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Introduction

NovtelPropertyManagements a specializedgystemby whichlongterm rental propertiescanbe managed Thisincludes
V  Propertiesownedby yourcompany
V  Propertiesmanagedon behalfof a singleLandlord,or multiple Landlords
V  BodyCorporateand Home-OwnersAssociatiorPropertiesfor whichLeviesapply
V  Residential Commerciabnd/or IndustrialProperties

Owned and SubRented Short Term/ Holiday Rental Propertiescan also be managedfor which a Restaurantand Diet
Report,aswell asthe Housekeepindreportcanbe printed daily.

Propertiescanbe rented on a Month-to-Month basis,and a monthly escalationramountcanbe chargedif required

Pleasenote that there are manyfeaturesin Novtel which are not includedin this basicmanual Toonly namea few:

TheMeter ReaderSystem Settingup and usingthe ReminderSystem

TheOpenltem System ManagingBodyCorporatePropertiesfor which Leviesapply

Settingup Assetsand linking it to the variousproperties SchedulingProperty Inspectionsand capturingthe findings
Chargingntereston accountsin arrears TheDebit Order System
Settingup andusingTPN

TheWorkshopModule

Novtel FormsDesigner

< < < < < <
< < < < < <

ShortTerm/ HolidayRentals



Introduction 6 Third Party [ntegration

FinancialSystems

Novtelintegrateswith the followingfinancialsystemsand comprehensiveeportingis derivedfrom:
U  SagePastelXpress
U  SagePastelPartner
U  SageEvolutionUltimate Standard
U  SageEvolutionUltimate Enterprise

As a result of integratingwith these financial systems,the use of Multi-stores/ WarehousesAgent Codesand CostCodescan be
activatedin Novtelwhenthesewere setup in the financialsystem

Microsoft Office

U Reportscanbe exported,edited and savedin Microsoft Word

U  Novtelallowsfor reportsto be exportedto Microsoft Exce] while someExcelfiles canbe imported into Novtel- suchasBulk
ChargesandDoorRentals

U  Tenantand Landlordinvoicesand Statements DepositStatements,as well as reports for managementare emaileddirectly
from the system,usingMicrosoft Outlook

V  Pleasanote that up to 10 additionalattachmentsfor Customersand Suppliergespectivelycanbe sendwith the Invoiceand/
or statementwhenthe billing processs performed

il Microsoft Accesss usedasthe basisfor b 2 @ (idatab&sagexceptfor when SQlLis used)



Introductionr 6 Third Party [ntegration:

TPN(TenantProfile Network)

Whenregisteredwith TPNandthe requiredsettingshavebeenenteredin Novtel,an exportfile is submittedto
TPN- whichwill return severalreportsincludinga report indicatingwhich Tenants

U PaidonTime

i Arestillinthe WD NI ®I$R 2 R Q
U MadeaPartialPayment

U PaidLate

U Didnot payatall

Novtel Products

NovtelPropertyManagementalsointegrateswith:

V  Novtel Relations Managementby which communicationfrom and to Customers/ Suppliersand
Prospectsare capturedandacompleterecordis obtained

V  NovtelAccesControlby whichaccesso afacilityisgrantedby meansof ¢! O© 6 & a Q



Infroductionr - Documents:

Invoices

In Novtel, one of variousinvoiceoptions canbe selected
asthe defaultInvoicelayout, namely

1. PlainPaper
NoLogocanbe addedto this layout
2. InvoiceLogolLayoutl or 2

When LogoLayoutl is selected,the Companylogo
¢ as selected per the path entered ¢ will be
displayed on the top left-hand side of the
document

Logo Layout 2 displaysthe logo on the top right-
handsideof the document

3. FormsDesigner

Novtel incorporatesthe FormsDesignerFeatureby
whicha custominvoicecanbe createdand used

Word Documents

Novtel Property Managementis fully integratedwith Microsoft Word, Exceland
Outlook Forthis reason,W2 2 NRO dzY feftérsic@nbe addedto the system
andselectedwhenneeded

It usesW. 2 2 1 Yhithwill Qerive the information from the TenantMaster
File,aswell asthe Contract Reservatiorand Property

Pleasenote that this excludesany financial type of documentssuch as Tax
Invoicesand CustomelrStatements

DocumentNotes

The purposeof settingup W5 2 O d4y' S ¥ 8 tb Create a standardnote to be
displayedon eachof the followingdocumenttypes

V  Custominvoices
V  Provisionalnvoices

V  Customernnvoices
V  LandlordStatements

Whenaninvoiceis printed or e-mailed,the note createdhere, will displayat the
bottom of the document




Infroductionr - Documents:

CustomerStatements

Thereare 6 different CustomerStatementLayoutsto
choosefrom, anda custommessageo be displayedon
all CustomerStatementscanbe entered

SupplierReports

For SupplierStatementsthere are 3 layoutsto choose
from, namelythe:

V  StandardLayout
V  SummaryLayout
V  SplitLayout

Work Orders

In Novtel, Work Ordersfor Maintenancecanbe created

Oneof 5 layoutscan be selected,and if a custommessagas set, it
will appearon all createdWork OrderDocuments

ServiceProviderQuotes

Quotations can be requestedfrom one or more ServiceProviders
beforeaWork Orderis created

Thepreferred Quote RequestDocumentLayoutcan be selected,and
the defaultemailsettingsconfigured




é; Novtel Property Management

Grid Statuses




Grid Statuses

SEZZ:?E :; In Novtel,eachreservationis displayedn a distinctivecolouron the Grid Thesecoloursrepresenta specificstatus

SEZ:ZTE' :z Bysimplyglancingat the Grid, the Userwill know exactlywhich stagethe reservationis currently linkedto, without
[ Invoiced v openinganyreservation

B Partially Paid

@ Paid v Note: ONLYif the checkboxesextto the following statuses(visibleat the bottom of the grid) are ticked, will the
B supplisr Paid v .. . :

Oconmuna ) ¥ contractscontainingthe selectedstatus,be displayedon the grid.

[ Communal [F]

A contracthasbeencreated andthe property IS now A contract is €onfirmedonce the Tenantlinked

\Reservedior the duration of the contractterm. to this contract, haspaidthe deposit

Andrews, Shawn

- Statusz : Confirmmed

49 Andrews, Shawn




Grid Statuses

When a Tenanthastaken occupancyof the property,
the contract status is changedto €urrenQupon

performingthe recurringbilling process

Andrews, Shawn BA Mo : 125

z: Current

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

Yhvoiced

—

419 Andrews, Shawn

Partially Paid

The Tenanthas made a payment, but a portion of
the invoicedamount is still outstanding The status
of the specific Y 2 y U fesevation is therefore

Partially Paid

Andrews, Shawn BA Mo 127
artially Faid

@ Customer lnevoice : [NAT0021

W Supplier lnvoice : PHAT00TY

Paid

The Tenanthassettled the full outstandingamount
asbilled, andthe statusisWt . A R Q

Andrews. Shawn RAMo: 126
Statuz : Paid
g Customer Invoice ; IMATOO0TS

W Supplier [hvoice : PNATODTE




Grid Statuses

Andrews, Shawn Ra Mo 126

Status : Supplier Paid Supplier Paid
i@ Custorer [mevoice : INATOO0T3

i Supplier Invoice : PNATO0TE TheLandlordhasreceivedfull payment,andthe statusisW{ dzLdLX A B §J

403 COMMUHAL PROPERTY (SHARED SERVICES)

Communal (U) and Communal (P)

Thesestatusespertainto Communalproperties,both SharedAccommodatiorand
SharedServices

Anunprocessedoroperty will displayin yellow; andwill causethe RecurringBilling
processto be halted until the property is right-clickedand markedas¥ N2 OS & a8 SR
Onlythen, willthe ¥ N2 O SLANPSIRSIdTiseofddr, changeto white.
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Users and Passwords

N
=

ne
N =0
Operty ManagS!

AUserMasterFileis createdfor the purposeof:
V  Linkinga personto a specificset of permissions
V  Tolink apasswordo their Usernaman order for them to gainaccesgo the permissionssetup for them.

V  Wheneverthey performtransactionsduringtheir shift, a Shifthumberis allocated,andan audit trail is obtained

® Add user X TheGeneralTab
General | | Pemissions |  Pastel |  Opfons | WhenaddingUsersto the systemfromthe W{ SGIdAS NE kKt | 8462 NRaQ
menu, all details are mandatoryto be enteredin the WD Sy &Ng t Q
regardlessof creatingan Administrator, Supervisoor CustomUser
Izer Mame ||
Pazzwaord I
First M arne I
Last M ame I
Emaill Addresz I

Aocept Cancel




Users and Passwords

\
&." i
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y seme
Operty ManagS!

Ao * | ThePastel/ EvolutionTab

General T F'ermissionsT Paste[ I Options

Dependingon Novtel being integrated with PastelPartneror Xpress ORSageEvolution,
MuliStore the 3" tab will be displayedaseither Wt | &riW9io@ £ dzi A 2 Yy Q
001 Q] [Defaul Store ) ) P R . A P
— Whenyour systemis not activatedfor the useof W a dftaies/ 2 I NB K 2 tledVSEF dzf G

e ashed up by the supervisar. { G 2isaPphcablenere

Import Custamer Documents to Pastel User
[0 - Louize - If Multi Stores/ Warehousesre setup, the relevantWarehousds selected
Import Supplier Documents to Pastel User ~
|nap.mui§: = Selectthe specificUserin Pastelor Evolutionto whom this | a S daKuénentsmust be

imported.

BArocept | Cancel |
# Add user X . B
ThePermissionslab

General | I Permissions ] Pastel T Optionz

Inthe Wt S NJY Atébihe 8pyica s2lectedherewill determinethe
permissionsa Userwill have,and they will accesghe relevantpart
andfeaturesof the systemwhenenteringtheir password

Edit Froperties
Edit Branches
Edit Charges

Edit Cateqgories
Update Invoices

Select Movtel Database

3rd Party Interface I_LI
Accept I Cancel

A S




Users and Passwords - Administrators:

et

b, . e \
Operty ManagS!

W Add user »

General I Permissiuns' Pastel T Options

Permizzion Type I.-’-‘-.dministratnr

UsersclassifiedasanW! R Y A y Ahaviéfllrighss td SeEup and
edit everythingin the system¢ includingUsersand Passwords

Adrninistratar
Supervizar Cazhup
Cuztom

Item Grid
Edit Properties AlthoughNovtelallowsfor an unlimited numberof Administrators
to be created,we recommendthat the numberis limited by your

Companyfor the simplereasonof controland security

[v
Edit Branches IT
Edit Charges IT
Edit Categoriesz IT
IJpdate Invoices IT

M

Select Movtel Databage

3rd Party Interface I_LI

<

Aocept Cancel




Users and Passwords - Supervisors

® 2dd user X A Supervisohasthe ability to:
General | FermissiunsT Pastel T Options VvV Setup Printersettings
V  Opennew shiftsfor Userswhenapplicable
Pemmission Type | Supervisor Cashup g vV Performthe Supervisorcashup processg which sendsthe a K A daia &

Adminiztrator Pastelor Evolution

| U Pt nterfare Ellm = | V  Producevariousreports.
V  Tracktransactionsasit is processedy the FrontDeskpersonnelin realtime.
:esuﬁ:::: e - V  Reopena shift whichwasaccidentallyand prematurelyclosedby a User

Thisisthe screenthe Supervisowill accesavhenenteringtheir password

N

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

Supervisar
Open Shift

{Elpervisor |
: Shift Cashup

Close ‘




® Add user >

General | PermissiunsT FPaztel T Options

Permisson Type | Custon =] Asthe W{ S andiAPIN Rreniugare availablefrom the Grid, it isrecommendedhat all
Front DeskUsersbe classifiedasW/ dza Useryafd somec or all listed permissions

bmem e be restricted

Edit Properties -I_

Edit Branches I Thereasonbeingthat if not restricted, the Userscanaccesgnformation and settings
Edit Charges |— whichmustonly be accessedy personsin authority, suchasthe ¥ | O AQwhel) @EQa
Edit Categories I_ or tOp-Ievel Managers

Hpdate Invoices v Whenan option is unticked, it meansthat the CustomUserswill not haveaccesdo it.
Select Movtel Databaze I_

2rd Party Interface I__ﬂ

Accept Cancel
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User Shifts

T et

x R
"Operry Mana®!

Detailed Shift Summary - Supervisor:

Cashier: Tinan - Shift =-SFT 00001 ip, - . .
Shift Start 20220908 13:47:06 - Skift End 202210907 09:14:45 Anew shiftis openedby the Su perwsowt\en aUserison
Time and date report was printed: 2022109/07 09:16:01 duty. A shift numberislinkedto the | a Smhifewhichis
Account Payments date andtime stamped

All activity by this Userduring their shift is recordedand
. various reports are availableto the Administrator and
30500 Supervisar

R 00 w, BT | AMIHID RELTI

— In this case ShiftW { (D@0 Klslinkedto the User,Tiaan
Deposits The shift started on 5 September2022 at 13:47pm, and
DEFOSIT BOOKENG CONTRACT DHOC NG CUSTOMER WaSCaShede on the 7th Of Septemberzozzat 914am




A% User Shifts 6 Openingza Shift’
d‘_‘w -

® Supervisor Shift Cashup K

File Reports

View Location: Front Desk Supervizor m Shift # _

Pleasenote that Front Deskpersonnelwill not even be able to raisea

depositwithout an openshift linkedto their name

1D Tenant Table / TA Type Shift #

Total « User Total Invoice Date

Therefore, the Supervisorwill log into the system and click on the
\BupervisorOpenShifttbutton whenno other openshiftsare present

Should either open or closed shifts be displayedin this window, the
0 dzii Gcapfid&ill read W{ dzLJS BUIKAKAZTNG Q

@ Batch Shift

@ Single Shift

[ stitt Totol: NN

. — , TN Ed 628327560
%Eﬂi“é'iﬁ[? St caspp | Dl ‘ _
Supervisar Supervisar
Edit Shif I Shift Cashupi| ~ 10%® ‘




User Shifts 6 Openmingsa Shifi

® Select Users X

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

Awailable Users Shift Users . .
James [Front Desk] S|d€0f thls Screen
l]pfslalol [Front Desk] “
Tiaan [Front Desk ; . - -
: 4 Toselecta User,simplydoubleclickon their Username
Kl
i Immediatelythe selectedUserwill be displayedn the right-handsideof the window.
W Select Users X
pocept |
g | L [_Tiaen Front Desk_] If applicable shiftsfor other Userscanalsobe openedin the

samemannerbeforeclicking®?! OO S LJ0 Q

4
2

Accept Cancel




User Shifts 6 Openingza-Shiit

® Supervisor Shift Cashup X

e Reports 1. A SupervisoiShifthasnow alsobeenopenedand linked

Superisor (TSN s * SR to the loggedin Supervisar

Transaction Shift

T — 2. TheUserfor whom the shift was opened,does not yet

displayin this window, sincehe hasnot yet loggedinto
o X the system

However When the User logs into Novtel and starts
processinglransactionsthe Shiftwill be displayedhere in a
pink backgroundg indicatingthat the shift is open - and all
transactionscanbe trackedin realtime.

® Supervisor Shift Cashup X

File Reports

@ Batch Shift © Single Shift | JOpen Shift EEECTTREIEE  0.00] Viow Looation: Front Desk O —————
Supervizar Supervizar = -
A A IR Transacton (SFT00007)

Tenant Total « Shift # User Total Invoice Date
AMDOOT Jepo . 12500.00

Front Desk

@ Batch Shift © Single Shift SR shift Tota: [N
Supervizor Supervisor
EditShit | Shift Cashup Close ‘
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Residential|, Industriat and Résidentiall Propertiesic .

et

. e \
K Sey
"Operry Managt

P 2dd New Property Propertiescanbe classifiedaseither a:
Code I ¥ Create ltem In Pastel | Rental Property 1. Rentalproperty
o 1 Lewy Property
Desciption | ¢ Billing Urit Orly 2. LevyProperty,or

3. ABillingUnitonly

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

AN - A L ) )
ok T oA M &-® D E . ﬁ A/ X K  In Novtel, ¥. NJ yoarkb8 é&dated in order to link
slElzlE ] “ zlelzls 22z =zl=]2  Propertiesin the sameSuburl Town Cityor whatever
|5SERDO0D S | Py e e—— e S criteria preferred, to the sameBranchwhich is colour
o ST sy |
Description IEIue.&nchor.-’-‘n.partment? 7 Billing Unit Orily The Property COde W|” then be dISplayed |n the

| selectedBranchcolour on the Grid ¢ providedthat the
General ] Details I Financial T FAC GuestIUSE;:!:;FJISHEdIPastEIInterfac Optlon |S Selectedto l_l_){ K(ﬂ‘] @ NJ\ |v:a Q

hi(oy(0) _ (oy(ey (6

Branch [ IAtIantic Seaboard - South Africa j




the samecategory

Tolink the samesizedPropertiesto a specificcategory

Residential|, Industriat and Résidertiall Propertiesi=«

Propertiescanbe linkedto a specificpre-createdCategoryfor the purposeof:
DistributingBulk Charges; suchaswater; electricity usage securitycostsetc. - between propertieslinked to

Tolink Propertiesin the samebuildingor complexto a specificcategory

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

linkedto a specificPropertyor Properties

F el L

{* Rerntal Property
IELUEUDU?
Cods {7 Lewy Property

Dezcription IEIuE Anchar Apartment 7 ™ Billing Unit Only

} . : Uzer Defined
General ] Detailz ] Financial ] FALC Guest] Figlds

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

Branch [T I.-“-‘-.tlantic Seaboard - South Africa
Cateqaory I
Type I Apartment j Floorspace:
b aintenance lmage I[Default] ﬂ I[Default

[Outgide + Inzide]

Ares |COZ - Camps Bay a,|

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|, Industriat and Résidertial Propertiesi -

=

¢l

1. Different Types of Properties can be created in the Novtel system and
dependingon the classificatiorselectedin the W ¢ & fle)8, e informationin
someof the tabswill differ from thoseon other PropertyMasterFiles

Propertiescanbe linkedto one of the followingdefault ¥ ¢ & 1.JS & Q

V  Apartment

\V/ F OK a2 N a Branch [ I.-'-‘-.tlantin:: Seaboard - South Afica ;I

V  CountryEstate Category IELLIEw'i'« - Blue Anchar Apartments EI

V  Complex Type Apartment Floorspace: I 75.00 m*

vV G e M aintenance Image Guest House

uestHouse(SpecificallfFor ShortTermRentals) (Outside s Inaide) || House ~| [Defautt -]

Small Holding

V  House Alea Towin House ql
“acant Land

V  SmalHolding ERF Mumber Business -
Commercial

V  TownHouse [ndustrial

V  VacantLand

V  Industrial(IndustrialPark Lightor HeavyManufacturing Warehousing

or Researcltand Development)
V  Commercia(OfficeBuildings RetailShopsetc.)




I

5 . e \
"Operry ManagS!

et

P Edit Property

Code IBLUEDDDT

Drescription |Blue Anchor Apartment 7

{* Rental Property
" Lewy Property
" Billing Unit Only

Residential|, Industriat and Résidentiall Propertiesic .

The W! Niefer€to a more specific region/part of a city or town.
Dependingon the Branch/Suburbalready selected for this property,
more specificareaswithin this suburbwill be displayedfor selection

In the rental contract between the Tenantand the Landlord/ Rental
Agencyprovisioncanbe madefor a setinterval for inspectionsof the

W Select Area *
User Defined P
General Details Financial FAC Guest Fields H | Code |Desc:ﬂ)t|on 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 IApartment 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 I
: p - -
(Outside + Inside] [Crefaul) I [Crefault] I
Area IEEIE - Campsz Bay Ckl
ERF Murnber IEEEEBBEE
I |nzpection Interval IEII:I %l Days I

property duringthe rental period.

Anappointmentwill be madewith the Tenantfor the date uponwhich
the inspectionisto be performed

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

1. Theinspectionintervalonthet NP LJIVd3iedFdei
Schedulinghe Inspection

Settingup an InspectionReminder

Printingthe InspectionsReportfor a specifiedperiod.

Documentinghe Inspectionfindings

S e o

Processingthe Inspection and creating a Work Order for
maintenancef applicable




e .t
P semet
Operty ManagS!

W Edit Property

Code |BLUEODO?

Description IEIue Anchor Apartment 7

i+ Rental Property
i Lewy Property
= Billing Unit Orly

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

Branch [0 IAtIantic Seaboard - South Africa ;I

Categary IBLLIEA - Blue Anchar Apartments ﬂ r
Type I Apartment ~| Flooispace: #2.00 m* Monthly Biled ltem [
Maintenance Image Disposed r
(Dutside + Inside) I[Defau\l] j I[DEFE"'M j p -
Record Meter v

Area C02 - CampsBa Q

I pebey _I Meter Mumber:
ERF Number |22555555 147
Inspection Interval IQU ill Days
Communal Type: INDI’]E M] ;I
Images | Accept Cancel

W Edit Property

Code |BLUEDOO?

Description IEIueAnchnrApaltment?

i+ Rental Property
i Lewy Property
" Biling Unit Only

General T iDetails I Financial T FAEGUESIT

Use;:gfjhsned TF‘astEl Interfac% EnmmlsslnnT TPN AddressT FAC EuppherI Assets T Layout

Ownership I Managed

;I |Elwner |LANUUT - Landon, Peter i il

Bathrooms l—'lzl Studies
Kitchens l—'lj Garages
Living Aooms l—'lj Car Ports

Bedrooms l—3j Bars & Braais I_Uj

o]
4
=

Garden  Yes + No
Granny Flat  Yes (¢ No
Lokt  Yes & No

Swimming Pool &+ es  No

Period Start | Period End | Door Rental p/m

2018/01401  20M8/42/31  5000.00
2018/01/01  2019/12/31  5500.00

Add Period

Edit Priod Remove

Detailed D escription

Sea Front Apartment. Balcony Accessible from the Master Bedraom and Living Foom. Communal Swimming Pool and Braai
\rea for use by Oceupants only.

Images |

Accept Cancel

Residential|, Industriat and Résidential Propertiesic ¢

OwnedPropertiesVSManagedProperties

For Propertiesowned by your companythe W { &antedL (i She€kboxis
NOTselectedandtherefore,the W/ 2 Y Y Atabavill BeyeQctivated

Thiswill causethe Wh ¢ y S MEh&W 3 Kitdb fo bedi@playedasWh ¢ Y S R ¢

Should the W{ ®anted L (i S ¥he&ckbox be selected, Novtel will
immediatelyrequirea W { dzLJ(Uandll&ddbe selectedandlinkedto this
Property

The W5 S (i tabh ilaten display the Wh ¢y S NiR R4 LRI ah8 R Q
indicatethe owner of the property asselected

TheW/ 2 Y Y Atabavill Beya€ivatedto selectthe applicablecommission
settingsfor this property specifically
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TheDetailsTab

Commercialand Industrial Properties

If the W { m2C8serDefinedfields were customizedthe rentable spacen all
of the W/ 2 Y Y SaMdDAL yf R Erdpevtiedwill 6k displayedas follow, and

per the customizationsetin our system

T TPNAddlessT FAIZSupphErT Assats

Ownerst hip [Owred -

Office & Retal

Office [0.00 r
Tailet: [0.00 r
Kitcher: [0.00 r
r
r

Storage: |0.00
Otker: 1000

Commercial Property
Reception: [0.00 | workshop 2 000
Shopdrea: (000 I~ ‘wWokdshop 3 [pon
2nd Office: (0,00 | Storage 2 [0.00
3rd Office: (0,00 | Storage 2 [0.00
workshop 10 (0,00 | Storage 4 [0.00

o o o o

Tatal 0.00
Rented: 0.00

Non-Chargeable: 0.00

Detailed Notes |

“Select the checkbox to set
size as Rented

V  Thedescriptiondor the first 5 fieldsare defaultand cannotbe changed

Financial T FAC Guest TUSE'Fng'S”Ed Faste\lnlarfaceT Commission

T TPNAddlassI FAESupphelT Assets

Industrial Property

V  Theother 10fieldswere customized el A

Industial Park £ Light Marudacturing © Heavy Manufactuing @ Warshousing ¢ fieseach and .~
H . Office (000 r Reception: [0.00 - ‘Workshop 2 [0.00 - Totat 0.00
Thesizeof eachareacanbe entered and selectedas a rented spacefor which [T S D0 Ve T
Kitchers (000 I 2nd0fice: [a00 r Storage 2 [0.00 | e
h T l\ A ,- I I Storage: [0.00 r 3rd Office: [0L00 r Storage % [0.00 | MonChagsable 0.00
t e enan I pay Other: [0.00 [ Workshop 1: [0.00 r Storage 4 [0.00 7 | “Select the checkbo to set
size a5 Rented

Detailed Motes

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

All Other Property Types

TheW5 S (itab bftalkoter Property Typeswill be displayedasfollow:

=

Ownerzhip I Dwred

Bedrooms I—Dﬂ
Bathrooms I—Dﬂ
kitchens I_D:I

Living Fooms I—Dﬂ

;I Owiner |

Y

Bars & Braais
Studies
Garages

Car Ports

[ o
[ o+
[ o
[ oA

Garden
Granny Flat
Loft

Swimming Pool

" Yes & No
" Yes & No
" Ye: & No
" Yes & No

Periad Start | Period End | Door Rental Ex’ml

Add Period Edit Period Remove

Detailed Dezcription




ne
N =0
"Operry Managt

Residential|, Industrial and Résidentiali Propertiesic«

TheFinancialTab
Thefollowingdetailscanbe enteredinthe WC A y ITghOA | f Q

V

Vv
Vv
Vv

< <

Thet NP LISidhd@s@ice andthe date uponwhichit waspurchased

Whetheror not tax will be applicableon the rental amountfor this property specifically

Thecurrentvalue

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

(for shortterm or holidayrental properties)

Theoriginaldate uponwhichthe property wasfirst rented.

TheMunicipalityfrom whichthe municipalbill is obtained(Supplier) aswell asthe LINR LJISrdicipak&countnumber

General I Detailz I Financial ] FAC Guest IUserDefined

Fields

Paztel Inlerface] Commiszion I TPM AddressI FALC Supplier I Azzets

Cost Price I 1]

Allow Taw [

juil
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 Maontk

Per Day

0.00

0.00

0.00]

0.00

0.00

0.00




Residential|, Industriat and R ésidential Propertiesic

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 Li | Quantity |
KEYD01 Key Deposit (Rehndable) & Quaniiy 1

el /E it el & cificfyal st | e s e s e s e e s e e e e e e s s e e e e e e e e e e e e e e e e e

Code
KEYDO! EY

\\\\\\\

| ddiional Costs

el
&
<
3
£
i}

Desciption | oy | Tax] Evell Incl
Blue Anchor Apartment 7 2 16957 113043 1300.00
| KEYOU - Key Deposit (Refundable) 1 0.00 500.00 500,00 |

TOTAL DUE

16957 163043 1800.00

T TPN Address T FAC SupplierT Assets

Add/Edit Fired Additional Costs

Code Dessription

[ELE00T | [Cleaning Chares

| Quaniity |
1

FixedAddedCostsfor a Guestandthe Supplier

TheW C D HzS and WC { HzLJLXabs &eNdanticalin appearance
andarerelevantto ShortTermor HolidayrentalsONLYn order to:

U FAQGGuest

Add fixed coststo the ¢ S y | rgnfiakirdvoiceautomatically
whenashortterm reservationis created

u  FACSupplier

Add chargesto be deducted from the rental amount
payableto the Landlord/ Supplier

Supplier  [LANDOT A  [Lang. Robert
Financial T Additional Costs T 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




U b
Py semet
Operty ManagS!

e | UserDefinedFieldsTab
oot | e | ¢ If setup, Specificcustomizednformation canbe enteredin this tab.
T Thefirst 5 fieldswill displaythe Informationsetupinthe Wt N2 11ab ofIhedy} 2DSfiNGdCA St Ra Q
s — setupwindow, andthe additionalinfo canbe enteredhere.
ik Theother 2 fieldsare displayedassetupinthe Ww S Y A yaBRd tRe&BW} aDBfiN@dC A S defR@ Q
window.
Images Accept Cancel |
@ Addl New Property x
General T Details I Financial T FAC Guest f“sekéﬂ;dT l,'::f,‘:'EEI Commission I TPNAddvessT FAESupphevI Assets PaSteII nte rfaceTab
® Import Inventory ltem X
| Whena PropertyMaster Fileissavedandthe W/ NJdming I a éh&ckbQxs selected,
o 3 ) the Property will be imported to Pastelas a W{ S NJ&in.OreProperty Code and
o Descriptiorwill automaticallybe createdin Pastelasan W L y’ @ S yli(52YNE
Bond/Martgage Acc Q| S ﬂl - .. - - -
- ThePropertycanalsobe linkedto a specificCostCodec uponimportingit to Pastel
pt Cancel

W Edit Property

Code [BLUEDDZ

ThePastellinventoryCodeis now linkedto this Property

T RN AddrsssT FAESWDheIT Bssels

Pastel Inventory Code [BLUEOD4Z G| [Blue Anchor Apartment i

Therelevant¥. 2/\a R NJi I3Lad@uhtc assetup in Pastelc canbe selected

here.

Pastel Cost Code | al Clear

Bond/Morgage Aee [ (Al [ ) Clear

Accept Cancel




Residential|, Industriat and Résiderttial Propertiesic«
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’r Se\Y
Operry Managt

WP Edit Property X

TPN Code [BLUEDG0T ((‘:E:\::T'-I':::;Zw
Desciiplion [Bius Anchor Apartment 7 € Billing Unit Orly
TPNis short for Tenant Profile Network ¢ a registered credit bureau that vt | ome | vt | oo | o i ivoted o | g | rcsme] owms |t

specializesn vetting tenantsfor rental properties Theirsystemsand services
help companiesmake better decisionson which tenantsto place,and assists
them in collectingtheir rent eachmonth. g [TednecFpanat 7

Stiest [Blu Anchor Apartment 7

City/Tawn/Suburb IEamps Bay

Tobenefit from this functionality,your companymustbe registeredwith TPN

Pravince Iw’estem Cape

Postal Code =

% Building Address " Street Address

coept Cancel

Assets

~ L e . . . . W Edit Property x
TheW! a andduléiQusedto manageand keeptrack of itemslinkedto specific o FEROT € rensrmany
hostelrooms,suchaskettles, toasters,etc. B o

Geneal T Detalls T Financial T FAu:GuastT”SE’F!JEE"S"EdTPasna||n|a.fac;{ EnmmissinnTTPNAddlassT FAESupphelT

Assetsare createdin a different part of the system,and linkedto the applicable
property ¢ after which it will be displayedon the Property Master C A {ASseXsi
tab.

Awarranty period and expirydate canbe linkedto electricand electronicdevices
in order to return faulty deviceswithin the warranty period.

The Manufacturer, Serialnumber and Model number is also captured on the
relevantAssetMasterFiles
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Communat Propertiés: ¢
SharedServicesroperty

o -
v Manageie
Mane

Novtel only allows one SharedServicesPropertyto be created per Dataset,
andit will alwaysbe displayedat the top of the Grid

Two types of CommunalPropertiescan be Thisproperty indicatesW / tb e left of the PropertyCodeon the Grid,which

createdin Novtel,namely isshortfor W/ 2 Y Y AR £S5 NI & Q
VvV SharedServices It alsoindicatesa W /to®he right of the PropertyCodewhile Wb 2 2 Y Y dzy
V  AndSharedAccommodation propertiesdisplayanW b Q

Thistype of Propertyis createdin order to distribute bulk charges(suchas
electricity and water usagein common areas Securitycosts, etc.) between
[} No.vtel Pro.perty M?nagement Ultimate Standard 7.7.0.1 - Mowvtel Default - [Item Grid] tenantS,andthe fO”OWIngfIIterS can be Usedln Ol’del'tO dO SO
W File  Edit Modify  Setup  Process Reports  Email/Export  Import Help

- - 0 g Q GB E . ﬁ ‘\'ﬁ? % "o | V  TenantCategory
e - V  PropertyCategory

V  PropertyAreaCategory
V  PropertyCodeRange

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

V  Applywholeamountto eachlinkedbooking
V  Distributeequallybetweenlinked bookings
V  Specifydivisionpercentage
\Y

Distributeon unit size(m2)



Commumnal Properties:

[ [osTseag

e | | P
s | | P
I ————

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

8-~ g @

ATAYA
o QE-BeVvAa
LML:HL: = | 21 = ENE L::ZLZLZLZZLZZ o1 I.’-.’-
S |5 | |Sep i | s |[ECHERNEENERNEEY < | <= |EEREEREENERNERY o | o
BLUEDDS s B -
O - D
(o s
——— ey Froperty
,_ MARUD022 ’F !!! Description |Hostal\f'emita " Billing Uiriit Only
(C I N
] N
T Linked
(| [~ sevid | | e | o |
| [FHoswesoo™ I
%I: . ”:==—
HOST0002
11— Properties cumrently linked to HOSTO0000: Available Properties:
[ [wmeswoos ™ | N
|— HOST0004 ’— ..- Property | Description | Branch | Propety | Description | Eranch |
HOSTOO001 Hastel Wi oo 1 Sauthern Suburbs BLUEDOO? Blue Anchar Apartment 7 Allantic Seaboard
[ | mostooos | IR HOSTODDZ  Hostel' 2 Southen Subub BLUEODZ0  Blue Anchor Apariment 30 Atlanlic Seaboard
ﬂ HOSTO0OZ Hostel Yenita Room 3 Southemn Suburbs BLUEDD42 board
. HOSTO004  Hostel Yeni 4 Southen Suburb: a— BLUEDO4S board
Yiew Properties 2 HOSTO00S  Hostel Yeni ] Southen Suburb: ‘BNLTLIDEDQDEU lug eaboard
& e
P AlFTEEis = MARUOOZZ  Man 2 Suburbs
(il (FEEsites MOUNDD25  Mountain Rd 25 Northen Subuibs
- UnIoom Urit 1, Business Park Narthern Suburbs
Q New Rental UNITOO03  Urit 3. Sunset Park Noithern Suburbs
|2022/09/06 ~| [2022/10/24 ~|

GoToTop Go To Bottom

SharedAccommodationProperty

AW{ KI'NBORZ YY 2 Plopeiydsyceatedas a Wt | NBy (i C
property for the purposeof linking®b 2 2 Y Y dzy NB QS NI A S
to it in orderto:

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
AccommodatiortV't | NabpeityQ

An example of where this option will be applicable,is for
studentsat boardingschoolor in a Hostel
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Charges:

e .ot
P semet
"Operry Mana$

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 arcode . H
| Paed | Different types of chargescan be createdin
1 Fropetties | Fieporting General 1 ; 1 Fepotting .
the Property system,and dependingon the
Charge Incl 0.00 Charge Excl Allow Tax v I~ POS Item i . . . .
ot Dot il — classificationselected,will the corresponding
'ayout [tem
Tl I ThiPany s actionbe appliedby Novtel
User Defined Field 4 I™ #sdd Before Comm ltem [R]
User Defined Field 5 [~ Deduct Before Comm Item [R)
Pastel Irventory Code B_I Pastel Inventorny Code | &l
Accept | Cancel | Accept | Cancel |
® Add New Charge x| Chargesmust also be linkedto a Ww S LJ2 NII A Y =
Coe [ [ Create ltem In Pastsl D NP dzbJQobtain even more detailed
Dezcription I IF Dizplay On Invoice |nf0rmation at month end.
| ™ “warkshop Item | ™ Blocked
General T Froperties T Reporting . .
‘7 Somechargeswill not be linked to a specific
ReportGroup [ Dther ~ classificatiorin the Wt N2 LJ&INButitSvil Q
]
Subeategory ae-fticity be linkedto a ReportGroup
Efflugnt
Gas
Refuse
Rent [Charge]
Turnower Rent v




Properties

[ Payout ltem

[ Third Party Charges

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

C

.

T Reporting )

POStems

ChargeslassifiecasaWt h {i Svitt Be availableto be soldfrom the POS

systemaccessedrom the Grid

This meansthat any item classifiedas such, can be sold directly to a
Tenant / Occupant/ Supplier/ Employeeor any other person, for

immediatepayment

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

-8 g- 00 B-BéVXa

al
@ I~ Ssa—
@] I~ SE—

Tiaan
Store: Default Store

DAMOD1  Damages (General)
Lays Plainly Salted 30g

Lavnat

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

@ (IS SES—
@F_I_ S

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

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

GoToTop Go Ta Bottom |

i 7 o £ 7
o5 o7 |08 |09 12 |13 [14 (15 |16 19 |20 (21 |22 |23 26 |27 |28 |29 |30 03 |04 |05 |06 |OT 10 |11 |12 [13 |14
Sep S |5ep |5 Sep | Sen |Sep |Sep [Sep Sep | Sen |Sep | Sep [Sep S |Sep [Sen |Sep |Sep Oct |oct |t [t |oer ct |oct |ocr [act |oer
[pruEDD25 [2] [men » Soles X
@]~ . - N Selec ]
| [petuEseso [N O_NOVTE:‘ Batcode | Cods | Desciption [ Fae nck
= 1 ADMODT  Admin Fee 0
D | | www.novtel.com COKOO  Cake 340ml

Lash

Credit Card
Cheque
Bank Trarsfer

2022/09/05 hd

<F2e - feccept | <F3 - Mew Cash Up

<Fd» - Reprint Receipt |

sitt #: SFTO0001

Payout |




Charges:

gement

b, e
"Operry Manas

Gereral T Properties T Repoarting ] PayO ut I tems
I~ POS ltem = Itemspaidfor from the petty cashg for example- are
classifiedas Payoutitems and will be accessedrom
[T Third Party Charges the Wt h t{ I e 2 Vﬁll&]ld’iNQ
[~ Add Before Comm [tem [F] r
[T Deduct Before Comm Item [ ;I ® Payouts X
™ Select [tems :
ﬂo m i Caode | Drezcription | Flatelnc:ll 1:
COFOmM Coffes for Office Usze R0.00
www.novtel.com DISO0T  Dish washing Liquid 20.00
KEY001 Key Deposit (Refundable) RO00.00
& Cash MILOOT  Milk for Dffice Use 15.00
- SUG001 Sugar for Office Uze 30,00
@ Customer TEADO Tea for Office Usge 25.00
< b3
IF'ayout Iterms ;I Llll Seanch by : I ;I
Selected ltems : Search for : I
Gty | Code | Description | Price Incll
Cloze |




# Add MNew Charge

ot

Code I [¥ Create ltem 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]

.

Workshopltems

Novtel incorporates a Workshop Module by which damagescan be
recorded and Job Cardslinked to a specific technician responsiblefor
completingthe job.

Onlychargesclassifiedasa W2 2 NJ LaKSwill@gavailablefor selection
inthe W2 2 NJ MoKuelJ

Third Party Charges

Whenyour companyis responsiblefor settlingan accountwith a Service
Providerdirectly (e.g. Municipality),will chargessuchas municipalrates,
taxes,electricityandrefusebe categorisecasW¥ ¢ KPamyR K NH S & Q

Suchchargeswill first be payableby the Tenantasit is includedin the
rental invoice andthen be paid by your companyto the Municipality



Charges:

\
“I’I T
-

y 3 se
"Operry Managt

RefundableChargetem

Any charge that is refundable to a Tenant, must be categorisedas a benerd I Properties | Heporing
RefundableChargetem. I~ Add Before Comm ltem (R) ’ﬂ

Forexample,n shortterm/holidayrentals,aW Y 5 8 LJ2wvill’béic@ssified I Dedust Befare Comm Item [F]

v Refundable Charge [ter

asa RefundableChargeltem asit is chargedto the guestat the start of a
booking and refundedto the guestat the end of their reservationperiod
oncethe keywasreturned.

[~ add Eefare Comm ltem [S]
[~ Deduct Befare Cormm Iterm [S]

<]

A completelist of all createdchargesn the systemcanbe obtained,indicatingthe:
V  ChargeCodeandDescription
V  ThePastelinventoryCodeit islinkedto.
V  Therate linkedto it.
V  Whetheror not tax is applicableg asseton the ChargeMasterFile
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Tenants anmd Occupants|«

TheTenantis the personor entity liable for the rental invoice,thus ensuringanincometo both the
Landlord and the Property ManagementCompany/ Rental Agencythat is managingthe rental
property on behalfof the Landlord Asthe responsibleparty, it is alwaysthe ¢ S y | narine@ht will
appearon the rental contract

The Occupanton the other hand,is specifiedasthe person/swho will occupyand stayin the rental

property duringthe agreedrental period. In manycasesthe Tenantwill alsobe the Occupantof the
rental property.

However,a Tenantmay be renting a property for someoneelseto occupy(e.g. for their childrenor
parentsto live in), in which casethe Tenantwill not be the Occupantof the property. Whateverthe
situation, the details of the Occupant/sof the rental property will alwaysbe specifiedunder, and
addedto; the responsiblet S vy | AEEo@néin Novtel



Tenants amd Occupantsic

N
&.‘ b
s

N e ment I
"Operry ManaBes Edit Tenant

I.-’-'-.NDEIEH [T Corporate Tenant
[~ Monthly Tenant

[T Inactive Tenant

Account Code

D ezcription I!f-‘-.ndrews,Shawn

Tenant Category IEIE - Gold Memberzhip n'

Ll L]

Pastel Foreign Curency IDD-HDmE Currency g

1. TenantCategory
If TenantCategoriesvere setup in the financialsystem,a Tenantcanbe linkedto the applicablecategory
V  BulkChargesanbe distributed by meansof a TenantCategory
V  RentalStatisticper TenantCategorycanbe obtainedfor the selectedperiod or month

2. PastelForeignCurrency

Novtel PropertyManagements in essencea singlecurrencysystem,andall reportswill be displayedn Rand
Valuein SouthAfrica,or in the currencysetup on your LJOr@gionalsettings

WhenForeignCurrenciesare setup in Pastelor Evolutionandthe exchangeate kept up to date, the specific
currencyfor a new Custometror Supplercanbe seton the respectiveMaster Filesin Novtel

TheForeignCurrencyfor existingCustomersand Supplierscannotbe changed

The Customeror { dzLJLJsét cuiiekciwill only be takeninto considerationwhen importing datato Sage
Pastel TheSDKwill convertthe RandValueto the Customeror { dzLJLJsetcBrikizgc and accordingo the
exchangeate setup in SagePastel

In SagePastel the documentationwill be displayedn the currencyset on their masterfile.



Tenants anmd Occupants|«

sement

<
e

TheGeneralTab

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

V Thet¢ Sy I ppstataddress

V  Telephoneand Mobile Numbers

V  Emailaddress

Pleasenote that Novtel integrateswith Microsoft Outlook,and when the billing processis performed, Invoicesand Statementscan either be
emailedto all Tenantsdirectly, or savedto the Draftsfolder to sendthe documentdlater, if soselected

Theemailaddressasenteredonthe ¢ S y | njastefde - will automaticallybe insertedby Novtelin the W ¢ flfin Microsoft Outlook

I General I T Delivery dddresses T User Defined Fields T ‘wiaiting List Details T Banking Details T Occupant T ehicle Registration

Fosta fdress Eﬂj::f Telephone No [029 232 262 252 USETenantaSOCCUpant
— o If the Tenantis rentingand livingin / doingbusinessrom the rental
S Emai Address [shavna@gmail con property, the Tenant will be specified as the Occupantof the
Paymert Fleference [MOUNDOZS property aswell, by thkIngthls checkbox
. Tenanmwcm:nerate Payment Reference Email/Print Setup [Print and Email Documents = | TheWh é C) dzu]]hm éuﬂ]érﬁb date of birth andIDRUMBEtEE
R ID Number [5501751 772523 be capturedin the correspondindields.

First Mame: IShawn
Mon South African Citizen

Last Mame: IAndrews

Date of Bith: [1958/01.15 =l
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General Idzer Defined Fields T W aiting Ligt Details T Barking Detailz T_
TheDeliveryAddressTab
Inthistab, the ¢ S y | Bhysi@addresswill be captured
Delivery Address  [Mountain Rd 25
Bellville
Y
. . General Delivery Addrezses ger Defined Fields| ‘W aiting List Details B anking Detailz

TheUserDefinedFieldsTab I oelver Seetetl i, | Wl iedh | B [
ThecustomUserDefinedFieldsenteredfor all Tenantsin
the systemwill be displayedn this tab. Contract Term |24 Months

. . . Additional Cell Murmnb 081 123456
ForeachTenantrespectivelythe custominformation can ional CellNuméer |

be entered

Alternative Cantact | Trish
-
a




went

gty

TheWaiting ListDetailsTab

T e— ) ,
IO - s If there is no rental property available that meetsthis ¢ Sy | y U Q
R T 7T YT T e e (e oy e AP (e T requirements, the details of the desired property type and
@ iR et iz nty ' description areg rent within a specificrange,and the layout canbe
EE—— | eneredee
Genera .| 1 I t‘
TheBankingDetailsTab
' ' The banking details of the Tenant,who will be responsiblefor the
S — paymentof the daily/monthly rent, will be captured here. The fields
markedwith an asterisk(*) are mandatory
e Pleasenote that if the optionto W! &Il&ctronicPayment/ SaveBank
5 S (i lishdt gel@cted the bankingdetailswill not be savedhere, and
Gored | Doty hadomes | Do et | wiig b P R — the detailswill haveto be re-entered after savingthe ¢ S y | IMast€) &
File
Transaction Code  [000T01 ¥ AccountMumber [123456788 %
Branch Number [523654 ¥ Accaut Name [SHAWN ANDREWS ——— * If the Tenantchoosedo payviaa banktransferor a cashpayment,the
HetodefPamert [2-Gark Tunser =] e Retence. WONTRLYRENT W5 S@rdedAction5 | @@ W5 SOrdefiSet! Y 2 djeldswill not
socount Type [1= Cunent v Debit Oider Action Day [3T Use0tosetno dsbitonder
Use Electionic Payment / Save Bank Detalls [ Debit Order SetAmourt [12000 apply —
SagePoy ustamerCode [ However,if the Tenanthas selectedhis method of paymentasWR S 0 A
Sage Pay o ocourtNams | 2 NR SevIarzantwill be requiredto signa debit order for the rental
Mandsery b ndictedby amountto be deductedfrom hisbankaccount Enterthe dayon which

the money will be deductedfrom his account, here; and specifythe
debit order amountto be deducted,in the nextline.



Tenmants and Ooccupantsi:

General T Delivery Addreszes T Uszer Defined Fields T W aiting List Details T Banking Details T The OCCU pantTab
Default | Lastname | Initials | Firsthame | 1d Mumber | add
Andrewz S & Shawn 5801151112223 v - 7 .
O Anchews A Tish BA02151234567 i More than1 Wh O O ddaitbg'capfuredon singlea TenantMaster
_ File,and designatedparkingspotscanbe allocatedto eachperson
whereapplicable

Contract b . - . .
# Contract Manager Whena contractis created,an Occupanis linkedto it in addition
Caontract Murmber 1 Type Tax Rate % |_ tothe¢ é y | r}ﬁnﬁ@ a

Tenant @] ANDOOT Anchews, Shawn Moving the cursor acrossthe Wh O O dzifigdyafl ® 2O O dzLJl y {0 & ¢
|;|.:.:._¢,ar.,,_g/ linkedto the selectedTenantMasterFile,will be displayed

S |OCCUPANTS:
DateStat |1 June 2019 | Pa =

Trigh, Andrews

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

Fired tonthly
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® Edit Occupant

Last Mame I!f-‘mdlews

First Mame [Trish

10 Mumbeer |88021 51234867

Mon South African Citizen

Pazzpart I

Tide [Mhs =]
misk [T
Date of Birth lm
Gender l@

Maiden Mame IStevens

Edit Occupant
I

Last Mame IAndrews

First MName ITnsh

General Y Phulo)’ Spouse TEmponmantT DapendantsT HeferencesTAccassTagsT Parking
e

b arital Status IManied in community of property ;I Date Maried |201 E-07-11

Ethnicity [white

IC:\U sershlouize’Picturesi0 coupantshMr & Mrs Andrews\Trish.jpg

Large View

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

Thereare 8 tabs presentfor a host of information to be capturedper Occupantin the
Wi RERIith O O dzLdingolw, amely:

K E;nelal r Phata T Spouse T EmploymentT DependantsT References T Access TagsT Parking 1. G e n e ra" nform atl O n

2. Photo

Pleasenote that adefault W L Y | patB raust be

pre-setup in the W/ 2 YLBeyig¢ LYl 3SaQ

screenfrom where Occupantphotos are to be
retrieved The specifich O O dzLJpigfuile@an
then be selectedto be displayedhere.

3. Spouse

Details of the h O O dzLJISgouis@ are
enteredin this tab.
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General T Phato T Spouge TEmpIuymenIl DependantsT HeferencasTAccess TagsT Parking 4 E m ploym e nt

The details of the h O O dzLXtusfeiat @rd previous

Current Emplaver l— . .
employersare enteredin this tab

Telephone no
Employment Type - Salam 0o

Previous Employer
Telephnnennl | General T Phata T Spouse TEmp\UymEnlﬁE pend __K HeleleﬂcesTAccessTagsT Parking

5. Dependants

IAndrEWs, Daniel LI

= Add

Does | The details of multiple dependants can be
capturedhereif required

Andrews, Kate .

First Name: |Daniel

Relationship |Son

Age |4
Id Number

=

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

[1-Mr wes -] 6. References
2 - Mrz Founie
S Fretone Thename,addressand contactnumber of 3 referencescan
Addrezs |14 Duncan Street
Somg " be capturedhere.

Telephone no IDB? 123456789

Kl
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Tenants anmd Occupants|«

General T Phata T Spouse TEmpInymentT DependantsT References

HLLESS
Tan=

Parking

Tag Haolder Desc I.-’-‘«ndrews, Trizh

Tag Mumber |123455?‘89

Remowe |

# Edit Occupant

Last Mama IAndrews

First Mame ITrish

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

] 0F 051
] oF 052
] 0F 053
] 0P 054

ANDODT

] 0P 058

Trish Andrews

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 | Decupant 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

Accept Cancel

7. Accesslags

When entry to a property or facility is to be obtained by
meansof W! O @3 HtheGpecific Tag Number for this
Occupanis enteredand savedin this tab.

8. Parking

When set up, open and undercoverparking spaces
canbe assignedo the specificOccupant



Tenmants and Ooccupantsi:
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General T Delivery Addresses T User Defined Fields T ‘Waiting List D etails T Banking Detailz T Occupant Mhicle Hegistlatio*

Registration Murmber | Manufacturer | Model Mame | Model Year | Caolor
CBS 123456 Wolkswagen Golf 2m7 Silver
CBS 54321 Ford Focus 2mz “wehite

® vehicle Registration X

— remare Whenvehiclesare capturedto a¢ S y | Mast€ Bile,
—— a report can be printed to list the vehicleslinked to

IEBs 123456
Manufacturer the Te nant
‘\u"olkswagen ﬂ
todel N ame:

[Gial a

Model v'ear:

2017 j

TheVehicleRegistrationTab

Color:

G a Tenant / Occupants
Novtel Property Management

Accept | Canicel

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

Occupant Occupant R :
Tenant/Occnpant Descripticn TD/Passport Tenant Vehicle List

MOUN002S R .
. . < — CBE 123436] Vollkenwagen Golf 2017 (Silver)
ﬁld\{?;m.n AND0] - Andrews, Shanm || Shavm - Andrews 3B01151112223 o CES 654321] Ford Focus 2012 (White)

Orooupant Trizh - Andrews 6802131234567 -
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In NovtelPropertyManagementone of 2 classificationganbe selected ® Suppliers P
. . . Account Code I Type ;I
1. A LanQIord (or Property Owner) lists f[helr property with your ager\cyto — oo/ Fropieia |
advertise,rent out and manageon their behalf Asyour companywill pay i Service Frovider
. . Paztel Fareign C - -
the rental income received from the Tenant (the Customer),over to the el Forin Curtercy [00- Homs Curency M
Landlord (minus the agency commission and other relevant costs), a Gonoral | DeveyAddess | UserDefivedfiels | Bank Detis
Land|0I’dISC|aSSIerChsaSupp|IeJ’ Postal Address Telephone Ha I
. . . . . Fax M
2. Service Providers deliver servicesto the Properties/ Tenantsthat your - :: ’ :
. abile Phone
agencymanages As your companywill usually source and pay for these el diess |
goodsor service(regardlessvhether the Tenantor Landlordis liable for the Ul (B (@ s Setsa | E
paymentthereof), the following ServiceProviderswill typically be listed as Ta Number | Supplier Category | 4]
Supplierson your system
. . i . . Save Cancel
1 Maintenancecompanies(supplyingtaps, geysers paint, carpets,tiles, | |

windows,etc.)
Electricians
Plumbers

Gardeningservicesand

= =2 =2 =

Municipalities(i.e. municipalservices)



Suppliers

Reportswhich can be produced- pertainingto Suppliersin
the systemc are:

1. ListAll Suppliers
All Suppliersg whether a Landlordor ServiceProvider- are
listed on this report.

2. ListSupplierCategoriesand Services

Specificpre-created Categoriesand Servicescan be linked
to a Servicee N2 @ AmiasieNild. By printing this report, a
complete listing is obtained of those services and
categoriedinkedto eachSupplieMasterFile

3. ServiceQuality

When a Supplierinvoiceis receivedand a Work Order is
completed,a servicequality rating is linked to the specific
Work Order

A report can be producedto list the ratingslinked to the

Supplierfor the selectedperiod. ‘

Other SupplierReports

4. SupplierPayments
5. SupplierMonthly Report
6. PaymentSummaryto:
V  ThelLandlord
V  Municipality
V  Maintenance(ServiceProviders)
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
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Contracts:
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Rental contractsare created to link a specificTenantto a
specificProperty,andto determinethe following:

V  The amount payable by the Tenantfor rent and
additionalcosts

V  Theamount payableto the Landlord¢ in the case
of the property beinga subrenteditem.

V The amount retained by your company for
managinga subrented property on behalf of the
Landlord

Only 1 contract per Propertyis allowed Shouldthe Tenant
rent more than 1 property, a contractfor eachproperty will
apply

While in the process of creating a new contract, the

Y/ 2y b NAY O Behlwill be indicatedas Wb S an® 3
contractnumberisonly allocateduponsavingit.

*

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

enart ANDOD | |
Tenant HDO01 . a

DateEnd |31 fugust 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
|BLUEEIEID?' - Blue Anchor Apartment 7 j Cantract Comments...

1. TheTaxRateto be appliedisindicatedhere.

V  Pleasenote that Novteltakesinto accountwhetheror notthe W! £ ¢ [2E5Q
option is selectedon the PropertyMaster File,aswell ason the charges
addedto the contract,andwill only applythe tax where applicable

2. If Agent Codesare set up in the financial system,and activatedin Novtel, a
specific¥! 3 Sayilie finkedto this contract

3. The Paymentdate is significant,especiallywhen your companyis registered
with TPN Thisdate will be checkedagainstthe dates upon which payments
were received from the Tenant, and a complete payment history can be
obtained¢ whethergoodor bad




Fixed Monthiy,/Contractsi.

Contract Murnber |New

Occupant

Type ‘ Fixed Maonthly

Date Start | 1 September 2022 -, Payment Day |1 =z
o™ | | August2023
Properties T Sub-Rentals Fixed Charges i eposit Invoices

3]

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

DateEnd |31 August 2023 « I m—' Monthsl

a3

BLUEDDO? - Blue &nchor Apartment 7

| Make Rezervations

Contract Comments...

=l

Fiental Mum | Diate Start

| Date End | Statuz

2 3 4 5
E 7 8 9 10 1 124
13 14 15 18 17 18 19
20 2 2 23 024 25 %
2028 0\ ;o3 1 2
T 4 5 B 7 8B 19

5 Today: 2022/09/05 il

i

Contract Murnber ‘N 2l

Type | Fixed Manthly

Date Stait | 1 September 2022 ~

Papment Day |1 -

K|

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

Date End |31 August 2023 ~ W:I Manths

Properties T Sub-Rentals T Fixed Charges T SH Fized Rates T

Deposzit

T Deposit Interest T Additional Invoices

T

# Rent Escalations

BLUEDOD? - Blue &nchor E scalation Settings

Escalation Percentage: 10 j

|| Escalation Marth

Rental Nurn

[d

<

Iritial Amaunt;

August | [¥ “early Escalation

Existing Rental Bage Amount

1250000

[ Apply Escalation To &l Cortracted Properties

>

! Accept ! I
Cancel

Irw Total

™~

>

Caloulate Commission

a j Apply Commistion

Charge Ezcalations

Rent Escalations |

Save | Cancel |

Whenthe W C A EB)R{ KohtBadtype is selected,the contract
term canbe setby enteringa definite W { (i andNZIOGDRE

Novtelwill calculatethe numberof monthsaccordingto the dates
selectedandit will be displayedn this field.

AnnualEscalations

A set escalationpercentagecan be set up to increasea ¢ Sy I y (i Qa
rent during the same month each year, and the initial rental
amountis enteredbeforeclicking®?! OO0 S LJi Q



Fixed Monthiy,/Contractsi.
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# Contract Manager X

Conract Number [New Type [FisdMonthly |  TawRate | 1500 (whers spplicable) [~ HoldOverCosts  Cancel Contract To create the individualreservationsfor eachmonth as set
2 for the rental period, clickthe Wa I \y $& S NJdutibi. 2 y & Q

Date End |31 August 2023 - 12~ Months
Payment Day |1 - o ’_:I

Date Start | 1 September 2022

Properties T Sub-Rentals T Fized Charges T 5H Fixed Rates T Deposit T Deposit Interest T Additional Invoices . . . .
" i i ; Immediately, 12 reservationsare created for this single
BLUEDOO? - Blue Anchar Apartment 7 j Contract Comments... Contract1 but no rental number haS been |inked '[0 |t yet_
Make Reservations . . .
| | | | : tf | Thiswill only be createdoncethe contractis saved
Rental Mum D ate Start Date End Status Irve Tatal
® Contract Manager b4

Contract Number |New Type |Fixed Manthly J TaxRate % 15.00 [where applicable) [~ Hold Over Costs Cancel Contract
Tenant ANDOD An L S

Occupant

< >

Calculate Comnmission

Date End |31 August 2023 ~ 12 < Months
Payment Day |1 - i '_:|

Dﬁ Apply Commission Charge E scalations ?hentEscalationsé Date Start | 1 September 2022«
Propeities T Sub-Rentals T Fixed Charges T 5H Fixed Rates T Deposit T Deposit Interest T Additional Invoices

BLLIEOOO? - Blue £ Contract Comments:

r Apartment 7

Save | Cancel

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

0 ﬁ M Charge Escalations

Rent Escalations

Save | Cancel |
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CalculateCommissior(ForSubrented PropertiesOnly)

Asthe contractdeterminesthe amount payableby the Tenant the amount payableTo the
Landlord,andthe amountto be retainedby your companythe percentagein commissiorto
be appliedto this contract,isenteredhere,andthe W! LILE € Y A dbattbrasyli@ked

o |

# Contract Manager bt

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

Tenant Andrews, Shawn ﬂ

Contract Number |New

Type |Fixed M onthly J

DateEnd 31 pugust 2023 | [ 12 Months

Date Start | 1 September 2022 - Payment Day |1 -
Properties T Fixed Charges T SH Fixed Rates T Deposit T Deposit Interest T Additional lrvaices When VIew'ngthe l_IJ { mzs y' utabINé\@I has automatlca”y
[ELUE0007 - Blue &nchor Apattment 7 =l calculatedthe amountdueto the Landlord
SH Mum | Supplier | Date Start | Date End It Tatal | 11 { 2 y‘ - 1
0 LAMOODT - Landon, Peter 2022/09/M 2022409430 1125000 V AISO nOte that SpeCIfIC LIJ -mzs murﬁbﬂs WI” be
0 LAMO0T - Landon, Peter 20224040 202240431 11250.00 - -
D LANDOT - Landon, Peter 2022411401 2022411430 1125000 allocated to each reservation when the contract Is
0 LANODT - Landon, Peter 20222/ 202212430 1125000
0 LAMODT - Landon, Peter 20234010 2023043 11250.00 Saved
0 LANODT - Landon, Peter 2023402/ 2023/02/28 1125000
0 LANODT - Landon, Peter 2023403/ 2023/03:7 1125000
0 LAMOODT - Landan, Peter 2023/04/M 2023/04/30 1125000
0 LAMO0T - Landon, Peter 2023405401 2023405431 11250.00
0 LANODT - Landon, Peter 20234060 2023706430 1125000
0 LANODT - Landon, Peter 2023407/ 2023/07/31 1125000
0 LAMO0T - Landon, Peter 2023408401 2023408431 12375.00
< >
SH Escalations

Save ‘

Cancel




Fixed Monthty/Contracts:

# Contract Manager X H H
Accessingthe saved contract, a definite contract
Contract Murnber |53 Type |Fixed Farthly J Tax Rate % 16.00 [where applicable] [~ Hold Over Costs Cancel Contract . -
Cowdlcones | number is now created, as well as sequentialrental
Tenart ANDOOT A Nh . z .
Q K1 ~
sl oo o | - numbers linked to each Y2y U Kedevation
Occupint -
DateErd |71 August 2023 ~ 12 Months individuall
Dyfte Start | 1 September 2022 - Payment Day |1 hd ’_:I y
Properties T Sub-Rentals T Fixed Charges T SH Fixed Rates T Deposit T Deposit Interest T Additional lrvoices SubRe ntalnumbersare also Created
|BLUEDDD? - Blue Anchor Apartment 7 j Contract Comments...
\ Rental Num | D ate Start | Date End | ® Contract Manager X
T4E 2022/09/M 2022/08430
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
49 202212/M 20221243
780 20234010 202303
a1 2023/02/M 2023002428 ﬂ
a2 2023/03/M 202340343
7h3 2023/04/0 2023/04,/30
hit) 2023/08/M 2023405/ ,—Ll -
755 S02/E/01 02306430 Payment Dap I—_|1 = DateEnd |31 August 2023 m:l Moriths
756 2023/07/0 202340743
a7 2023/08/M 2023/08/3 = = = = — =
— T Fixed Charges T SH Fixed Rates T Deposit T Deposzit Interest T Additiohal Invaices
Calculate Commizsion
10 ﬁ Apply Commizsion
|BLUEODO7 - Blue ?hor tpartment 7 ~|
SR Mum /l Supplier Date Start Date End It Total |
Checklist | Contract Schedul | th Contract T 276 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 2023/03/M 2023/03/3 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 ‘
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Thereservationsare displayednextto the Propertyon the Grid,andin the colourofthe Wt NP @ Atus 2 y |

. 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

® PANEY

RE AT - - WA D
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Monthi -To Month Contracts:

1. When creatinga Wa 2 yTaak2 Y (cén@act, the start
dateis selectedfirst.

2. TheW/ 2y @ &1idBdiectedasWa 2 yTatak2 y {1 K Q
3. Thiswill causethe Y9 6 IR iopti@n to be changedto

W/ 2y i RIYQHE & wbich@ust NOT be selected
unlessthe contractisto be terminated

4. Thenumberof monthswill be indicatedasW(and cannot
be changedmanuallyhere.

Inthe $w Va0 I £ indavetlyedental amountis set,and
if an annualescalationis relevant,the percentageand month
Is setfor the rent to automaticallyincreasewhenthe monthis
reached

Contract Mumber | Mew

Tenant WAL 001

Tupe |M0nth-T0-M onth _'9 Tax Rate % 15.00 [where applicable] [ Hold Over Costs Cancel Contract

‘wialters, Johan S

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 =

Type |MonthrTo'Month j

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

Date Start | 1 September 2022

Contract Completed N 1 Months

Payment Dy -

Properties

Sub-Rentals T

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

ELUEOD4Z - Blus Ani

# Rent Escalations

Escalation Settings

Escalation Percentage: il ﬁ

Escalation Month

X
! Accept !'

January +| I “early Escalation Cancel

Rental Murn Irwe Total
Existing Rental Baze Amount Next Recurring Billing Base Amount
Iriitizl Amount: 13000.00 Base Amount: 13000.00
wh Latest Reservation Rent Amount
[ Apply Escalation To All Contracted Properties \
( \ 3

Calculate Cammigzian

i) j Apply Commissian

Charge Escalations Rent Escalations

Save ‘ Cancel |




Month -To Month Contracts:

# Contract Manager

Contract Mumnber |New

Tepe |Month-To-Month j

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

x

4

Whenthe Wa | W $a S NWhuiioh i8 oficked,
only 1 reservationwill be createdfor the month
linkedto the W{ GBI NIIS Q

Contract Completed [ 1 Manths
Date Start | 1 September 2022 > Payment Day <
Properties T Sub-Rentals T Fized Charges T SH Fixed Rates T Deposit T Depogit Interest T Additional [nvoices
BLUEOO4Z - Blue Anchor Apartment nr 42 ﬂ Contract Comments. ..
® Contract Manager
| ‘ Make R esewatlow Contract Mumber |N =Y
Rental Murm | Date Start | Date End - | Statuz

Type |Month-To-Month J

Tax Fate 2 15.00 [where applicable] [~ Hold Over Costs Cancel Contract
&Y,

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
BLUEDD42 - 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

1] ﬁ Apply Commizsion

Charge E scalations

Rent Escalations

Save ‘ Cancel ‘

s




Month -To Month Contracts:

Month-To-a 2 y (cdat@actsdisplayW / & font of the PropertyCodeon the Grid,andonly
1 reservationis createdand displayedon the Gridin the colourofthe Ww S & SstdfidsS R Q

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

10 11 12 |13 |14 |15 |1& @i 18 19 |20 |21 ZZ 23 2 |26 (27 |28 |29 |30 | N |03 |04 |05 |06 |OF (e e
.Scp Stoa) et | Sep | Sep |Sep | Sep | Sop Sl S | Sep | Sep | Sep SEo Sto | Sep | Sep | Sep | Sep |Sop fal fag | Oct |Oct |Oct (Oct [Ocr g ey
bR kR dabriei ke Subrie ke bR b 4 4 20
ol Y | Mon | Tue |Wed | Thu | Fri [l i) Tue Fri ol Bl | Mon | Tue |Wed |Tha | Fri Sl IR | Mon | Tue |Wed | Thu | Fri S ]

745 COMMUNAL PROPERTY (SHARED SERVICES) ..-.-.-.-




FoicX eddbiifAddoiodcilco mallencCio g tcsunf or t he Tenantds Acco

T et

x R
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® Contract Manager X

Contract Mumber |53 Tvpe |Fixed I orthly J Tax Rate % ’W [where applicable] [~ Hold Over Costs Cancel Contract
o All monthly Chargesvhichwill be billed to the Tenant,in additionto the rent as
agreedupon, canbe insertedunderthe W C A/E(SIRNELS BeRendingon the

Ocoupant

{Day = Date End ’m m:l Months . .
e ”TED‘E””"E’Q“” = S “1 _ jT — T — agreement,these chargesmay include a fixed monthly amount, chargedfor
water and/or electricityusage
Line Type |Cha|ge Description | by ‘ Excl| Tax| Incl| . .

: 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 Wh LIS i NJ dhafge @ be

o o s addedat a costof R50.00 per monthforthe W ¢ Sy | @ 0 Rdzy ( Q
s sl g ] o Byclicking¥! RnRh@ W C A/EKSIRNHEbSall fe-createdchargesare displayed

Checklist Contract Schedule Change Caontract Tupe Save Cancel |
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# Select Charge = .
. Theapplicablechargecannow be searchedor andselected
Earc
SearchBy | Code = 1. The selecteditem is now displayedin the WC A ESIRNEIS anQ at a
Search For |FAROCT guantity of 1. If more parkingspacesare required, the quantity is increased
by enteringthe requirednumberinthe Wv d¢field
Code | [rescription | E:-:C|| Ta:<| Incl »
ADMOOT  Admin F 172.91 25.09 200,00 ; ; ; ; ; ;
TN ol Db oo oo oo 2. AParkingspacecandirectly be assignedo this Occupantfrom this window.
CALOM  Callout Fes 291.30 55,70 450,00
CLEODT  Cleaning Charges 17391 26.09 200,00 1 1 1
T | oening Chatss o D 3. Toupdate the selectedchargeto ALLreservationslinked to this contract,
COKOM  Coke 340ml 522 07s £.00 . | M s L A ) A X
CofTODT Cold Wiater Tap TR Ee T 72000 clickthe W | LIREXistisRental/l K | NiitHa. Q
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 o
HWTO Hot YWater Tap 117.39 17.61 135.00
INTOOT  Interest Charged 0.00 0.00 0.00
KEYO0!  Key Deposit [Fefundable) 500,00 0.00 500,00 DateEnd [31 Aust 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 Tawss ggg ggg Egg Froperties T Sub-Rentals TI Fized Charges I]/ SH Fired 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 _
MUMO0!  Fiefuse and Sewerage ZH0.67 300,00 Ui e Orpp |0 |y i s Inc|
43.48 .52
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

Contract Number (53

Tenant ANDOD

Occupant

Type |Fived Maonthly

Diate Start I‘I September 2022 'l

Payment Day I 1 - l

X
;I Tax Rate % I 15.00 [where applicable] [~ Hold Over Costs Cancel Contract |
Ky,
Date End |31 August 2023 'l I 12ﬁ tonths

Properties T Sub-Rentals T Fixed Charges T 5H Fixed R ates T Deposit T Depasit Interest T Additional Invaices
BLUEDOO? - Blue Anchar Apartment 7 LI Contract Comments..
Add Property Remove Property |

74?
743
743
750
751
752
753
754
755
756
757

Diate Start

2023!02 s
2023/03/01
2023/04/01
2023/06/01
2023/06/01
20230701
2023/08/01

Date End Status
2 1 2550 00
202211430 12550.00
20221243 12550.00
20230143 12550.00
2023402428 12550.00
202340331 12550.00
2023404430 12550.00
2023/05/31 12550.00
12550.00
12550.00
Reserved 13800.00

‘ID_I

"Ca\culate Comrmission

Apply Eommlssmn

Fient Escalations

\VIEW Fieservation | Charge Escalations

Checklist

| EontractScheduIel Change Contract Type |

Save | Cancel |

he Tenant 0s

1. Immediately, the selected cost is added to every
reservationlinkedto this contract

2. Toviewthe effect on the first reservationfor the month of
September2022 click on the reservationand selectthe
W+ AnSSa S NIBUittdnA 2 y Q

Proceedingo the Wv dzi O $tab Ghe chargeis displayed and
addedto the rental amount

® Reservation Details X
General T Financial T Deposit T Additional Costs T
Dezcription | Gty | Tax| Excl| Incl
Blue Anchar Apartrent 7 1 163043 10869.57 12500.00
PARODN - Parking - Open 1 E52 43.48 50.00
TOTAL DUE 163696 10913.04  12550.00
View Audit Log | Accept Cancel

Acco
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# Contract Manager x
- .'. AL . . .
Contrect umter [E3 Type [Fredvioy 2] TexPete [ 7500 (wher appicable) [ HoldOverCosts  CarecelControt Inthe W { Hixedw |- U t&bacargedor whichthe Tenantis billed andto
Tenart  [DIE o beaddedto the[ | Yy R faghduirgapableareadded
Occupant
Datobrd |31 puaet 2023 <] [ 12:2] Months V  Pleasenote that chargesclassifiedasa W ¢ KPafy@R K | Nl S Q
Date Start | 1 September 2022 ¥ Payment Day |1 i
Properties T Sub-Fentals T Fized Chaiges TI 5H Fixed Rates I[ Deposit T Deposit Interest T Additional lrvoices not be dlsplayed]ere.
AT T E R T Theapplicablechargecannow be searchedor andselected
® Select Charge *
Search
Search By |E0de ﬂ
Search For |
0.00 0.00 0.00
Update Existing Sub-Rental Charges Add Fiemark. ‘ VACI Code | Diesciiption | Excl | Tax | Incl »
COFOO01  Coffee for Office Use 4348 E.52 50.00
COKOO1  Coke 340ml 522 078 £.00
Cw/TO0T  Cold water Tap 104.35 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
Checklist Cortract Schedules Change Contract Type Save Cancel ELEOOT  Electricity E95.E5 104.35 200.00
FTDO0  Front Doar E78.26 101.74 780.00
GEYOO1  Geyser 260870 351.30 3000.00
HINOM  Hinges 86.96 13.04 100.00
HWTOM  Hat\Water Tap 117.33 17.61 135.00
IMTOM  Interest Charged 0.00 n.o0 000
KEYO01  Key Deposit [Refundable] 500.00 0.00 500.00
Lav001  Laps Plainly Salted 30g 248 052 4.00
MaI001  Maintenance [rvoiced Amount 0.oo 0.00 0aoo
MILOOT  Milk for Office Use 15.00
MUNDOT [ Refuse and Sewerage
PAROOT  Parking - Open E.R2 B0.00
PARODZ  Parking - Undercowver E9.57 10.43 80,00
REMO01  Remote Control 304.35 45.65 350.00
RITOON Rt 17391 26.03 200.00
RMADDT  Roof Nails - 50 521.74 78.26 £00.00
RTIOOT  RTIOO 17.39 281 2000
SEADDT  Sealant 2L 17391 26.03 200.00
SUGDN  Sugar for Office Use 26.09 391 30,00
TEADD  Tea for Office Use 2174 326 2500
WATOO water 0.00 0.00 0.00
WINODT  window 1000 % 700mm G05.70 .30 700.00 ¥
N | o
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# Contract Manager x

® Contract Manager X

~
Conlract Number [53 Tope |Fived bonthly TanFate% [ 1500 (where spplicable] | Hold Over Cosls  Cancel Contiact H |
WayS rel I Iel I I er to C IC t e | Contract Number [53 Type [Fised Horthiy TaRats% [ 1600 (whers spplicabls] [~ Hold Dver Costs  Caneel Conlract
AHD OO An wn

ANDOD
‘ . ExistingSub Rental/ K I NBu§ch ® add g
plerber 2022 ~ | D d = g O t -
e Famaroal - DateEnd |31 August 2023 [[12= Months . , . " o DateEnd |31 pugust 2023 v|| [ 72 Monhs
e ate Start | 1 September 2022 ¥ =t g
Fropeiies | Subflenials |  FinedChaiges | SH Fined Rates | Depost | DepositInterest | Addifonal lnvices the Chargeto a" SubW S y mketv@lons e

Fropeties | | Sub-Rentals |T FiedCharges | SHFiedRates | Depost |  Depostinterest | Acsiionsl Invoices

Line Type |Charge | Descition Oty Excl Tan Incl| BLUENDD? - Blue Anchor Apartment 7 |
ltem [MONDDT | Refuse and Sewerage .13

Date Start

Date End

2022/03/01 2022/09/30 1155000

~ Ve 2022410401 202210031 1155000

) ~ H 2022411401 202211730 11550.00

I n t e LP u t t arg e | S a e 2022412401 2022112/31 1155000
2023/01/01 2023/01/31 11550.00

2023/02/01 2023/02/28 1155000

2023/03/31 11550.00

to the amount payableto the Landlord To
2023/05/31 11550.00

2023/06/30 11550.00

2023/07/31 11550.00

2023/08/31 12675.00

view the effect on the first W{ @8y (| | )
reservation,click on it, and selectthe W + A § N vevsite | et |
Checklist Ennuactﬁchedu\e‘ Change Contract Type Save Cancel SUthrébUtton'

Checklist Contract Schedule | Change Contiact Type Save Caneel

# Sub-Rental Property X

Proceedingo the Wv dzi O $tabhe following is observedfor the month of September
2022 sub-rental number276, andrental number746:

Supplier  [LENOT a]  [Landon, Peter

1. Theamountsfor the rent and the addedchargeare displayedhere, and the total e[ et ] s |
payableto the Landlordis R11550.00 inclusiveof VAT B

2. Theamount¢ exclusiveof VATC whichis payableby the Tenant,is displayechere, g
Theamount¢ exclusiveof VAT payableto the Landlord,isindicatedhere

4. Andthe amountin Commissiorto be retained by our companyfor managingthe
property, isdisplayedhere.

Tenant Invaice Exel Total ) 1117331

Supplier Invaice Excl Total e 10043.48 Commission Inc| o 1250.00 Acoept Cancel
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AccessingCustomer-andiSupplieriDocuments: i«

TenantInvoicesand Statements as well asthe { dzLJLJMbrhNJReportcan
be accessediuringanystageof the Contract

However Official Invoice Numbers are ONLYinvoiced when the monthly
recurringbilling procedureis performed

The¢ S y I lyfvbi€@i obtained by right-clickingon te required reservationon
the Grid,andselecting®’5 2 O dz{ISYy @& A OS Q

# Novtel Property Management Ultimate Standard 7.7.0.1 - Novtel Default - [Item Grid]
# File Edit Modify Setup Process Reports Email/Export Impert  Help
L,

S -0 BAWXK

12 [13 [14 |15 |18
Fri Mon | Tue |Wed | Thu | Fri

23

Sep

o8

19 |20 |21 |22
Sep [sen [sen | sen S |se |se |se

View Details <F3=
Edit Contract

Restaurant and Diet
Documents >
>

Quote <Ctrl+Q>
e B e e e e B e e e e s s e

i
EEEEEEEEEEEEEEEEEEE [Coveis <GP ]
e wPcesanmes

Terms and Conditions

e e ) 5 5 ) 5 5 5 5 S S S S s By | Final Notice for Payment

" e e e s s e e S e e s e e e e e e S e s e e o — — — (=i =8 T Tor=ien)
M5 Werd Documents

Supplier Monthly Report

Customer Statement

Deposit Statement

. " ' Rertal  Sub-Rertal <F7>

TAX INVOICE

From: Expert Property Management
Address:  Office Park
Unit 30
Diaz Boulevard
Mossel Bay
6500
Expert Property Management
Email:  sales@novtel.com
VAT Nr: 123456789
Ta: Andrews, Shawn
Address: PO Box 55 Invoice Date:  2022/09/05
Newlands .
6565 Inveice Number:
Reservation Nr: 746
Tax Ref:
Description Excl VAT VAT Total Incl VAT
Blue Anchor Apartment 7 1086857 1630.43 [12500.00
Parking - Open Hi48 6.52 £0.00
Refuse and Sewerage pPE0.aT 3913 [00.00
Please use the following Banking Details: Total EX Vat R 11173.91
Account Mame: Expert Property Management
Account Mumber: 123456789 VAT R 1676.09
Bank: Nedbank Total Incl VAT R 12850.00
Branch: Mossel Bay
Branch Code: 1234

Payment Reference:  Blue Anchor Apartment 7
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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 take occupationof the property.

At the end of the contractterm, the depositwill either be
applied to the contract, or refunded to the Tenant and
may a part thereof be forfeited in the caseof damageso
the property, dependingon the termsof the agreement

A bankguaranteecanalsobe offered by the Tenant,andis
a promise from the ¢ Sy I ¥anké other lending
institution, confirming that the institution will cover the
lossshouldthe Tenantdefaulton a payment

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

Toraisea depositor processa bankguaranteein Novtel,an openshiftis
required

Theamountto be raisedis enteredin the W5 S LJ2 a2\ dijeldl, Qfter
whichthe checkmarknextto the W5 S Lu2l-a fieRi i Clicked

# Contract Manager

Contract Mumber |53

Tenant ANDOOT

Ani
Paprient Day ’ﬁ

Type | Fixed Manthly

Shawn

=

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

Date End |31 August 2023 - m:l Months

X

Date Start | 1 September 2022 ~
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
User: Tiaan

v | 1.] Deposit R aized ]
Deposit Amount 12500

[ 2. Depasit Paid

]

[ 3 Depasit Applied

OR

[ 3.] Depozit Refunded

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
Cantract Mumber |53 Type |Fi:-ced tanthly J Tan Rate % 16.00 [where applicable] ™ Hold Owver Costs Cancel Cantract Upon ra|S|ngthe depOS|t the l.IJ 5 é L.Jmﬁlﬁ d_(lsmayed
Tenant ANDOM Andrews, Shawn
: 4 W
oo ) (S asfollows
Date Start | 1 September 2022 v PaymentDay 1 ] DateErd 31 sugust 2073 <|f [ 12 Morits 1. TheW : | D/dlZ| NJ- gptios s fatally removed
Properties T Sub-Rentals T Fized Charges T 5H Fixed Rates T I Deposit I T Deposit Interest T Additional Invoices from thIS WI ndOW
conast Depost USS}:;tS:hm SFTO0001 2. TheW¥5hs S LJ&2 1&a A ﬁlédﬁtﬂlns blue, and the
WP : User: T date upon whichthe depositwasraisedis linked
Depasit Amolnt : 9 12800.00 . p p
Deposit Due : e HEE/N3/05 ~ 0 tO It
2] Depost Paid | 3. Thedepositamountis capturedhere and canbe
edited in the future to increasethe deposit
— amountwhenan escalationoccurred
[ 3] Deposit Applied ]
(oo — | 4. The date by which the deposit amount is
. (=] EInae )
payable s selectedhere.

Checklist Contract Schedule Change Contract Type Save Cancel
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Pleasenote that the Ww I Dép8sisTransactior] A & iiepoyt Batdbe printed for all contractualdepositswhich wasraised,but not yet fully
paid,andwhichwill displaythe followinginformation:

V  TheContractNumber

TheTenantDescriptionand Propertylinkedto them by meansof this contract
Thedate uponwhichthe Tenantis scheduledo take occupationof the property
Thedate the depositwasraised

Thedate uponwhichthe depositisdue

Thedepositamountraisedon the contract

Whetheror not anypaymentswere received

< < < K< <K< < <

Andthe amountstill due by the Tenant

Raised
List all the depesits which have been raised, but not vet fully paid.

EXPERT PRCPERTY MANAGEMENT

Contractual Deposits

Jul] Tenant Descripticn Froperty Adoved-Tn Date Eaized Date D Diate Faaized Amount Paid Amount Die Amount
Bl EEED! - Eazm, Ban ELUENNT - Bluz Anchor Aparmes: 7 2021403101 20210318 2021103110 8500.00 000 2500.00
27 ANIIE001 - Mnsic Warshausz NITH003 - Unit 5, Smnast Pask 2021403101 202110311 2021103111 2300000 000 23000.00
52 GREN] - Graan, Jms ELUEN4S - Eluz Anchor Apartmers 43 2022/08/01 20020620 20020620 14000.00 000 14000.00
53 ANDO01 - Andrawz, Shewm ELUENNT - Bluz Anchor Apartmes: 7 202208401 2022108493 2002708105 12500.00 000 13500.00
Total : 5800000 000 53000.00

Graed Total : 5800000 000 53000.00

2 Novtel
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As soon as proof of paymentis received,the amount will be
receiptedfromthe Wt gy S O S windawa Q

The specific Tenant can now be searchedfor by means of
eitherthe W ¢ S yf [2yRoBYDE SVBISYAIONRA LIG A 2 YV Q

AFROM | Afica Tours 021 123456783 Add Mew

I a

Andrews, Shawn 023 252

Negative Receipts TheTenantis to be selectedto capturea receiptagainsttheir
Shift Cash Up TenantAccount
Shift Summary
History # Tenant Setup bt
RECE]F'S Mumb Deszcripti Teleph F -

urmber EECrpiion elephone g Refrech
Reverse Unallocated Funds j 4'

AMDODZ | Anderson, Peter 023 343 433 483

BELOD |Bel, Beverly N

Cas0m Custarmer Cazh dccount
CASODZ | Cash Sales
COMOM | Concrete Creations

CO0001 | Cooper Richard 077 ?N 147

DaV00T  |Davids, Greag 029 473 B?M

DIS00 Dizcover SA and Bevond 021 333333 333\\

DUNODT | Dunn, Frans Ny

FRADD Franklin, George 044 595 1096 \ LI

Select

K

Search
’7 @ Mumber " Description

Cloze




W Tenant Receipts

Tenant

ANDODT G| [ Andrews, Shawn

Balance In Pastel 0.00 View Statement |

Feceipt Total I E 12500.00

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

Auto-dllocate |

[ Account Payments

Outstanding Total

0.00 ]

Payment Date

Payment Type

Reference :

Description

Contract 53 - Blue Anchor Apartment 7 [2022/09/01 to 20

|2022.-"DS.-"D5 vl
IDilect Transfer VI

AMDOM

Outstanding Amounk Allocated Amount

12500.00

Outstanding T otal
Allocated Total

Unallocated Total

Accept

000
0.00
12500.00

Cancel

TheW ¢ S yim-SYO’S wihdovaistisplayed,andin the

W5 S L2l a8A YO Sigld) the@lepositamountraisedon
contract53, isdisplayedasthe Wh dz{i & G¢l2yGR Af yOF
In the Yw S OGA (LBIH, ®he exact amount ¢ as
receivedfrom the Tenantc isentered




W Tenant Receipts

Tenant

Balance In Pastel

ANDODT G [Ancrews. Shawn

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

Payment Type

Reference

2022/09/05 vl
Direct Transfer 'I

AMDOD

Outstanding Total 000
Allocated Total 12500.00
Unallocated Total 0.00

“z Accept Cancel |

To now directly allocate the receipt total againstthe outstanding
Depositbalance clickonthe W! driif2f 2 dttod. S Q

Thiswill immediately allocate 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 method by whichpaymentwasreceived

Enter the payment reference as stipulated by your company,and
clickW! O GéprdiaeSshe receipt
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The deposit receipt is printed, indicating the following
Expert Property Management . .
A information:
Unit 20 .
Disz Boulevard 1. TheTenantLinkedto the Property
Mossel Bay
eee 2. The ContractNumber, Property, Rental Period and
Teioset eess 2 Depositraisedamount
Tax: 1234587889
ThePaymentTypec asselectedby the systemUser
ANDOO1 - Andrews, Shawn o
Deros RecewTs | 4. The Referenceas manually entered by the system
PROPERTY DESCRIPTION AMOUNT User
BLUEDOOT Contract 52 - Blue Anchor Apartment 7 {2022/0%01 to 2023/08/21) 9 R12500.00
5. Thetotal paymentdue amount
PAYMENT TYPE : Direct Transfer . .
Refarsnce : ANDOOT g 6. Andthe amountreceivedandreceipted.
PAYMENT DUE : 9‘12 500.00
PAYMENT REGEED @ 25000 At the bottom of the Receipt,the following information is
CHANGE: o.00 displayed
USER: — V  TheUserloggedinto Novtelat the time the transaction
PAYMENT DATE : 202209708
DATE: 2022/08/0% wasprocessed
TIME: 14:22:05
SHIFT NUMBER: SFTO0001 V Thepaymentdate_
RECEIPT NUMBER: RECO00DZ
THANK YOU V  Thedate and exacttime upon which the paymentwas
processed

V  TheShiftNumberlinkedto the User
V  Andthe ReceiptNumber



Processing & DepositiReeeipt1

The moment a Depositpaymentis receipted, it becomesa liability to your company TheW5 S LRaasadiion A a TepotHO
depositswhichhaveeither beenpartially or fully paid, but not yet beenappliedor refunded,will be displayedasfollows:

Lemant Fropery
AND] - Andrews, Shamm ANDOO] - Bhoe Anchor Apariment 7 1001

Liability

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

Contractual Deposits

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

Psid Amount Imterest Accrued
12500.00 [
Totsl :

Grand Totsl :
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# Contract Manager X

TaxFate % I 15.00 (where applicable] [~ Hold Over Costs Cancel Contract
ANDOOT Andrews, Shavwn ﬂ

{

DateEnd |3 August 2023 -

Cortract Humber |53 Type [FuedMontly -]

[2 =] Months

Date Start | 1 September 2022 ~ | Payment Day |1 'I

Properties T Sub-Rentals T Fized Charges T SH Fived Rates T T Depasit Interest T Additional Invoices
~ Contract Deposit User Shilt
Shift: SFT00001
1.) Deposit Raised 2022/09/05 User: Tiaan

1250000

Deposit Amavint :

Deposit Due : 2022/09/05 'I

2] Deposit Paid 2022/03/05
Paid Amaunt 12500.00
Interest Accrued : | oon

ﬂ 3) Deposit Applied
OR
ﬂ 3.) Deposit Refunded

]Apphadl]n' [20z2/09/05 +]

| Fiefunded On: [2022/09/05

Amount Forfeit :

0.00
Amount Refunded : oo

Checklist | EuntraclSchsdulel Change Contiact Type

Save Cancel |

® Novtel Property Management Uktimate Standard 7.7.0.1 - Novtel Default - [Item Grid]
# Fie Edit Modify Setup P Reports Email/Export Import  Help
1o

E~-07- 00 BBV AD

B S e B0 en

& sseroooe [ [ 745 COMMUNAL PROPERTY (SH

e . View Details <F5>
Edit Contract
Restaurant and Diet

Documents

eeeee

nvioices

Viewingthe W5 S LJRkGifdv dol@lract53, the W5 S Liz2laMdli@isplaysthe date
uponwhichthe paymentwasreceived,aswell asthe amountpaid by the Tenant

Asthisisanew contract,no intereston the paiddeposithasbeenaccrued

The status of the first reservationdoes not changeto W/ 2 y ¥ Autd&tiealy
when a deposit paymentis received The Userwill right click on the reservation
andchangethe statusto ¥/ 2 y T maivafymiGichwill immediatelyupdatethe
statusand colourof this reservationon the Grid,accordingly

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

o G--0g- 8Om- .ﬁ‘\'?'r‘/-
|55ERDOOD ‘ z.

@[ | ssewoos0 -__

746 Andrews, Shawn



epositi linterest’

2] Depozit Paid

Faid Amount

20716-06-30

12000.00

Interest Accrued |

736,35 WL

Novtel incorporatesthe function to set up Depositinterest Rates,and to perform the
monthlyinterestroll.

Thetotal for interestaccruedwill belistedinthe W5 S LIXaBCAV S S L2l d8dtton

# Contract Manager

Contract Number

Type  |Fixed Maonthiy -

Tax Rate % 15.00 [where applicable)

Diate Start | 1 July 2016

Payment Day |1 -

Date End |30 November 2012+

Cancel Contract

'E :I Morthz

Froperties T Sub-Fentalz T Fixed Charges T 5H Fixed Rates T Deposit 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 -

X

Checklist

Save

Cancel

The monthly interest is captured in the W5 S LJ2 & A
Ly dStBaido

TheWws5 S Ligterest{l O | (0 Scadbyg pradducedfor a
specificmonth.

7
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Onlycontractreservationdinkedto the followingstatusescanbe invoicedfrom the Ww S O dzMNJéwAdivE Q
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 W/ 2 Y'Y dzR LIS ptécdssed which will display the
reservationin white.

# Novtel Property Management Ultimate Standard 7.7.0.1 - Novtel Default - [Item Grid]
W File Edit Modify Setup Process Reports Email/Export Import Help
= ATAA
a0 FEHSB--OF- V0B BOVXa
[3 o5 [o06 [o7 [oe [o9 12 [13 [14 [15 |16 22 2
Sep ] |5 Sep
e pon |

FEEE
TEES

1g8S

I 745 COMMUNAL PROPERTY (SHARED SERVICES) I

View/Record Bulk Charges
T46 Andrews, Shawn
e ——

Status

Record Maintenance (Communal)
" e S P e e e S S S S P e — —
" e s e e e e s e s T S S P P e — —

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 -

(| I
Bank Statements
Deposit Interest Roll p |22 |5 Toperformthe billing processclickon Wt NR2c®ecarang A .t Ay 3 Q
Bulk Charge Update = i

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

) 0 5 S S ] F R

® Recrin g _. : “| Atthe top of the Ww S O dzNINJGgheih Eh@month and year
canbe selected

I Fixed Contracts | T I Active Monthly Tenants I

Res Mumber | Contract No' Tenant Code | Tenant Description | Property Code | Statuz | Drate Start | Date End | AS We ha_ve Created LIJ C 7\ /E 5’\ )R l:l NaS MI éSQZIJ a. 2 ﬁ.aj K

363 15 IRIO0T Is Group ONIooT Rleserved 022/09/01  2022/09/30 ,
532 23 PETON Peterson, Gail MOUMO0ZS Freserved 2022408401 2022408430 y‘ T 1o 1 1

o 7 e v a 2 Y ledhttact, two tabsarevisiblein this screen,namely

864 41 STEOO! Stevens. Mattin BLUE0D30 Reserved 2022/03/01  2022/09/30

670 43 WALID3 alters, David BLUEODE0 Reserved 2022/09/01  2022/09/30 . . : . : :
Wew 4 STEON Steve et rs Reed AT 222090 V  FixedContractsg whichwill displayall reservationsstill

[ 538 45 WEBODT webb, Dan HOSTO002 Reserved 2022/09/01  2022/09/30 . . N A o~ =

] 724 52 GREOM Grsen, Jane BLUE0045 Ressrved 00209/ 2022/09/30 to be b|||ed and ||nked to the W C A / E%yRu Nﬂ)e O u Q
746 53 ANDOOT Andrews, Shavin BLUE0DOT Confimed 022/09/01  2022/09/30 ! :

V Active Monthly Tenants ¢ which will display
reservationslinked to the Wa 2 yTaiak2 y (cénfact
type, andisyet to be billed for the selectedmonth.

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 Modi Setup Process Reports  Email/Expo Impo Hel N A L Y - .
Pty S Pr por_meen T Inthe W C A/E2SyR( Ndb theseralervationsare displayed,

. o . PANEY
o " o AP = 0 E O@E .ﬁ‘!{/- _ andall are selected

|ssER0000 -- To invoiceall of the reservationslinked to this tab, clickon
745 COMMUNAL PROPERTY (SHARED SERVICES) - the l.IJ : LJ@Héng_ y. @ 2 m@s é Q

[ ["sserooe0
I 746 Andrews, Shawn
e s s s s s B B s B B S B S S S S — — — e

@I__I_ I —— L —— | |

Sen

.I__I_ e e o E— — — e o s S 1 B E EE B B H— E e e m | P PiECUIFTING Billling
] R N i S S

N [
RN | [ [ [ [ [ [ [ [ [ [ [ [T [[T[[[]]

Fized Contracts ‘—J T Active Monthly Tenants

@I__I_ -t | Res Mumber | Contract Mo | Tenant Code | Tenant Description | Property Code | Status | [1ate Start | [rate End |
@I__I_ e 83 15 IRIO0T Itis Group UNIODT Reserved 2022/09/071 2022/03/30
@I__I_ 532 23 PETOO Peterson, Gail MOUNO025 Feserved 202209/ 2022409430
e s s s e s e s s s e s e s — — ——— 5E8 27 MUSOT Music Warehouse UNITO003 Reserved 2022409401 2022/09/30
n 742 COMMUNAL PROPERTY (SHARED ACCOMMODATION) B64 # STEODT Stevens, Martin BLUE0D30 Reserved 2022009/ 2022/09/30
@ £70 43 WALOD3 Walters, David BLUEODRD Feserved 2022409401 2022/09/30
Ba6 44 STEO0T Stevens, Martin HOST OO Reserved 2022409401 2022/09/30
@ HOST0002 £98 45 WEBOD! wiebh, Dan HOSTO002 Reserved 2022/09/01 2022/09/30
HOST0003 724 52 GREO0T Gireen, Jane BLUEDD45 Reserved 2022409401 2022/09/30
746 53 ANDOM Aindrews, Shawn BLUEDDO? Canfimed 2022409401 2022/09/30

HOST0004

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 |
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1. TheWa 2 yEdidk LJG A ®indawavill now be 2. Print DetailedPremport List

displayed,and we have selectedth(? OP“‘“_‘ o By selectingthis option, the Wt -IiBortw S LIavN Indxate
update the Customer and Supplier invoices more detailsthan when unticked

simultaneously
3. EmailStatements

AsNovtelintegrateswith Microsoft Outlook,Statementsand

Month End Opti . . . )
# Month End Options X invoicescan be emailedto all Tenantsand Suppliersupon
executingthe billing processprovidedthat:
Ilpdate Custorner And Supplier Invoices ;I
V Valid email addressesare entered on all Tenantand
é [+ Erint Detailed Pre-mport List Su ppl ierMasterFiles
Prints a mare detailed werzion of the Pre-lmport Lizt report, .
V  The email setup has been done for Customerand
Report Sort Order: IHentaINumher ;I

SupplieDocuments
V  TheW9 Y{ &If i S ¥dhiohisselcted

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.

€Y Emai Siaiemenis ; Theemailsettingsfor both Customersand Supplierscanbe setup
4‘ b ail cuztomer/zupplier statement directly after the reservation has rolled and Savedbefore C“Cklngq'” OOS LI Q

Setup Customer Setup Supplier Procesd >/ Cancel

Ermail Ernail




InvoicingFixedContracts i

Before executingthe billing process first checkthe Wt -INiBort [ A Eopefedin
your internet browser) for any discrepancies|f any are found, first click Wb;2 Q
rectify the problemandre-start the billing process

® Novtel Propert anagement Ultimate Standard 7.7.0.1 - Novtel Default - [ltem Grid] —
# File Edit Modify Setup Process Reports Email/EBxport Import Help

I, F\/\ Y
- - |- - - -
an 2= Og- OB BOVAD
B 1. I 2 a 23 a2 IYE TN | a7 1a a0 2n o
SSEROO00D .
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 |
@’_ _ W 363 15 IRI00 Iris Group UNIno Fieserved 2022/09/01 2022403430
532 23 PETOO Peterson, Gail MOUND02E Fieserved 2022/09/01 2022403430
@:”— _ ’F 568 27 MUS00 Music Warehouse UMITODD3 Reserved 2022/03/01 2022/09/30
[ [ mARuoo22 N 564 4 STEOO Stevens, Martin BLUEOO30 Feserved 2022/09/01 2022/03/30
@:”E _ W E70 43 WaLDO3 Walters, David BLUEDORO Reserved 2022/09/01 2022/08/30
GEE 44 STEOM Sterd tel Property Management fieserved 2022/09/01 2022403430
@’_ _ ’F =) 45 WEBDO ‘wiel : fieserved 2022/09/01 2022403430
(] [usETeeosR N 724 52 GREOOT Gret Reserved 2022/09/M  2022/09/30
746 53 ANDOD Andl @Y You are about to execute the recurring billing for both Lanfimned 2022/09/01 2022/03/30
@’_ HosTO000 n . 'e-' Customer and Supplier Invoices. Are you sure you wish to
@lflmf continue?
Gl 2 |
|7 HOST0003 f Yes Mo
[
Wiew Properties [ Cancelled r
@l Propert R d i
.mperfs . Select All | Select None B ese.lve
8 Ik [0 Corfirmed i
| TempReport.html - Google Chrome |
Qk E" T Y Jovera s ever e | O Curent v
— @ TempReport.html - Google Chr.. ent Tenants Banking system; | Test ~| ™ Specify DebitDay 202310/ = s [ Inwoiced ¥
2022/0340 . D rataly Pad ¥
aoTod ==z o 20220305 Hpt RECUOUOT b UL 37461700 Brai I
B _ B supplierPaid ¥
§ ‘ O commural ) #
_ D Communal [F] |«

User Tiaa; ;rs\l_lser\NnvteIData\F‘lnpally\Enmpanydata\Nnvlel mdb Pastel Path : C:\Pastell B\PASTEL

4 - R @ ﬂ ® E © © # O & & & 16°C Sunny A 7 D zo;;;fos %‘




P
"‘Ilr) 1y \l nag

sement

Invoicing FixedContracts 1«

;ﬁﬂ
670
625
623

Tab

Pre-Import List For September 2022

Expert Property Management
PRINTED DATE: 08 2EPTEMBER 2022 TIME: 125314

| CUSTOMER INVOICES |

PROPERTY
I e O 0

TRICD] - Iris Group 6693451

FETIO] - Beterzon, JTames
MU0 - Mosic Warshouss
ETE00] - Stevens, Martin

TRALODS - Walters, Devid

ETEDOL - Stevenz, Martin

WEE0] - Webb, Den

GREN] - Gresr, Jans
ANDOCL - Andrews, Shamn

I NUMBEE OF INVOICES TO BE UFDATED - DI

TOTALS 16000565

1004348

1100438

x| o

700000
1000.00

"':'r:I

276

-1-3

33

I SUPPLIER INVOICES I
PROPERTY
SUBRENTAL | CONTRACT SUFPLIER “Gone EXCL TOTAL

WERD] - Wemich Developers BRI 1076087

LAN00 - Landar, Paer UNITO00 1003556

WERL] - Wemich Developers ELUEQOS0 11 228 26

Bacinchy S

LAND0 - Landor, ez B UEL007 10043.48

Rt and Somi o 28087

TOTALS 52 119.57

I NUMBER OF SUPFLIER INVOICES TOBE UFDATED - 4 I

161413
301304
157174

T
.'l

104.35

11500 :I"
0000
750,00

11 330,00
200,00

032500

The pre-import list for September displays the
followinginformation:
Customernvoices

Theseare the invoicesfor all Tenantsselectedto be
billed for the billing month. In this case 9.

Supplierinvoices

As4 of the 9 propertiesare subrented, the relevant
Landlords will receive documentation for the
propertiesownedby them.



Invoicing-FixedContraicts

Summaryof ManagedProperties

In this section,the followinginformationis displayedpertainingto propertiesmanagedoy your companyon behalfof the Landlords

V  Thetotal payableby the Tenant
V  Thetotal to be paidto the respectiveLandlords

V  Andthe total to be retainedby your companyascommissiorfor managinghe properties

SUMMARY OF MANAGED PROPEETIES

BLUEMAT - Blo= Ancher Aparimert T 12 B30.00 530.00
UENMED - Blos Ancher Aparmmert &) 14 03000 l" BO0.00

TENTTOBL || LANDLORDTOTAL COMMISSION TOTAL (X )

250,00

13 750,00 12 375.00 )
13 300000 23 100.00 1 200, :I“
TOTALS 65 RE0.00 50 81500 407200
OWNED PROPERTIES
FROFPERTY
== == I == M =
13 TR - Iris Group 6693652 10043 48 77 OO0
4l ETENL - Stevens, Martin 31_ u_.ﬂl: 3 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

OwnedProperties

All  properties owned by your
company will be displayed in this
section
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Invoicing-FixedContraicts

ITDT.’LL RENT PER PROPERTY I

S == e 3 =
13 TRI01 - Irts Group MO0 LaL3 04

532 k| PETOOI - 3eber=.o.r James BMCATHOITS \"'“ﬁ 74 178348
.ﬁE a7 MITE0L - Mosic Wirshouss UNITO003 22 Q0000 3 300,00
654 4L STEDNO] - Stevens, Martin ELUTEH030) 10 869 57 1 63043
670 43 TRALQT - Walters, Dawid ELUEHN0 10 6257 1 63043
685 4 STEDNO] - Stevens, Martin HOSTOL 623000 L]
628 43 WEED] - Wbk, Dan HOSTO02 343478 B1322
T4 52 GREN] - Grear, Jana ELUEHMS 12 17381 1 B26.09
744 k| ANDAL - Andrews, Shamn ELUTEMNT 10 86257 1 63043
TOTALS 156 50087 1153913

INCL TOTAL
76 00000
13 730000
25 300.00
12 50000
12 50000

6 250.00
623000
14 00000
12 300000
179 00,00

| TOTAL PER CHARGE |

ELE{)] - Eleciricity 3 (X
NIUMCOL - Refuse and Seweraze 1 ..5 87
PARCO] - Parking - Jpan i) 256,32
WATLO] - Water 3 1 150.00
TOTALS IE8478

15141
3013

14342

000

36522

Total Rentper Property

Only the rental amounts are displayedin
this section, and no additional costs are
listed or includedin the totals.

Totalper Charge

Andlastly, only fixed additionalcostsadded
to the rental contractand updatedtop the
reservationsarelisted here.
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Whenall isfoundto bein order,click¥ |, S &x@cutethe billing process

4% You are about to execute the recurring billing for both

! f.-' Customer and Supplier Invoices, Are you sure you wish to
—  continue?

Thelnvoicesare now beingprocessedafter whichthe W C A/EXSyR( Nitre@riisd Q
%m | No clearedsincethe billing for Septembemhasbeencompletedsuccessfully

® Recurring Billing x
Curent Month Cunent Year
Fizxed Conbtracts T Active Monthly Tenants
Res Mumber | EontractNol Tenant Code | Tenant Description \ | Property Code | Statuz | Date Start | Date End ‘

v

Select Al | Select Mone | Update Selected Invoices

Barking system: | Test = | I Specify DebitDay  |202310/01 ¥ Cloze

Electionic Payment Tenants




Invoicing-FixedContracts 1

SeptemberFixedContracts

Viewingthe impact of the billing processon the NB & S NItatiiseLthé ihdoiced reservationsfor the month of
Septemberare displayedn the colourofthe WL y @ 2tatl@ S R Q

Movingthe cursoracrossany of the reservationsfor sub-rented properties, both the Customerinvoiceand Supplier
invoicenumbersare displayed

Forownedproperties,only the CustomernnvoiceNumberis displayed

OctoberFixedContracts

Thestatusesand colourof the reservationgn October,haveautomaticallyjchangedo W/ dzNNEB y & Q

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

B - 8- 00 B BV

06 |07 |08 19 |20 |21 |22 |23
Sep |Sep |Sep |Sep Sep |Sep |Sep |Sep |Sep
22 pO22 po22

SSEROOO0 Tue |Wed | Thu E " S¢ u | Fri

@|_| SSERDO0D 745 COMMUNAL PROPERTY (SHARED SERVICES) Ll 4100 o

@|—| BLUEO0O7 |T 746 Andrews, Shawn :::_ Eziii EEiiii

@|_| BLUE0030 IT 664 Stevens, Martin

& puswmsezn [«
| s [«
(| pmmmae [

[
2 oz




Invoicing:Monthi1-To Month Contracts:

Reservatiomumber 758 is linked to contract 54 for Mr Walters, and a month-to-month contract was
created,startingin SeptemberTherefore only 1 reservationis displayedon the Grid

Thisproperty isownedby our company

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

o o+ ES B -vog COE-DAGXa

12 (13 [14 [15 [1c FENEE 21 |22 |23 s oo [FEREREREREN - |« |IEAEREREREN :: | ::
Sep |Sep [Sen |Sep |Sem quSquSq Oct |oct |oct |oct |ocr Oct |oct [oct |ocr oot
SEHEIEIEIEI Tue Fri Tue Fri Man [Tue |Wed [ Th | Fri Man | Tue |Wed | Thy | Fri

@’_ | SSER0000 . 745 COMMUNAL PROPERTY (SHARED SERVICES) | 759 COMMUNAL PROPERTY (SHARED SERVICES)

- Tax Rate % M5.00 [where applicable] [~ Hold Dver Costs Cancel Contract
[ [FuasseezzT v NI H Contt |

=== Contract Completed | |_1 Months
@|— LLSTLLLY n I LAY Date Start | 1 September 2022+ Payment Day <
HOSTODD1
@:”— |— ——— Properties T Sub-Rentals T Fixed Charges T SH Fized Rates T Deposzit T Diepasit Interest T Additional Invaices
Pr—

El
BLUEDD4Z - Blue Anchar Apartment nr 42 j Contiact Corments....
R
o |
\QEVLEEEZE:;S Fiental Mum | Date Start | Date End | Statug It Tatal

® el FapEis a8 2022/09/0 2022/09/30 Reserved 13000.00

al iyl —
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® Recurring Billin - ~ LA A 4w
= “|  Proceedingto the W! O iMogily ¢ Sy | yab dnQthe
Current Month _’WI Current ‘rear _W . —_— . . . .
T RecurringBilling window for September,this reservationis
Fixed Contracts ‘Active Monthly Tenants: R
_ / displayedhere.
Res Mumber | Tenant Code | Tenant Description Property Code | Status | Date Start | Date End |
788 A L0071 “walters, Johan *——-’- BLUEOD42 Reserved 2022/09/m 2022/09/30

To start the billing process,click on the ¥! LIR$ele@ed
L Yy @2 Butivs. a Q

# Month End Options > . . . .'.
The same principle will apply to the selectingof the Wt NA y U
[Dnete Contomes e Sormies Tvons E Detailed Prelmport [ A @sivelasthe YO Y[ A F GSYSy (aQ
|| option.
—| | v Pint Detailed Pre-dmport List st However pleasenote that an extra option is displayedhere
Print detailed ioh of the Pre-| b Lizt . . . . . .
flct WY & el e YRR e e meen e e e whichwill determinewhether or not the rental will continue
Repart Sart Order: |HentaINumber ﬂ . A A . .
Report Layout:  [Layot 1 B If the W/ 2y Uvk§ylzeiptiorD is selected, Novtel will

automaticallycreatea reservationfor Octoberon the Grid
[v Continue Bental

&l selected ronthly contracts are extended to the end of the nest manth, Unticked , the action will require a { dZLJg Nm@rlﬁl@lm a
confirmthe termination requestfor this contract

[ Print Updated Inwoices
Printz a lizt aof all the customer and supplier invaices that were updated For demonstrati()n purposes we WI” co ntinue the re nta| and
after the month end has been completed. ] o ! !

click%t NER.OSSRQ

kdail customer/supplier statement directly after the reservation has rolled

%ceed »r ‘ Cancel ‘

Setup Supplier
E rmail

Setup Customer
E rmail




Invoicing:Monthi1-To Month Contracts:

Onceagain Firstcheckthe Wt -IWiBort[ A Befor@executingthe billing process

Pre-Import List For September 2022
Expert Property Management
PRINTED DATE: 08 BEFTEMEER 2027  TIME: 13:34:22
CUSTOMER INVOICES
® Recurring Billing X
CONTRACT e EXCLTOTAL TAX INCL TOTAL
CODE [September~_+|
758 34 WALDOL - Walters, Tohan BLUEDM4I 1130435 162365 0
Fixed Contracts T Active Monthly Tenants
NUMBER OF INVOICES TO BE UPDATED -1 TOTALS 11 30435 160265 13 00000
Res Mumber | Tenant Code | Tenant Description | Property Code | Status | Date Start | Date End ‘

OWNED PROPERTIES 758 WALODT Walters, Johan BLUEDD4Z Reserved 2022/09/01 2022/09/30

I e T - T
38 Iz WALGDL - Walters, Tohan 2 435
NUMBER OF INVOICES TO BE UPDATED - 1 TOTALS 1130435 169368 13 000,00 ) [ou are avout o execute the recutring biling for both
¥/ Customer and Supplier Invoices, Are you sure you wish to
continue?
TOTAL RENT PER FROPERTY
V‘es Mo
[ romu | commac | exc o 1o v -
758 34 WALDOL - Walters, Tohan 1130435 13 000.00
TOTALS 11 304.35 13 000.00
TOTAL PER CHARGE Select All | Select None |
TOTALS 0.00 0.00 000
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Invoicing:Monthi1-To Month Contracts:

Current Month  (E3=elEhyla=y hd Current Year |l =

Immediately, this tab is clearedtoo sincethe billing
processwasexecutedsuccessfully

Fixed Caontracts T Active Monthly Tenants

Fies Humber Tenant Code Tenant Description Froperty Code Statuz | Date Start ,Date End Returnl ngto the Grld, the reservatlonfor September

%

has changedto the WL y @ Ztat@s &nid €blour, and
the invoicenumberislinkedto the reservation

Thereservationfor Octoberhasbeen createdand is
displayedn the colourof the W/ dzN3MaBuyg G Q

For November,no reservationis present, since this
contractis continuedfrom month to month.

Select 4l ‘ Select Mone

Update Selected Invoices

Ele

# rovtel Property Management Ultimate Standard 7.7.0.1 - Nowvtel Default - [Itern Grid]
W File Edit Modify Setup Process Reports Email/Expert  Import Help
“ F--0g- Q0 BE-BeVAD
1z J13 |14 15 |18 ) 7 g [30 os Joo [ERENENENT 17 |18 19
EEEE?EF#EEEEE%&EE%&%&FE@%EZEEZE:E?EE?E@E?EE?E@E?&%EE@E%&
|SSEROO0D Fri Fri S
Gl I o COMMUNAL PROPERTY (GHARED SERVIGES) 1 A 3 T Gl 2 0
] N e — _::::::::::::::::::::::::::::::::::::::::::
(C| [BIUESSE0 [N oot stevens, Martin
G N [ e | R Wik ek o
€] I S——— oenemhms TR
€l S——ece——___________fiwecoed
oz |y TESEEESEESESSEESEESEESSESSEESEESSEESEESEEEEEEEEREREEERERREREEE
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Maintenance
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Maintenanceand damagescanbe recordedviathe W2 2 NJ @&aXR dgiwhi¢hisanW! R Rrbdulein Novtel

Ajob cardcanbe createdandlinkedto a specificTechnicianmresponsiblgor the job allocatedto 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@

13 14 |15 16

Eﬂ-

Sep | Sep | Sep | Sep

2022 (2022 (2022 (2022 MM

Tue |Wed | Thu | Fri Tue | Wead
View Details <F3=
Edit Contract )
Restaurant and Diet 1 Walters, David Or Maintenancecanbe recordedon a property
Documents by simply right-clicking on the specific
Status - reservationwhenlinkedto the W/ dzN3tduy (i Q

Record Maintenance

Print Snag List
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Aswith the reservationseinglinkedto specificstatuscolours,

the stagelinkedto the maintenances alsocolourcoded

W Record Property Mairtenance

Maintenance Description
HOSTO0 - Hostel Yenita Room 1
STEOOT - Stevenz, Martin

Property :

Tenant:

| ‘ Send Maintenance

Matifications M atification:

SendWorks Order

Outzide Inzide
col R
Il = <
. 0
_ D —
- - - - iew Options
[ Fecorded Maintenance ] [ ‘wiorks Order Created ] [ Fepaired Only ] [ Billed Oy ] [ WO Updated Only ] [ w0 Updated and Billzd ]
Al
Mo | Date |Tenant | Reservation | Maintenance ltem | Maintenance Type | Category | Importance| 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

ﬂ | ‘whork. Order Document

Send Quote Request
M atifications

LCloze

Page 103

Recorded Maintenance:

Thisstatusindicatesthat the required maintenancewas capturedin
Novtel(andno other actionhasbeentaken)

Works Order Created:

Thedamageis nowtied to a WorksOrder Howeverthe WorksOrder
hasno InvoiceNumber (and hastherefore not yet beenopenedand
saved)

Repaired Only:

Thedamageis tied to a Works Order, with an Invoice Number (and
hastherefore beenopenedandsavedat leastonce)

Billed Only:

Thedamagetied to the work order with an InvoiceNumber,hasbeen
billed to either the reservation(Tenant),sub-hire (Supplier)or office.
Thework order hasnot yet beenupdated

WO (Work Order) Updated Only:

Thedamagetied to the work order with an InvoiceNumber,hasbeen
updatedonly. Thework order hasnot yet beenbilled.

WO (Work Order) Updatednd Billed:

Thedamagetied to the work order with aninvoiceNumber,hasbeen
billed to the either the reservation(Tenant),sub-hire (Supplier)or
office; andwasupdatedaccordingly
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Onthe Grid,andin front of the property for which maintenancewere recorded,Novtel will displaya
Wa LJ yegh S MeBackgroundcolouris significant,sinceit indicateswhether or not the maintenance
loggedis still within the setallowedtime frame.

If displayedn a greenbackgroundcolour,the job to be completedis still within the settime allowance

]

446 Peterson. James

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

Themoment the maintenanceis completedand processedthe W& LJI & & Biytlie Gridin front of
this property, will be removed
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BuildingManager

A Buildingmanageris setup in orderto be notified whenevermaintenanceas recorded Work orders,and Quote Requestsare created

Theemailsare sentto the BuildingManager,andwill be displayedasfollows:

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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BilledMaintenance Damages

Damage®r maintenancecaneither be billed to the Tenant Landlord,or to your company

’ lovtel Property Management Ultimate Standard 7.7.0.7 - Movtel Default - [ltem Grid]
W File Edit Modify Setup Process Reports Email/Export Import Help TheTenant
w - o +PES T OT- B BV AA o o
- IFEYEYEAE AREREAE HHEHEH - BEEEE - - FEEEE Whenevera Tenantis liable for the paymentof damagesit is
- <} billed to their W/ dzNI&Beyvdtiohimmediately, and will be
G e displayedaccordingto the chargeselectedand amountentered
o e [ playe o 9
%”:=”§ Desclip?ion | Qtp ‘ Tax| Excl Inel for repalrs
& o e T o
[ [ Wm0z [N . . . o o
3 [pFounEEy N -.-.-IQE,!"E"E TOTAL DUE 2185 141043 1625000 To list all maintenancebilled to Tenantswithin a specified
o — o period,the Wa | A y (i Bildto S/ Irepart® printed.
Deposit Raised - 2021/10/28 12500.00

TheOffice

Whena property is owned by your companyand maintenanceis to be performedfor whichyour
companyis liable for the payment,the maintenancewill not be displayedon a reservation,but
canbe accessedy viewingthe Wa | A y (i Billedto/hFSF regorbf@r a selectedperiod.
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# Sub-Rental Property

Sub-Rental Mumber: 277

Date Start: 2022/

Rental: 747

Date End: 2022410431

34

Supplier |LANDD‘I ﬂ | Landon, Peter |
Financial T Additional Costs T Buick Yiew
Maintenance
Maintenance | Date | Part | Type OF Maintenance | Category | Amount|
2022/09/07 Gepser Feplace Plurnbing 7000.00

TheSupplier

Shouldthe Supplierbe liable for the paymentof damageor maintenance,the
amountwill be deductedfrom the amountpayableto them. Forexample

TheD S & arSpNeénentof R700000 washbilled to the [ | Y R fagcbliRt@rid
thisisdisplayednthe Wa | A y (I &l df tife®S QzS y tebetvaion

® Sub-Rental Property X
Sub-Rental Mumber . 277
Date End:  2022/10/3 Tenant: ANDDO
Suppler  [ANODT @] [Lander,Petm | Inthe Wv dzi O $tab ®he maintenancetotal is deducted
Francidl | AddionslCosts | Momenance | | fluick View from the amountpayableto the Landlord
D escription | Oty | Tax Excl Price | 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
Supplier Invoice Excl Total 3956.52  Commizsio Maintenance 5 & NS Z - 1
PP ' GEYOO - Geser -91304  -GIBBSE  -700000 The Wal A y u SBﬂlbdy S h 9 y S Naﬁbrt lists
ot sads a0 maintenancebilled to a Landlordwithin a specifiedperiod.
Mett Profit/Loss
Tenant Invoice Excl Total 1117391
Supplier Imvoice Excl Total 3956.52  Commission Incl 1250.00 Accept Cancel




é; Novtel Property Management

Account Payments




sement

o
TC ‘I)(: 1y \l nag

.I\Im-telPropertyManagementUItlmateStandard??01 Movtel Default - [Item Gnd]
# File Edit Modify Setup Process Reports  Email/Export  Import  Help

i All receipts¢ whetherissuedfor DepositPaymentsor AccountPayments are
-T-0 BB ﬁ 3 = A .
-' h 4 ’/:i performedfromthe Wt lgy S O S wihdava Q

12 [13 14 [15 [18 2 |21
les (POS) Sep | Sep | Sen | Sen | Sem Sen | Sep | Sem
2022 |2022 (2022 2022 (2022 B2 2022 (2022 |2022
ayouts Mon | Tue |Wed | Thy | Fri Tue |Wed | Tha

Megative Receipts

___________ The Tenantfrom which the proof of paymentwasreceived,is now searched
——————————— for andselectedc In this case Mr Andrewsfor Reservatiorv46.

Shift Cash Up

Shift Summary

History

Receipts

Reverse Unallocated Funds

s Allreservationgor whichthe RecurringBillingprocessvasperformed,andfor
which an outstanding amount is present, will be listed in the W¥! O 02 dzy

# Tenant Setup b w A G~
t I &Y Sgctioa Q
MHuriber D ezcription Telephane Fax ﬂ Fefrash
AFROOT | Africa Tours 021 123456789 Add Mew :
T e : | y @ Tenant Receipts x
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
ash 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 | Frankliin, George 044 635 1096 \L‘
Search Select
* Mumber " Diescription
Cloze




Account Paymemts ¢

e .t
P semet
Operty ManagS!

#® 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
W5 S LI2I-a8A YO Seftidr@f this document,namely.

1. Enterthe amount asreceivedfrom the Tenantin
the Y w S OtS2A{Ifigld. @ this case,we received
the full outstandingamount from the Tenant by
meansof an EFTpayment

2. Byclickingthe W! drif2t 2 lattonr, $h@ receipt
total is allocatedagainstthe outstandingbalance

3. Now simplyselectthe date uponwhichthe payment
wasreceived selectthe applicableWt I & ¥ 8§ Y% Q
and enter the payment reference before clicking
Wi O00SLJi Q




Account Paymemnts|«

Expert Property Management

Office Park
Unit 20
Diaz Boulevard
Meossel Bay
8500

Thereceiptwill now be printed.

Fax:
Tax: 123456789

ANDOO1 - Andrews, Shawn Pleasenote that since we have received full payment from the Tenant, the
RENT RECEWTS NB & S NI&tatiisarl gblaur will changeto that of the Wt | sfatRsQ

PROPERTY DESCRIPTION AMOUNT
BLUEDOOT Rental 748 - Blue Anchor Apartment 7 (2022/09/01 to 2022/09/20) R12850.00
FPAYMENT TYPE : Direct Transfer

Reference : ANDOD1

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 ———




Account Paymemntsi:
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# Tenant Receipts X
Tenant WALODT ﬂ |W'a|ters,J0han | IHeceiptTotaI I 400,00 I Auto-Allocate
Balance |n Pastel 0.00 Wiew Statement |
Unallocated Amount: D.DD&I
Awailable Credit Matching: 0.on
5 Shouldthe Tenantpay lessthan what is outstanding,
- | Account Payments Outstanding Total 5600.00 . PTTIR, .
| . I the reservationon the Grid will indicatethe Wt I NI A | €
Deszcription Outstanding Amount Allocated Amount ~
Fental 758 - Blue Anchor Apartment nr 42 [2022/09/01 to 2022/03/30] BE00.00 F400.00 t I ktalﬁ

It will remainassuchuntil the outstandingbalancehas
beensettledin 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 Castup
Procedure




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

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

W Shift Cash Up

Megative Receipts

Shift Cash Up
Shift Summary
Histony
Receipts

ey

Shift Tranzactions : Tranzaction Type : I_ vl
Type Time Stamp | Doc Mum | .-’-‘«mounl|
71800.00
SHIFT TOTAL
Cazh Up Morney Count | Shift Summany | Detailed Report | Daily Takings Cloze |

In order to cashup a shift at the end of the day,
proceedto the POSnenu,andselect¥ { KCasR (LJQ

Inthis case the ShiftTotalis displayedasR71 800.00.

The User will count the physicalamounts in the cash
drawerand capture

V  Theamountof cashg if applicable

V  The combined total for paymentsreceived by
credit cards

V  Chequepaymentsc if allowedby your company
V  AndBankTransfers

Creditcardslipsc if any - will be includedin the cashup

documents



W Shift Cash Up

Shift Transactions :

Trensaction Type NI - |

Type

Time Stamp

|D0c: Hum |

Amount|

SHIFT TOTAL
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 ﬁ Credit Card ; I 0.00

50,00 I_"il' oo I_uﬁ Bank Transfer I 0.00

20.00 I—nill 005 I_uﬁ Wouchers ; I 0.00

10 [0 oz [ 0 Other [ 0.00

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

Performinghe MoneyCountProcedure

Tostart the Cashup processclickonthe Wa 2 Y 2 &lzgutton.

At present, the Money Count window indicatesthe following
information:

Sincethe money count has not yet been performed, Novtel
indicatesa Shortageamount¢ printed in Red

Accordingto Novtel, the W{ KTatdl /i aaihuntis the same
thanthe W{ K 2 Nimdu@ S Q

Onlypaymentsreceivedin cash by credit card chequeand Bank
Transferswill be countedand enteredin the relevantfields.

T e



\
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-
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# Money Count

R epart |

R Caszh 400.00
200.00 I 1] :II Chegue : I 0.00
100,00 I 0 ill Credit Card : I 0.00

RO.00 3 _I Bank Transfer I 0.00
20,00 B :II YWouchers ; I 0.00
1000 [ 13- Other : | 0.00

500 [ 0 j Total: 400,00

2.00 I 0 j Float : I 0.00
100 [ 0= —

= Physical ; 400.00

Conments : Shnrtage o 71400.00
Shift Tatal : 71800.00

Accept Cancel

Aswe now count all the moneyin the cashregister (which
includesthe cashfloat), we will insert the exact physical
number of notes or coinsin the correspondingfields (and
not the valueof the notesor coins)

Pleasenote that we did not receive any cashduring this
shift, and only the float amount of R400.00 will be counted

andinserted
V  R50.00notesx 3
V  R20.00 notesx 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.



The Shift Cashup Procedurec-

1. Ourcompanypolicydictatesthat no chequeswill accepted andthis field isleft blank

2. Thecombinedtotal for all credit card paymentsq as manuallycalculatedby adding
up the credit cardsliptotals ¢ is enteredhere when suchpaymentswere received

Theamountin BankTransfergeceivedare calculatedandinsertedhere.

4. TheW{ dzNamdfowris®400.00, displayedin blue. Thisis due to the float amount

whichhasnot yet beendeducted

Report |

Accept

Cancel |

By entering the float amount in the designatedfield, the
amount is deducted from the total of R72 200.00 for a
physicalamountof R71 800.00.

TheW { dzNamioulzds ow indicatedaszera

Any commentsrelevant to this cashup or shift, can be
entered in the W/ 2 Y Y Sigldil andwill be displayedon
the Wh LIS IKhsBUP WS LI2 NI Q

Clickingon the WYw S LJguttdh, Qhe Operator Cash Up
report is producedin A4 format.

# Money Count >
. . Cac 40000 asit isnot applicable
20000 | uﬁ 050 | uﬁ Cheque:: HF 0.00
100.00 I_Uﬂ 020 I_uﬁ Credit Card : 6500.00
| | Bank Transfer : 65300.00
50.00 | 3:I| 010 | 11:II va” A s iy s
- - QLCHErs | -
2000 | 6= 0.05 | 0= . —
1000 [ 13 ooz [ 0 Ui | -
5.00 | uﬁ 001 | uﬁ Tatal: 72200.00
200 | Uj' - Float: 0.00
100 [0
=1 Physical : 7220000
Comrments : Surplus : 0 400.00
Shift Total : 71800.00
Money Count
| #® Money
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



4””“" ‘“\ “w‘(,‘“m\\ . Money Count
. 5 & Zoom [1002 -
Dote: 2022507 Both the Wh LJS NanditBeNSpervisorwill sign the report
Operator: Tiaan .
" after checkinghe cashandall the relevantdocuments
Operator Cash Up
TheSupervisowill now be responsiblgor the pre-mentioned
CLOSING TOTAL : 71800.00
Cash 400.00
- Float 400.00 L. . o A % AW s .
R Clicking¥! O Otkel\Bia @ 3/ 2 azyiitid@wis closed
Cheques - oo
Credit Cards £500.00
Bank Transfer 55300.00
Other 0.00 . Money Count %
71800.00
Vouchers
R [ Cagh: 400,00
20000 [ 0 s [ 0 Cheque : | 0.00
100,00 I_nii 0.20 I_uﬁ Credit Card : I 650000
50,00 |_3ill 010 I_u:II Bank Transfer : I 6530000
0.00 on.an I_B+I 005 I_u_| Wonchers I—l]l]l]
71800.00 :Il :Il Other : 500
Short / Over 000 1000 [13- 002 [ 0 ' [ -
500 [ 0 a0t [ 0 Total 72200.00
BALANCING TOTAL : 71800.00 200 I_n:ll - Float- Im
=1 -
Comments 1.00 I_n;l Physical : 71800.00
Carnrmeits : SUFp|US ) 0.00
Operator Sign
Shift Total ; F1800.00
Supervisor Sign
Fepart | V.&ccept Cancel




# Shift Cash Up

Cashingip andclosinghe Shift

At present,¢ A I Bhyft @ &till open,andno end date
andtime hasbeencapturedyet.

Time Stamp

Byclickingonthe W/ - aLEtton, the shift statusis
changedto W/ f 2i@nte&iddely,and the Shift End
SHIFT TOTAL Dateand Timeis captured

71800.00

# Shift Cash Up

Money[ﬁount Shift Suramary | Detailed Report | Daily Takings

Time Stamp

7180000

SHIFT TOTAL

71800.00

Page 119



The Shift Cashup Procedurec-

# Supervisor Shift Cashup x

The{ dzLJS NBcke&r?2 NX2 &

1D Tenant TahIeITI'A Type Total Shift User == Total Invoice Date Shlft number l IS no |Ongerd|sp|ayed|n plnk Slncelt

hasbeenclosedon the date capturednextto it.
[on = s oo |
@ Batch Shift & Single Shift I EZEE Shitt Totak:

# Supervisor Shift Cashup X

Fie repens The Supervisowill now performthe W{ dzLJS SHIftA & 2 NJ
servio ETR v+ TN CashdzL {ifocedurefor ¢ A | Ishift@ndorder to send

Transachon (SFT00TT)

1D Tenant Type Total « Shift # User Total Invoice Date th e d ata to th e fl n an CI aISySte m
162 ANDOOT Dieposit Raized 12500.00

164 ANDOO Dieposit Paid 12500.00 Front Desk

165 ANDOO Ace. Payment 12850.00

166 WALOOT Acc. Papment 7400.00 SFT 00001 Tiaan F1800.00

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

o 2=~ 8g-®

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

June 2022

670 Walters, David

July 2022
August 2022
September 2022
October 2022
MNovember 2022

BeVA

IZ? 2;8|29

1. PortfolioDashboard

® Novtel Dashboard

Dashboard of: Expert Property Management Novtel System Set To Manage: Novtel Default (All in One)

X

Dashboard For The Month: September 2022

Size M2 Daashboard | Financial Dashboard | Parking Dashboard |

Contract Distribution

D\ Fixed Month-to-Month

Unit Utilization

©0ccupied & Vacant)

Fixed: 10
Monthly: 1

Booking Status Distribution

Move-Ins And Move-Outs

Move-Ins [ Move-Quts

Move In: 1
Move Out: 1

e

Occupied Units: 10

Vacant Units: 4

Total Units: 14

B2

CONF CURR NV FART

FAID S0P

Close

2. SizeM2 Dashboard

Novtel incorporates the W5 | & K 0 f2dtuMR end
statisticscanbe obtainedfor a specificmonth.

Thereare 4 tabsto be viewed,andare displayedasfollows:

® Novtel Dashboard

Dashboard of: Expert Property Management Novtel System Set To Manage: Novtel Default (All in One)

x

Dashboard For The Month: September 2022

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

Important Warning
Active Units Without m2 - 1 units

Total Database Size: 1 611 m2

Shaw ¢ Print List
Current Leases

$Rented Area Vacant Area|
18.00%

Current And Future Leases (6 Months)

& Rented Area ~ Vacant Areal
i

Total Rented Area: 1321 m2 Total Rented Area: 1321 m2
Total Vacant Area: 290 m2 Total Vacant Area: 200 m2
Total Rentable Area: 1611 m2 Total Rentable Area: 1611 m2
Total Communal Area: 100 m2 Total Communal Area: 100 m2

Important Warning
5 Leases Expires Next 6 Manths

Shaw / Frin List

Expiring Leases (Next 6 Months)

~5ep 2022  &»Oct2022 & Nov 2022
“sDec2022  A»Jan2023  RFeb 2023
Sep 2022 - 1 Leases: 75 m2
Oct 2022 - 0 Leases: 0mz2
Nov 2022 - 0 Leases: 0m2
Dec 2022 - 2 Leases: 40 m2
Jan 2023 - 0 Leases: omz2
Feb 2023 - 2 Leases: 831 m2

Close
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The Noviel Dashboardc
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3. FinanciaDashboard

# 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. Parkingdashboard

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 o[>

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 accessedrom the app in
reaktime, providing the user with important information
regarding unit utilization, expiring rental agreements, rental
income, rental cost distribution, and much more.

Takeyour existing SagePastelor 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 deliveryaddresgo seta pinin Googlemaps

Themaintenancefeature allowsthe userto managethe existing
collectionof maintenancdtems, types,andlocationsusedin the

NovtelPropertyManagementdamagessystem

Thedamagedeature allowsthe userto quicklyview all damages
capturedon all rental properties

Thislist 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
performinganinspectionat a rental premises

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

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

Theapp candisplayinformationfrom, and performwork in, any of
the user'sexistinglist of Novtel datasets, makingit quickand easy
to managea largelist of propertieson anydataset
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TheDashboarctontains3 tabs,namely

< 6NOVt€la 1. Portfolio

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

8 F N Be e

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 |
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




The Novtel Property/Management App o[>

. @Novtel"

N

Dashboard

Customers

Suppliers

Maintenance

Damages

& & N\ Be de

Settings

Switch Datasets

1

@ Device Not Activated

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

Phoned(Landline or Mobile)

Messaged SMS or WhatsApp)

Emailedvia your Android app



