF INVOICES TO BE UFDATED - 1 TOTALS 11 30435 1 69565 13 000.00
Res Mumber | Tenant Code | Tenant Description | Property Code | Status | Date Start | Date End ‘

OWNED PROPERTIES 758 WALOD walters, Johan BLUEDM2 Reserved 2022/09/01 2022/09/30

T N Sl T
38 iz WALOOL - Walters, Tohan rl 30433

NUMBER OF INVOICES TO BE UPDATED - 1 TOTALS 1130435 169565 13 000.00 ) [ouare aboutto exccute the recurring billing for both

).‘ Customer and Supplier Invoices, Are you sure you wish to
continue?

TOTAL RENT PER PROPERTY

Vd&s No
y EXCL TOTAL INCL TOTAL
1130435 000
TOTALS 1130435 12 000.00

| comuer

738 4 WALOOL - Walbers, Tohan

TOTAL PER CHARGE Select Al | Select None |

TOTALS 0.00 0.00 0.00

Electronic Payment Tenants
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Invoicing Month-To Month Contracts

R — —— Immediately, this tab is cleared too since the billing
_ process was executed successfully.
Fixed Caontracts T Active Monthly Tenants
Res Mumber Tenarnt Code Tenant Description Froperty Code Status |DateStart ,DateEnd Returnlng to the Grld, the reservatlon for September
has changed to the ‘Invoiced’ status and colour, and
‘/ the invoice number is linked to the reservation.

The reservation for October has been created and is
displayed in the colour of the ‘Current’ status.

For November, no reservation is present, since this
contract is continued from month to month.

Select 4l ‘ Select Mone

Update Selected Invoices

Eisl P Movtel Property Management Ultimate Standard 7.7.0.1 - Nowvtel Default - [Itern Grid]

W} File Edit Modify Setup Process Reports Email/Export  Import  Help -
e MESCRLAZAR XX =K ﬂﬁ{i‘i“‘

12 [13 |14 [15 |18 13 7 9 [30 o8 Jos | ERIEN R 17 |18 |19 51 o1 5 10 [11

3 [Sep [Sep |Sep (Sep 7 |Sep |Sep|Sep Sep 7 (Sep (S |Sep (Sep 1o v v e Nev ISCg iy Nav Nav e Na e

- E:EEE:FE%FEEEEEEEEEE@E&EEE&%&%& EFEE?EEE?EE&EEE%%&EEEE@E&E et

[ [[sSE0050 [ 35 covmMumAL FROPERTY SHARED SERVICES R e TS COMMUNAL PROPERTY (SHARED SERVICES)
(] NN ™ S e
(| [EMUEGSSOT| [N 6ot stevens, Martn
I ] O T O A ——
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Maintenance
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Maintenance and damages can be recorded via the ‘Workshop Module’ — which is an ‘Add-On” module in Novtel.

A job card can be created and linked to a specific Technician responsible for the job allocated to them.

# Novtel Property Management Ultimate Standard 7.7.0.1 - Novtel Default - [ltem Grid]
M File Edit Modify  Setup  Process  Reports  Email/Export  Import Help

~-8g-Q M- =e*'*¢|7@

14 |15 |16
2022 (2022 (2022 |
Wed | Thu

i ] 761 Walters, Johan
View Details <F5>

. 725 Green, Jane
Edit Contract

Restaurant and Diet A e — Or Maintenance can be recorded on a property
Documents by simply right-clicking on the specific

Status reservation when linked to the ‘Current’ status.
Record Maintenance

Print Snag List
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Maintenance

As with the reservations being linked to specific status colours,
the stage linked to the maintenance is also colour coded:

W Record Property Mairtenance

Maintenance Description
Property :  HOSTOO01 - Hostel Yenita Room 1

Tenant: STEDOT - Stevens, Martin

Outzide

53l R
i [ = d
-

b9 Mk

Wiew Options

[ Fecorded Maintenance ] [ ‘wiorks Order Created ] [ Fepaired Only ] [ Billed Oy ] [ WO Updated Only ] [ w0 Updated and Billzd ]

o Al

Send Maintenance
Matifications

SendWorks Order
M atification:

Send Quote Request
M atifications

Mo |Date |Tenant |Heselvati0n|Maintenance Item |Maintenance Type |Eategor_l,l |Imp0rtance| Loc:
¥ 2019-11-06 Stevens, bartin 477 Roof Tiles Feplace and Seal Structural | Critical Mo " Recorded
B 2019-11-08 Stevensz, kartin 477 Lock Fiepair General I edium Mar ~ “works Order
5 201911068 Stevensz, Martin 477 Geypszer Fieplace Electrical  Critical Mar }
4 20191108 Stevens, Martin 477 Hinges Feplace General I edium Mar " Repaired Only
3 201911068 Stevens, Martin 477 Cold Water Tap Replace Flumbing  Critical Mo  Billed Only
2 20191108 Stevens, Martin 477 Door Replace Structural  High Mo
1 2013-11-05) Stevens, Martin 477 | Cold Water Tap Replace Flurbing | Critical Mo || € WO Updated Only
" w0 Updated and Billed
Snag List & Maintenance |
4 ﬂ | ¢ work Order Document |

LCloze ‘

Recorded Maintenance:

This status indicates that the required maintenance was captured in
Novtel (and no other action has been taken).

Works Order Created:

The damage is now tied to a Works Order. However, the Works Order
has no Invoice Number (and has therefore not yet been opened and
saved).

Repaired Only:

The damage is tied to a Works Order, with an Invoice Number (and
has therefore been opened and saved at least once).

Billed Only:

The damage tied to the work order with an Invoice Number, has been
billed to either the reservation (Tenant), sub-hire (Supplier) or office.
The work order has not yet been updated.

WO (Work Order) Updated Only:

The damage tied to the work order with an Invoice Number, has been
updated only. The work order has not yet been billed.

WO (Work Order) Updated and Billed:

The damage tied to the work order with an invoice Number, has been
billed to the either the reservation (Tenant), sub-hire (Supplier) or
office; and was updated accordingly.



Maintenance

On the Grid, and in front of the property for which maintenance were recorded, Novtel will display a
‘spanner’ icon. The background colour is significant, since it indicates whether or not the maintenance
logged is still within the set allowed time frame.

If displayed in a green background colour, the job to be completed is still within the set time allowance.

446 Peterson. James

If displayed in a red background colour, the allowed time limit has been exceeded.

The moment the maintenance is completed and processed, the ‘spanner icon’ on the Grid in front of
this property, will be removed.



Maintenance

Building Manager

A Building manager is set up in order to be notified whenever maintenance is recorded; Work orders, and Quote Requests are created.

The emails are sent to the Building Manager, and will be displayed as follows:

Louise@novtel.com
To lovise@novtel.com

The following maintenance has been recorded:

Maintenance Notification

Damage Id: Record Date: Recorded By:
] 06 September 2022 Tiaan

Novtel Property Management: Maintenance Recorded On Property MOUNQ0025

Property: MOUNOD25

Booking Number: 533

Importance: Critical

Category: Plumbing

Maintenance Part: Geyser

Maintenance Type: Replace

Location One: Ground Floor,

Location Two: Master Bedroom

Please replace the geyser ASAP,

Description:

Recorded on Layout: Ground Floor, Master Bathroom

Novtel Property Management: Service Provider Quote Request created on Property MOUNO0Q25

Louise@novtel.com
To louise@novtel.com

The following Service Provider Quote Request has been processed by Tiaan:

Quote Request Number: 4
Property: MOUMNOO25

Due Date: 07 September 2022
Supplier: MAIOO1

Damage Maintenance Maintenance Location Location

Id Part Type One Two
Ground Master

Description

Please replace the
geyser ASAP.

Novtel Property Management: Works Order Recorded On Property MOUNO0O25
Louise@novtel.com
To louise@novtel.com
The following works order has been recorded by Tiaan:

Work Order Number: 19
Property: MOUNDO25

Due Date: 07 September 2022
Supplier: MAIOO1

Damage Maintenance  Maintenance Location Location Description || Layout Cost
Id Part Type One Two P Y Excl

Please
Master replace the
Bedroom | geyser

ASAP.

Replace 3500.00 3500.00

3500.00 || 0.00 | 3500.00

Page 105
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Billed Maintenance / Damages

Damages or maintenance can either be billed to the Tenant; Landlord, or to your company.

’ lovtel Property Management Ultimate Standard 7.7.0.1 - Movtel Default - [ltern Grid)]
W File Edit Modify Setup Process Reports Email/Export Import Help The Tenant
T HS-R--OT- 0B BV o o
ARFARE = zJaliJagﬂm o | e [ HAAF R Whenever a Tenant is liable for the payment of damages, it is
G [ x 1 billed to their ‘Current’ reservation immediately, and will be
@’—_’W : General T Financial T Deposit T Additional Cogts T Duick View: . .
o pET displayed according to the charge selected and amount entered
%F=”§ — D escription | Gty ‘ Tax| Excl Incl for re pairs:
Mountain Bd 25 1 179348 1198652 1375000
(€[ [FemwEseso TN _ _671Wa id_ HW/T D01 - Hot Water Tap 1 G097 250000
| [rmegen2a v [ I : . . L e
(72 [ouwEy N 533 Peteraon, James TOTAL DUE 2857 141043 1625000 To list all maintenance billed to Tenants within a specified
_ N 364 Iris Grou . . . . .
q k = Contract Depostts Hepart period, the ‘Maintenance Billed to Tenant’ report is printed.
Deposit Raised - 2021/10/28 12500.00

The Office

When a property is owned by your company and maintenance is to be performed for which your
company is liable for the payment, the maintenance will not be displayed on a reservation, but
can be accessed by viewing the ‘Maintenance Billed to Office’ report for a selected period.



Maintenance

# Sub-Rental Property

Date Start: 2022410401

Date End: 2022410431

The Supplier

Should the Supplier be liable for the payment of damage or maintenance, the
amount will be deducted from the amount payable to them. For example:

Supplier |LANDD‘I ﬂ | Landon, Peter |
Financial T Additional Costs T Quick View ) . )
The Geyser’s replacement of R7000.00 was billed to the Landlord’s account, and
Maintenance
Martenance | Date | Part [Type O Matenance | Coany | Aot ] this is displayed in the ‘Maintenance’ tab of the ‘Sub-Rental’ reservation.
34 2022/09/07  Gepser Feplace Plurnbing 7000.00
® Sub-Rental Property X
Sub-Rental Mumber . 277 Rental : 747
Date Start:  20220/01 Property : BLUEODDZ Bl
Cate End: 2022410431 Tenant: AWNDOOM A
Suppler  [ANO0T @] [London Pete | In the ‘Quick View’ tab, the maintenance total is deducted
Frncil | AddtoralCosts | Manenance | | Duick View | from the amount payable to the Landlord.
D escription | Oty | Tax Excl F'ric:e| Incl Price
Mett Praofit/Lozs Blue Anchor Apartment 7 1 1467.39 9782 61 1128000
Tenant Invoics Excl Tatal 1117391 MUMNOOT - Refuze and Sewerage 1 3913 260,87 300,00
supplirimoice ErelTotal 990652 Commissio i 91304 -60B96 - 700000 The ‘Maintenance Billed To Owner’ report lists
Tota g L maintenance billed to a Landlord within a specified period.
Mett Profit/Loss
Tenant Invoice Excl Tatal 111739
Supplier Imvoice Excl Total 3956.52  Commission Incl 1250.00 Accept Cancel
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. Novtel Property Management Ultimate Standard 7.7.0.1 - Movtel Default - [ltem Grid]
W File Edit Modify Setup Process Reports Email/Export Import  Help

All receipts — whether issued for Deposit Payments or Account Payments — are
= - 0 . - - AL
g-82EH 8 h 4 Kzzi performed from the ‘POS — Receipts’ window.

12 [13 14 |15 2 |21
les (POS) Sep | Sep | Sep | Sem Sen | Sep | Sem
2022 |2022 |2022 2022 2022 (2022 |2022
ayouts Mon | Tue |Wed | Thy Tue |Wed | Tha

Megative Receipts

45 COMMUNAL PROPERTY (SHARED SERVICES)
—

The Tenant from which the proof of payment was received, is now searched
for and selected — In this case, Mr Andrews for Reservation 746.

Shift Cash Up
Shift Summary

T46 Andrews, Shawn

664 Stevens, Martin

758 Walters, Johan
e —————(—— ——

670 Walters, David
——

History

Receipts

Reverse Unallocated Funds

All reservations for which the Recurring Billing process was performed, and for
which an outstanding amount is present, will be listed in the ‘Account

[ [ MARUG0ZZ [N

# Tenant Setup » ) .
Payments’ section.
MHuriber D ezcription Telephane Fax ﬂ Fefrash
AFROOT | Africa Tours 021 123456789 Add Mew :
AMDOOT W y ® Tenant Receipts
1
AMDODZ | Anderson, Peter 023843 453 483 —I
BELO0T Bel Beve”}, \ Tenant AMDOO0 ﬂ |Andrews, Shawn e Tak] I—l Auto-dlocate |
- Balance In Pastel 0.00 Wiew Statement |
CASO0T | Customer Cash Account Unallocated Amount: 0.00 2 |
CASOOZ Cash Sal Available Credit M atching: 24000.00
azh Sales
COMOOT | Concrete Creations \
CO0001 | Cooper Richard 077 739 74TNGT _-| Account Payments Outstanding Total 12850.00
DAVOM Davids, Greag 029 473874 "”IA\ Drescription Outstanding Amaount Allocated Amount
IS o0l Dizcower SA and BE_','Dnd 021 333333333 \ Fental 746 - Blue Anchor Apartment 7 [2022/09/07 to 2022/09/30) 12850.00 0.00

DUNOM | Dunn, Frans Ny

FRAODT | Frankiin, George 044 695 1036 \L‘
Search Select
* Mumber " Diescription
Cloze
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#® Tenant Receipts

Tenant ANDO0T &I |Andrews,8hawn

Balance In Pastel 0.00 Wiew Statement |

Receipt Total I “ 12850.00 Auto-dllocate 9

Unallocated Amaunt: 0. DD&'
Available Credit Matching: 24000.00

- | Account Payments

Description

Outstanding Total 0.00
Outstanding Amount Allocated Amount )
0.00 12850.00

Fental 746 - Blue Anchor Apartment 7 [2022/09/00 to 2022/09/30)

Payment D ate I 2022/09/07 - l
Payment Type I Direct Transfer - I e

Feference :

ANDOOT

Outstanding Total 0.00
Allocated Total 12850.00
Unallocated Total 0.00

V/Accept | Cancel

The exact same principles apply as described in the
‘Deposit Payment’ section of this document, namely:

1. Enter the amount as received from the Tenant in
the ‘Receipt Total’ field. In this case, we received
the full outstanding amount from the Tenant by
means of an EFT payment.

2. By clicking the ‘Auto Allocate’ button, the receipt
total is allocated against the outstanding balance.

3. Now simply select the date upon which the payment
was received; select the applicable ‘Payment Type’
and enter the payment reference before clicking
‘Accept’.




Account Payments

Expert Property Management
Office Park
Unit 20
Diaz Boulevard
Meossel Bay

ek 0861 66 88 35 The receipt will now be printed.
Tax: 1’::\:‘5&-739
ANDOO1 - Andrews, Shawn Please note that since we have received full payment from the Tenant, the
RENT RECEIPTS reservation’s status and colour will change to that of the ‘Paid’ status.
PROPERTY DESCRIPTION AMOUNT
BLUEDOOT Rental 748 - Blue Anchor Apartment 7 (2022/0%/01 to 2022/09/30) R12850.00
PAYMENT TYFE : Direct Transfer
Reference : ANDOO1

M Novtel Property Management Ultimate Standard 7.7.0.1 - Novtel Default - [Item Grid]

A 285 . . . -
PAVMENT DUE 1288000 # File Edit Modify Setup Process Reports Email/Export Import  Help
TAX / VAT TOTAL : 0.00
FAYMENT RECEIVED : 12 850.00

a7

CHANGE: 0.00

3~ 807 RO0B-BAYXn

12 13 14 15 16 7 1 22 [2 27 28 29 30
Sen | Sep | Sep | Sen | Sep . Sep | Sep | Sep
USER: Tiasn MMMMM 202220222022
PAYMENT DATE : 2022/09/07 |SSEHDljljlj et || e || Weel [ TR}l Fed e || T [ Fed
DATE: 2022/08/07 745 COMMUNAL PROPERTY (SHARED JER' [
TIME: 08:25:28 e e e o e ——————————————— e e e ————————— | |
SHIFT NUMBER: SFTO00D1
RECEIFT NUMBER: REC00003 e, —,,—,—,—,—,————,———,——— ,———, —— — , —— — , —— —  — — — , —  — —  —— , — — — , — — — — — — — —— —— e

THANK YOU - s ———
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# Tenant Receipts X
Tenant WALODT ﬂ |W'a|ters,J0han | IHeceiptTotaI I 400,00 I Auto-Allocate
Balance |n Pastel 0.oo0 Wiew Statement |

Unallocated Amount: D.DD&I
Awailable Credit Matching: 0.on

= | | Should the Tenant pay less than what is outstanding,

- | Account Payments Qutstanding Total 5600.00 . . Sl s :

- the reservation on the Grid will indicate the ‘Partially
Deszcription Outstanding Amount Allocated Amount .
Rental 758 - Blue Anchor Apatment rr 42 [2022/09/01 to 2022/09/30) 5500.00 7400.00 Paid’ status.

It will remain as such until the outstanding balance has
been settled in full.

Payment Date I 2022/09/07 - l Outstanding T otal 5600.00
- Allocated Total 400,00
Payment Type I Direct Transfer i l

Unallocated Total 0.oo
Reference :

[waLoo

. Movtel Property Management Ultimate Standard 7.7.0.1 - Movtel Default - [ltern Grid]
W File Edit Modify Setup Process Reports  Email/Export  Import  Help

a7 oo .'_.;:: "'Og 0@E {i'iy-

|SSEF|IZIIZIDIZI

664 Stevens, Martin

724 Green, Jane

'S S S S S S S S S [ S — S — S — E—
STOARS S Dimaaisl
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The Shift Cash-Up

Procedure




# Novtel Property Management Ultimate Standard 7.7.0.1 - Movtel Default - [ltem Grid] In order to cash up a shift at the end of the day’
W File Edit Modify  Setup  Process  Reports  Email/Export  Impert  Help proceed to the POS menu, and select ‘Shift Cash Up'.

- O F-®

dim 7 o0
12 13
Sep | Sep
2022 2022 |3
|55Eannn Mo | Tue

Megative Receipts

745 COMMUNA

Shift Cash Up In this case, the Shift Total is displayed as R71 800.00.

|

| Shift Summary
| Histony
Receipts

(0\ (0@ (0\(c) i

W Shift Cash Up

The User will count the physical amounts in the cash
drawer and capture:

Shift Transactions : Tranzaction Type : I_ vl

Type Time Stamp |D|:u:: Hum | .-’-‘«mounl|

v" The amount of cash — if applicable

v' The combined total for payments received by
credit cards

v' Cheque payments — if allowed by your company

| 000
v" And Bank Transfers

SHIFT TOTAL

71800.00 documents.

Credit card slips — if any - will be included in the cash up

'

Cazh Up Morney Count | Shift Summany | Detailed Report | Daily Takings Cloze
Page 114
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The Shift Cashup Procedure

W Shift Cash Up

Shift Tranzactions : Tranzaction Type : I_ vl

Type Time Stamp

|D0c: Hum |

Amount|

SHIFT TOTAL
2
Cash Up | Money ountl Shift Summary | Detalled Report|  Daily Takings Cloge |
# Money Count ¥
R c Caszh: n.oo
20000 [ @ :|| 050 [ 0 :ll Cheque : | 0.00
100.00 I 0 ill 0.20 I 0 j' Credit Card ; I 0.00
=1 =1 Bank Transfer I 0.00
R0.00 I l]:ll 010 I l]:ll Voot o
- - ouchers : I 3
20.00 I l]:ll 0.05 I l]jl - .
= 5 er I .
10.00 I l];l 0.0z I l];l
500 [ 0 oo [0 Total: 0.00
2.00 I I]ﬁ - Float: I 0.00
1o [ 0= _
== Physical : 0.00
Comtments Shortage : 71800.00
Shift Tatal : 71800.00
Repart | Accept Cancel

Performing the Money Count Procedure

To start the Cash-up process, click on the ‘Money Count’ button.

At present, the Money Count window indicates the following
information:

Since the money count has not yet been performed, Novtel
indicates a Shortage amount — printed in Red.

According to Novtel, the ‘Shift Total Cash’ amount is the same

than the ‘Shortage’ amount.

Only payments received in cash; by credit card; cheque and Bank
Transfers will be counted and entered in the relevant fields.
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# Money Count

R
2000 [ 0
100 [ 0
5000 | 3
2000 [ 6
1000 [ 13-

5.00 |_u:||

Caszh
Chegue :
Credit Card :
Bank Transfer:

Wouchers :

Dther

Tatal :

400.00

R epart |

200 I I]ﬁ Float : I 0.00
100 [ 0= _

= Physical ; 400.00

Conments : Shnrtage o 71400.00
Shift Tatal : 7180000

Accept Cancel

As we now count all the money in the cash register (which
includes the cash float), we will insert the exact physical
number of notes or coins in the corresponding fields (and
not the value of the notes or coins).

Please note that we did not receive any cash during this
shift, and only the float amount of R400.00 will be counted
and inserted.

v" R50.00 notes x 3
v" R20.00 notes x 6
v R10.00 notes x 13

The total Cash amount, as well as the Total and Physical
amounts are all indicated as R400.00 at present, and the
system indicates a shortage amount of R71 400.00.
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The Shift Cashup Procedure

# Money Count

Our company policy dictates that no cheques will accepted, and this field is left blank

The combined total for all credit card payments — as manually calculated by adding
up the credit card slip totals —is entered here when such payments were received.

The amount in Bank Transfers received are calculated and inserted here.

The ‘Surplus” amount is R400.00, displayed in blue. This is due to the float amount

which has not yet been deducted.

By entering the float amount in the designated field, the
amount is deducted from the total of R72 200.00 for a
physical amount of R71 800.00.

The ‘Surplus’ amount is now indicated as zero.

Any comments relevant to this cash up or shift, can be
entered in the ‘Comments’ field, and will be displayed on
the ‘Operator Cash-Up Report’.

Clicking on the ‘Report’ button, the Operator Cash Up
report is produced in A4 format.

. . Cach 40000 as it is not applicable.
= = : 3
e S S N S o | T 2
- E) ¥ : . *
10000 [0 o0 [ 0 redit Car
50.00 |—3i|| 010 I_"ill Bank Transfer : 65300.00
2000 I—Bﬁ 005 I_uﬁ Walchers 0.00
1000 13 oz [ 0= e | 0.00 3
5.00 | uﬁ 001 | uﬁ Tatal: 72200.00
200 [ 0 - Float: 0.00 4.
I |
0] 0 Physical : 72200.00
Comrments : Surplus : 0 400.00
Shift Tatal: 71800.00
® Money Count =
Report |
R [ Cash: 400.00
20000 [ 0 :I' g0 [ o :|| Cheque:: | 0.00
100,00 I 1] ﬁ 020 I 1] ﬁ Credit Card I 6500.00
5000 |_3j 010 I_uj Bank Transfer : 65300.00
20,00 I_B:II 0.05 I_u:l Wouchers 0.00
1000 [13 ooz [ 0 Other - 0.00
500 [ 0 :I' 00 | uj‘ Total 72200.00
2.00 I ni[' = Float: I 40}
100 [ 0 B —
= Physical : 71800.00 )
Comments : SUFp|U5 : 0.00
Shift Total : 71800.00
Report | Accept Cancel |



‘krn |
[ ] Money Count

/""I:"Hi Manage®
: 5 & Zoom [1002 -
Date 202210807 Both the ‘Operator’ and the Supervisor will sign the report
Operator: Tiaan .
after checking the cash and all the relevant documents.
Operator Cash Up
The Supervisor will now be responsible for the pre-mentioned.
CLOSING TOTAL : 71800.00
Cash 400.00
- Float 400.00 i X . i
—m Clicking ‘Accept’, the ‘Money Count’ window is closed.
Cheques - oo
Credit Cards 8500.00
Bank Transfer 65300.00
Other 0.00 ’ Money Count %
71800.00
Vouchers
R c Caszh: 400.00
20000 [ 0 s [ 0 Chec}UBi | 0.00
100,00 I_nii 0.20 I_uﬁ Credit Card : I 650000
50,00 |_3;| 010 I_u_l Bank Transfer : I 6530000
= =
0.00 0,00 I_B;I 005 I_u_| Yauchers : I 0.00
71800.00 ' :Il ' :Il Other : 500
Short / Over 000 1000 [ 13 = 00z o = ' [ -
5.00 |_u:|' 0.01 |_u:|' Total 72200.00
BALANCING TOTAL : 71800.00 200 I_n:ll - Float- Im
| -
Comments 1.00 I_n;l Physical : 71800.00
Cammetts : SUFp|US 3 Q.00
Operator Sign
Shift Tatal : 71800.00
Supervisor Sign
HEDDI’t | “fl—\\‘ Eancel




# Shift Cash Up

Time Stamp

71800.00

SHIFT TOTAL

71800.00

Cashing up and closing the Shift

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

By clicking on the ‘Cash-Up’ button, the shift status is
changed to ‘Closed’ immediately, and the Shift End
Date and Time is captured.

# Shift Cash Up

Money[ﬁount Shift Suramary | Detailed Report | Daily Takings

Time Stamp

Shift Summary | Detaled Report | Daily Takings

7180000

SHIFT TOTAL

71800.00

Page 119



The Shift Cashup Procedure

# Supervisor Shift Cashup x . P
The Supervisor’s Screen
1D Tenant Table / TA Type Total Shift User Total Invoice Date Shlft number 1 Is no |onger dlsplayed ln plnk Slnce lt
Front Desk has been closed on the date captured next to it.
SFTO00OT Tiaan 71800.00 [2022/05/07 + | |
FTO000; James E000.00
SFTO0003 Operatar 0.00
@ Batch Shift & Single Shift I EZEE Shitt Totak:
# Supervisor Shift Cashup X . . . .
Fie Repors The Supervisor will now perform the ‘Supervisor Shift
supervico [ECTRN i Cash-up’ procedure for Tiaan’s shift in order to send
. .
1D Tenant Type Total « Shift # User Total Invoice Date the data to the flnanclal System.
162 ANDOOT Dieposit Raized 12500.00
164 ANDOOT Depost Paid 12800.00 Front Desk
12: Cﬁﬁ% ﬁiﬁ ﬁ:ﬁﬂ:?i Eigggg SFTO0O0T 71800.00
G EE00] SFTO0002 James £000.00
SFTO0003 Operator 0.00

@ Batch Shift © Single Shift | J0pen Shift Shift Total 77800.00

Supervisor
Edit Shift

Supervisor
Shift Cashup

Close ‘
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The Novtel Dashboard
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. Movtel Property Management Ultimate Standard 7.7.0.1 - Movtel Default - [ltem Grid]
W File Edit Modify  Setup Process Reports  Email/Export  Import  Help

..-Og-

12 (13 (14 |15 | 1
Sep | Sep | Sep | Sep | Sep
2022 | 2022 | 2022 |2022 | 2022
Wed | Tha

P\
ﬁ A /4 / Novtel incorporates the ‘Dashboard’ feature, and
April 2022 AN statistics can be obtained for a specific month.

dh ~

June 2022

July 2022
August 2022
September 2022
October 2022
MNovember 2022

There are 4 tabs to be viewed, and are displayed as follows:

670 Walters, David

1. Portfolio Dashboard 2. Size M2 Dashboard

® Novtel Dashboard X ® Novtel Dashboard X
Dashboard of: Expert Property Management Novtel System Set To Manage: Novtel Default (All in One) Dashboard For The Month: September 2022 Dashboard of: Expert Property Management Novtel System Set To Manage: Novtel Default (All in One) Dashboard For The Month: September 2022

Porfolio D ashboard | Size M2 Dashboard | Financial Dashboard | Parking Dashboard |

Size M2 Daashboard | Financial Dashboard | Parking Dashboard |

Contract Distribution Move-Ins And Move-Outs Important Warning Important Warning

~Fed PP ——— Active Units Without m2 - 1 units Total Database Size: 1 611 m2 5 Leases Expires Next 6 Months
Dtiilization Show ¢ Frnt List Show / Pt List
Current Leases Current And Future Leases (6 Months) Expiring Leases (Next 6 Months)

“sDec2022  A»Jan2023  RFeb 2023

Fixed: 10 Move In: 1
Monthly: 1 Move Out: 1 $Rented Area Vacant Area| & Rented Area ~ Vacant Areal ~5ep 2022 w»Oct2022  &»Nov 2022
18.00% i

Booking Status Distribution

5 ]
5

Occupied Urv.\ts: 10 . Total Rented Area: 1321m2 Total Rented Area: 1321m2 Sep 2022 - 1 Leases: 75 m2
Vacant Units: 4 s Total Vacant Area: 200 m2 Total Vacant Area: 200 m2 Oct 2022 - 0 Leases: omz2
Total Units: 14 ) Total Rentable Area: 1611 m2 Total Rentable Area: 1611 m2 Nov 2022 - 0 Leases: 0 m2
N o} o} Total Communal Area: 100 m2 Total Communal Area: 100 m2 Dec 2022 - 2 Leases: 40 m2
B — Jan 2023 - 0 Leases: 0 m2
Feb 2023 - 2 Leases: 831 m2

CONF CURR NV FART FAID S0P

Close Close
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3. Financial Dashboard

The Novtel Dashboard

# Novtel Dashboard

Dashboard of: Expert Proj Management

Novtel System Set To Manage: Novtel Default (All in One)

Dashboard For The Month: September 2022

X

Partfolio D ashbaard I Size M2 Dashboard | Financial Dashboard | Parking Dashboard

Rent Roll For The Month

Rent dditional Costs|

Rent for the month: R 192 050.00
Costs for the month: R 3950.00
Total Invoiced: R 196 000.00

Show Calculation Per Booking

Other:

Electricity:

Warer:

Effluent:

Gas:

Refuse:

Rent (Charge):
Turnover Rent:
Parking:

Rates and Taxes:
Sanitation:
Operational Casts:
Generators and Fuel:
air Conditioning:
Cleaning Materials:
Maintenance:
Landlord:
Municipality:

Town Councils

Municipal Charges:
Stamps:

Contract Fees:
Deposits:

admin Fee:

Security Services:
Electric Fence:

Body Corporate Levies:
Unspecified:

Grand Totals

BRI I I R I R T R T T R R ]

Total Excl. Total Tax Total Tncl.

0.00 0.00 0.00]
1217.39 182,61 1 400.00]
115000 0.00 1150.00)

260 57 ECEE] 300.00)

0,00 0,00 0.0

0,00 0,00 0.0

0,00 0,00 0.0

0.00 0.00 0.00

55653 14347 1100.00)

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00)

0.00 0.00 0.00)

0.00 0.00 0.00)

0.00 0.00 0.00)

0.00 0.00 0.00)

0.00 0.00 0.00)

0.00 0.00 0.00)

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00

0.00 0.00 0.00
3584.79] | 365.21] | 3 950.00)

Represented By

et ) B

[ & Rented

Rented Units: 10
Vacant Units: 4
Communal (&) Units: 1
Communal (C) Units: 1

Estimated rental income loss as result of vacant
units: 76 820.00

4. Parking Dashboard

Cl

# Noviel Dashboard

Dashboard of: Expert Property Management

Novtel System Set To Manage: Novtel Default (All in One)

X

Dashboard For The Month: September 2022

Partfolio Dashboard | Size M2 Dashboard | Financial Dashboard | Parking Dashboard

Open Parking Unit Utilization

>Used Units . Vacant Units

Open Parking Units Used: 52
Open Parking Units Vacant: 198
Total Open Parking Units: 250

Show Open Parking Usage Detal

Undercover Parking Unit Utilization

B o Undercover Parking Units]

100.00%}

Undercover Parking Units Used: O
Undercover Parking Units Vacant: 0
Total Undercover Parking Units: O

Show Undercover Parking Usage Detall

Total Parking Income By Group

(VOpenParkmg sumarmerparkmg]

Total Excl.  Total Tax  Total Incl.
Open: R 956.53] [ 14347 [ 1 100.00]
Undercover: R | 0.00] | 0.00] | 0.00]
Grand Totals: R | 956.53] | 143.47] [ 1 100.00]

Close
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The Novtel Property
Management App

(For Recording Maintenance Onsite and in Real Time)




The Novtel Property Management App
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The Novtel Property Management app takes existing desktop
application statistics and features to the cloud, enabling you to
view important rental information and perform key tasks whilst
out-of-office.

Novtel clients can now also view and communicate with their
Sage Pastel or Sage Evolution customers through the Novtel app.

The entire Novtel dashboard can be accessed from the app in
real-time, providing the user with important information
regarding unit utilization, expiring rental agreements, rental
income, rental cost distribution, and much more.

Take your existing Sage Pastel or Sage Evolution customer and
supplier list out of the office and view information from
anywhere.

Easily view and navigate to your Sage Pastel or Sage Evolution
customer and supplier addresses. Simply tap a customer or
supplier postal or delivery address to set a pin in Google maps.

The maintenance feature allows the user to manage the existing
collection of maintenance items, types, and locations used in the
Novtel Property Management damages system.

The damages feature allows the user to quickly view all damages
captured on all rental properties.

This list can also be filtered by repair status to determine how
much work is still outstanding and what has already been
completed.

The user can also record new rental property damages whilst
performing an inspection at a rental premises.

This allows for detailed information to be captured and photos to
be taken whilst with the tenant.

Upon completion, the new damage record and all attached photos
are automatically uploaded to the Novtel Property Management
desktop application for later examination by the office staff.

The app can display information from, and perform work in, any of
the user's existing list of Novtel datasets, making it quick and easy
to manage a large list of properties on any dataset.



Novtel Property Management App
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The Dashboard contains 3 tabs, namely:

1. Portfolio

. éNovtel“

3. Financial

(%) Dashboard
Dashboard (July 2020)
Customers Demo Database
) PORTFOLIO SIZE FINANCIAL Dashboard (July 2020) Dashboard (July 2020)
Suppliers Demo Database Demo Database

PORTFOLIO SIZE FINANCIAL Unit Representation

& F N B D

Maintenance PORTFOLIO SIZE FINANCIAL
1
Vacant ) ®m
Damages Total Database Size: 1 775 m2 Rent Roll For The Month
B Rented ©m
Settings Current Leases
Vacant Wl
Occupied Units: 9 Costs Rent
= Switch Datasets Vacant Units: 2 T
Total Units: 11 Vacant Units: 2
Vacant Rented
8592 M Communal (A) Units: 0
Communal (C) Units: 1
Booking Status Distribution
s Rent for the month: R 9 500.00 Estimated rental income loss as a result of vacant units:
- - = Costs for the month: R 248120 R2111.12
Total Rented Area: 1525 m2 Total Invoiced: R 11981.20
Total Vacant Area: 250 m2 < U
Total Rentable Area: 1775 m2
S - - - Total Communal Area: 0m2
Device Not ACtIVated CANC RESV CONF CURR INV PART  PAID SuP Rent RO” COSt DIStrIbUtIOn
U : Total Excl Total Tax Total Incl
Explring Leases (Next & Monttis) Current and Future Leases (6 Months)
- Other: R [ 140000 [ 0.00] [ 1400.00]
Move-In D Move-out () Effluent: R [ 12028 000] [ 12029
% Gas: R 960.95] | 0.00] | 960.95]
Rented o Grand Totals: R[ 248120 | 0.00| [ 2481.20]
85,92%
20 A p )
Jul 2020 - 0 Leases: om2
Aug 2020 - 0 Leases: om2
5p 20201 Leases: A10m2 Total Rented Area: 1525 m2
0Oct 2020 - 1 Leases: 550 m2
) coe Total Vacant Area: 250 m2
Nov 2020 - 1 Leases: 150 m2
Dec 2020 - 0 Leases: om2 Total Rentable Area: 1775 m2
Total Communal Area: 0m2
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Dashboard

Customers

Suppliers

Maintenance

Damages

Settings

Switch Datasets

@ Device Not Activated

The Novtel Property Management App

Your Customers and Suppliers will be
available from the app, and they can be:

. Q?Novtel"
» Phoned (Landline or Mobile)

(¢) Dashboard
» Messaged (SMS or WhatsApp)
; Customers
- » Emailed via your Android app
2Z' Maintenance
'\ Damages PETERS, WILLIAM JAMES
Q Settings
— Switch Datasets "'. POSTAL ADDRESS 1» DELIVERY ADDRES!

0 @
O 0 00

@ Device Not Activated
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Dashboard

Customers

Suppliers

Maintenance

Damages

Settings

Switch Datasets

@ Device Not Activated

The Novtel Property Management App

By tapping the ‘Damages’ menu option, damages and / or maintenance can be recorded
on a specifically selected property.

Select Property (Damages)
Demo Database

LITBC062
62 Little Village Estate

PRILA0O1
1 Prince Building

PRILA002
2 Prince Building

PRILA0O3
3 Prince Building

REDLA001
1 Red Building

SHABCO001
1 Shady Acorns Estate

SHABC002
2 Shady Acorns Estate

SHAKC003
3 Shady Acorns Estate

Complex

Apartment

Guest House

Guest House

Apartment

Complex

House

House

The required Property can be searched for by tapping on
the search option in the top right-hand side of the screen,
and entering either the Property code, or part thereof, the
Property Description, or the Property Type.

PRILAOD1 Apartment
1 Prince Building

PRILA0D2 Guest House
2 Prince Building

PRILAOO3 Guest House
3 Prince Building

@m & &8 2 O
X print price prior

112/3/4/ 56/7 8 9|0
}
P

DB E [ K
qwe r ty ui o

o
»
x-|oe
of -
«

-

=

The required property can then
be selected by tapping it.
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Select Filter:

® Al

O Damage Recorded
O Works Order Created

O Damage Repaired

O Damage Billed

O Works Order Updated

O Works Order Completed

CANCEL  SELECT

The Novtel Property Management App

Existing damages recorded on the property can be filtered by means of the status.

Sl =

Property Damage List
Demo Database

PRILA0O1
1 Prince Building

PIPES
BURST
Bath Room 2
Works Order N0 Layout Information
Updated
Date Recorded: 2020-07-27
PAVING
@ LOOSE
Garage 1
Works Order  NO Layout Information
Updated
Date Recorded: 2020-07-27
LOCK
e\ TO BE REPLACED
No Location Information
Damage No Layout Information
Repaired

Date Recorded: 2020-07-27

MIRROR

E BROKEN

No Location Information
Works Order  NO Layout Information

Created
Date Recorded: 2020-07-27

Apartment

A

Critical

Plumbing

Medium

6]

Structural

A

Critical

¢

General

A

Low

’

General

Photos can be uploaded for existing damages, but the
damages cannot be altered; updated or invoiced from
the app.

This is only possible from the Novtel System itself.
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