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Introduction

NovtelPropertyManagementisa specializedsystemby whichlongterm rental propertiescanbemanaged. Thisincludes:

V Propertiesownedby yourcompany.

V Propertiesmanagedon behalfof a singleLandlord,or multiple Landlords.

V BodyCorporateandHome-OwnersAssociationPropertiesfor whichLeviesapply.

V Residential/ Commercialand/or IndustrialProperties.

Owned and Sub-RentedShort Term / HolidayRentalPropertiescan also be managedfor which a Restaurantand Diet

Report,aswell asthe HousekeepingReportcanbe printed daily.

Propertiescanberentedon a Month-to-Month basis,anda monthlyescalationamountcanbe chargedif required.

Pleasenote that there aremanyfeaturesin Novtelwhich arenot includedin this basicmanual. Toonly namea few:

V TheMeter ReaderSystem

V TheOpenItem System

V Settingup Assetsandlinking it to the variousproperties

V ChargingIntereston accountsin arrears

V Settingup andusingTPN

V TheWorkshopModule

V Settingup andusingthe ReminderSystem

V ManagingBodyCorporatePropertiesfor which Leviesapply

V SchedulingPropertyInspectionsandcapturingthe findings

V TheDebit OrderSystem

V Novtel FormsDesigner

V ShortTerm/ HolidayRentals
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Introduction ðThird Party Integration

FinancialSystems

Novtelintegrateswith the followingfinancialsystemsandcomprehensivereportingisderivedfrom:

ü SagePastelXpress

ü SagePastelPartner

ü SageEvolutionUltimateStandard

ü SageEvolutionUltimateEnterprise

As a result of integratingwith these financialsystems,the use of Multi-stores/ Warehouses; Agent Codesand CostCodescan be

activatedin Novtelwhentheseweresetup in the financialsystem.

Microsoft Office

ü Reportscanbeexported,editedandsavedin Microsoft Word

ü Novtelallowsfor reports to be exportedto Microsoft Excel, while someExcelfiles canbe imported into Novtel - suchasBulk

ChargesandDoorRentals

ü Tenantand LandlordInvoicesand Statements; DepositStatements,as well as reports for managementare emaileddirectly

from the system,usingMicrosoft Outlook

V Pleasenote that up to 10 additionalattachmentsfor CustomersandSuppliersrespectively,canbe sendwith the Invoiceand/

or statementwhenthe billingprocessisperformed.

ü Microsoft Accessisusedasthe basisforbƻǾǘŜƭΩǎdatabases(exceptfor whenSQLisused)
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Introduction ðThird Party Integration

TPN(TenantProfileNetwork)

Whenregisteredwith TPNandthe requiredsettingshavebeenenteredin Novtel,anexport file is submittedto

TPN- whichwill return severalreportsincludinga report indicatingwhichTenants:

ü Paidon Time

ü Arestill in theΨDǊŀŎŜtŜǊƛƻŘΩ

ü Madea PartialPayment

ü PaidLate

ü Didnot payat all

Novtel Products

NovtelPropertyManagementalsointegrateswith:

V Novtel RelationsManagement by which communication from and to Customers/ Suppliersand

Prospectsarecapturedanda completerecordisobtained

V NovtelAccessControlby whichaccessto a facility isgrantedby meansofΨ!ŎŎŜǎǎ¢ŀƎǎΩ.



Page 8

Introduction - Documents

Invoices

In Novtel,one of variousinvoiceoptionscanbe selected

asthe default Invoicelayout,namely:

1. PlainPaper

NoLogocanbeaddedto this layout.

2. InvoiceLogoLayout1 or 2

WhenLogoLayout1 is selected,the Companylogo

ςas selected per the path entered ςwill be

displayed on the top left-hand side of the

document.

LogoLayout 2 displaysthe logo on the top right-

handsideof the document.

3. FormsDesigner

Novtel incorporatesthe FormsDesignerFeatureby

whicha custominvoicecanbecreatedandused.

DocumentNotes

Thepurposeof setting upΨ5ƻŎǳƳŜƴǘbƻǘŜǎΩis to createa standardnote to be

displayedon eachof the followingdocumenttypes:

V CustomInvoices

V ProvisionalInvoices

V CustomerInvoices

V LandlordStatements

Whenan invoiceis printed or e-mailed,the note createdhere,will displayat the

bottom of the document

Word Documents

Novtel PropertyManagementis fully integratedwith Microsoft Word, Exceland

Outlook. Forthis reason,Ψ²ƻǊŘ5ƻŎǳƳŜƴǘǎΩ(letters)canbe addedto the system

andselectedwhenneeded.

It usesΨ.ƻƻƪƳŀǊƪǎΩwhich will derive the information from the TenantMaster

File,aswell asthe Contract; ReservationandProperty.

Pleasenote that this excludesany financial type of documents such as Tax

InvoicesandCustomerStatements.
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Introduction - Documents

CustomerStatements

Thereare 6 different CustomerStatementLayoutsto

choosefrom, anda custommessageto be displayedon

all CustomerStatements,canbeentered.

SupplierReports

ForSupplierStatements,there are 3 layoutsto choose

from, namelythe:

V StandardLayout

V SummaryLayout

V SplitLayout

Work Orders

In Novtel,WorkOrdersfor Maintenancecanbe created.

Oneof 5 layoutscan be selected,and if a custommessageis set, it

will appearon all createdWorkOrderDocuments.

ServiceProviderQuotes

Quotations can be requested from one or more ServiceProviders

beforea WorkOrderiscreated.

ThepreferredQuoteRequestDocumentLayoutcanbe selected,and

the default emailsettingsconfigured.
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Grid Statuses

In Novtel,eachreservationisdisplayedin a distinctivecolouron the Grid. Thesecoloursrepresenta specificstatus.

Bysimplyglancingat the Grid,the Userwill knowexactlywhichstagethe reservationis currentlylinkedto, without

openinganyreservation.

Note: ONLYif the checkboxesnext to the following statuses(visibleat the bottom of the grid) are ticked,will the

contractscontainingthe selectedstatus,bedisplayedon the grid.

Reserved

A contracthasbeencreated; and the property is now

ΨReservedΩfor the durationof the contractterm.

Confirmed

A contract isΨConfirmedΩonce the Tenantlinked

to this contract, haspaidthe deposit.
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Grid Statuses

Current

Whena Tenanthastakenoccupancyof the property,

the contract status is changed to ΨCurrentΩupon

performingthe recurringbillingprocess.

Invoiced

The Tenant has been billed for the month, but no

payment has yet been received. The status is

ΨInvoicedΩ.

Partially Paid

The Tenanthas made a payment,but a portion of

the invoicedamount is still outstanding. Thestatus

of the specific ƳƻƴǘƘΩǎreservation is therefore

ΨPartiallyPaidΩ.

Paid

TheTenanthassettled the full outstandingamount

asbilled,andthe statusisΨtŀƛŘΩ.
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Grid Statuses

Supplier Paid

TheLandlordhasreceivedfull payment,andthe statusisΨ{ǳǇǇƭƛŜǊtŀƛŘΩ.

Communal (U) and Communal (P)

Thesestatusespertain to Communalproperties,both SharedAccommodationand

SharedServices.

Anunprocessedpropertywill displayin yellow; andwill causethe RecurringBilling

processto be halted until the property is right-clickedand markedasΨtǊƻŎŜǎǎŜŘΩ.

Onlythen, will theΨtǊƻŎŜǎǎŜŘΩǇǊƻǇŜǊǘȅΩǎstatuscolour,changeto white.
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Users and Passwords

TheGeneralTab

WhenaddingUsersto the systemfrom theΨ{ŜǘǳǇς¦ǎŜǊǎκtŀǎǎǿƻǊŘǎΩ

menu, all details are mandatoryto be entered in the ΨDŜƴŜǊŀƭΩtabς

regardlessof creatinganAdministrator; Supervisoror CustomUser.

AUserMasterFileiscreatedfor the purposeof:

V Linkinga personto a specificsetof permissions.

V Tolink a passwordto their Usernamein order for them to gainaccessto the permissionssetup for them.

V Wheneverthey performtransactionsduringtheir shift, a Shiftnumberisallocated,andanaudit trail isobtained.
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Users and Passwords

ThePastel/ EvolutionTab

Dependingon Novtel being integratedwith PastelPartneror Xpress,ORSageEvolution,

the 3rd tab will be displayedaseitherΨtŀǎǘŜƭΩorΨ9ǾƻƭǳǘƛƻƴΩ.

Whenyour systemis not activatedfor the useofΨaǳƭǘƛ-Stores/ ²ŀǊŜƘƻǳǎŜǎΩΣtheΨ5ŜŦŀǳƭǘ

{ǘƻǊŜΩisapplicablehere.

If Multi Stores/ Warehousesaresetup, the relevantWarehouseisselected.

Selectthe specificUser in Pastelor Evolutionto whom this ¦ǎŜǊΩǎdocumentsmust be

imported.

ThePermissionsTab

In theΨtŜǊƳƛǎǎƛƻƴǎΩtab, the option selectedherewill determinethe

permissionsa Userwill have,and they will accessthe relevantpart

andfeaturesof the systemwhenenteringtheir password.
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Users and Passwords - Administrators

UsersclassifiedasanΨ!ŘƳƛƴƛǎǘǊŀǘƻǊΩΣhavefull rights to setup and

edit everythingin the systemςincludingUsersandPasswords.

AlthoughNovtelallowsfor anunlimited numberof Administrators

to be created,we recommendthat the number is limited by your

Companyfor the simplereasonof controlandsecurity.
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Users and Passwords - Supervisors

ASupervisorhasthe ability to:

V Setup Printersettings.

V Opennew shiftsfor Userswhenapplicable.

V Perform the Supervisorcash-up processςwhich sendsthe ǎƘƛŦǘΩǎdata to

Pastelor Evolution.

V Producevariousreports.

V Tracktransactionsasit isprocessedby the FrontDeskpersonnelin real time.

V Re-opena shift whichwasaccidentallyandprematurelyclosedby a User.

Thisis the screenthe Supervisorwill accesswhenenteringtheir password.
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Users and Passwords ðCustom Users

AstheΨ{ŜǘǳǇΩandΨ9ŘƛǘΩmenusareavailablefrom the Grid,it is recommendedthat all

Front DeskUsersbe classifiedasΨ/ǳǎǘƻƳΩUsersand someςor all listed permissions

be restricted.

Thereasonbeingthat if not restricted,the Userscanaccessinformation and settings

whichmustonly be accessedby personsin authority, suchastheŦŀŎƛƭƛǘȅΩǎOwner; CEO

or top-levelManagers.

Whenanoption isunticked, it meansthat the CustomUserswill not haveaccessto it.
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User Shifts

Anewshift isopenedby the Supervisorwhena Userison

duty. A shift numberis linkedto the¦ǎŜǊΩǎnamewhichis

dateandtime stamped.

All activity by this Userduring their shift is recordedand

various reports are available to the Administrator and

Supervisor.

In this case,ShiftΨ{C¢00001Ωis linkedto the User,Tiaan.

Theshift started on 5 September2022 at 13:47pm, and

wascashedup on the 7th of September2022at 9:14am.
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User Shifts ðOpening a Shift

Pleasenote that Front Deskpersonnelwill not even be able to raisea

depositwithout anopenshift linkedto their name.

Therefore, the Supervisorwill log into the system and click on the

ΨSupervisorOpenShiftΩbutton whenno other openshiftsarepresent.

Shouldeither open or closed shifts be displayedin this window, the

ōǳǘǘƻƴΩǎcaptionwill read:Ψ{ǳǇŜǊǾƛǎƻǊEdit{ƘƛŦǘΩ.



Page 23

User Shifts ðOpening a Shift

All availableUserswithout an open shift at present,are displayedin the left-hand

sideof this screen.

Toselecta User,simplydoubleclickon their Username.

Immediately,the selectedUserwill be displayedin the right-handsideof the window.

If applicable,shiftsfor other Userscanalsobe openedin the

samemannerbeforeclickingΨ!ŎŎŜǇǘΩ.
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User Shifts ðOpening a Shift

1. A SupervisorShift hasnow alsobeenopenedand linked

to the loggedin Supervisor.

2. TheUser for whom the shift was opened,doesnot yet

displayin this window, sincehe hasnot yet loggedinto

the system.

However: When the User logs into Novtel and starts

processingTransactions,the Shift will be displayedhere in a

pink backgroundςindicating that the shift is open - and all

transactionscanbe trackedin real time.
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Residential, Industrial and Residential Properties

Propertiescanbeclassifiedaseither a:

1. RentalProperty

2. LevyProperty,or

3. ABillingUnit only

In Novtel,Ψ.ǊŀƴŎƘŜǎΩcan be created in order to link

Propertiesin the sameSuburb; Town; Cityor whatever

criteria preferred, to the sameBranchwhich is colour

coded.

The Property Code will then be displayed in the

selectedBranchcolouron the Gridςprovidedthat the

option isselectedtoΨ{ƘƻǿonDǊƛŘΩ.
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Residential, Industrial and Residential Properties

Propertiescanbe linkedto a specificpre-createdCategoryfor the purposeof:

1. DistributingBulkChargesςsuchaswater; electricityusage; securitycostsetc. - betweenpropertieslinked to

the samecategory.

2. Tolink the samesizedPropertiesto a specificcategory.

3. Tolink Propertiesin the samebuildingor complexto a specificcategory.

4. When managingshort term rental Properties,specificseasonalcategoryrates can be set up and which is

linkedto a specificPropertyor Properties.
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Residential, Industrial and Residential Properties

1. Different Types of Properties can be created in the Novtel system and

dependingon the classificationselectedin theΨ¢ȅǇŜΩfield, the information in

someof the tabswill differ from thoseon other PropertyMasterFiles.

Propertiescanbe linkedto oneof the followingdefaultΨ¢ȅǇŜǎΩ:

V Apartment

V .ŀŎƘŜƭƻǊΩǎFlat

V CountryEstate

V Complex

V GuestHouse(SpecificallyForShortTermRentals)

V House

V SmallHolding

V TownHouse

V VacantLand

V Industrial(IndustrialPark; Lightor HeavyManufacturing; Warehousing

or ResearchandDevelopment)

V Commercial(OfficeBuildings; RetailShopsetc.)
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Residential, Industrial and Residential Properties

TheΨ!ǊŜŀΩrefers to a more specific region/part of a city or town.

Dependingon the Branch/Suburbalready selected for this property,

morespecificareaswithin this suburbwill bedisplayedfor selection.

In the rental contract between the Tenantand the Landlord/ Rental

Agency,provisioncanbe madefor a set interval for inspectionsof the

propertyduringthe rental period.

Anappointmentwill be madewith the Tenantfor the date uponwhich

the inspectionis to be performed.

Novtel Property Management can manage these Inspections, by

settingup the following:

1. TheinspectionIntervalon thetǊƻǇŜǊǘȅΩǎMasterFile.

2. Schedulingthe Inspection.

3. Settingup anInspectionReminder.

4. Printingthe InspectionsReportfor a specifiedperiod.

5. Documentingthe Inspectionfindings.

6. Processingthe Inspection and creating a Work Order for

maintenanceif applicable.
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Residential, Industrial and Residential Properties

OwnedPropertiesVSManagedProperties

ForPropertiesownedby your company,theΨ{ǳōRentedLǘŜƳΩcheckboxis

NOTselected,andtherefore,theΨ/ƻƳƳƛǎǎƛƻƴΩtab will bedeactivated.

Thiswill causetheΨhǿƴŜǊǎƘƛǇΩin theΨ5ŜǘŀƛƭǎΩtab to be displayedasΨhǿƴŜŘΩ.

Should the Ψ{ǳō-Rented LǘŜƳΩcheckbox be selected, Novtel will

immediatelyrequireaΨ{ǳǇǇƭƛŜǊΩ(Landlord)to be selectedandlinkedto this

Property.

The Ψ5ŜǘŀƛƭǎΩtab will then display the ΨhǿƴŜǊǎƘƛǇΩas ΨaŀƴŀƎŜŘΩand

indicatethe ownerof the propertyasselected.

TheΨ/ƻƳƳƛǎǎƛƻƴΩtab will be activatedto selectthe applicablecommission

settingsfor this propertyspecifically.
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Residential, Industrial and Residential Properties

TheDetailsTab

Commercialand Industrial Properties

If theΨ{ƛȊŜm2ΩUserDefinedfieldswere customized,the rentablespaceson all

of theΨ/ƻƳƳŜǊŎƛŀƭΩandΨLƴŘǳǎǘǊƛŀƭΩPropertieswill be displayedas follow, and

per the customizationset in our system:

V Thedescriptionsfor the first 5 fieldsaredefaultandcannotbe changed.

V Theother 10 fieldswerecustomized.

Thesizeof eachareacanbe enteredand selectedasa rented spacefor which

the Tenantwill pay.

All Other PropertyTypes

TheΨ5ŜǘŀƛƭǎΩtab of all other PropertyTypeswill bedisplayedasfollow:
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Residential, Industrial and Residential Properties

TheFinancialTab

Thefollowingdetailscanbe enteredin theΨCƛƴŀƴŎƛŀƭΩTab:

V ThetǊƻǇŜǊǘȅΩǎpurchasepriceandthe dateuponwhichit waspurchased.

V Whetheror not taxwill be applicableon the rental amountfor this propertyspecifically.

V Thecurrentvalue.

V Theoriginal rental amount,and the current rental amount per month (for long term rental properties)and daily rental amount

(for short term or holidayrental properties).

V Theoriginaldateuponwhichthe propertywasfirst rented.

V TheMunicipalityfrom whichthe municipalbill isobtained(Supplier),aswell astheǇǊƻǇŜǊǘȅΩǎmunicipalaccountnumber.
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Residential, Industrial and Residential Properties

FixedAddedCostsfor a Guestand the Supplier

TheΨC!/DǳŜǎǘΩandΨC!/{ǳǇǇƭƛŜǊΩtabsare identicalin appearance

andarerelevantto ShortTermor HolidayrentalsONLYin order to:

ü FACGuest

Add fixed coststo the¢ŜƴŀƴǘΩǎrental invoiceautomatically

whena short-term reservationiscreated

ü FACSupplier

Add charges to be deducted from the rental amount

payableto the Landlord/ Supplier.
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Residential, Industrial and Residential Properties

UserDefinedFieldsTab

If setup,Specificcustomizedinformationcanbe enteredin this tab.

Thefirst 5 fieldswill displaythe Informationsetup in theΨtǊƻǇŜǊǘȅΩtab of theΨ¦ǎŜǊDefinedCƛŜƭŘǎΩ

setupwindow,andthe additionalinfo canbe enteredhere.

Theother 2 fieldsare displayedasset up in theΨwŜƳƛƴŘŜǊǎΩtab of theΨ¦ǎŜǊDefinedCƛŜƭŘǎΩsetup

window.

PastelInterfaceTab

Whena PropertyMasterFileis saved,andtheΨ/ǊŜŀǘŜItem intŀǎǘŜƭΩcheckboxis selected,

the Property will be imported to Pastel as a Ψ{ŜǊǾƛŎŜΩItem. The Property Code and

Descriptionwill automaticallybe createdin PastelasanΨLƴǾŜƴǘƻǊȅLǘŜƳΩ.

ThePropertycanalsobe linkedto a specificCostCodeςuponimportingit to Pastel.

ThePastelInventoryCodeisnow linkedto this Property.

TherelevantΨ.ƻƴŘ/ aƻǊǘƎŀƎŜΩGLaccountςassetup in Pastelςcanbe selected

here.
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Residential, Industrial and Residential Properties

TPN

TPNis short for Tenant Profile Network ςa registered credit bureau that

specializesin vetting tenantsfor rental properties. Theirsystemsand services

help companiesmakebetter decisionson which tenants to place,and assists

them in collectingtheir rent eachmonth.

Tobenefit from this functionality,yourcompanymustbe registeredwith TPN.

Assets

TheΨ!ǎǎŜǘǎΩmoduleis usedto manageand keeptrack of items linked to specific

hostelrooms,suchaskettles,toasters,etc.

Assetsare createdin a different part of the system,and linked to the applicable

propertyςafter which it will be displayedon the PropertyMasterCƛƭŜΩǎAssets

tab.

A warrantyperiodandexpirydatecanbe linkedto electricandelectronicdevices

in order to return faulty deviceswithin the warrantyperiod.

The Manufacturer; Serialnumber and Model number is also captured on the

relevantAssetMasterFiles.
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Communal Properties

Two types of CommunalPropertiescan be

createdin Novtel,namely:

V SharedServices

V AndSharedAccommodation

This type of Property is created in order to distribute bulk charges(suchas

electricity and water usagein common areas; Securitycosts,etc.) between

tenants,andthe followingfilters canbe usedin order to do so:

V TenantCategory

V PropertyCategory

V PropertyAreaCategory

V PropertyCodeRange

One of the following options can be selected by which the chargesare

distributed:

V Applywholeamountto eachlinkedbooking

V Distributeequallybetweenlinkedbookings

V Specifydivisionpercentage

V Distributeon unit size(m2)

SharedServicesProperty

Novtel only allows one SharedServicesProperty to be createdper Dataset,

andit will alwaysbe displayedat the top of the Grid.

Thisproperty indicatesΨ/tΩto the left of the PropertyCodeon the Grid,which

isshort forΨ/ƻƳƳǳƴŀƭtǊƻǇŜǊǘȅΩ.

It alsoindicatesaΨ/Ωto the right of the PropertyCode,whileΨbƻƴ-/ƻƳƳǳƴŀƭΩ

propertiesdisplayanΨbΩ.
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Communal Properties

SharedAccommodationProperty

A Ψ{ƘŀǊŜŘ!ŎŎƻƳƳƻŘŀǘƛƻƴΩproperty is created as a ΨtŀǊŜƴǘΩ

property for the purposeof linkingΨbƻƴ-/ƻƳƳǳƴŀƭΩtǊƻǇŜǊǘƛŜǎΩ

to it in order to:

V Rent out different rooms in the same building to

individualTenants.

V To produce an invoice for each Tenant individually

sinceindividualcontractswill be created.

V Bulk Chargescan also be distributed between these

Tenants or properties linked to a Shared

AccommodationΨtŀǊŜƴǘΩproperty.

An example of where this option will be applicable, is for

studentsat boardingschoolor in a Hostel.
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Charges

Different types of chargescan be created in

the Property system,and dependingon the

classificationselected,will the corresponding

actionbe appliedby Novtel.

Chargesmust also be linked to a ΨwŜǇƻǊǘƛƴƎ

DǊƻǳǇΩto obtain even more detailed

informationat month end.

Somechargeswill not be linked to a specific

classificationin theΨtǊƻǇŜǊǘƛŜǎΩtab, but it will

be linkedto a ReportGroup.
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Charges

POSItems

ChargesclassifiedasaΨth{LǘŜƳΩwill be availableto be soldfrom the POS

systemaccessedfrom the Grid.

This means that any item classifiedas such, can be sold directly to a

Tenant / Occupant / Supplier / Employeeor any other person, for

immediatepayment.
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Charges

PayoutItems

Itemspaidfor from the petty cashςfor example- are

classifiedasΨPayoutΩitemsandwill be accessedfrom

theΨth{ςtŀȅƻǳǘǎΩwindow.
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Charges

WorkshopItems

Novtel incorporates a Workshop Module by which damagescan be

recorded and Job Cardslinked to a specific technician responsiblefor

completingthe job.

OnlychargesclassifiedasaΨ²ƻǊƪǎƘƻǇLǘŜƳΩΣwill be availablefor selection

in theΨ²ƻǊƪǎƘƻǇModule.

ThirdPartyCharges

Whenyour companyis responsiblefor settlingan accountwith a Service

Providerdirectly (e.g. Municipality),will chargessuchasmunicipalrates,

taxes,electricityandrefusebe categorisedasΨ¢ƘƛǊŘParty/ƘŀǊƎŜǎΩ.

Suchchargeswill first be payableby the Tenantas it is includedin the

rental invoice; andthen be paidby yourcompany,to the Municipality.
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Charges

RefundableChargeItem

Any charge that is refundable to a Tenant, must be categorisedas a

RefundableChargeItem.

Forexample,in short term/holidayrentals,aΨYŜȅ5ŜǇƻǎƛǘΩwill beclassified

asa RefundableChargeItem asit is chargedto the guestat the start of a

booking; and refundedto the guestat the end of their reservationperiod

oncethe keywasreturned.

Acompletelist of all createdchargesin the systemcanbe obtained,indicatingthe:

V ChargeCodeandDescription.

V ThePastelInventoryCodeit is linkedto.

V Therate linkedto it.

V Whetheror not tax isapplicableςasseton the ChargeMasterFile.
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Tenants and Occupants

TheTenant is the personor entity liable for the rental invoice,thus ensuringan incometo both the

Landlord and the Property ManagementCompany/Rental Agencythat is managingthe rental

property on behalfof the Landlord. Asthe responsibleparty, it is alwaysthe¢ŜƴŀƴǘΩǎnamethat will

appearon the rental contract.

TheOccupanton the other hand,is specifiedasthe person/swho will occupyandstayin the rental

property duringthe agreedrental period. In manycases,the Tenantwill alsobe the Occupantof the

rental property.

However,a Tenantmaybe renting a property for someoneelseto occupy(e.g. for their childrenor

parentsto live in), in whichcasethe Tenantwill not be the Occupantof the property. Whateverthe

situation, the details of the Occupant/sof the rental property will alwaysbe specifiedunder; and

addedto; the responsible¢ŜƴŀƴǘΩǎAccountin Novtel.
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Tenants and Occupants

1. TenantCategory

If TenantCategoriesweresetup in the financialsystem,a Tenantcanbe linkedto the applicablecategory.

V BulkChargescanbe distributedby meansof a TenantCategory

V RentalStatisticsper TenantCategorycanbe obtainedfor the selectedperiodor month

2. PastelForeignCurrency

NovtelPropertyManagementis in essencea singlecurrencysystem,andall reportswill be displayedin Rand

Valuein SouthAfrica,or in the currencysetup on yourǇŎΩǎregionalsettings.

WhenForeignCurrenciesaresetup in Pastelor Evolutionandthe exchangerate kept up to date, the specific

currencyfor a new Customeror Supplercanbe seton the respectiveMasterFilesin Novtel.

TheForeignCurrencyfor existingCustomersandSupplierscannotbechanged.

TheCustomeror{ǳǇǇƭƛŜǊΩǎset currencywill only be taken into considerationwhen importing data to Sage

Pastel. TheSDKwill convertthe RandValueto the Customeror{ǳǇǇƭƛŜǊΩǎsetcurrencyςandaccordingto the

exchangerate setup in SagePastel.

In SagePastel,the documentationwill be displayedin the currencyseton their masterfile.
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Tenants and Occupants

TheGeneralTab

UseTenantasOccupant

If the Tenantis rentingand living in / doingbusinessfrom the rental

property, the Tenant will be specified as the Occupant of the

propertyaswell, by tickingthis checkbox.

TheΨhŎŎǳǇŀƴǘΩǎΩname; surname; date of birth and IDnumbermust

becapturedin the correspondingfields.

In this tab, the generalinformation of the Tenantwho will be responsiblefor the paymentof the rental property, will be entered. Thiswill

includegeneralcontactdetailssuchas:

V The¢ŜƴŀƴǘΩǎpostaladdress

V TelephoneandMobile Numbers

V E-mailaddress

Pleasenote that Novtel integrateswith Microsoft Outlook,and when the billing processis performed,Invoicesand Statementscaneither be

emailedto all Tenantsdirectly,or savedto the Draftsfolder to sendthe documentslater, if soselected.

Theemailaddressasenteredon the¢ŜƴŀƴǘΩǎmasterfile - will automaticallybe insertedby Novtelin theΨ¢ƻΩfield in MicrosoftOutlook.
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Tenants and Occupants

TheDeliveryAddressTab

In this tab, the¢ŜƴŀƴǘΩǎPhysicaladdresswill be captured.

TheUserDefinedFieldsTab

ThecustomUserDefinedFieldsenteredfor all Tenantsin

the system,will be displayedin this tab.

ForeachTenantrespectively,the custominformationcan

be entered.
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Tenants and Occupants

TheWaitingListDetailsTab

If there is no rental property available that meets this ¢ŜƴŀƴǘΩǎ

requirements, the details of the desired property type and

description; area; rent within a specificrange,and the layout canbe

enteredhere.

TheBankingDetailsTab

The banking details of the Tenant, who will be responsiblefor the

paymentof the daily/monthly rent, will be capturedhere. The fields

markedwith anasterisk(*) aremandatory.

Pleasenote that if the option to Ψ¦ǎŜElectronicPayment/ SaveBank

5ŜǘŀƛƭǎΩis not selected,the bankingdetailswill not be savedhere,and

the detailswill haveto be re-enteredafter savingthe¢ŜƴŀƴǘΩǎMaster

File.

If the Tenantchoosesto payviaa banktransferor a cashpayment,the

Ψ5ŜōƛǘOrder Action5ŀȅΩandΨ5ŜōƛǘOrder Set!ƳƻǳƴǘΩfields will not

apply.

However,if the Tenanthasselectedhis method of paymentasΨŘŜōƛǘ

ƻǊŘŜǊΩΣthe Tenantwill be required to signa debit order for the rental

amountto be deductedfrom hisbankaccount. Enterthe dayon which

the money will be deductedfrom his account,here; and specifythe

debit orderamountto bededucted,in the next line.
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Tenants and Occupants

TheOccupantTab

More than 1ΨhŎŎǳǇŀƴǘΩcanbe capturedon singlea TenantMaster

File,anddesignatedparkingspotscanbe allocatedto eachperson

whereapplicable.

Whena contractiscreated,anOccupantis linkedto it in addition

to the¢ŜƴŀƴǘΩǎname.

Moving the cursor acrossthe ΨhŎŎǳǇŀƴǘǎΩfield, all ΨhŎŎǳǇŀƴǘǎΩ

linkedto the selectedTenantMasterFile,will be displayed.
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Tenants and Occupants

Thereare 8 tabs presentfor a host of information to be capturedper Occupantin the

Ψ!ŘŘ/ EdithŎŎǳǇŀƴǘΩwindow,namely:

1. GeneralInformation

2. Photo

Pleasenote that a defaultΨLƳŀƎŜǎΩpath mustbe

pre-setup in the Ψ/ƻƳǇŀƴȅSetup ςLƳŀƎŜǎΩ

screenfrom where Occupantphotos are to be

retrieved. The specifichŎŎǳǇŀƴǘΩǎpicture can

then be selectedto be displayedhere.

3. Spouse

Details of the hŎŎǳǇŀƴǘΩǎSpouse are

enteredin this tab.
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Tenants and Occupants

4. Employment

Thedetails of the hŎŎǳǇŀƴǘΩǎcurrent and previous

employersareenteredin this tab

5. Dependants

The details of multiple dependants can be

capturedhereif required.

6. References

Thename,addressand contactnumberof 3 referencescan

becapturedhere.
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Tenants and Occupants

7. AccessTags

When entry to a property or facility is to be obtained by

meansof Ψ!ŎŎŜǎǎ¢ŀƎǎΩΣthe specificTag Number for this

Occupantisenteredandsavedin this tab.

8. Parking

When set up, open and undercoverparkingspaces

canbe assignedto the specificOccupant.
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Tenants and Occupants

TheVehicleRegistrationTab

Whenvehiclesarecapturedto a¢ŜƴŀƴǘΩǎMasterFile,

a report can be printed to list the vehicleslinked to

the Tenant.
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Suppliers

Property Management
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Suppliers

In NovtelPropertyManagement,oneof 2 classificationscanbe selected:

1. A Landlord (or Property Owner) lists their property with your agencyto

advertise,rent out and manageon their behalf. Asyour companywill pay

the rental income received from the Tenant (the Customer),over to the

Landlord (minus the agency commission and other relevant costs), a

Landlordisclassifiedasa Supplier.

2. ServiceProviders deliver servicesto the Properties / Tenants that your

agencymanages. As your companywill usually source and pay for these

goodsor service(regardlesswhether the Tenantor Landlordis liable for the

payment thereof), the following ServiceProviderswill typically be listed as

Supplierson yoursystem:

¶ Maintenancecompanies(supplyingtaps, geysers,paint, carpets,tiles,

windows,etc.)

¶ Electricians

¶ Plumbers

¶ Gardeningservices; and

¶ Municipalities(i.e. municipalservices)
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Suppliers

Reportswhich can be produced- pertaining to Suppliersin

the systemςare:

1. ListAll Suppliers

All Suppliersςwhether a Landlordor ServiceProvider- are

listedon this report.

2. ListSupplierCategoriesandServices

Specificpre-createdCategoriesand Servicescan be linked

to a ServicetǊƻǾƛŘŜǊΩǎmasterfile. Byprinting this report, a

complete listing is obtained of those services and

categorieslinkedto eachSupplierMasterFile.

3. ServiceQuality

When a SupplierInvoice is receivedand a Work Order is

completed,a servicequality rating is linked to the specific

WorkOrder.

A report can be producedto list the ratings linked to the

Supplierfor the selectedperiod.

OtherSupplierReports:

4. SupplierPayments

5. SupplierMonthly Report

6. PaymentSummaryto:

V TheLandlord

V Municipality

V Maintenance(ServiceProviders)

7. Detailed Landlord Report
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Contracts

Property Management
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Contracts

Rentalcontractsare created to link a specificTenant to a

specificProperty,andto determinethe following:

V The amount payable by the Tenant for rent and

additionalcosts.

V Theamount payableto the Landlordςin the case

of the propertybeinga sub-rented item.

V The amount retained by your company for

managinga sub-rented property on behalf of the

Landlord.

Only 1 contract per Propertyis allowed. Shouldthe Tenant

rent more than 1 property,a contract for eachproperty will

apply.

While in the process of creating a new contract, the

Ψ/ƻƴǘǊŀŎǘbǳƳōŜǊΩfield will be indicated asΨbŜǿΩΣand a

contractnumberisonlyallocateduponsavingit.

1. TheTaxRateto be appliedis indicatedhere.

V Pleasenote that Novteltakesinto accountwhetheror not theΨ!ƭƭƻǿ¢ŀȄΩ

option is selectedon the PropertyMasterFile,aswell ason the charges

addedto the contract,andwill onlyapplythe taxwhereapplicable.

2. If Agent Codesare set up in the financialsystem,and activated in Novtel, a

specificΨ!ƎŜƴǘΩcanbe linkedto this contract.

3. The Paymentdate is significant,especiallywhen your companyis registered

with TPN. Thisdate will be checkedagainstthe datesupon which payments

were received from the Tenant, and a complete payment history can be

obtainedςwhethergoodor bad.
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Fixed Monthly Contracts

When the ΨCƛȄŜŘaƻƴǘƘƭȅΩcontract type is selected,the contract

term canbe setby enteringa definiteΨ{ǘŀǊǘΩandΨ9ƴŘΩDate.

Novtelwill calculatethe numberof monthsaccordingto the dates

selectedandit will bedisplayedin this field.

AnnualEscalations

A set escalationpercentagecan be set up to increasea¢ŜƴŀƴǘΩǎ

rent during the same month each year, and the initial rental

amountisenteredbeforeclickingΨ!ŎŎŜǇǘΩ.
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Fixed Monthly Contracts

To create the individual reservationsfor eachmonth as set

for the rental period,clicktheΨaŀƪŜwŜǎŜǊǾŀǘƛƻƴǎΩbutton.

Immediately, 12 reservationsare created for this single

contract, but no rental number has been linked to it yet.

Thiswill onlybe createdoncethe contractissaved.
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Fixed Monthly Contracts

CalculateCommission(ForSub-rentedPropertiesOnly)

Asthe contract determinesthe amount payableby the Tenant; the amount payableTo the

Landlord,andthe amountto be retainedby your company,the percentagein commissionto

be appliedto this contract,isenteredhere,andtheΨ!ǇǇƭȅ/ƻƳƳƛǎǎƛƻƴΩbutton isclicked.

WhenviewingtheΨ{ǳōwŜƴǘŀƭǎΩtab, Novtelhasautomatically

calculatedthe amountdueto the Landlord.

V Also note that specificΨ{ǳō-wŜƴǘŀƭΩnumbers will be

allocated to each reservation when the contract is

saved.
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Fixed Monthly Contracts

Accessingthe saved contract, a definite contract

number is now created,as well as sequentialrental

numbers linked to each ƳƻƴǘƘΩǎreservation

individually.

Sub-Rentalnumbersarealsocreated.
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Fixed Monthly Contracts

Thereservationsaredisplayednext to the Propertyon the Grid,andin the colourof theΨtǊƻǾƛǎƛƻƴŀƭΩstatus.
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Month -To Month Contracts

1. When creating a ΨaƻƴǘƘ-To-aƻƴǘƘΩcontract, the start

date isselectedfirst.

2. TheΨ/ƻƴǘǊŀŎǘ¢ȅǇŜΩisselectedasΨaƻƴǘƘ-To-aƻƴǘƘΩ.

3. This will causethe Ψ9ƴŘ5ŀǘŜΩoption to be changedto

Ψ/ƻƴǘǊŀŎǘ/ƻƳǇƭŜǘŜŘΩςwhich must NOT be selected

unlessthe contractis to be terminated.

4. Thenumberof monthswill be indicatedasΨ1Ωandcannot

be changedmanuallyhere.

In theΨwŜƴǘ9ǎŎŀƭŀǘƛƻƴǎΩwindow, the rental amountis set,and

if an annualescalationis relevant,the percentageand month

is set for the rent to automaticallyincreasewhenthe month is

reached.
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Month -To Month Contracts

When theΨaŀƪŜwŜǎŜǊǾŀǘƛƻƴǎΩbutton is clicked,

only 1 reservationwill be createdfor the month

linkedto theΨ{ǘŀǊǘ5ŀǘŜΩ.
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Month -To Month Contracts

Month-To-aƻƴǘƘΩcontractsdisplayΨ/aΩin front of the PropertyCodeon the Grid,andonly

1 reservationiscreatedanddisplayedon the Gridin the colourof theΨwŜǎŜǊǾŜŘΩstatus.
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Fixed Additional Costs for the Tenantõs Account

All monthly Chargeswhichwill be billed to the Tenant,in addition to the rent as

agreedupon,canbe insertedunder theΨCƛȄŜŘ/ƘŀǊƎŜǎΩtab. Dependingon the

agreement,these chargesmay include a fixed monthly amount, chargedfor

water and/or electricityusage.

However: Novtel incorporates a Meter Reader system by which the exact

readingsfor water and / or electricity are captured,and the Tenantis charged

accordingly.

For demonstration purposes,we will insert an ΨhǇŜƴtŀǊƪƛƴƎΩcharge to be

addedat a costof R50.00per month for theΨ¢ŜƴŀƴǘΩǎ!ŎŎƻǳƴǘΩ.

ByclickingΨ!ŘŘΩin theΨCƛȄŜŘ/ƘŀǊƎŜǎΩtab, all pre-createdchargesaredisplayed.
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Fixed Additional Costs for the Tenantõs Account

Theapplicablechargecannow besearchedfor andselected.

1. The selected item is now displayedin the ΨCƛȄŜŘ/ƘŀǊƎŜǎΩtab, and at a

quantity of 1. If more parkingspacesare required,the quantity is increased

by enteringthe requirednumberin theΨv¢¸Ωfield.

2. AParkingspacecandirectlybe assignedto this Occupantfrom this window.

3. To update the selectedchargeto ALLreservationslinked to this contract,

clicktheΨ¦ǇŘŀǘŜExistingRental/ƘŀǊƎŜǎΩbutton.
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Fixed Additional Costs for the Tenantõs Account

1. Immediately, the selected cost is added to every

reservationlinkedto this contract.

2. Toview the effect on the first reservationfor the month of

September2022, click on the reservationand select the

Ψ±ƛŜǿwŜǎŜǊǾŀǘƛƻƴΩbutton.

Proceedingto theΨvǳƛŎƪ±ƛŜǿΩtab, the chargeis displayed,and

addedto the rental amount.
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Fixed Additional Costs Payable to the Landlord

In theΨ{IFixedwŀǘŜǎΩtab, chargesfor whichthe Tenantis billed andto

be addedto the[ŀƴŘƭƻǊŘΩǎamountpayable,areadded.

V Pleasenote that chargesclassifiedasaΨ¢ƘƛǊŘParty/ƘŀǊƎŜΩwill

not bedisplayedhere.

Theapplicablechargecannow besearchedfor andselected.
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Fixed Additional Costs Payable to the Landlord

Always remember to click the Ψ¦ǇŘŀǘŜ

ExistingSub Rental/ƘŀǊƎŜǎΩbutton to add

the chargeto all Sub-wŜƴǘŀƭΩreservations.

In theΨ{ǳō-wŜƴǘŀƭǎΩtab, the chargeis added

to the amount payable to the Landlord. To

view the effect on the first Ψ{ǳō-wŜƴǘŀƭΩ

reservation,click on it, and select the Ψ±ƛŜǿ

SubhireΩbutton.

Proceedingto theΨvǳƛŎƪ±ƛŜǿΩtab, the following is observedfor the month of September

2022; sub-rental number276, andrental number746:

1. Theamountsfor the rent and the addedchargeare displayedhere, and the total

payableto the LandlordisR11550.00 inclusiveof VAT.

2. Theamountςexclusiveof VATςwhichispayableby the Tenant,isdisplayedhere.

3. Theamountςexclusiveof VATςpayableto the Landlord,is indicatedhere

4. And the amount in Commissionto be retained by our companyfor managingthe

property, isdisplayedhere.
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Accessing Customer and Supplier Documents

TenantInvoicesand Statements,aswell as the{ǳǇǇƭƛŜǊΩǎMonthly Reportcan

be accessedduringanystageof the Contract.

However: Official Invoice Numbers are ONLYinvoiced when the monthly

recurringbillingprocedureisperformed.

The¢ŜƴŀƴǘΩǎInvoiceis obtainedby right-clickingon te requiredreservationon

the Grid,andselectingΨ5ƻŎǳƳŜƴǘǎςLƴǾƻƛŎŜΩ.
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Deposits
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Raising a Deposit

In practice, the equivalentof one month's rent is usually

payable by the Tenant upon acceptanceof the rental

contract. The deposit is generally payable via a bank

transfer, cheque,cashor credit card before the Tenantis

permitted to takeoccupationof the property.

At the end of the contract term, the depositwill either be

applied to the contract, or refunded to the Tenant; and

may a part thereof be forfeited in the caseof damagesto

the property,dependingon the termsof the agreement.

A bankguaranteecanalsobe offered by the Tenant,andis

a promise from the ¢ŜƴŀƴǘΩǎbank or other lending

institution, confirming that the institution will cover the

lossshouldthe Tenantdefaulton a payment.

Note:  Either a deposit or bank guarantee will be processed 

for a contract, but not both.  

Toraisea depositor processa bankguaranteein Novtel,anopenshift is

required.

Theamount to be raisedis entered in theΨ5ŜǇƻǎƛǘ!ƳƻǳƴǘΩfield, after

whichthe checkmarknext to theΨ5ŜǇƻǎƛǘwŀƛǎŜŘΩfield isclicked.
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Raising a Deposit

Upon raisingthe deposit, the Ψ5ŜǇƻǎƛǘΩtab is displayed

asfollows:

1. TheΨ.ŀƴƪDǳŀǊŀƴǘŜŜΩoption is totally removed

from this window.

2. TheΨ5ŜǇƻǎƛǘwŀƛǎŜŘΩfield turns blue, and the

date upon which the depositwasraisedis linked

to it.

3. Thedepositamount is capturedhere andcanbe

edited in the future to increase the deposit

amountwhenanescalationoccurred.

4. The date by which the deposit amount is

payable,isselectedhere.
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Raising a Deposit

Pleasenote that theΨwŀƛǎŜŘDepositsTransaction[ƛǎǘƛƴƎΩreport canbe printed for all contractualdepositswhichwasraised,but not yet fully

paid,andwhichwill displaythe followinginformation:

V TheContractNumber

V TheTenantDescriptionandPropertylinkedto them by meansof this contract

V Thedateuponwhichthe Tenantisscheduledto takeoccupationof the property

V Thedate the depositwasraised

V Thedateuponwhichthe depositisdue

V Thedepositamountraisedon the contract

V Whetheror not anypaymentswerereceived

V Andthe amountstill dueby the Tenant
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Processing a Deposit Receipt

As soon as proof of payment is received,the amount will be

receiptedfrom theΨth{ςwŜŎŜƛǇǘǎΩwindow.

The specific Tenant can now be searchedfor by means of

either theΨ¢Ŝƴŀƴǘ/ƻŘŜΩorΨ¢Ŝƴŀƴǘ5ŜǎŎǊƛǇǘƛƻƴΩ.

TheTenantis to be selectedto capturea receipt againsttheir

TenantAccount.



Page 80

Processing a Deposit Receipt

1. TheΨ¢ŜƴŀƴǘwŜŎŜƛǇǘǎΩwindow is displayed,and in the

Ψ5ŜǇƻǎƛǘtŀȅƳŜƴǘǎΩfield, the depositamountraisedon

contract53, isdisplayedastheΨhǳǘǎǘŀƴŘƛƴƎ¢ƻǘŀƭΩ.

2. In the ΨwŜŎŜƛǇǘ¢ƻǘŀƭΩfield, the exact amount ςas

receivedfrom the Tenantςisentered.
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Processing a Deposit Receipt

To now directly allocate the receipt total against the outstanding

Depositbalance,clickon theΨ!ǳǘƻ-!ƭƭƻŎŀǘŜΩbutton.

Thiswill immediatelyallocate the amount againstthe outstanding

total in the Deposit Paymentsfield, and clear the outstanding

balanceaswe havereceivedthe full outstandingamount.

Now enter the date upon which the paymentoccurred,as well as

the methodby whichpaymentwasreceived.

Enter the payment referenceas stipulated by your company,and

clickΨ!ŎŎŜǇǘΩto processthe receipt.
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Processing a Deposit Receipt

The deposit receipt is printed, indicating the following

information:

1. TheTenantLinkedto the Property.

2. The ContractNumber; Property; RentalPeriod and

Depositraisedamount.

3. ThePaymentTypeςasselectedby the systemUser.

4. The Referenceas manually entered by the system

User.

5. Thetotal paymentdueamount.

6. Andthe amountreceivedandreceipted.

At the bottom of the Receipt, the following information is

displayed:

V TheUserloggedinto Novtelat the time the transaction

wasprocessed.

V Thepaymentdate.

V Thedate and exacttime upon which the paymentwas

processed.

V TheShiftNumberlinkedto the User.

V Andthe ReceiptNumber.
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Processing a Deposit Receipt

Themoment a Depositpayment is receipted,it becomesa liability to your company. TheΨ5ŜǇƻǎƛǘTransaction[ƛǎǘƛƴƎΩreport for

depositswhichhaveeither beenpartiallyor fully paid,but not yet beenappliedor refunded,will be displayedasfollows:
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Processing a Deposit Receipt

ViewingtheΨ5ŜǇƻǎƛǘΩtab for contract53, theΨ5ŜǇƻǎƛǘtŀƛŘΩfield displaysthe date

uponwhichthe paymentwasreceived,aswell asthe amountpaidby the Tenant.

Asthis isa newcontract,no intereston the paiddeposithasbeenaccrued.

The status of the first reservationdoes not changeto Ψ/ƻƴŦƛǊƳŜŘΩautomatically

when a deposit payment is received. TheUserwill right click on the reservation

andchangethe statustoΨ/ƻƴŦƛǊƳŜŘΩmanually,whichwill immediatelyupdatethe

statusandcolourof this reservationon the Grid,accordingly.



Page 85

Deposit Interest

Novtel incorporatesthe function to set up DepositInterest Rates,and to perform the

monthly interest roll.

Thetotal for interestaccruedwill be listedin theΨ5ŜǇƻǎƛǘΩtabςΨ5ŜǇƻǎƛǘtŀƛŘΩsection:

The monthly interest is captured in the Ψ5ŜǇƻǎƛǘ

LƴǘŜǊŜǎǘΩtab.

TheΨ5ŜǇƻǎƛǘInterest{ǘŀǘŜƳŜƴǘΩcanbe producedfor a
specificmonth.
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Invoicing

Onlycontractreservationslinkedto the followingstatuses,canbe invoicedfrom theΨwŜŎǳǊǊƛƴƎ.ƛƭƭƛƴƎΩwindow:

V Reserved

V Confirmed

V AndCurrent

Also note that when using the Bulk ChargesUpdate feature to distribute chargesbetween Tenants /

Properties, it must be completed first and the Ψ/ƻƳƳǳƴŀƭtǊƻǇŜǊǘƛŜǎΩprocessed,which will display the

reservationin white.
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Invoicing

Toperformthe billingprocess,clickonΨtǊƻŎŜǎǎςRecurring.ƛƭƭƛƴƎΩ.

At the top of theΨwŜŎǳǊǊƛƴƎ.ƛƭƭƛƴƎΩscreen,the month andyear

canbe selected.

As we have createdΨCƛȄŜŘ/ƻƴǘǊŀŎǘǎΩΣas well as a ΨaƻƴǘƘ-to

aƻƴǘƘΩcontract,two tabsarevisiblein this screen,namely:

V FixedContractsςwhich will displayall reservationsstill

to be billed,andlinkedto theΨCƛȄŜŘ/ƻƴǘǊŀŎǘΩtype.

V Active Monthly Tenants ς which will display

reservationslinked to the ΨaƻƴǘƘ-To-aƻƴǘƘΩcontract

type,andisyet to bebilled for the selectedmonth.
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Invoicing Fixed Contracts

In theΨCƛȄŜŘ/ƻƴǘǊŀŎǘǎΩtab thesereservationsaredisplayed,

andall areselected.

To invoiceall of the reservationslinked to this tab, clickon

theΨ¦ǇŘŀǘŜSelectedLƴǾƻƛŎŜǎΩbutton.
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Invoicing Fixed Contracts

2. Print DetailedPre-Import List

Byselectingthis option, theΨtǊŜ-ImportwŜǇƻǊǘΩwill indicate

moredetailsthan whenunticked.

3. EmailStatements

AsNovtel integrateswith MicrosoftOutlook,Statementsand

invoicescan be emailed to all Tenantsand Suppliersupon

executingthe billingprocess,providedthat:

V Valid email addressesare entered on all Tenantand

SupplierMasterFiles.

V The email setup has been done for Customerand

SupplierDocuments.

V TheΨ9Ƴŀƛƭ{ǘŀǘŜƳŜƴǘǎΩoption isselected.

1. TheΨaƻƴǘƘEndhǇǘƛƻƴǎΩwindow will now be

displayed,and we haveselectedthe option to

update the Customer and Supplier invoices

simultaneously.

Theemailsettingsfor both CustomersandSupplierscanbe setup

andsavedbeforeclickingΨ!ŎŎŜǇǘΩ.
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Invoicing Fixed Contracts

Beforeexecutingthe billing process,first checkthe ΨtǊŜ-Import [ƛǎǘΩ(openedin

your internet browser) for any discrepancies. If any are found, first clickΨbƻΩ;

rectify the problemandre-start the billingprocess.
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Invoicing Fixed Contracts

The pre-import list for September displays the

followinginformation:

CustomerInvoices

Theseare the invoicesfor all Tenantsselectedto be

billed for the billingmonth. In this case,9.

SupplierInvoices

As4 of the 9 propertiesare sub-rented, the relevant

Landlords will receive documentation for the

propertiesownedby them.
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Invoicing Fixed Contracts

Summaryof ManagedProperties

In this section,the followinginformationisdisplayedpertainingto propertiesmanagedby yourcompanyon behalfof the Landlords:

V Thetotal payableby the Tenant.

V Thetotal to bepaidto the respectiveLandlords.

V Andthe total to be retainedby yourcompanyascommissionfor managingthe properties.

OwnedProperties

All properties owned by your

company will be displayed in this

section.
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Invoicing Fixed Contracts

TotalRentper Property

Only the rental amounts are displayedin

this section, and no additional costs are

listedor includedin the totals.

Totalper Charge

Andlastly,only fixedadditionalcostsadded

to the rental contract and updatedtop the

reservations,are listedhere.
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Invoicing Fixed Contracts

Whenall is foundto be in order,clickΨ¸ŜǎΩto executethe billingprocess.

TheInvoicesarenow beingprocessed,after whichtheΨCƛȄŜŘ/ƻƴǘǊŀŎǘǎΩscreenis

clearedsincethe billing for Septemberhasbeencompletedsuccessfully.
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Invoicing Fixed Contracts

SeptemberFixedContracts

Viewingthe impact of the billing processon the ǊŜǎŜǊǾŀǘƛƻƴΩǎstatuses,the invoicedreservationsfor the month of

Septemberaredisplayedin the colourof theΨLƴǾƻƛŎŜŘΩstatus.

Moving the cursoracrossanyof the reservationsfor sub-rented properties,both the CustomerInvoiceand Supplier

invoicenumbersaredisplayed.

Forownedproperties,only the CustomerInvoiceNumberisdisplayed.

OctoberFixedContracts

Thestatusesandcolourof the reservationsin October,haveautomaticallychangedtoΨ/ǳǊǊŜƴǘΩ.
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Invoicing Month -To Month Contracts

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

created,startingin September. Therefore,only1 reservationisdisplayedon the Grid.

Thisproperty isownedby our company.
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Invoicing Month -To Month Contracts

Proceeding to the Ψ!ŎǘƛǾŜMonthly ¢ŜƴŀƴǘǎΩtab in the

RecurringBilling window for September,this reservation is

displayedhere.

To start the billing process,click on the Ψ¦ǇŘŀǘŜSelected

LƴǾƻƛŎŜǎΩbutton.

The same principle will apply to the selectingof the ΨtǊƛƴǘ

Detailed Pre-Import [ƛǎǘΩΣas well as the Ψ9Ƴŀƛƭ{ǘŀǘŜƳŜƴǘǎΩ

option.

However: pleasenote that an extra option is displayedhere

whichwill determinewhetheror not the rental will continue.

If the Ψ/ƻƴǘƛƴǳŜwŜƴǘŀƭΩoption is selected, Novtel will

automaticallycreatea reservationfor Octoberon the Grid.

Unticked,the action will require a{ǳǇŜǊǾƛǎƻǊΩǎpermissionto

confirmthe terminationrequestfor this contract.

For demonstrationpurposes,we will continuethe rental, and

clickΨtǊƻŎŜŜŘΩ.
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Invoicing Month -To Month Contracts

Onceagain: FirstchecktheΨtǊŜ-Import[ƛǎǘΩbeforeexecutingthe billingprocess.
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Invoicing Month -To Month Contracts

Immediately,this tab is clearedtoo sincethe billing

processwasexecutedsuccessfully.

Returningto the Grid, the reservationfor September

haschangedto the ΨLƴǾƻƛŎŜŘΩstatus and colour, and

the invoicenumberis linkedto the reservation.

Thereservationfor Octoberhasbeen createdand is

displayedin the colourof theΨ/ǳǊǊŜƴǘΩstatus.

For November,no reservation is present, since this

contractiscontinuedfrom month to month.
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Maintenance

Maintenanceanddamagescanbe recordedvia theΨ²ƻǊƪǎƘƻǇaƻŘǳƭŜΩςwhichisanΨ!ŘŘ-hƴΩmodulein Novtel.

A job cardcanbe createdandlinkedto a specificTechnicianresponsiblefor the job allocatedto them.

Or Maintenancecanbe recordedon a property

by simply right-clicking on the specific

reservationwhenlinkedto theΨ/ǳǊǊŜƴǘΩstatus.
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Maintenance

Aswith the reservationsbeinglinkedto specificstatuscolours,

the stagelinkedto the maintenanceisalsocolourcoded:

Recorded Maintenance: 

Thisstatusindicatesthat the required maintenancewascapturedin

Novtel(andno other actionhasbeentaken).

Works Order Created: 

Thedamageis now tied to a WorksOrder. However,the WorksOrder

hasno InvoiceNumber(andhastherefore not yet beenopenedand

saved).

Repaired Only: 

Thedamageis tied to a WorksOrder,with an InvoiceNumber(and

hasthereforebeenopenedandsavedat leastonce).

Billed Only: 

Thedamagetied to the work order with anInvoiceNumber,hasbeen

billed to either the reservation(Tenant),sub-hire (Supplier)or office.

Thework orderhasnot yet beenupdated.

WO (Work Order) Updated Only: 

Thedamagetied to the work order with anInvoiceNumber,hasbeen

updatedonly. Thework orderhasnot yet beenbilled.

WO (Work Order) Updated andBilled: 

Thedamagetied to the work order with an invoiceNumber,hasbeen

billed to the either the reservation(Tenant),sub-hire (Supplier)or

office; andwasupdatedaccordingly.
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Maintenance

On the Grid,and in front of the property for which maintenancewere recorded,Novtel will displaya

ΨǎǇŀƴƴŜǊΩicon. Thebackgroundcolour is significant,sinceit indicateswhether or not the maintenance

loggedisstill within the setallowedtime frame.

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

If displayedin a greenbackgroundcolour,the job to be completedisstill within the set time allowance.

Themoment the maintenanceis completedand processed,theΨǎǇŀƴƴŜǊƛŎƻƴΩon the Grid in front of

this property,will be removed.
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Maintenance

BuildingManager

ABuildingmanagerissetup in order to be notified whenevermaintenanceis recorded; Workorders,andQuoteRequestsarecreated.

Theemailsaresentto the BuildingManager,andwill bedisplayedasfollows:

MaintenanceRecorded:

ServiceProviderQuoteRequest:

Work OrderCreated:
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Maintenance

BilledMaintenance/ Damages

Damagesor maintenancecaneither be billed to the Tenant; Landlord,or to yourcompany.

To list all maintenancebilled to Tenants within a specified

period,theΨaŀƛƴǘŜƴŀƴŎŜBilledto¢ŜƴŀƴǘΩreport isprinted.

TheTenant

Whenevera Tenantis liable for the paymentof damages,it is

billed to their Ψ/ǳǊǊŜƴǘΩreservation immediately, and will be

displayedaccordingto the chargeselectedandamountentered

for repairs:

TheOffice

Whena property is ownedby your companyandmaintenanceis to be performedfor whichyour

companyis liable for the payment,the maintenancewill not be displayedon a reservation,but

canbe accessedby viewingtheΨaŀƛƴǘŜƴŀƴŎŜBilledtohŦŦƛŎŜΩreport for a selectedperiod.
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Maintenance

TheSupplier

Shouldthe Supplierbe liable for the payment of damageor maintenance,the

amountwill bedeductedfrom the amountpayableto them. Forexample:

TheDŜȅǎŜǊΩǎreplacementof R7000.00 wasbilled to the[ŀƴŘƭƻǊŘΩǎaccount,and

this isdisplayedin theΨaŀƛƴǘŜƴŀƴŎŜΩtab of theΨ{ǳō-wŜƴǘŀƭΩreservation.

In theΨvǳƛŎƪ±ƛŜǿΩtab, the maintenancetotal is deducted

from the amountpayableto the Landlord.

The ΨaŀƛƴǘŜƴŀƴŎŜBilled To hǿƴŜǊΩreport lists

maintenancebilled to a Landlordwithin a specifiedperiod.
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Account Payments

All receiptsςwhether issuedfor DepositPaymentsor AccountPaymentsςare

performedfrom theΨth{ςwŜŎŜƛǇǘǎΩwindow.

TheTenantfrom which the proof of paymentwas received,is now searched

for andselectedςIn this case,Mr Andrewsfor Reservation746.

All reservationsfor whichthe RecurringBillingprocesswasperformed,andfor

which an outstanding amount is present, will be listed in the Ψ!ŎŎƻǳƴǘ

tŀȅƳŜƴǘǎΩsection.
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Account Payments

The exact same principles apply as described in the

Ψ5ŜǇƻǎƛǘtŀȅƳŜƴǘΩsectionof this document,namely:

1. Enter the amount as receivedfrom the Tenantin

the ΨwŜŎŜƛǇǘ¢ƻǘŀƭΩfield. In this case,we received

the full outstandingamount from the Tenant by

meansof anEFTpayment.

2. By clickingthe Ψ!ǳǘƻ!ƭƭƻŎŀǘŜΩbutton, the receipt

total isallocatedagainstthe outstandingbalance.

3. Nowsimplyselectthe dateuponwhichthe payment

wasreceived; selectthe applicableΨtŀȅƳŜƴǘ¢ȅǇŜΩ

and enter the payment reference before clicking

Ψ!ŎŎŜǇǘΩ.
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Account Payments

Thereceiptwill now be printed.

Pleasenote that since we have received full payment from the Tenant, the

ǊŜǎŜǊǾŀǘƛƻƴΩǎstatusandcolourwill changeto that of theΨtŀƛŘΩstatus.
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Account Payments

Shouldthe Tenantpay lessthan what is outstanding,

the reservationon the Grid will indicate theΨtŀǊǘƛŀƭƭȅ

tŀƛŘΩstatus.

It will remainassuchuntil the outstandingbalancehas

beensettled in full.
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The Shift Cashup Procedure

In order to cash up a shift at the end of the day,

proceedto the POSmenu,andselectΨ{ƘƛŦǘCash¦ǇΩ.

In this case,the ShiftTotalisdisplayedasR71800.00.

The User will count the physicalamounts in the cash

drawerandcapture:

V Theamountof cashςif applicable

V The combined total for payments received by

credit cards

V Chequepaymentsςif allowedby yourcompany

V AndBankTransfers

Creditcardslipsςif any - will be includedin the cashup

documents.
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The Shift Cashup Procedure

Performingthe MoneyCountProcedure

Tostart the Cash-up process,clickon theΨaƻƴŜȅ/ƻǳƴǘΩbutton.

At present, the Money Count window indicates the following

information:

Since the money count has not yet been performed, Novtel

indicatesa Shortageamountςprinted in Red.

Accordingto Novtel, the Ψ{ƘƛŦǘTotal/ŀǎƘΩamount is the same

than theΨ{ƘƻǊǘŀƎŜΩamount.

Onlypaymentsreceivedin cash; by credit card; chequeandBank

Transferswill be countedandenteredin the relevantfields.
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The Shift Cashup Procedure

Aswe now count all the money in the cashregister (which

includesthe cash float), we will insert the exact physical

number of notes or coins in the correspondingfields (and

not the valueof the notesor coins).

Pleasenote that we did not receive any cash during this

shift, and only the float amount of R400.00 will be counted

andinserted.

V R50.00notesx 3

V R20.00notesx 6

V R10.00notesx 13

The total Cashamount, as well as the Total and Physical

amounts are all indicated as R400.00 at present, and the

systemindicatesa shortageamountof R71400.00.
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The Shift Cashup Procedure

1. Ourcompanypolicydictatesthat no chequeswill accepted, andthis field is left blank

asit isnot applicable.

2. Thecombinedtotal for all credit cardpaymentsςasmanuallycalculatedby adding

up the credit cardsliptotalsςisenteredherewhensuchpaymentswerereceived.

3. Theamountin BankTransfersreceivedarecalculatedandinsertedhere.

4. TheΨ{ǳǊǇƭǳǎΩamount is R400.00, displayedin blue. Thisis due to the float amount

whichhasnot yet beendeducted.

By entering the float amount in the designatedfield, the

amount is deducted from the total of R72 200.00 for a

physicalamountof R71800.00.

TheΨ{ǳǊǇƭǳǎΩamountisnow indicatedaszero.

Any comments relevant to this cash up or shift, can be

entered in the Ψ/ƻƳƳŜƴǘǎΩfield, and will be displayedon

theΨhǇŜǊŀǘƻǊCash-UpwŜǇƻǊǘΩ.

Clicking on the ΨwŜǇƻǊǘΩbutton, the Operator Cash Up

report isproducedin A4 format.
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The Shift Cashup Procedure

Both the ΨhǇŜǊŀǘƻǊΩand the Supervisorwill sign the report

after checkingthe cashandall the relevantdocuments.

TheSupervisorwill now be responsiblefor the pre-mentioned.

ClickingΨ!ŎŎŜǇǘΩΣtheΨaƻƴŜȅ/ƻǳƴǘΩwindowisclosed.
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The Shift Cashup Procedure

Cashingupandclosingthe Shift

At present,¢ƛŀŀƴΩǎshift is still open,andno enddate

andtime hasbeencapturedyet.

Byclickingon theΨ/ŀǎƘ-¦ǇΩbutton, the shift statusis

changedto Ψ/ƭƻǎŜŘΩimmediately,and the Shift End

DateandTimeiscaptured.
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The Shift Cashup Procedure

The{ǳǇŜǊǾƛǎƻǊΩǎScreen

Shift number 1 is no longer displayedin pink sinceit

hasbeenclosedon the datecapturednext to it.

TheSupervisorwill now perform theΨ{ǳǇŜǊǾƛǎƻǊShift

Cash-ǳǇΩprocedurefor ¢ƛŀŀƴΩǎshift in order to send

the datato the financialsystem.
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The Novtel Dashboard

Novtel incorporates the Ψ5ŀǎƘōƻŀǊŘΩfeature, and

statisticscanbe obtainedfor a specificmonth.

Thereare4 tabsto be viewed,andaredisplayedasfollows:

1. PortfolioDashboard 2. SizeM2 Dashboard
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The Novtel Dashboard

3. FinancialDashboard

4. ParkingDashboard
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The Novtel Property Management App

The Novtel Property Managementapp takes existing desktop
applicationstatisticsand featuresto the cloud,enablingyou to
view important rental information and perform key taskswhilst
out-of-office.

Novtel clients can now also view and communicatewith their
SagePastelor SageEvolutioncustomersthroughthe Novtelapp.

The entire Novtel dashboardcan be accessedfrom 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.

Takeyour existingSagePastelor SageEvolutioncustomerand
supplier list out of the office and view information from
anywhere.

Easilyview and navigateto your SagePastelor SageEvolution
customer and supplier addresses. Simply tap a customer or
supplierpostalor deliveryaddressto seta pin in Googlemaps.

Themaintenancefeatureallowsthe userto managethe existing
collectionof maintenanceitems,types,andlocationsusedin the
NovtelPropertyManagementdamagessystem.

Thedamagesfeature allowsthe user to quicklyview all damages
capturedon 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 damageswhilst
performingan inspectionat a rental premises.

Thisallowsfor detailedinformation to be capturedand photos to
be takenwhilst with the tenant.

Uponcompletion,the new damagerecordandall attachedphotos
are automaticallyuploadedto the Novtel Property Management
desktop application for later examination by the office staff.

Theappcandisplayinformation from, andperformwork in, anyof
the user'sexistinglist of Novteldatasets,makingit quickandeasy
to managea largelist of propertieson anydataset.
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The Novtel Property Management App

TheDashboardcontains3 tabs,namely:

1. Portfolio

2. Size 3. Financial
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The Novtel Property Management App

Your Customers and Suppliers will be
availablefrom the app,andthey canbe:

Phoned(Landline or Mobile)

Messaged(SMS or WhatsApp)

Emailed via your Android app


