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With this product, Novtel will help any organisation take control of its communication and interaction activities as it occurs.

Novtel Relations Management Software was designed with the intent of:

v

Managing communication between your company and its Clients, Suppliers; Prospective Clients and Employees.
By means of e-mail, SMS, notes and instructions, you are able to build a communication history and track-record in one central system.

Complete and incomplete tasks can be tracked; a task history is obtained; and the auto reminder and flagging functions will assist in
keeping tasks organised.

This product has powerful filtering capabilities, allowing you to group customers, suppliers, and prospects - customized according to
your company’s needs.

Novtel Relations Management Software is a valuable tool for sending bulk SMS's or e-mails to specific groups.
When the full version is purchased, there will be no restriction on the following:
» The number of concurrent Users (Local or Network)
» Backing Up and Restoring Data
» Transferring Data to Another PC
>

The number of Novtel and Pastel Databases
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Novtel Relations Management integrates with:

v/ Sage Pastel Partner and Xpress

Sage Evolution Evolution

Microsoft Office (Word; Excel; Access; SQL and Outlook)
Novtel Access Control

Novtel Property Management

Novtel Hospitality Management
Novtel Vehicle Hire

Novtel Self Storage

SN N N N N SR

| i Novtel Equipment Hire
SQL




Please note that for demonstration purposes, our Company integrates with Sage Pastel Partner.

Also note that the purpose of this document is to discuss the basics of Relations Management,
and more detailed manuals are available on each subject discussed here, and MUCH more.
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® Novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@novtel.com)

® File

Edit  Setup Search Templates Documents Datasets Reports Help

Co i )
[ s Prospects | | Date | Time In order to set up the company’s details, as well as
. SMS
other options in the system, click on ‘Setup Company’.
Interface :l P v ’ P pany
Preferences
Status ¥
SCHEDULE USEFS

Authorization
( Flag Stages ¥
27Ok Activity >
@ Setup Company x

The Company Details Tab

General

In the Company Details Tab, the following details are to be entered:

Na: g : 1.Your Company’s Name
Far | | 2.The relevant contact numbers
cel | | 3.The company’s email address
Emal €) | 4.The company’s physical address
Addess (@) 5.And the current PC’s location — such as ‘Admin Office’.

Computer Location

G
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The General Tab

In the General Tab, the following options can be set up and activated:

® Setup Company X | @ Selection Count
Company Details “ General ]

This option is used when an email is sent to multiple Customers; Suppliers or Prospects
Dizplay Select Statu .
simultaneously.
Dizplay Select Range [ 9
& election Court IQT“] The maximum number of emails allowed to be sent simultaneously, must be entered here.
v' Keep in mind that when the number exceeds 200, it might be viewed and reported as
Location f Map

Flagged §

Spam.
Mail A1l
Search: [ .

[~ CodeSe s Al

[ Email Se

[~ Inactive Mark allfas Read
Advance: Send Eghail and Sms

= refona © Display Select Range

For demonstration purposes, we have entered the quantity as 10.

Seon  ifutons > When the ‘Selection Count’ quantity is set, and the ‘Display Select Range’ option is ticked, the User
cannot email the number of Customers / Suppliers / Prospects indicated at the bottom of the

S screen when:

B stevens, Har STEOD!

B walters Davi WLO . 9 9

e KD » The ‘Mail All’ option is selected

Customer Count : 19 4= | Relations DB Path]

Novte! Relations Management >< » And the number of accounts exceeds the allowed number of emails to be sen

simultaneously
Cannot send mare than 10 Emails at once, Use Advanced
Search to filter the Customers. Or alter the amount in
Company Setup,

This message will be displayed when the set quantity is exceeded.

| 4=
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To filter Accounts, the following steps are needed:
1. Click on the ‘Advanced Search’ option
2. Select the required Category and click ‘Search’

3. And in the ‘Select Range’ window, the Accounts linked to this category can be selected —
provided that the number of accounts do not exceed the ‘Selection Limit’.

@ Lovtel Relation Fanagement Professional 71,006 - Welcome Louise (louise jea@novtel.corm)
® File  Edit Setup  Search Templates Docurments  Datasets  Reports  Help
» | ¢ Customers © Supplisrs 1 Prospects | Date . * .
E . Ed
EMAIL | Stevens Plumbing |
Supplier Status 1: Supplier Categaory: 2 - Plumnbing Services hd
| i - Locationl: aLL -
;&5:““& Supplier Status 2: - I _I ® Solect Range 9 w
Supplier Status 3: Locationz: IALL ;I
() Supplier Status 1: IALL ;I l:l
i i : I a,
Locationl: Supplier Status 2: IALL ;I |:| Supplier From: STEOO _I
OUTLOOK|
S — Location2: Supplisr Status 3 IALL ;I l:l Supplier Ta: ITH EO01 &I
Fl d L zer: ALL -
Flagged Stage: lagged User | _I I Selection Limit: |1 ] |
Calzndar Flagged Priarity: I.&LL LI
FlesEed Sl IN‘L LI Previouz R ange: ISTEDD'I - THEODO
R Search: | Previous Date:  |2020-01-15 07:11:29
HEERESH [~ CodeSearch [ Show unread emails Clear All Searches |
[~ Email Search et v Exclude Suppliers Without an Email Address
[~ Inactive Only
Advanced Search? Move Flags To Topl
Desc [ Code [ Select
(. Stevens Plumbing STEOOT
B The Plumbing Specialist THEDM
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W Setup Company oy e Display Select Status

Compary Detail: T General ] When an email is being sent and the ‘Displayed Select
Status’ option is ticked, the statuses for an individual
Customer / Supplier / Prospect - or entire list as emailed -
can be altered to reflect new statuses, if required.

Dizplay Select Statu

Dizplay Select Range W

Selection Count |1 1]

Dizplay Select Statuz W 3 ® Erail X

=mm
New |Foraard| Reply

Frarn: |\Uuise.ivv@nuvla\.cum

To.. Ishawn@andrews com

cc.. |

Subject |Test

Attachment | &I

Characters Used : 4

B[I[u] A |

Test

@ Alter Status x

b ety conpony | TS |
Az per your company 2 | g Change- vl
Ag per your company 3 [ g Change- 'l

\ Accept | Cancel |

Use Template Dizplay / Remove Attachment
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® Setup X
FHp -ampany ] @ Use Location 1 as Country and Location 2 as City

Company Details T

Display Select Statu Locations can either be customized by setting up your own Locations in Novtel, OR the

Display Select Aange v option can be used to display Location 1 as the Country, and Location 2 as the City.

Selection Count I'ID

Dizplay Select Statusz I

Use Location as Country [ 9
and Locationz sz City

® Novtel Relation Management Professional 7.4.0.6 - We

® File Edit Setup | Search Templates Document The effect on the system when this option is UNTICKED
Company " Prospects . . . . . , .
e By default, this option is unticked, and therefore the ‘Locations’ option
Interface is simply not available in the ‘Setup’ menu.
Preferences
Status »
Uzers
‘::;h:t:z;:” :N:f' z::t'ogetr\:;"ag;r:,:t.p:::,'::?';':Z;:::tl:omg The User will be able to create Custom ‘Locations’ for Customers;
Activity S s Suppliers and Prospects respectively from the ‘Edit” menu and link the

Prospect Categories

L

——— required locations to the relevant Customer; Supplier or Prospe
Supplier Location Master File.

Prospect Location

Scheduling

() Clear Correspendence History
|| Ir——
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W Locations X FOI‘ Example:
Location Type: | eI MELN Add Locations can be customized according to your company’s preferences,
Cod D pti i . q 00 a
T IC::Z”'IPEEJ: 4-'/ | ea | and in this case, we have created cities such as Cape Town; Pretoria, etc.
a Pretori 0 . a
5 Johannesburg Delet=_| under the ‘Customer Locations’ menu option, for Location 1.
10 Port Elizabeth
11 East Lordon
12 Db g 0
. Location 2 may refer to suburbs, and is created as such.
W Locations »
_ : On this Customer Master File, ‘Location 1’ is selected as the
Location Type: |Lacation Type 2 &dd ) . q
_ city, and ‘Location 2’ is selected as the suburb.
4 Bellville &l
5 F.
B Sandton w Delete |
7 Silverton
@ Edit Customer Details x
Code |PET|:“:|1 | [+ Use Account Autallumber
Eategnr_l,ll LI Location 1: |1 - Cape Town V}l ;I Location 2: |4-Eellville V’ LI
General Information Address B - Pamow
’7 1d Number: | | lrﬁddless: PO Box 445 E - Sandton
Close | ) 7 - Silverton
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® Setup Company X The effect on the system when this option is TICKED:

Company Details T General ]

By ticking the ‘Use Location 1 as Country and Location 2 as City’
. option and clicking ‘Accept’, the ‘Location (City and Country)’
Dizplay Select Range v . . ) ) he ‘S ,

— option is activated in the ‘Setup’ menu.

Dizplay Select Statu

Selection Count

Dizplay Select Status v

® Novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@novtel.com)

® File Edit Setup  Search  Templates Documents Datasets Reports  Help

Use Location] as Countr
and Location? as Cit ¥ Tp ::gpanff " Prozpects Crate | Time [I
Allow Intemational Mumbers | [ Interface :l
Feload Countries and Cities Reload Locations Preferences
Status >
Users
Authorization

Location .___Lb Countries

Flag Stages -] Cities

Activity 3
T

\—’ Acceph | Cloze
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@ Edit Customer Details x On the Customer; Supplier and Prospect Master Files, a
Code  [PETODT | ¥ se Acoount Autohiumber list of 251 Countries will be available for selection, and
Category | <]l cowntr:  [France R | ci B the relevant Country can be linked to the master file.

General Information French Guiana - GE Slmply type the first letter of the country's name and

: French Polynesia - PF 45 : : : .
ld Number. | | o o e TF I scroll down the list until the applicable country is
Giabon - GA ay : : : .
Name: [Petersan. James Gooraia - GE displayed. Then, click on it to select it.
Ghana - GH |

Telephone:; ||:|52 2365 47536 | Gitwaltar - Gl .~ |

@ Edit Customer Details ot . . anilg .
Once the country is selected, only cities within this

Code  [PETOOT | ¥ Use fccount Autohiumber country will be available for selection in the ‘City’ field.
Cateoury | = Countyy:JFrance -FR =] [cw Paris =~ Apply the same method by typing the first letter of the

General Information Address Paris-Forét City’s name; scroll down the list until the applicable

Id Mumnber: | | Address I F'aqs-lesﬁ-F'_res L . . g

| Paiis Hoptl City is reached, and click on it to select it.
k
Mame: |F'etersu:un, James p:::zgieu
I Parlan
Telephone: |D52 23B5 47836 | [ Parlangez . >
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@ Setup Company X © Allow International Numbers

Company Details T General ]
Display Select Statu When ticked, this option allows for the +sign to be added to the
Display Select Range |7 ‘Cell’ field on the ‘Contact Persons — Additional Information’ screen.

Selection Count |1 0

Dizplay Select Statuz [

® sdditional Information for ROS001 - Rass, Kevin

ddf

corentPeson: Koo | s« ||| | Should the ‘Allow International

Use Location] as Country [ ® Eit CustomerDet] | | | Cancel X b ; : b e |
and Location? az Eit_'.-' Email &ddress: kevin(@ross.com | — Num ers opt|0n e UntIC e ) on y

Code ROS001 . . .
Allow International Nurmb Cel arezizast | | the numeric value will be allowed in

aw Inkernational Mumbers |7 @ Category I Telephone: 27446951096 | 3 , , . ,
Goneralnfomaion| | Fax ZrasseEi o | - the ‘Cell’ field on the ‘Contact
|

| Persons’ screen.

Id Mumnber: Position:
ez IE Fiemarks;
Telephone:

Mabile Phone: /
Ernail Addiass: @ éescription | |d Murmnber | E rnail | Cell | Telephone

‘whebsite:

[~ Default

Fau:

First Contack

Cortact persol

I~ Inactive

Cloze |
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® Setup Company >

CompargDetas | General | @ Reload Locations (Countries and Cities specifically)

Dizplay Select Statu

Display Select Range [ It is not generally necessary to select the ‘Reload Locations’ button.
Selection Count [0 However: If it is selected, Novtel will reload ALL Cities and Countries
Dy Sekatozs ol in the system — which has been pre-set in Novtel — and it will prove

extremely time consuming.

'-'Sjtﬂcatt_im; C"SE_';"“”“P r Only once the process is completed — which may be in excess of 10
an OCalons as LIy . B )
minutes - the User will be able to access the system again after

Allow International Mumbers [ .
restarting Novtel.

Reload Countriez and Cities Reload Locations @
Movtel Relations are busy imparting the location items inko your existing database.
Loading Country 251 of 2561
Loading City 16216 of 888938
Ewven if Movtel Relations appears to have stopped rezponding allow at least 10
rinutes o complete this action
Accept Cloze

Restart ot

i "

Maowtel Relations Management will nowe restart,
- =
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Categories are created for Customers, Suppliers and Prospects, respectively.

When creating or editing any Customer; Supplier or Prospect Account, the relevant Category can be linked to the master file, which
can be used to perform an advance search to email or SMS accounts linked to the same Category, simultaneously.

In addition, can a User be given access to selected Customer Categories only, when they log into Novtel.

® Novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@novtel.com)
® File

Edit Setup Search Templates Documents Datasets Reports  Help

Should Novtel be used as a stand-alone product, and not
Date | Time [ Tved  interface with a financial system, Customer Categories too
are set up in Novtel from the ‘Edit’ menu.

Customer Categories

Supplier Categories

Prospect Categories

Scheduling
Clear Correspondence History

| Contract Expiry Date:

However: If Novtel is integrated with a financial system,
, N . .

Edit | Setup Search Templates Documents T the ‘Customer Categories’ option is not available in Novtel
Supplier Categories 1 since these categories are set up in the financial system.

® Novtel Relation Management Professional 7.4.0.6 - Welcom
® File

Prospect Categories

Scheduling
— Clear Correspondence History As our system integrates with Sage Pastel, the Customer
S |I Account Progress: Categories have been set up in the financial system and

are available in Novtel for selection.
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W Novtel Relation Management Professional 7.4.0.6 - Welcol

® File Edit Setup Search Templates Documents The process of creating Supplier and Prospect Categories in
Supplier Categories Novtel, are exactly the same.
Prospect Categories . . : c
Sehedul First select the applicable ‘Categories’ option to be created
cheduling . .
. from the ‘Edit” menu and click ‘Add’.
Clear Correspondence History

Account Progress:

w» Supplier Cateqories

Enter the description for this Category and click
‘Accept’ to save it.

Code | Drezcription |

Edit

Delete

ui]

Categary Description ; Accept
Electrician .———--"""”'

LCancel

Cloze
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@ Supplier Categories >
Code | Dezcription e | Add
1 Electician  $£ — This Category is now saved, and the process is repeated to
Edit |

create all other relevant Categories according to your
Company'’s specifications and requirements.

L J Supplier Categories

s
Code | Dezcription | &dd
Electrician
Plurnber Edit |
Garden Services =
Interior Maintenance -

Ewterior Maintenance
Landlord

Cloze

O = L0 —
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User Master Files are created for all personnel who will be working on the Novtel system.
v' Tasks can be scheduled and assigned to system Users, and the progress can be tracked.
v' Customer, Supplier and Prospect Accounts can be flagged for a specific User, and a priority level set.

v' Correspondence between Users and Customers; Suppliers and Prospects can be tracked, and a report
can be produced.

v Whenever an action was taken on any account, the name of the User performing the task will be
recorded next to the action.

To create new system Users, click on ‘Setup — Users’, and click ‘Add’ in the next window.

® Novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@noviel.com) ® Users X

® File Edit | Setup Search Templates Documents Datasets Reports Help @kaﬁmdm Add

s - -
ompany Prospects D ate I Tirnz I T a Jason Munio $|
Delete |

- SMS

Interface :l

Preferences

Status .
Users

Autharization

Location >

Flag Stages *
Activity ]
e
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I Users X | User Tab
Uset logn || Emad | Caegores In this tab, the following information is to be entered:
Mame : Ruan | 1. The User’s Name and Surname.
Surnarme : [Hamman | 2. The email address to and from which communications;
Ermal - aruanhamman@mmpawm_za | reminders and task assignments will be sent.

3. The User Type is to be selected as either Administrator or

Ilzer Type: a.ﬁ.dministratnr ;I General.
- |General _
W Users X
User | Logn |  Emasl | Categores If applicable — and provided that other Users have been set up
. | already - a specific Supervisor can be selected and linked to this
t arme : uan
User’s master file.

Sumname : |Hamrnan |
Email : |luanhamman@zcompany.co.za | If nOt apphcable, Select the OptIOI"I as INone’ |n bOth these fle|dS.
Uszer Type : I.-’-‘«dministratc-r LI
Supervisor One: ILDuise Jw -]

Mone
Louize Jit
Frank Gordon

Jazan Munro
Ruan Hamman
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W Users

Ermail T Categories

™

U zername : |Huan |
Password ; |ruanE|'.E|E| |
W Users

IJzer T Login

* Usze Outlook {7 Use Smip Server

[~ Fetch unread emails only [Outlook)

hail zerver [SHTP]: |

lzemame |

Pazsword |

Server Port Mumbers

|nzarming Part 1

25

Outgoing Port

[~ Use 55L

Test Connection |

[~ Enable spar filter

Save

Cancel

Login Tab
In this tab, the person’s Username and Password is to be entered.

Please note that Novtel is case sensitive, and the password must be entered in
the exact same manner when attempting to log into the system, as set up here.

Email Tab

We recommend that your IT personnel be involved in the setup of this tab, as
the settings entered and selected here will determine if emails can be sent and
received in Novtel by this User.
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» .

Hsers X | Categories Tab

u Lagi Email Categori : , . : . :

| con | e “ﬂ.‘ A User can be ‘assigned’ specific Customer Categories to which they will have access
Cuztomer Categor " R

when they log into the system.
y log y
i'fhﬂ”HTffm Tenant They will only have access to Customer Accounts linked to the selected Categories here.
- Ledal Frocess

[[] 4 - Contract - January Annually
[[15 - Cortract - Februam fnnually . .
[ 6 - Cantract - March Anualy When done, click ‘Save’ to capture the User Master File to the system.
[C1 7 - Cortract - April Annually

[[] &- Contract - May Annually

[[19- Contract - June Annually

[[110 - Contract - July Annualy

[C111 - Contract - August Annually
[[112 - Contract - September Annually
[113- Contract - October Annually
[[114 - Contract -Movember Annually

4ic r— L N L I [}

Select Al | Select Mone |

{ Save } Cancel |

W Users >

James West Add

Kevin Brown Ecll

Delete

i

Louige Jw

luan Harmman

Wendy Hams

3
3
2
3

Cloze |
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Users and Passwords

® Novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@novtel.com)

® File Edit Setup | Search  Templates Documents Datasets Reports  Help

Company - Prospects Date | Tirne

5MS

Interface :I

Preferences

Status ¥

Users

Authorization

Lacation >
Flag Stages >
Activity »

L e L e

By default, ‘General’ Users do not have access to the
option to ‘Mail All’, ‘SMS All’ and ‘Mail and SMS All’.

However: If required, the option can be activated in the
‘Setup — Preferences’ window to allow these actions.

@ Setup X

— Other

[ Usze Final Notice Mail Merge

[+ Print Email # M5 Repoart

[T Dizplay Duplicate Emailz When Filtering
[T Hide Uszer Pazswards

||] v tllov General zers ba Email and S5 AR

Accept
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There are 3 main ‘Statuses’ to be created for Customers, Suppliers and Prospects, respectively.
Unlimited sub-statuses can be created and linked to each main status.
The purpose is to determine the status of each individual account, at any given time.

Specific statuses can be selected when an Advanced Search is performed to filter accounts linked to the same statuses. A bulk email and / or
SMS can be sent to all accounts listed, simultaneously.

Examples of Customer Main and Sub-Statuses may be set up as follow:

The Maln StatUSES - @ Status Values for Account Status . @ Status Values for Account Pragress ® @ Status Values for Contract Expiry Date *
are displayed at the 3 -
f - Add - = . -
Ak = Buwaiting P t April L

top of the screen. - chive - waiting Paymen - i

- Inactive / Termed Edit | - Cantract Terminated Edit | - August Edit |

Mewly Added | i |
- ey e Delste - Legal Action Delete |:| December Delete |
- Suzpended - Legal Motice Sent - February
- Faid on Time - Januan
B iy
Sub-Statuses are linked e
: March
per main status. e
I e
Mot &pplicable
. o [ =
Copy/Move the selected status value to the following status: CoppdMove the selected status value ta the following status: Copy/Move the selected status value to the following status:
2 - Acoount Progress ;I 1 -Account Status j |1 - Account Status LI
Copy | Mave | Close | Copy | Move | Cloge | Copy | Move | Cloze |
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@ Movtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@novtel.com)

W File Edit Setup  Search Templates Documents Datasets Reports Help

::qr: pan},r m‘ Date I Tirne I Tppe
EMALL Interface :l

Preferences
Status H Customer Status Description
Authorization Prospect Status Description
Seeeta ’ Customer Status 1
FE e ? Customer Status 2
Acti:-'ity > Customer Status 3

Search: I:

[T CodeSearch [ Show ur Prospect Status 1

[~ Email Search Prospect Status 2

[ Inactive Only Re Prospect Status 3

REER Advanced Search | Mave Flags To Top| | |

Remember that the same principles apply in the creation and linking of all
statuses and sub-statuses.

By default, the ‘Main Statuses’ will be displayed as:
» Customer Status 1, 2 and 3
» Supplier Status 1, 2 and 3
» And Prospect Status 1, 2 and 3

By either selecting the ‘Customer Status Description’; ‘Supplier Status
Description’ or ‘Prospect Status Description’ option, 3 Main statuses can be set
up respectively, which will change the default Customer; Supplier and Prospect
descriptions according to your customized version.
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@ Novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@novtel.com)
® File Edit

Setup Search Templates Documents Datasets Reports Help

Company " Prospects Date | Tirmne

SMS
Interface :l
Preferences ' L.
e 8 Customer Status Description % CRM Ztatus Description >
SCHEDU Users Supplier Status Description -
() Authorization Prospect Status Description Edit
i Statuz Description 1 : —
Leeien ? Customer Status 1 P
SUTLOCK Flag Stages 3 \
™ -IEustu:umer Statuz 1

oo By selecting the ‘Customer Status
5 | st ’ customerstatusa\ Description’ option and clicking ‘Edit’, the

EMAIL

>

|
[ |

yo:

Supplier Status 1 Statuz Description 2 ; . A
) ™ D
Supplﬁer Status 2 \\hlEustnmer —— Main Customer Status escriptions can be
Seach [ Supplierstatus3 q changed and saved.
[~ CodeSearch [ Showur ~ rospectStatust nJ | Status Description 3
[~ Emai Search Prospect Status 2 N
[ Inactive Only Re Prospect Status 3 \iEUStDITIEf StEItL,IS 3

Advanced Search | tawve Flags To Top | |

| Desc | Code A|

@ CRM Status Description = ® Novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@novtel.com)
~ ® File Edit Setup Search Templates Documents Datasets Reports Help
o Save Company ‘P : -
Status Descriphion 1 Q <o rospects | | Date | Time
I.ﬂ'-.ccu:uunt Statuz % Cancel | Interface ]
Preferences
Status Description 2 Status > Customer Status Description
I'&'CCDunt Progress V/ Users Supplier Status Description
Status Description 3 : Authorization Prospect Status Description
" Location »
IEn:nntran:t Expiry D ate qf Account Status
Flag Stages ¥
Account Progress
Activity Contract Expiry Date
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@ Novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@novtel.com)

® File Edit Setup  Search Templates Documents Datasets Reports Help
Compan
[ pany Prospects Date | Time | Typ
- SMS
Interface :l
Preferences
S Status > Customer Status Description
SCHEDULE Users Supplier Status Description
O Authorization Prospect Status Description
Location Ac t Stat
< = Flag Stages »
g-tag Account Progress
Activity ’ Contract Expiry Date
O
@ Status Values 'FmIAccount Status I *
= fdd
Edit |
Dielete |
4]
Copy/Move the selected status value to the following status:
2 - Account Progress ;I
Copy | M ave | Cloze |

The main statuses alone will not be effective at all, and sub-statuses
are now to be created and the relevant status options linked to each
Customer Master File.

By clicking on the ‘Setup’ menu and viewing the status options for
Customers, the first Customer Main Status is selected by clicking on it.

The selected main status is displayed at the top of the window, and to
create the first sub-status to be linked to it, click ‘Add’.

Click on the search option here to assign a specific colour to this sub-
status.

Azzigned Colaur;

e

Status:

Save

Cancel
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Color X1 We recommend that darker colours are selected and linked to all
Basic
m ErEE R sub-statuses as it is much easier to read in the main window.
NN _ o
| EEEEN Select the required colour and click ‘OK’.
|| EEEEN
ToarrnyT _ _ -
= EETE Azsigned Colour: ( Save 1
Custom b | — 1. The selected colour is now displayed as the ‘Assigned Colour’.
mininlinlcd f 0 | e o o
ENEEEEEN Status: 2. Enter the status description here and click ‘Save’.
efine Custom Calars 3> | &Cti'\fﬁ
DK. I Cancel |
® Status Values for Account Status ey X| The first sub-status for the ‘Account Status’ option is now
/ £ created successfully and is displayed here.
-Active
Edit
@ Status Values for Account Status x
Delete |
-.ﬂctive ﬂ
B v/ Temes [ = To create the next sub-status, click ‘Add’
[ Mewly Added Delete
B usenced e and repeat the process until all relevant
sub-statuses under this main status
_j have been created.
Copy/Move the selected status value to the following status:
2 - Account Progress ;l
Copy | Maove | Cloze |
id
Copp/tave the selected status value ta the following status:
2 - Account Progress ;I
Copy | biove | Cloze |
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; Nc.wtel Rellatmn Management Professional 7.4.0.6 - Welcome Louise (louise@novtel.com) Proceed tO C||Ck on the second main Customer Status and
& File Edit Setup  Search  Templates Documents Datasets Reports Help
| Company eloe e | create all relevant sub-statuses here in the same manner as
r SMS . q
—‘ explained previously.
Interface :l
Preferences . P ”
Status » Customer Status Description When done' click ‘Close’.
Users Supplier Status Description
Authorization Prospect Status Description
e , @ Status Values for Account Progress -
peatien Account Status
Flag Stages Ac p
—— ’ Contract Expiry Date ﬂ
yy u - Bxmaiting Papment

- Contract Terminated Edit

Legal Acti

- eqgal Action Delete
- Legal Hotice Sent
- Paid on Time

=
Copp/Move the zelected status walue to the following status:
1 - Account Status j

Copy | bove | Cloze |
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® Novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@novtel.com) The same principles are app“ed to create sub-statuses for
® File Edit Setup  Search  Templates Documents Datasets Reports  Help the 3 and last Customer main status. Select this status
;:r;pa”" " Prospects | | Date | Time | option from the ‘Setup — Status’ window.
Interface :l
Preferences Create the sub-statuses relevant to this main status and click
Status » Customer Status Description ‘Close’ to exit.
Users Supplier Status Description
Authorization Prospect Status Description
Location 5 Account Status @ Status Values for Contract Expiry Date >
P = ’ Account Progress
Activity Contract Expiry Date - April =

- August Edit
I:I December r—
- February
- January
- July
- June
- March

Delete

I e
I:I I ot Applicable
=
Copy/Move the selected status walue to the following status:
|1 - Azcount Status LI

Copy | b ove | Cloze |




Setting up Supplier and Prospect Statuses
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® Novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@noviel.com)
® File Edit Setup  Search  Templates Documnents Datasets Reports Help
C ]
[ e Prospects Date I Time I ]
- SMS
Interface B The exact same principles apply to the creation of main and
Preferences sub-statuses for Suppliers and Prospects.
Status ¥ Customer Status Description
Users Supplier Status Description 1. First customise the Main Statuses.
Authorization Prospect Status Description
Location > 2. Select the main statuses one by one and create the
Account Status o
Flag Stages > relevant sub-statuses for each individually.
Account Progress
AT ’ Contract Expiry Date
gy g
Account Status
Account Type
Search: | None
[T CodeSearch [ Show u SRRl e
[~ Email Search Progress or Lack Thereof
[ Inactive Orly Fe Action
Advanced Search | Move Flags To Tood |




Setting Statuses to an Account

T 25
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Movtel Relation Managerment Professional 7.4.0.6 - Welcome Louise (louise@novtel.com) H: statuses are not Ilnked to the various accounts, it W||| not have any affect.
® File Edit Setup  Search  Templates Documents Datasets Reports  Help . . . .
; Therefore, it must be linked correctly to obtain the desired results.
Iﬁ' Eustnmersl " Suppliers ¢~ Prospects | Date | Time I 1
[Andena, Walter | We recommend that when a Customer, Supplier or Prospect Master File is
AcCount Status” created, the status is immediately set according to the Account’s actual status to
Account Progress: | D avoid a great deal of work later.
Contract Expiry Date: q q q
i 1. At present, no status details are displayed for the selected Customer in the
W
Counry: Edit main screen yet.
City: 0 q c e .
o Ll R 2. To link this Customer to a specific set of sub-status under main status 1, 2
Flagged Stage: Log Fax . q
? and 3, right-click on the account, and select ‘Set Status’.
Log Schedule
| Save Maote
Search: . . . q q
[ certe The 3 main statuses in this window are displayed as set up, but the sub statuses
[~ Code Search Save Documents . ‘ ’
I~ Email Search Location / Map are all displayed as ‘None’.
[ Inactive Orly
Send Email
[ AdiencediSeary . @ Set Status for | ANDOO3 - Andena, Walter | x
ail All
Send Sms
B Anderson §nd Sms All Account Statuz I - Maone - ﬂ |:|
B anderson, HMdir
B2 Andrews, Jo Mark: all as Read Accaunt Fro . Y ~
p— . gQress | ane il
!.-’-\ndrews, Shad Send Ermail and Sms I J |:|
B ccoM - .
— Mail and Sms All [ - -
B3 0u Toit Fuben ail and 5ms Contract Expiry D ate ; I MHone J |:|
ﬂ Ewpress Hotel Gr Set Status
! E”P[BS:nP'IU;::iE Set Status Al




iv\\\m“
o

- i
Repar
“Clations yanas

® Set Status for: ANDD03 - Andena, Walter bt To set the applicable status in the first field for this Customer Account, click on the down arrow.

All sub-statuses linked to this main status will be listed and the correct option can now be
Account Status ey Added - .
Hore selected.
Account Progress .g.::ti\.fe o |:|
_ et  Temmed When selected, the colour linked to the selected status, is displayed next to the first field.
Contract Expiry D ate : |:|

Now select the sub-status to be linked to the second and 3" main statuses and click
‘Accept’ to save the changes.

@ Set Status for : ANDOO3 - Andena, Walter

Account Status I ey Added

@ Novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@novtel.com)

Account PTDQTESS. I,ﬁ,waﬂmg PEI_','I'I'IEI"I'I ® File Edit Setup Search Templates Documents Datasets Reports Help

Contact Expity Date. [ Cusomes © 5%n © Pomes | [ [T ] The main screen will now display the
TAndena water | | following information when this account is
Account Status:
Newly Added D selected:

Account Progress: 9
Awaiting Payment

iy 1. The Account Status is ‘Newly Added".

Country:

V/gccept | Cancel

2. The Account Progress states that we

City:

ETlc are awaiting payment.

— 3. And the contract expiry date is open
[~ CodeSearch I Show unread emails ended at present.

[~ Email Search

[ Inactive Only Fefresh >

Advanced Search | Move Flags To Top

Ll
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® Novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@nowvt
® File Edit Setup Search Templates Documents Datasets Reports H

To set statuses on Supplier and Prospect Accounts, either the ‘Suppliers’
or ‘Prospects’ option must be selected; The account right-clicked; and
the status set as required.

| " Customers | @ Suppliers | Prospects | Date | ——

| Eddies Elechical |

Account Status:

Account Type:

Hone:
Country:
Add Mew
City: Edit W Novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louis tel.co
Flagged Stage: LCIg Phone Entry ® File Edit Setup Search Templates Documents Datasets Reports Help
| ¢ Customers ¢ Suppliers I(:' Praspects || Date Time Type Subiject
Log Fax
= 2020408412 11:59:56 Email I arketing Intraduction
Log Schedule |Pmpeﬂy Kings |
Search: Marketing Process:
Save Mote
Code Search I_ Show Progress or Lack Thereof:
r - Create Letter
[~ Email Search Action:
B [este Ol : Save Documents
1 Country:
&dvanced Search | F o Lecation / Map
. City:
Send Email
Desc ) Flagged Stage:
i E ddies Electrical Mail All ® Set Status for: PRO00T - Property Kings *
B8 Heike Corporation
. . Send Sms
B Heike Corporation Search: | Marketing Process : IIntroduction Email Sent
= Stevens F'Iumbing 5ms All [~ CodeSearch [ Show unread emails —
) i . Progress or Lack Therel Contact again in February
B2 The Plumbing 5 pecis Mark sl as Read I™ Emall Search
ark all as hea [ Inactive Only Refrezh > Action :
Send Email and Sms Advanced Search | tove Flags To Top
Mail and Sms All Desc | Code |
mPropert}l Kings PROODT o
Set Status Accept | LCancel |







Creating Customer / Supplier / Prospect Master Files
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® Novtel Relation Management Professional 7.4.0.6 - Welcor Customer, Supplier and Prospect Accounts are created in the exact same manner.

® File Edit Setup Search Templates Documents Depending on the selection at the top of the window, the account will be created

and listed in the corresponding window.

® Novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@novtel.com)
® File Edit Setup Search  Templates Documents Datasets Reports  Help
!_* ' & Customers | Suppliers ¢ Prospects | Date I Time I Type I Subjsct
 EMAIL |Andrews, John |
Account Status:
Active
Account Progress:
SCHEDULE Awaiting Payment
Contract Expiry Date:
April
) P Add New
UTLOO! Country: Edi . o q q
Cis: In this case, we will create a Customer Account by clicking
Log Phone Entry
S || | Flasged Stage: Log Fax anywhere in the section here and selecting ‘Add New’.
Colehdar Log Schedule
" Save Note
Search: | ’ Create Letter
[ CodeSearch [ Show urreadfemails Save Documents
[~ Email Search Location / Map
[ Inactive Only -3
Advanced Search I hove Flaghs To Top Send Email
¥ Mail All
Desc 'l Code
B= AMDOD Send Sms
B2 Anderson and Sons AM000 Sms All
BS &nderzan, Holdings ANDOO
- Landrews, John Mark all as Read
B Aindrews, Shawn ANDOD Send Email and Sms
B CCoM CCooo Mail and Sms All
B Du Tait, Ruben DETOO
oo Ex<PO Set Statie




Creating Customer / Supplier / Prospect Master Files
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W Cdit Custormer Details =

Code THEOOZ ¥ Use Account Autahiumber

LI Location 1: |3 - Atlantic Seaboard

In this window, a unique account code and name is to be created.

Category |1 - Manthly Tenant LI Location 2: | 25 - Hout Bay LI

The pre-created category and locations relevant to this Account, are

— General Information —Address
Id Mumber: | | Address: |?? Seafront Road |
Hou Bay | to be selected.
Name: |TheAqua Bap Hatel |‘I11‘I |
Telephone: (021123456 78 | | | Ensure that the correct email address and mobile number is
Mobile Phone: {082 123 456 78 . . . . . . .
: —— | . I I o | entered since it will be used in email and / or SMS communications
Email Address: |aquabap@hotel co.za oordinates: iEw
wiebsite; |www.aquaba}lhotel.com |i| —Email / Sms Option: dlreCtly from NOVteI'
Fax | | (5 Corparny Oy All other information must be entered too before clicking ‘Accept’.
First Contact: |2D2D-D2-1D j ¢ Contact Persons Only
" Compary and Contact Persons
3' Company Activities
I Inactive Accept Cancel
® Novtel Relation Management Professional 7.1.0.7 - Welcome Louise (louise juv@noviel com)
® Fil: Edit Setup Search Templates Documents Datasets Reports Help a a c g
— e e T Once saved, the Account can be accessed by simply double clicking on it.
[The Aqua Bay Hatel | . . . y
Account Status The ‘Contact persons with company’ option is now activated, and
Account Progress: .. .
R E T —— <1l additional contact persons can be added to this account.

Locationl: Code |THEOD2 ¥ s Ee v

Atlantic Seaboard

=11l Email and SMS communications can then either be sent to:

Location2: Category [1 - Monthly Tenant | Loostion 1: [3- Adantic Seaboad | Locstion 2 [25-How Bay
El?au;gE:yd Stage: - General Info —Addr ‘ |

1d Number. I:l Addisss: |77 Seafront Road § )

oz | 1. The Company Only (The details entered on the main screen)
¥ CodeSeach | Show uread emals el . . . .
2 } | 2. Contact Persons Only (The details entered in the ‘Ade
I Inactive Only
chnced Search | Move Flags To Tep| | | EmlAddess [suabay@hotel co.za | Coordinates: | | view | Informatlonl Screen)

Website: [ aquabaghotel.com | il ~Email / Sms Optian
Desc [ Code o
B andrews, Shawn ANDOD || Fay ] & Compary Only
BE
e o || o [T T 3. Orthe Company and Contact Persons
. The Aqua Bay Hatel -\lsuuz , EI Cotctpsons il comy e(‘ Company and Contact Persons

B Company Activiss

I Inactive Accept Cancel
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Creating Customer / Supplier / Prospect Master Files

If set up, the ‘Company Activities’ relevant to the selected Account
can be selected, which can be used to filter Accounts linked to the
same activities for the purpose of sending a bulk email or SMS to all
listed accounts simultaneously.

[T Inactive

@ Cdit Custormer Details o
Code ‘THEDDE | ¥ Use Acoount Autallumber
Category I'I - Monthly Tenant L3 Select Activities - O X 2 |25 - Hout Bay LI
— eneral Information b airy Activity I Sub Activity I Selec
Mol | Property b anagement Property Developrment O |
Social Houzing O |
M ame: |The &qua Bay Hotel Body Corporate O
Industrial Rentals O |
Telephane: |E|2-I 123 45678 Hozpitality M anagement  Accommodation Only O |
. R estaurant Only 1
Maobile Phone; |082 123 456 73
oRlE Fhans | Accommodation and Re... |
E mail &ddress: |aqual:ua_l,l@hu:ulel.u:n.ze Conference Facilties | Wi |
wedding Yenue
Wwiebsite: |www.aquaba_l,lhatel.c
- | /
"
Firgt Contact: | 2020-02-110 < >
Perzonz
%\l ContapifErzons with company Lancel |
Company Activities
Accept LCancel







Email and SMS Templates
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W Novtel Relation Management Professional 7.4.0.6 - Welcome Louise {louise@novtel.com) 1
® File Edit Setup  Search gTemplates Documents Datasets Reports Help Ema|| Templates
% Customers S AT TR I Time I Type . . . g
oo Uee EmaiSMS Templte An unlimited number of email and SMS templates can be set up in Novtel to send a
Account Status: customized email or SMS to a single email address or mobile number, or to multiple email
addresses or mobile numbers simultaneously.
@ Ternplates >
i From the ‘Templates menu option, the ‘Setup Email / SMS Templates’ option is selected.
| |
List of Templates: [~ Merge Fieldz Enahbled
il In the ‘Templates’ window, the ‘Add’ button is selected.
Edit
Delete |
® Ternplates | Enter a unique name for this template which will
Save Template As: easily be distinguishable when searching for the
[15t Letter Late Payment | applicable template to use it when sending either an
Template Text: [ Merge Fields Enabled Email or SMS.
Sa"}.e . . . . -
This description entered here, will also automatically
Cancel be displayed as the Email or SMS Subject.
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Email and SMS Templates

@ Ternplates W
Save Template &z
|15t Letter Late Payment | < |
Template Text; v #erge Fields Enabled:
Save
Cancel
® Ternplates >
Save Template Az
|1 st Letter Late Payment i_;,
1 A
Template Test:
H:p; =
Dear << Mobile >33 Save
<< Famsry
<<« Email 3> Cancel
<o Address 1 xe
Acddrmes D )

To activate the option to insert customized information for each
selected Customer; Supplier or Prospect when sending an Email or
SMS using a Template, tick the ‘Merge Fields Enabled’ checkbox.

This action immediately activates the field from where specific
options can be selected to insert on the Template.

Next, the required message can be added to the ‘Template Text’
section. In this case, we will first enter the wording ‘Dear’ and the
select the <<<Description>>> option from the Merged Fields menu.

@ Templates

Save Template b

1=t Letter Late Fayment

Template Text:

7« Descriphion >

¥ Merge Fields Enabled

Dear === Description >»>

This merged option is now inserted here.

Save

Cancel




Email and SMS Templates
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For demonstration purposes, we will now save the template and demonstrate the
E— effect of this selected when an email is sent to Mr Andrews, using this template.

P — |

un
o
| sratrve MS
II::EBH!h I Show urvesd emeds pe! gnfiarer anceller
i ""M"‘ M W Email x

Advared Seaich MMMI;TW
EE RN
""" New Foraard Reply | Reply To Al
Fram: ‘ruanhamman@zcompany.co.za |
To.:_[han@endrens com ' On the new Email form, the Account will
i | T cC.. | | . . .
e | | not yet be listed, and will be displayed as
Sub\ect:“lstLattel Late Payrnent | lDear <<< Description>>>.’
Attachmerit: ‘ &I
Characters Used . 26
B[I|Y]| |
rDear << Description »»> I
Diate I Time I Type | Subject I Text I Recorded By
2022/08/25  14:30:14 Email -.-___Tst Letter Late Payment Ruan
;g ¥ Email \ i quotation on the . tz::zz
20; . . . . rinted copy of the Louise
Mew F::vald Re;; Replyffu_ﬂll
Frorm: ‘luamhammar’v@z:ompany.co.za ’I' |
To__[Feri@erdonscem 7/ | However: When the email is sent and is accessed
-~ : i'l : afterwards, it displays the Account Description
e 4 | correctly as captured to the Master File.
Attachment: ‘ II ﬂ

Characters Lsed : 284

B|I]y] / |

Dear Andrews, Shawn ‘




Email and SMS Templates
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@ Templates X SMS Templates

Save Template ba:
|SMS -Paymentis Late | |<<< Description >3 LI

SMS templates are created in the exact same manner, and the same
principles apply.

Template Text: ¥ Menge Fields Enabled
Dear <<« Description =%

However: Please note that SMS Templates cannot exceed more
than 160 characters.

Please settle your account immediately to avoid legal action.

Cancel |

Regards,
The Property Specialists Team) . .
pery =P | To send an SMS to the cell-phone number linked to the master file,

= you must have SMS credits — which can be obtained from Novtel.
| sMms X
= mnn
Mew Fornard Reply Reply To &1
From: |ruamhamman@zcumpany.cuza |
To.. [06247. |
e | |
BCC. | |
SubiectNS - Pament s L22 ! The SMS will then be received by the
Altachment | | L.
Characters Used : 133 reCIplent as fO”OWS:

B[I|yY] |

Diear <<< Description »>>

Please settle your account immediately to avoid legal action

Fiegards,

The Praperty Specialists Team %

Send LCancel |
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@ Noviel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@novtel.com)

® File Edit Setup Search Templates Documents Datasets Reports Help

 Customers ¢ Suppliers ¢ Prospects | Date |Time

| Andrews, John

Account Status:
Active

Account Progress:
Aumaiting Payment
Contract Expiry Date:
April

Country:
City:

Flagged Stage:

Add MNew
Edit

Log Phone Entry
Log Fax
Log Schedule

Search: |

[~ Code Search [~ Shaow unread em
[~ Email Search
[ Inactive Only Refresh -3

Advanced Search I Move Flags To

Desc: | Cot
B= ANI
B2 Anderson and Sons ANI
B2 &nderson, Holdings ANl

Andrews, Johh
Andrews, Shawn M
EccoM CLCI
B= Du Toit, Ruben DE’
ﬁ] Ewpress Hatel Group Exf
z{l Express Properties ExF
B2 Petersan, James PE
B= Pirates News Agency PIR
B Pirates Pub FIR
B Fielax Hotel Group REI
B2 Simmons. Stephen Sl
L4
Customer Count : 20 I

Save Note

i

Create Letter
Save Documents

Location / Map

Send Email

Mail All

Send Sms

Sms All

Mark all as Read
Send Email and Sms
Mail and Sms All

Set Status
Set Status All

Flag Customer >
Flag for Specific User

List Company Activities

At a Glance View

Saving Notes and Logging Phone Entries

The principles for logging a phone entry and saving notes are exactly the same.

In addition: a reminder can be set, and a task scheduled for a specific User to act.

First right click on the Account and either select the ‘Save Note’ or ‘Log Phone Entry’ option.

= Y

Reminder’ checkbox is ticked.

5. Click ‘Save’ to continue.

A subject must be entered to quickly find it on the selected Account.
The Novtel User requesting the action is selected from the list.
Now enter a detailed note or conversation in this field.

Should you wish to schedule a task and set a reminder, ensure that the ‘Set as

® Log Note *
Suhiect:o Requested By:
|Eush:nmer to be contacted for guote specifications | IFluan g j

Mote:

Thig Cuztomer requests a quotation on the Property and Relations Software
Packages - integrating with Sage Evalution Ultimate Yersion.

There will be B Work stations for each.

Please contact A54F. e

w e e ) Qsoe |

Cancel




Saving Notes and Logging Phone Entries

A\
; senet
ations Manag

I\’r-/

Scheduled Tasks — [m] X

[~ Task Editor [ Tasks DocumentinfoBedow |

Instruction From Staff] ted By: [Ruan v ] Uncompleted znd Remind User | Document Type: Note . . . .
e — U Immediately, the ‘Task Editor’ window is opened, and the task

ComuctPerson: [ & e EEND s e D | 3 .
e e can be scheduled for the applicable User, and the reminder set.

Cell [ Tel: | TimeEnd: 1130 Verson

There will be 6 Workstations for each.

Detailed Task Motes On
Instruction CriET Please cartact ASAP.

I~ Send user an email

— . oo ot 2 In the Communications window for the selected Account, the
‘Type’ will be displayed as either ‘Phone’ or ‘Note’, depending
on which option were selected.

View Tasks

Active Users: 1
James West (1/1) Open
Kevin Brown (1/2) Open
Louise JvV (3/7) Open
Ruan Hamman

Wendy Hars (0/1) Cpen

® Novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@novtel.com) - =

® File Edit Setup Search Templates Documnents Datasets Reports  Help - 5

& Customers " Suppliers Praspects | Date I Time I Type Subject Text Recaorded By Fequested By
2022/08/26  11.32:26 Phone 26 August 2022 Phone Cal Louize
2022/08/26  11:30:08 Mote Customer to be contacted for quote specifications Thiz Customer requests a guotation onthe ... Louise Ruan

[Andrews. John

Account Status:
Active

Account Progress:
Awaiting Papment
Contract Expiry Date:
April

Countiy:
City:

Flagged Stage:

Search | |

[~ CodeSearch [ Show unread emails
I~ Email Search

I Inactive Orly Fefresh > I

Advanced Search I Move Flags To TopI

Desc | Code  »
B 2ndena, Walter ANDO:
B Anderson and Sons AND0D
B3 Anderson, Hol
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Saving Documents

Immediately, the ‘Select File’ window is opened,
and the applicable file can be searched for and
selected.

The document name will be displayed in the
Account’s Communications section and can be
opened directly from this screen by double clicking

® Novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@novtel.com)
® File Edit Setup Search Templates Documents Datasets Reports  Help
@ Customers ¢ Supplisis ¢ Prospects | Date [ Time [ Tupe
2022/08/26 11:32:26 Phane .
[ || Geooeze 1o ves Documents — such as contracts or any other relevant files - can
ccount Status:

Active . . . . . . .
Account Progiess: also be saved individually by right-clicking on the applicable

waiting Payment

Contract Expiry Date: ) . ) )

o5 addNew Account and selecting the ‘Save Documents’ option.
Country: Edit

ity Log Phone Entry

Flagged Stage: Log Fax

Log Schedule -

| Save Note ® Select File X

Search: Create Letter

v o)

I CodeSemch I E——— <~ T <« 1. Company Setup » V3 v O 2 Search V3

I~ Email Search :

r In:ziv:g;y K o AreaE Organize v Mew folder f==~ mH o

Send Email ~
_Advanced Searcl J ;nmlrlnal _J 3D Objects 2 Name Date modified Type
g ai

= B Send Sms e @ The Company Setup Procedure.pdf 2022/08/11 13:55 Microsoft Edge

B Anderson and Sems All Documents @ The Company Setup Procedure.pptx 2022/08/12 09:47 Microsoft Powe

B Anderson, Holding Mtk ol as Read b Downloads

B indows, Shavin Send Email and Sms b Music
B ccoM
B Du Toit Fuben Mail and Sms All [= Pictures

B Videos
i 05(C)
< >
File name: | The Company Setup Procedure.pdf \\|AII Files (=) V‘
* Open Ivl ‘ Cancel |

on the line.

® File

-
Andrews. John ==

2022/08/26 0 113226

Account Status:
Active

Account Progress:
Awaiting Payment
Contract Expiry Date:
Aupril

Country:
Cily:

Flagged Stage:

2022/08/26  11:30:08

W Novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@novtel.com) - X
Edit Setup Search Templates Documents Datasets Reports Help - 8 X
& Customers " Suppliers ¢ Prospects | Date Subject Recorded By Requested By

Customer to be contacted for quote specifications

Lovige

Thiz Customer requests a quotation on the ... Louise Fuan
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@ Novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@novtel.com)

® File Edit Setup Search Templates Documents Datasets Reports Help

|(3' Customers ¢ Suppliers ¢ Prospects | Date

202
| Andrews. John | 202
Account Status: 202

Active

Account Progress:
Auwaiting Payrment
Contract Expiry Date:
April

Country:
City:

Flagged Stage:

Search: | |
[~ CodeSearch [ Show unread emails
[~ Email Search

[ Inactive Only Riefr

Advanced Searcl

ove Flags To TopI

Desc | Code |
= AMDOO3
B2 Anderson and Sons AMO0M
B Anderson, Holding: AWDO0DZ2
3 andrews, John ANDOD4
BR andrews, Shawn AWDOM
EccoM Cccooo
B2 Du Toit, Ruben CETOO
T:—ﬂ Express Hatel Group ExPO0
ﬁ{| Express Properties ExPO02
B= Peterzon, James PETOO
B Pirates News &gency PIROOT
B Pirates Pub PIRODZ
B Fielax Hotel Group RELOO
E= Simmons. Stephen SiMo0t
B= The Anchor Restaurant THEOM
B The Aqua Bay Haotel THEDO2
E=webh Frank WEBOD4
B w/ebb James WEBDO3
B=w/ebh Kevin WEBODS
B=wiebb Stephen WEBDDZ2

-4 Clear &ll Searches |

Recorded By: IALL
Customer Category: IALL
Country: |ALL
City: JaLL
Account Status: IALL

Account Progress: IALL

Contract Expiry Date: IALL

A {23 [ A [ 0 A A A
L

Flagged User: IALL
Flagged Priarity: IALL
Flagged Stage: |ALL
Activities: JALL

Search »» |

edure. pdf
Bll
for quote specific]

Previous Search Parameters
Fecorded By: I

Customer Categony:

Country:

Ciky:

Account Status:

Account Progress:

2022/08/26

Previous Date:

Flagged User:

Flagged Priority:

Flagged Stage:

Activities:

|
|
|
|
|
Contract Expiry Date: I
|
|
|
|
|

There are various search methods to be used in Novtel Relations to
achieve the desired results, namely:

Advanced Searches

Clicking on the ‘Advanced Search’ button, the User can search for the
following information as linked to a Customer, Supplier or Prospect
Master File:

v
v

SR NERN

Accounts recorded by a specific User
The Category the Account is linked to

The specific location where the Customer; Supplier or Prospect is
situated (Either Country and City, or the Customized locations as
set up and selected)

Sub-Statuses as linked to the 3 main statuses
Users flagged for a specific task
Flagged priority and stage

And Activities the Account is linked to




Advanced and Other Searches

® Novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@novtel.com) The Sear‘Ch Menu
® File Edit Setup  Search Templates Documents Datasets Reports  Help

v Al ! ’ i i i
|:r=' Cush ” [Time From the ‘Search’ menu, various search options are available.
—— By Contact Numbers 2022/08/26  11:39:51
Andrew B p 2022/08/26  11:3226 - ‘
Accour y Person Code / Desc SooaE 114008 For demonstration purposes, we have selected the ‘Contact
i::ti:jur By Email Numbers’ option; selected the ‘Telephone’ option and
. E C t . o .
Awaiting y ategary entered this telephone number before clicking ‘Search’.
Contra By Category and Status
April
" Earc
By Current Balance Search X @ Novtel Relation Management Professional 7.4.0.6 - Welcon
Country By 1D Mumber Contact Numhers[Eustf’Suppf ProspT E il T Category T Currert Balance T 1D Mumber T Flag Stages ® File Edit Setup Search Templates Documents
City: i~ Prospects |

Anderson. Holdings |
| | Account Status:
¢ Cell Phone
| | Account Progress:
" Fan
Contract Expiry Date:
| Telphone  [212345678 | |
Country:

7 )
%ealch | Cancel

City:

Flagged Stage:

Search: |

[T CodeSearch [ Show urread emails
I~ Email Search

[ Inactive Only Fefresh >
Advanced Search I Move Flags To Top

The account this telephone number was
found to be linked to, is displayed here.

Holdin [nk




Advanced and Other Searches

The Main Screen

Account Code Search

By ticking the ‘Code Search’
option and entering an Account
code — or part thereof — in the
search field, the Account will be
highlighted in a faint grey line
when matched.

v LCodeSearch [ Show unread emails

[T Email Search
[ Inactive Only

Advanced Search | Move Flags To T-:upl

Desc | Code |
B nderzon, Peter AMDOOZ

BB Andiews, Shawn AWNDOM

B8 The &nchor Festaurant THEDM
S e
mWesterl_l,l Hatel Group WESOO1

Account Description Search

If the ‘Code Search’ checkbox is
unticked, the Account
description — or part thereof -
can be entered here and Novtel
will  highlight the matched
account.

Search; |the Aqua L

[~ Code Searchl [ SHow unread emails

[T Email Search

Email Search

Ticking the ‘Email Search’ checkbox and
entering the email address — or part
thereof — in the search field, the
account the email address is captured
to, is matched by Novtel.

shawniE

Search:

de Search [ Show unread emailz

v Email Search il il

[ Inactive Only
Advanced Search | Move Flags To Tu::pI

7 Inactive Only
Advanced Search | kove Flags To Tn:an
1

Desc ‘l I Code I
B . rderson, Peter AMDOOZ
B2 2ndrews, Shawn ARDOM
B= The Anchor Festaurant THEDOO
il The Aqua Bay Hatel THEDOZ
BR vw/esterly Hotel Group WESOOT

Dezc | Code |
B= The Aqua Bay Hotel THEOOZ
B2 westerly Hatel Group WESOOT
B :nderson, Peter AMDOOZ

Gl Andrews. Shawn 8 ANDODT
BE The Anchaor Festaurant THEDO







Using Flags
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Accounts can be flagged; a specific priority level set, and a note can be captured to accompany the flag.

Three priority levels are available for selection, and the flag for each are specifically colour coded for the User to immediately identify the
most urgent flags.

v" High Priority - Red flag
v' Medium Priority — Orange flag
v" Low Priority — Yellow flag

——————————— 3 | Search:
Advanced Search | Move Flagz To To "/ .
[T CodeSearch [ Show unread emails
[ Email Search
Dezc Code
Clicking on the ‘Move Flags to the Top’ i
Bl rderson, Peter ANDOOZ . . B B i O
= button, the flagged accounts are moved to o) Szenh | R = Y [
the top of the Accounts section, and in
E:{|The Anchor Bestaurant THEDOT g £ the hichest priority first
order of the highest priority first. Lﬁi‘&i—l—iﬁiﬁ—u
B The Aqua Bay Hotel THEDOZ M The Aqua Bay Hotel THEODZ
ﬁ:ﬂWesterl_l,l Haotel Group WESOOT I westerly Hotel Graup WESO0T
'ﬁ The Anchor Besztaurant THEDD
Anderzon, Peter AMDO0Z
BE 4ndrews, Shawn AMDO0T




Using Flags
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® Novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@novtel.com)

8 e Gt Sehp Sewch Terpltes Documents Dt Reports_Hob An Account is flagged by simply right clicking on it; selecting the ‘Flag Customer /

| & Customers © Supplie ¢ Prospects | | Date [ Time [ Type Subject i ) i ) i i i i
2022/08/25  11:3351 Document The Compal | / d I k h | bl | |
e AR TIES o It Supplier / Prospect’ option and clicking on the applicable priority level.
gct':"""l Status: 2022408026 11:30.08 Hote Custome o
Clive

Account Progress:

ﬁﬂfja{y:;:; Date: » Flagged Custorner Note - AllUsers b
il
Add New
Country: Edit Subiject: Requested By:
City: Log Phone Entry Flagged Customer Mote - Allllzers | ILouise ;l
Flagged Stage: Log Fax
Log Schedule Mate:
— ——— Save Note The Contract iz being amended. after which the signed copy is to be captured to
Search: Create Letter thiz customer account before Bam on 31 Agust 2022 A N Ote to accom pa ny th S F I ag can now be
[~ CodeSeach [ Save Documents
r Emisns o captured and saved.
nactive Only
Advanced Search Sz et
: Mail All
Desc .
i The Account is now flagged, and the note can be

B3 Anderson, Holdings

Mkl o accessed by double clicking on it.

B Andrews, Shawn| Send Email and Sms

:gc?”t s Mail and Sms All
u Toit, Ruben
ﬂExp.ess Hotel Grofin Set Status W Novtel Relation | flanagement Profe: Nelcome Louise (lovise@novtel.com)
ﬁEKD'ESS Fropertie: Set Status All ® File Edit Setup Search Templatss Documents Dstasets Reports Help
Peterson, James
R e e S g i ; .. | coca | y [ — o —
BPrates Pub Flag for Specific User Medium Priarity - - I WMoz 12125 Flagged Mot Flagged Customer Mate - AllJsers
: 2_"'"“ Hotel 2'”“: = Low Priity [Andrews. John M08/ 11:3351 Documert The Company Setup Procedure, pdf
e o PSS Account Status: 0220826 113226 Phane 26 August 2022 Phoree Call
ctive i :
i 2022/08/26  11:30:08 Mok Custe to b tacted b t ficat This Cust,
Customer Count : 20 HiaEmmEn EserHovielD atabRelations\Basic Manua mdb Account Progress: o utomerta he coniactedlor quots speclications 1o e
Awaiting Payment
Contract Expiry Date:
April @ Flagged Customer Note - AllUsers s
Country: Subject Requested By
City: [Flagged Customr Note - Allsers | [Fetis= =]
Flagged Stage: Mote:
The Cantract is being amended, after which the signed copy is to be captured to
this custorer account befare Sam on 31 Agust 2022
f
Search:
[~ CodeSearch [ Sffow uriead emails
[~ Email Search
™ Inactive Orly Refresh >
Advanced Search Fewert ltems |
. i
Desc F [Code A
B andiews, John ¥ ANDO:
B Pirates Pub PIRO02
I Espress Hotel Group EXFO0T Flagaed For
Sﬂ Express Properties EXPO0Z
= ANDOD:
B3 Anderson and Sons ANDOM

B3 #nderson, Holdings ANDOO




Using Flags
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® novtel Relation Management Professional 7.4.0.6 - Welcome Louise (louise@novtel.com) Flaggi ng a n Accou nt for a Spec:ific User

® File Edit Setup Search Templates Documents Datasets Reports Help

L€ Gmonas 1 ::New L ine | Accounts can also be flagged for a specific User who will be responsible for taking
Peterson, Jame . .
Account Status t“‘gi*“’”ﬂ”“' the required action.
og Fax
Account Progre og Schedule . . . po .
I o Right-click on the account and select the ‘Flag for Specific User’ option.
ontract Expiry ave Note
Create Letter
Country: Save Documents '
City: Location / Map  Flag Customer For a User X First select the User for whom the Account
- Send Email .
Flegoed Saaer is to be flagged.
|Jgers: James
— | Send Sms Lovise
Search:
e sl Flag Priority:
:: E:'na: S::[Zh Mark all as Read II"""'IIE’r_'"j.'rI
[ Inactive Orly Send Email and Sms i EE'\I‘IH
Advanced Sean Mail and Sms Al ——hen
Do Set Status
| Espress Properti Set Status All
: S , @ Flag Customer For a User X
o o E——— Then set the priority level before clicking ‘OK.
B &ndrews, Shaw . .
List Company Activities |sers: James ;I

A note can now be captured for the User to

At a Glance View

Peterson, Jamed N - X
B= Pirates Mews Agency PIROOT Flag Fricrity: Medium ta ke action.
| B Bielay Hotel Groun EELOm Hidh

Only the User for whom the Account was
flagged, will see the flag when logging into
Novtel with their credentials.







The Scheduling System
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Novtel Relations Management incorporates a complete Scheduling system whereby:
1. Anemail can immediately be sent to the applicable Novtel User’s Microsoft Outlook account when a task is scheduled for them.
The ‘Scheduled Tasks’ screen will pop up on the set date and time to indicate that a task was assigned to the logged in User.
A Microsoft Outlook reminder will be created and will pop up to remind the User — who has scheduled the task — of the action to be taken.

The scheduled tasks will be visible in the User’s Relations Calendar.

s B

A User can either log a task for another User, or for themselves.

By clicking on the ‘Schedule’ icon, a new task can be scheduled.
An email can be sent to the User to alert them of a task scheduled for them, and the ‘Uncompleted and Remind User’ option is ticked.

The date upon which they must be reminded of the task is selected and the time by which the task must be completed upon the selected

d ate’ must be set. ® Nowtel Relation Management Professional 7.4.0.1 - Welcome Louise (lovise@novtel.com) —
; Edit  Setu
Scheduled Tasks - O x
| Task Editor | Tasks Document Info
L7
Instruction From Siafflouse Reauested By: [Lowse D o | Docurer: Type:
Acco| | Person: |Express Propetties Remind Dae: [22T122 =] e |
Contrl | Contact Persan: lEncaJames— ql Time St 1245 5 Nete at capture
Lacal | Cell [az123456 Tel | TimeEnd: 1500 =

Local ;
Deteiled Task Please cortact Erica for a demonstration on our Notes On
Instruction: Relations Mobile App Crress

[ Send user an email

Save Cancel Outlook >

View Tasks
Active Users: 1 Description Completedhicte
James West (2/2) Open Amange Relations Demo
Kevin Brown (1/2) Open Send quote for repairs

Send quote for repairs Quote Sent

]
Haris (0/1) Open Pleass send quotation on Property and Relations Management Software Integrated with Sage Pastel Partner, and for 10 Users each. | Guote Sent and got a reply already

Please send quotation on Property and Relations Management: Scftware Integrated with Sage Pastel Partner, and for 10 Users each. | Guote was sent successfuly




The Scheduling System
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Scheduled Tasks - a *
~ Task Editor ~Tasks Below
Instruction From StaffLouise Requested By: [Louise IR it il Usr | Document Type:
Person [Express Properties. Remind Date: 202171222 =] Subject:
Contact Persan: Erica James Time St 1285 = [regiamr s i X . X X )
o Tl m— rez [0 5 Upon saving the task, it will be displayed under the assigned User’s name.
IDI:?E ;aik Q?ﬁ;‘fﬁiﬁ. EEnA,;rm a demonstration on our %3& S,
Correspandence Number.
™ Send user an email
Add Edit Delete . . . . f .
: An email alert is sent to the selected User, and is displayed as follows:
View Tasks
Active Users: 1 Code: Description CompletedNote
James West (1/1) Open 5 Amange Relations Demo
Kewin Brown (1/2) Open 3 Send quote for repairs
o en 7 Send quote for repairs Quote Sent . .
] Please send quotation on Propety and Relaions Management Sotware.Integrated with Sage Pastel Pariner, and for 10 Users each. | Quate Sent and got a reply lreacytH Relations Email Alert
Please send quotation on Property and Relations Management Software Integrated with Sage Pastel Partner. and for 10 Users each. | Quote was sent successfully. i

ase contact Eriea for a demonstration on our Relations Mobile App .

) | 5 Reply ‘ & Reply &l —» Forward |

louise@novtel.com
To louise@novtel.com Wed 2021/12/22 12:26 pm

New Alert from Louise

Person: Express Properties

Cell: 082123456

Tel:

Date: 2021/12/22 12:45

Task: Please contact Erica for a demonstration on our Relations Mobile App.

B Outlook ¥

louise@novtel.com
Relations Email Alert

New Alert from Louise
Person: Express Properties
Cell: 082123456




The Scheduling System
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@ Novtel Relstion Management Professional 7.4.0.1 - Welcome Louise (louise@novtel.com)

® Fic Gt Sewp Seach Templstes Documents Datases Reports_Help On the set time, the Scheduled Tasks window will pop up on the assigned
+ Customers ¢ Suppliers rospects ate imne ] ubject s H H

(@ o Suwplors C Prospeds [ Do [T e [ ubiee User’s screen, and they will now be responsible for completing the task
when it is done.

Calendar (Louise) — O x

Sun Mon Tus Wed Thu Fi Sat  Sun Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat

n - o > >l
iy

5o 7 i csmm 2345670 685w The Task will also be displayed when the User access their Calendar.
13 14 15 16 17 18 % 10 11 12 13 14 15 13 14 15 16 17 18 19
19 20 21 @23 24 2% 16 17 18 19 20 21 22 20 21 22 23 24 25 26
26 27 28 29 30 AN 23 24 2% 26 2 28 29 27 28 1 2 31 4 5
n N & 7 8 9 10 11 12
QJ s All Tasks, only Uncompleted Tasks, or only Completed Tasks can be
W Tasks: 2021/12/22 viewed for a:
q | SelectsdDay || SelectedVeek || SelectedMonth | @ AllTasks € Tasks € G Tasks
I | Code | Dy jon | G | Date | Ur | CustSu | Dochum
M ° » Ex:rlessp:mpames ] / SeIeCtEd Day

v'  Selected Week
v Or selected Month

Calendar (Louise) — O *

\MEREEREREEREZ=].

Sun Mon Tue Wed Thu Fi Sat  Sun Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fi  Sat

23 29 30 1 2 3 4 1 1 2 3 4 5
5 6 7 8 §% 10 11 2 3 4 5 6 7 8 6 7 & 9% 1 11 12
12 13 14 15 16 17 1@ % 10 11 12 13 14 15 13 14 15 16 17 18 19
19 20 N1 @H23 24 25 16 17 18 19 20 21 22 20 21 22 23 24 25 26
26 27 28 29 I N 23 24 % 2% X o2 2% 27028 1 2 3 4 5

N N € 7 & 9 1 1 o2

T Today: 2021/12/22

Tasks: 2021/12/01 - 2021/12/31
[ [ st | [ erion |

Code Description CompletedNote Date Uncompleted CustSupp DocMum
8 Please send quot... |Quote Sent and ... | 2021/12/02 No Anderson, Holdings |0
10 Please send quot... |Quote was sent s... | 202171216 No Express Properties |0
" Please contact E... 2021/12/22 Yes Express Properties |0




The Scheduling System
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Scheduled Tasks

~ Task Editor Tasks D Info Below

Instruction From Staff[louiss ~ RequestedBy: [Louse  ~|  ERIEEEa Document Type: . . .
. —— e et | When the task is completed, the User to whom the task is assigned,

ContctPerson: [ Eca Jres Q) Tmesar 1285 =3 Nete st aptre will log into Novtel; Access the specific task and click ‘Edit.

Cell: |0s2123456 Tel: | Time End: 2l = . .
> They will complete the section on how the task was done and

Detailed Task Please contact Erica for a demonstration on our L Demo went well, and the client
Instruction: Relations Mobile App. Completed Task: |fo futher amangements ‘ . ) .
change the ‘End Time’ to the exact time the task was completed.
Correspondence Number:
™ Send user an email
Save Cancel | Qutlock == |
View Tasks
Active Users: 1 Code Description | CompletedN
James West (1/1) Open 5 Amange Relation] : :
Scheduled Tasks - u] X
Kevin Brown (1/2) Open [ Send quote for
P Send quote forrd | T2 Edier - Tasks DocumentinfoBelow |
3 Please send qug| | Instruction From StaftLouise Requested By: [Louise ~| Document Type:
Please send qu: Person: IExuress Properties Subject:

e T a N et The ‘Uncomplete and Remind User’ checkbox will
= i now be unticked - which will turn the background of

Detailed Task Please contact Erica for a demonstral# on our Notes On Demo went well, and the cliert will ontact us
e R the wording green - and the changes are to be
Crme i o e
saved.
Outlook >>
View Tasks
Active Users: 1 Code Description Cy
James West (1/1) Open 5 Anange Relations Demo
Brown {1/2) Open 5 Send quote for repairs
) Open: 7 Send quote for repairs Quote Sert
Wendy Haris (01) Open g Flease send quotation on Froperty and Relations Managemert Software Integrated with Sage Pastel Partner, and for 10 Users each. | Guete Sent and got a reply already th
e are Integrated with Sage Pastel Fartner, and for 10 Users each. | Guote was sent successfully

Refresh Close
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Scheduled Tasks - O X
~ Task Editor [ Tasks D« Info Below
Instruction From Staff|Louise Requested By: |Louise - Uncom lemind User Document Type:
Contact Person:  |Erica James e Corae
Cell: [o82123456 Tel: |
Detailed Task Please cortact Erica for a demensiration on our Motes On Demo wert: well, and the client wil contact us
Instruction: Relations Mobile App. Completed Task: |forfuther amangements.
Correspondence Number:
™ Send user an email
add | Bt | Delete
View Tasks
Active Users: 1 Code Description C
James West (1/1) Open 5 Amrange Relations Demo
Kevin Brown {1/2) Open [ Send quote for repairs
7 Send quote for repairs ’ Quote Sent
Wendy Hamis (0/1) Open 8 Please send quotation on Property and Relations Management Software Integrated with Sage Pastel Partner, and for 10 Users eat"!. Quote Sent and got a reply already th
0 Please send quotation on Property and Relations Management Software.Integrated with Sage Pastel Partner, and for 10 Users eadh, | Quote was sent successfully.
4 3
Refresh |  Close |

Since the task has been completed, the notes on
how the task was completed, is displayed in the
‘CompletedNote’ column.
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Download the Novtel Relations Mobile App here:

https://play.google.com/store/apps/details?id=za.co.novtel.novtelrelations

The app is available to both existing Novtel clients and any member of the
public interested in Novtel Software. The demo user can simply download

f é‘ the app and test all features on the demo dataset - free of charge!

| However: Please Note that Demo Users will only be able to contact Novtel

Support from the demo database.

Movtel Property | Movtel Invoicing Movtel Relations
mMovtel Software mMovtel Software mMovtel Software
e Google Maps integration:

Easily view and navigate to your Novtel Prospects, and Sage Pastel or Sage
Evolution Customer and Supplier addresses by setting a pin in Google Maps.

Multiple Dataset Processing:

The app can display information from, and perform work in, any of the
registered user's existing list of Novtel Relations datasets, making i
and easy to manage correspondence on any dataset.


https://play.google.com/store/apps/details?id=za.co.novtel.novtelrelations

The Novtel Relations Management Mobile App
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Customers, Suppliers and Prospect Accounts are accessed by clicking on the respective option here.

i mtONEE
z Customers (74 > a Customers P— Customers =
Customer List Q) = Supplier List @ Prospect List @)
Relations Demo Datab... Relations Demo Datab... . Relations Demo Datab...

& Suppliers & Suppliers ¢ & Suppliers
A\ Demo users can only contact Novtel support A\ Demo users can only contact Novtel support A\ Demo users can only contact Novtel support

*0e *0e -

Prospects Prospects iay Prospects ¢4

- P XIAO YONG, CHEN ™ P SARAH BENTLEY - P / ABC COMPANY

0 Settings 0 Settings 0 Settings

;0 Switch Datasets Account Status Location 1 ‘—_b Switch Datasets Account Status Location 1 "—_’ Switch Datasets Marketing Process Location 1
] Q . Q i Q
Account Progress Location 2 Account Type Location 2 Progress or Lack Thereof Location 2
L} Q L] Q B | Q
Contract Expiry Date None Action
L] n

PETERS, WILLIAM JAMES WENDY GRAY TRIPLE D HOLDINGS
Account Status Location 1 Account Status Location 1 Marketing Process Location 1
] Q L] Q 5 4
i Device Not Activated Account Progress Location 2 i Device Not Activated Account Type Location 2 @ Device Not Activated Progress or Lack Thereof Location 2
! ] 1 ) . 9 : ) L Q
Contract Expiry Date None Action
< O g O 4




The Novtel Relations Management Mobile App

._i\‘\\‘m\\

Rep...
i Irluuns Manaz

Tapping a correspondence item, the details will be displayed as captured.

Call Cal = om K4

Customer List

0 From here, the existing note can be amended and updated...
Relations Demo Datab...

A\ Demo users can only contact Novtel support e OR the note can be amended, and a new note saved.

' 3 = " -
PETERS, WILLIAM JAMES
Customer Code: PET001 Correspandence List Q  + Note Details
Relations Demo Database Relations Demo Database
Email: support@novtel.org.za
C;H.CE;UI'\/I Individual ~ Customer: PET001 - Peters, William James “ Customer: PET001 - Peters, William James
mend Contract Start Date ‘act:
Account Status Location 1 -A » * Subject: Amend Contract Start Date
. . " £ Date: 02 December 2021 [
Active Pretoria s et
B Active Q Pretoria Time: 01:09:15 AM Date: 20 Dec 2021 (&) Time: 10:08:32 AM
. Recorded By: Novtel
Account Progress Location 2
s B : Recorded By:
B Paid on Time Q Silverton [BRBREI Phone Call 2 December 2021
Novtel
Contract Expiry Date ! i} Date: 02 December 2021
" july Time: 12:55:55 PM Requested By:
AlY Recorded By: Novtel
None v

l 083 305 9")43@ 083 30509... Add to Favorites [EM@IHappy December!

Note Detail:
4 Date: 02 December 2021

Time: 12:46:55 PM

The client made us aware of the incorrect date on the
Recorded By: Novtel contract.
s
e The date should be Jan 5th, 2021 and not February

1st, 2021.

Correct it and resend.

< O a




The Novtel Relations Management Mobile App
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Tapping the ‘+’ sign in the ‘Correspondence List” window, a new fax,
phone entry and note can be captured by selecting the relevant
option.

s OEtE o) )10

Correspondence List @t

j Log Fax
Relations Demo Database

@ Customer: PET001 - Peters, William James Log Phone Entry
Note: Amend Contract Start Date Note: Amend ¢  Sgve Note
" A Date: 02 December 2021 > " A Date: 02 Decemt
- Time: 01:09:15 AM . - Time: 01:09:15 A Upload File
Recorded By: Novtel Recorded By: No'
Phone: Phone Call 2 December 2021 Phone: Phone Call 2 December 2021 A new file can also be up|oaded from the stored
Date: 02 December 2021 » Date: 02 December 2021 » . . . . .
P\ o : P\ oo : location on the mobile device and will be available to
R ded By: Novtel Ry ded By: Novtel H H H
S S view directly in the app, as well as the desktop
Email: Happy December! Email: Happy December! a p pI |Cat | on.
‘ Date: 02 December 2021 @ ‘ Date: 02 December 2021 @
Time: 12:46:55 PM Time: 12:46:55 PM
Recorded By: Novtel Recorded By: Novtel
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Tap ‘Continue’ to proceed with the downloading of the document.

By tapping on the downloaded document, it will be opened.

“Ai =m0 © 372 30 R o= K ¢ © $72% =1 11:30

Correspondence List &

The Basics of Pr... I
Relations Demo Database @ e

‘ Prospect: ABCOO1 - ABC Company

Download F"e File: The Basics of Property Management...

Date: 02 December 2021 e
[ POF |

Time: 01:51:12 AM
Recorded By: Novtel

(3 Novtel

Are you sure you want to start

downloading the file 'The Basics of
Property Management.pdf'? Please
note that this process cannot be Phone: More Info Required 2 Dec 2021
stopped once started.

CANCEL

The Basics of
Property Management

Date: 02 December 2021
Time: 01:48:21 AM
Recorded By: Novtel

&

Email: Novtel Property Management Soft...
Date: 02 December 2021

Time: 01:43:08 AM

Recorded By: Novtel

o




The Novtel Relations Management Mobile App
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Accounts can be filtered and grouped together according to:

) Active State:

Select Filters .
+* Active Accounts Only

Active State:
o

% In-active Accounts Only

Inactive only

X/

Category: < All Accounts

Small Business

Account Status: ) Category:

# Suspended
A specified Customer, Supplier or Prospect Category.

Account Progress:
¥ Legal Action

Contract Expiry Date: ) Sub-Statuses:

All

A specified sub-status linked to a main status.

CANCEL | APPLY

The search will be performed, and the matched criteria listed upon tapping ‘Apply®
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