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Infroduction

Novtel Self Storage can manage the following:
v' Long Term Storage Rentals for which a definite start and end date applies.
v' Month-To-Month rentals which will either be continued or terminated at the end of the current month.
v" Short Term Rentals for temporary storage on a daily or weekly basis.

A specific percentage can be set for a rental escalation to come into effect automatically during a specified month.

Novtel Self Storage also incorporates a Retail POS system from which items can be sold using one of the following tender
methods for immediate payment:

v'  Cash;

v" Credit card;

v" Cheque (If permitted)
v

And bank transfers

Various reports are available from Novtel, and since Novtel integrates with various financial systems, detailed financial reporting
is obtained from the financial system it is linked to.

In this document, we will only demonstrate the basic functionality of Novtel, but please note that Novtel is
capable of a lot more, but which is not demonstrated here.




? Infroduction - 3" Party Integration

-

Financial Systems Microsoft Office
Novtel integrates with the following financial systems and » Some reports can be exported, edited and saved in
comprehensive reporting is derived from: Microsoft Word
> Sage Pastel Xpress » Novtel allows for some reports to be exported to
» Sage Pastel Partner Microsoft Excel.
»  Sage Evolution Ultimate Standard » Customer Statements and / or Invoices can be emailed

»  Sage Evolution Ultimate Enterprise directly from the system, using Microsoft Outlook.

v' Please note that up to 10 additional attachments can

As a result of integrating with these financial systems, the use of Multi-
be selected to be send with the email automatically.

stores / Warehouses; Agent Codes and Cost Codes can be activated in
Novtel when these are set up in the financial system. » Microsoft Access is used as the basis for Novtel’s
databases (except for when SQL is used).

Novtel Products )
Internet Interface (Kiosk)

Novtel Self Storage also integrates with:
When registered and activated, bookings via the internet can

be administrated and will directly be reflected in Novtel.

v" Novtel Access Control by which access to a facility is granted by TPN
means of ‘Access Tags'. (Tenant Profile Networl

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




? Intfroduction - Grid Statuses

»

] Rezerved

] Current

BB rtemet Booking
B nitemet Matice
[ Invoiced

In Novtel, each reservation is displayed in a distinctive colour on the Grid.
These colours represent a specific status.

By simply glancing at the Grid, the User will know exactly which stage the
reservation is currently linked to, without opening any reservation.

| Matice Periad
[ Suzpended
B Faid

& Partially Paid
[ Cancelled

Note: ONLY if the checkboxes next to the following statuses (visible at the bottom
of the grid) are ticked, will the contracts / reservations containing the selected
status, be displayed on the grid.

U U U U S B U
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Intfroduction - Grid Statuses

zinig, Duncan

. Reszerved
d- A contract or reservation has been created and the Storage

When a Customer has taken occupancy of the Storage Unit, the status is
changed to ‘Current’, and will also display this status for the reservation
after the last month’s invoicing.

The Customer has been invoiced for the month, but no
payment has yet been received. The status is ‘Invoiced’.

Reservations in the ‘Notice Period’ of the contract, is
displayed in this Status Colour.




Intfroduction - Grid Statuses

Suspended

Reservations or contracts which have

been suspended, will display in yellow.

Internet Booking

O Reserved v
E::””E”t . ||E Only if the option is activated to ‘Use Internet Interface (Kiosk)’, will
I teret . . . :
I:t::::t N:;;E::g - this option be activated, and reservations can be made for Storage
Ol Invoiced v Units by the Customer via the internet.
[ Motice Period v These reservations will be displayed in this status colour.
DSuspended v
B Faid v
[ Partially Paid v
O Ama T B [ Reserved v .
Cancelled O] Cunent — | Internet Notice
B Interet Booking T | As with ‘Internet Booking’ status, this option will be activated or
B intemet Notice |1 | deactivated depending on the ‘Use Internet Interface (Kiosk) option
O Invoiced o being activated and in use.
[] Matice Period v . — . . . . . .
[ Suspended v | When ‘Notice’ is given on internet reservations, it will be displayed in
B Fsid [# | this status colour.
B Partially Paid v
-

[ cancelled l



9 Infroduction - Grid Statuses

Paid
Dark green indicates that the Reservation has been
paid in full, and no outstanding balance is present.

faan

zing, Duncan RA Mo 238 Partially Paid
Statusz ;. Parhally Paid When a Reservation is not fully paid, and an outstanding amount is
g Customer lrvvaice : [MAT0079 present, the Reservation will be displayed in dark grey since this

colour is linked to the ‘Partially Paid’ status.

Whenever a reservation or contract is cancelled, and the
option is ticked to show ‘Cancelled’ reservations on the Grid,
the reservation will be displayed in this status and colour.
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? ~ Setup Procedures - Documents

The following document options are available from the Novtel system:
» Invoices
There are 2 options to choose from, namely:
e Plain Paper
This is a standard A4 Invoice layout and no logo will be displayed on the document
e Novtel Forms Designer

Novtel incorporates the Forms Designer feature by which a custom invoice can be created and used.

> Word Documents

Novtel Self Storage is fully integrated with Microsoft Word, Excel and Outlook. For this reason, ‘Word
Documents’ (letters) can be added to the system and selected when needed.

It uses ‘Bookmarks’ which will derive the information from the Customer’s Master File, as well as the
Contract; Reservation and Storage Unit.

Please note that this excludes any financial type of documents such as Tax Invoices and Customer
Statements.

> Documents Notes

Notes to be displayed on the Plain Paper Invoice Layout, and Customer Statement respectively, can be
captured and saved.




g ~ Setu
i

p Procedures - Storage Units (Grid Numbers)

® Noviel Self Storage Ultimate Standard 5.8.0.0
W File Edit Modify Setup Process
Grid No

Reports  Help

dm "

Customers

Suppliers

Branches

lterns

Categories
Contract Manager
Darnage

Occupants

P Novtel Self Storage Ultimate Standard 5.8.0.0

" File Edit Modify Setu Process Reports  Hel
¥ p P P

-0 F A

25 30 k) a1 3 os o6 [or [o8 [ 09 12 13 14
A | deg | Aw | Se | se So |59 | se | se | se e [ se | se
2022 2022 | 2022 2022 | 2022 2022 (2022 | 2022 | 2022 | 2022 2022 | 2022 | 2022 | 2
A0 QAf | Mon | Twe | Wed | Tha | Fri Moo | Twe | Wed | Tha | Fri Mon | Tue | Wed
A001
# Edit Grid No X
ADD2
A003 Code A0
@_| A0 scription IEuiIding A Unit 1
AD05
_ BXZIT Details T Financial TUSE[ Defined F\e\dq’ Pastel Interface T TPN Address
_ Branch IDwned Unit, Mogsel Bay ;I Show On Grid I3
Categary ISTF\DDT - Shart Term Rental - Daily Hi&l Clear Disposed r
BOOS i
o F UnitNumber — [1 Monthly Biled ltem [
View Girid Hos Floar Murnber |1
% AllGiid Hos Building Mumber IA !
 Available Grid N
New R
2022/08/28 «| | 2022

Accept Cancel |

All new storage units are created from the ‘Edit — Grid No” menu
option, and clicking ‘Add New’ in the ‘Grid No Setup’ screen.

Branches

In Novtel, ‘Branches’ can be created in order to link Storage Units with
the same size or whatever criteria preferred, to the same Branch
which is colour coded.

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




§’ Setup Procedures - Storage Units (Grid Numbers)

# Edit Grid No X

Code IADD‘I
Description  [Buiding & Unit 1 Catego ries
General T Details T Financial TUselDefined Fieldq’ PastellnterfaceT TPM Address ] Eﬁ
”59"-'“‘3“9‘”5' X ‘Categories’ can be set up in order to categorize different sized
Branch [ IEIwned Unit, Mossel Bay ;I Code | Description | Rate Accept H i i i
| / Lode  Dessiplon T i | storage units, and to set up rates according to which a storage unit
Categor STROO1 - Short Term Rental - D aily B4 STROM Short Term Rental - Daily Rate 35.00/ Da . . .
= ! STRO02Z  Short Tem Henta|-w.a§k|y Rate 15IZI.DDJN'\;eek Cancel | is to be invoiced.
Uit Mumber |1 STROO3 Short Term Rental - Monthly Rate 550,00/ Month
FoorMumber  [1 However: Please note that the Category price will not be inserted
Bttt ] on the contract automatically when a rental contract is created.
The rental amount is entered on the contract manually and an

annual escalation percentage can be set which will automatically

e ———— come into effect when the set month is reached.

Where Categories will be used for billing purposes, is when a short-
term reservation is created, and the ‘Category’ price calculation
. . option is selected to bill a daily or weekly rate as set on the
— Category Master File.

Code ;I Search Far ||




? Setup Procedures - Storage Units (Grid Numbers)

General | T Financial T User Defined FieldsT Pastel Interface
Dimensions
Height| 4  ‘width| B  Depth| 12
Door Height| 28 Doorwidth| 3 L . . . , o
~ | The specific dimensions of a Storage Unit are entered in the ‘Details’ tab.
Area 72 m?
EEES Novtel will automatically calculate the ‘Area’ and ‘Capacity’ according to the dimensions
entered and draw a diagram of the unit.
# Edit Grid Mo X
User Defined Fields

Description IBuiIding & Urnit1

General T Details T Financial TLlsBl Defined Field:l Pastel Interface

Additional information pertaining to the Storage Unit can be entered in the 5 User
Defined Fields, respectively.

User Defined Figld 1

Uzer Defined Field 2

User Defined Field 3

If these fields are not customized, it will display the wording: ‘User Defined Field’ 1 -5 in
the respective lines.

W Edit Grid Mo X

Code AN

Diescription IBuiId\ngA Unit 1

General T Details T Financial TLIsel Defined Field.I Pastel Interface

User Defined Field 4

User Defined Field &

However: Should 1 or more of the fields have been customized, the
corresponding information can be entered in each field next to the customized
B335 |EEE filed.

Long or Short Term Rental? ILUﬂQ Term

Windows? :“° We have created 3 customized fields in our database, and the information is
| entered as follows:

Accept Cancel




? Setup Procedures - Storage Units (Grid Numbers)

W 2dd Mew Grid Mo = o o
Financial System Inventory Code
Code I.ﬂ\DD'I

Description [Buiding & Unit Jr Create Grid No In Pastel If a specific Inventory Code exists in your financial system to which the

Generd | Detalk | Financial | i Defined Fisls Novtel Storage Units are to be linked to obtain a complete record of
revenue earned from this Unit, the ‘Create Grid No in Pastel’ checkbox is
not selected.

Pastel Inventory Code I | Clear | . . , e ,
Proceeding to the ‘Pastel Interface’ tab, the specific ‘Pastel Inventory Code
can be searched for and selected here.

Pastel Cost Code I _I | | Clear | . . . B .
When the newly created item is saved, the ‘Import Inventory Item’ window
will not appear as in the case when the ‘Create Grid No in Pastel’ option is
selected.

‘. Ldd Mewe Grid Ma 4
Code IAUD‘I
Description IBuiIdingALlnit'I ¥ Create Grid No In Pastel
General r Details T Financial T Usger Defined MFastellnterface
@ Irport Inventory ltern X If no Storage Units are created yet in Pastel, the ‘Create Grid No in Pastel’
Branc Code [BOOT ¥ option — when checked — will use the code and description as created in
Categ Descriptior  [Buiing & Unit 1

Novtel, and import the Storage Unit to Pastel automatically upon saving
the new unit.

Unit N Inventory Group IDD'I - Services

Flaar

[

ExcSeling Price | 0.00

Buidin Storage Units can be linked to a specific ‘Inventory Group’ in the financial

system and is classified as a ‘Service’ item.

[™ Create Cost Code

Accept | Catcel |

Accept q Cancel |
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Setup Procedures -

P Import Inventory ltem =
Code  [A001
Drezcription |Euilding & Unit 1
|Fventony Group IEIEI'I - Semvices j
Excl Selling Price I 0.00 ™ Physical Item
& Service ltem
v Create Cost Code
Cozt Code
Code  |A001
Description |Euilding & Unit 1

:: Accept g Cancel |

Storage Units (Grid Numbers)

Cost Code

Please note that a ‘Cost Code’ can also be created from the ‘Import Inventory Item’
window if required.

Simply tick the ‘Create Cost Code’ checkbox. Novtel will automatically insert the Storage
Unit’s code and description here as the Cost Code’s Code and Description. To save the
settings, click ‘Accept’.

The Pastel Inventory code, as well as the Cost Code — if created — will be
linked to this Storage Unit automatically in the ‘Pastel Interface’ tab.

W Edit Grid Mo x
Code Iﬁﬂm
Desoription  |Building & Unit 1
Generd | Detals | Financial | UserDefinedFields | Pastel interace:

Clear I

Pastel Inventory Codz 4001 “/ | [Buiding & Unit 1 |
Pastel Cost Code [A001 V/ | [Buiding & Unit 1 |

Clear I

Accept
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? Creating Items (Charges)

i

There are various charges which may be necessary to be created in order to:
v' Sell it directly to a Customer from either or both of the POS systems
v' To add fixed costs to a reservation’s invoice
v" Or to pay for items from the petty cash.

Please note that if ‘Multi-Stores / Warehouses’ are activated; set up, and in use, charges can be linked to a specific Warehouse
or Multistore from where stock is obtained, and to which the financial posting will be done.

Charges can be classified as ‘POS Items’; ‘Shop Items’; ‘Payout Items’, or ‘Workshop Items’, but please note that some items
may not even be linked to a classification in the ‘Properties’ tab, such as the ‘Deposit Forfeit’ charge; Access Tags charge, etc.

W Novtel Self Storage Ultimate Standard 3.8.0.0
M File Edit Modify Setup Process Re
P P
- Grid Mo
([ - L’
ustomers
Suppliers s4 Charges are created from the ‘Edit — Items’ menu option
m . . .
[a001 Branches r{  and clicking ‘Add New’ in the ‘Item Setup’ screen.
A ltems
T a Categories
T a Contract Manager
—_— *
@] - Darnage
- Occupants




? Creating Items (Charges)

i

W Add New ltem

Code I

X

97 Create Item In Pastel

D ezcription I n
Barcode I é

w Digplay On lnvoice

[~ Blocked

General |

Froperties

Rate Incl Q.00

[tem Excl Allowy T ax F@

Supplier 1

Supplier 2

WaT Applicable?

Faztel Inventon Code

Q o

Accept | Cancel |

1. A Unique Charge code and description must be created per charge item.

2. If the Item is to be scanned by means of a barcode scanner, the 13-digit
barcode number is to be entered in the ‘Barcode’ field.

3. If the Item is to be imported to the financial system upon saving it, the
‘Create Item in Pastel’ option is to be selected.

4. The ‘Display on Invoice’ option is to be selected to indicate the charge on
the invoice issued.

The General Tab

5. The rate associated with this charge, must be captured in the ‘Rate Incl’
field.

6. Where VAT is applicable on a charge, the ‘Allow Tax’ checkbox must be
selected. Novtel will then automatically calculate and insert the item’s price
exclusive of VAT in the ‘Item Excl’ field according to:

v" The ‘Rate Including’ amount inserted
v" And the VAT percentage set in the Company Setup — Financial Tab.

7. If the charge is to be linked to an existing Inventory Code in the financial
system, the ‘Create Item in Pastel’ option is deselected, and the inventory
code can be selected here.

However: If the charge is imported to the financial system when saving it
the newly created Pastel Inventory Code will be linked here a
when re-accessing the charge after it was saved.




v Creatin
\ g Items (Charges)
e

The Properties Tab

As said previously: Charges can be linked to a specific classification where applicable.

And if not applicable, no classification is selected.

POS Item

Novtel incorporates 2 POS systems, of which 1 is
accessed from the Grid. All items classified as a
‘POS Item’, will be available for selection here.

® Add New ltern

Code I

Description I

Barcode I

X

¥ Create ltem In Pastel

v Dizplay On Invoice

[~ Blocked

General T I Properties I
v POS Item: I
[~ Shaop ltem
[ Payout ltem

I workshop Item

Al

Pasztel Inventan Code

Accept | Cancel |

B Novtel Self Storage Ultimate Standard 5.8.0.0
# File Edit Modify

.L::l ity

dim T

Setup Process Reports

29

Wiew Grid Noz
@ Al Grid Mos
1 Available Giid Mos

| Mew Flesarvationl

|zn2z/mases ~| [20zzr10002 > |

www.novtel.com

Chris
Store: Default Store

Selected |terls) :
Oty I Code | Description | Pricel... |

12 13 14 15 16 -] 19 | 20 | 21 | 22 | 23 26
so | s | 5w | sm | Se so | sy | se | s | 5w Se
X
Select Item(z)
Code | Description | Rate Incluzsive | Barcode
BUEBDD Bubble "wrap per meter 1000 1234567891
BUBODZ Bubble “w'rap - S0m roll 450.00
CAROM Carton Box 1x1m 10.00
CARO02 Carton Box 1x1.5m 16.00
CAROOZ  Carton Box 75x50cm 7.50
CLEDDO Clear Tape - 20m 20.00
CLEDDZ Clear Tape - 50m 50.00
CLEOOZ Clear Tape - 200m 100.00
STvOm Styrotoam Shest - Tx1m 30.00
STYO02 Styrofoam Shest - 2x2m 45.00
» | < >
Search by IEode 'l Search for : I
Payment Type : Sales Code : Payment Received : I 0.00
Cash - G
I J l_ _I Change : IW
Overal Discount : 0 =
Payment Date : I2UZEK’UB/"29 vl | 0 - 0 0

b2 focept ] <R3 - Mew Cash Up

<Fd> - Reprint Receipt |

Paypout |

Shit#: SFTO0010

Close |




? ~ Creating Items (Charges)

!

’ Add Mew ltem o4
Code I ¥ Create ltem In Pastel Shop Item
Description | " Display On Invoice Items classified as a ‘Shop Item’ will be available for selection from the
Barcods | I™" Blacked dedicated Retail Shop system, and only Users linked to the ‘Shop’
General || Properties permission type will have access to this POS system.
[~ POS Item
¥ Shap ket

[~ Payout Item
[ workshop ltem

=

File

’ Sales

Pastel Inventory Code

- Select |tem(s)
wvlm Code | D escription | Hale\ncluswel Barcode
BLBOOT Bubble Wrap per meter 10,00 1234567891

Wwwnovtel COIn BuUBODZ Bubble Wrap - S0m rall 450.00

CARDDZ  Carton Box 1x1.5m 15.00

CARDDZ  Carton Box 75=5l0cm 7.50

" CLEDM Clear Tape - 20m 20.00

Store: Default Store CLEDDZ  Clear Taps - 50m 5000

Selontad lemls] CLEDO3 Clear Tape - 200m 100.00
= FRAODT Fragile Stickers - 50 150,00

Oty | Code | Description | Price ... | STYO01  Styrofoam Sheet - 1¢1m 3000
STvon2 Styrafoam Sheet - 242m 45.00

750001 Stickers - This Side Up 668.00

< I >
Searchby : Code vl Search for :

2022/08/29 -
F2e - asccept | <Fa -Mew Cash Up | <F4> - Reprint Receipt Shit #t: SFTO0009 Close

' User: Ruan Database Path : C:A\UsgershU seryMNovtelD atahS elfStorage’Storagetd anuake. mdb




¢  Creating ltems (Charges)

»

M Add MNew ltem *
Payout Item
Code I ¥ Create Item In Pastel
Description | ¥ Display On Ivoice ‘Payout’ charges can be created to — for example - pay for office supplies from the petty cash.
Barcode | [ Blocked
General Properties I These items are available for selection from the ‘POS — Payouts’ window.
[ POS ltem . Payouts X
[ Shop ltem
b Select [tems :
w Code | Dezcription | Hatelncll B
[~ workshop Item 1 COFoO1 Coffe for Office Use B0.00
www.novtel.com SUGODT  Sugar for Office Use 36,00
TEADDT Tea for Office Usze 40.00
Paztel Inventory Code &
@ Suppher
focept |
: ’
Search by : I ;I
. FY -
Selected ltems : _l_l Search for I
~ [y | Code | Dezcription | F'licelncll




¢  Creating ltems (Charges)

»

B Add New ltem

Code I

X Workshop Item

W Create ltem In Pastel

Dezcription I

W Display On lnvaoice

ltems classified as a ‘Workshop Item’, will be
available for selection from the ‘Workshop Module’.

Barcode I [ Blocked
General Properties
Work Order Number NS Date Created Work Order Type it CCCNEEES e
[ POS Item
[~ Shop Item

[~ Payout ltem

‘ Date Started 2021/09/21 [~ Time Started 11:41:00 3 ‘ .

Pastel lnventory Code |

Customer: |INTO01 14 Description: ||rrtema| Mairtenance |
® JOB CARD#1 FOR WORK ORDER #7 *
Select ltem(s): Selected lem(s):
Code Description Price {Inclusive) Gty Code Description Price {Inclusive) Cover Subtotal
WS001 Labour per Hour 250
WS5002 White Paint 1L 150
w5002 White Paint 5L 500
Q.I WS004 Ceiing Board - 1 Unit 350
WS008 Light Fodure 210 [ )]
WSs007 Light Bulb - 6W LED 20
.":".CCEpl | Ca WSs008 Light Switch 58 n
WS009 Garage Door 12500
Search By: v
[ Job Card Total
Job Completed  []
Cancel Save Job Card
— 0.00 0.00 [ JobCard () || Invoice (A4)
Total Amount: 0.00
Invoice Details
Credit Note Invoice
Transaction # Date Document # Invoice # Inclusive
Historical Work Order [] | Cancel e







g ~ Customers

|

‘Customers’ refer to any company or individual renting a Storage Unit at your facility, or purchasing stock from any one of the 2 POS systems.

Customers can be created and managed from either the:

Edit Customers menu option

' Movtel Self Storage Ultimate Standard 5.8.0.0
W File Edit Modify Setup Process R
. - irid Mo
ustomers W Customer Setup
Suppliers ’: Murmber | Description Telephone Fax
Im Branches Wartin
A [tems CAS
A Categories DUMOD! Plaseph 044 535 1095
A Contract Manager DUPDD | Du Plessis, Ben 044 987456
@_A Damage H] GREOM | Green, Kevin
Occupants INTO0 Internal M aintenance
l_ﬂ LES001 Lessing, Duncan 044 123456
PAPOM FPapenfuz, Gary
o R ROS001 | Ross. James
URLOO1 |Irique Rustic Furniture

Edit Customers Icon

® Noviel Self Storage Ultimate Standard 5.8.0.0

*

Refresh |
V/ Add New |
Edit |

Search

M File Edit Modify  Setup  Process  Repg

Description

Cancel

- .|. * -
- F o 31 01 o2
Edit Customers|| muwg | Aw | Aw | S | se
2022 | 2022 | 2022 | o022
I.-’-'-.EIEH g Mon | Twe | Wed | Thu | Fri

ADD1L

Both options give access to the ‘Customer
Setup’ window.

By clicking ‘Add New’ a new Customer can
be added to the system.




? ~ Customers

|

The following information are to be entered on a Customer Master File:

1. Account Code and Description

The Account Code and Description is mandatory for ALL Customer
Master Files.

If the “‘Use Customer Autonumber’ option is ticked, the User will only
be required to enter the 3 letter Alpha code in the ‘Account Code’
field. Novtel will then automatically check for and insert the next
available numeric code.

2. Customer Category

Customer Categories are created in the financial system. If no
Categories are present in the financial system, then Novtel will
display only the ‘No Category’ option here.

When Customer Categories are created and saved in the financial
system, it will be available in Novtel for selection.

In Novtel, a Rental Statistics report can be obtained over a specified
period of time, based on Customers linked to a specific Customer
Category.

Add Mew Custormer
Account Code IDUT@I n IV Use Customer Autohumber
Drescription IDunn, K evir|
Add Mew Customer
Account Code IDUNDDT | ¥ Usze Customer Autaklumber |
Dezcrption IDun, K.evin
Cuztomer Category IEIEI - Ho categony 2 ﬂ
FPasztel Foreign Currency e

Add Mew Customer

Account Code
Drescription
Cuztomer Category

Faztel Foreign Currency

IDUNDD'I | [ Use Custamer Autahlumber

IDunn, K.evin

02 - Long Termn Private Tenant

00 - Ho categony
- Long Term Corparate T enant

General

- Long Term Private Tenant
- Short Term Corporate Tenant

- Shart Term Private Tenant




? ~ Customers

3. Foreign Currency

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

When Foreign Currencies are set up in Pastel, the specific currency for a new Customer can be set on the Master File in Novtel.
The Foreign Currency for existing Customers cannot be changed.

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

In the financial system, the documentation will be displayed in the currency set on the master file.

However: If ‘Multi Currencies’ have not been set up in the Financial system, only the ‘Home ‘Currency’ option will be displayed here.

Add Mew Custamer

Account Code  |DUWNOO0T ¥ Use Customer Autohumber

Description  |Dunn, Kevin

Customer Categary |02 - Lang Term Private Tenant hd

Pastel Fargign Currency |00 - Home Currency

00 - Home Currency

General Delivery Addrezses




? ~ Customers

Add Mew Customer

al_ Inactive Custarmer

el_ M mthly Custarner
@I_ Access Control Suspended

Account Code IDUNI:II:I'I |w ilze Customer Autohiomber

Dezcription ID unn, Kevin

Customer Category IEIE - Long Term Private Tenant ;I

Pastel Foreign Currency IEIEI - Home Currency ;I

4. Inactive Customer

Whenever a Customer is no longer renting a Storage Unit, and / or will not be purchasing items on account anymore,
this checkbox is selected to mark them as ‘Inactive’.

This will cause their Customer Master File not to appear in the list of Customers window when a reservation is made,
or a contract created.

5. Monthly Customer

If a Customer is renting a Storage Unit on a Month-to-Month basis and not on a fixed contract, this option is selected —
provided that the ‘Monthly Billing’ option is activated in the Company Setup screen.

6. Access Control Suspended

Only when Access Control is activated in the Company Setup screen, will this option be available. Should the checkbox
be ticked, the Access Control Tags allocated to the Customer will no longer give the Customer access to the facility.




? Customers
»
The General Tab
In this tab, the Customer’s contact information is entered, as well as the Customer’s:
v' Tax Reference
v" Payment Reference

v And Contract Month’s start date

Add New Customer
Y IW Flnachve Custarner
. Monthly Customer
- I ficsess Conlrol Suspended Please note that when the option is selected to ‘Keep Emails the same’,
Customer Categary |U27F‘r|vateTanant j
PastlForeon Curency [00 - Home Curency = the info entered in the ‘Contact Person’ field will automatically be entered
[Gowal ] [ Dohmpddme | UeDdwfods | GwkegDek in the ‘Contact Documents’ and ‘Contact Statements’ fields too.
Postal Address |PO Box 123 Telephone Mo W
toszel Bay
A id Fax Mo I
Mobie Phone [022895111
Contact Person |[fEasiinas
Tax Reference I Email ddress
Payment Reference IDUNUDT Keep emall the same
[ Contact Documerts [losephDunn =
Email Documents I—
*Contact tatemerts [losephDum | : :
———— Contact Person |Jaseph Dunn The ‘Email Address’ entered, will also be
UL o =ph Eidunin. co.2a entered by Novtel in the ‘Email Documents’ and
Kesp emails the same | ‘Email Statement’ fields, and this email address
Cortact Documents |Joseph Durn will be used to email the relevant Documents
Email Documents |ioseph@dunn. co.2s and Statements to this Customer from No

Contact Statements IJ ozeph Dunn

via Microsoft Outlook.

v

Email Statements |ioseph@dunn.co.za




! ~ Customers

If the Account Holder is also the Occupant of the Storage Unit, the ‘Use Tenant as ‘Occupant’ option is
ticked to activate the fields in this section.

The person’s first and last names are to be entered; their date of birth selected, and their 13-digit
South-African ID number captured.

[+ Usze Tenant &z Occupant

Firzt Mame: IJ ozeph ID Mumber: | 7001020304050

Last Mame: ID“”” MNon South African Citizen

Date OF Birth: | [EHE/01./02 ]

|0 Murnber: I

| MHan Sauth African Citizen |




? _ Customers

General T Delivery Addresses! T Uszer Defined Fields T Banking Details
Delivery Address
General T Delivery Addresses T | Uszer Defined Fields | T Banking D etails

Company YAT Humber

1D Humber

Payment Method

Settlement Date

Special Arangement

The Delivery Address Tab

In this tab, the Customer’s physical address is captured.

The User Defined Fields Tab

In the ‘User Defined Fields’ tab, additional information is captured.

Custom descriptions can be set up to be displayed on all Customer
Master Files, and the corresponding information can then be captured
per field, and per Customer.




? Customers

i

———

The Banking Details Tab

The banking details of the Tenant, who will be responsible for the payment of the
daily/monthly rent, will be requested from the Tenant, and captured here.

The fields marked with an asterisk (*) are mandatory and must be captured here.

General T Delivery Addreszes T ser Defined Fields T Banking Details ‘
Transaction Code  [0000000 * Account Number [0000000000000000000  *
Branch Mumber IW o Account Mame I o
Method of Payment |2 = Bank Transfa;l |Jzer Reference I
Account Type |-| = Curent LI Debit Order Action Day ID Use D 1o set no debit order
ize Electonic Paymert / Save Bank Details W Debit Order 5et Amount ID
Mandstory fiekdis indicated by ¥
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Suppliers

Any person or company can be created as a ‘Supplier’, and examples may include:

v' Companies supplying goods that are sold in the shop

v' Courier Services for transporting those goods from the above mentioned
‘Supplier’ to your shop

v" Alocal Supermarket supplying goods for Company use, such as coffee; tea; sugar

etc

v" Service Providers who is maintaining the facilities, such as:

>

>
>
>

Garden Services
Key and Lock Services
Electricians

Plumbers

New Suppliers can constantly be added, and existing ones edited, but Suppliers can
never be deleted from Novtel.

f’ Movtel Self Storage Ultimate Standard 3.2.0.0

W File Edit Meodify Setup Process Reports
Grid Mo
Custormers

I AN Branches

2 [terns

W Movtel Self Storage Ultimate Standard 5.8.0.0
W File _Edit Modify Setup Process Reports

o |ah |

.’_:.- -

29 g 3 o1

Edit Suppliers ;;é ;Eg
A001 [ Wed | Thu

Tue

a2

Sen
2022

Fri




¥ suppli
1 Suppliers

® Suppliers X 1. Account Code and Description
Account Code | A Unique Account Code and Description is to be created for each
Bresaiifen Supplier respectively.
FPaztel Foreign Curency ||:||:| -Home Currency g ;I
j General T Delivery Addresses T zer Defined Fields ) 2. ForEign Currency
Postal Address Telephone No | As explained in the ‘Customers’ section, foreign currencies can be
FasNo | set up in the financial system.
Mobile Phare | If set up, the various currencies will be displayed here, and can
Email Address | only be selected when a new Supplier is being created. Upon

saving the Supplier Master File, the currency can no longer be
changed.

3. The General Tab

Save Cancel

In this tab, the Supplier’s Postal Address; Contact Numbers and
Email Address is entered.




? ~ Suppliers

i

The Delivery Address Tab

In this tab, the Supplier’s Physical address is captured.

The User Defined Fields Tab

And in the last tab, the ‘User Defined Fields’ tab,
additional information pertaining to each Supplier
respectively, is captured.

General T

Delivery Addreszes!

Uzer Defined Figlds

Delivery Address

General T

Delivery Addreszes

Uzer Defined Field 1
Uzer Defined Field 2
Uzer Defined Field 3
IJzer Defined Field 4
User Defined Field 5




ell-

Storage
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Users and Passwords

Permissions

A User Master File is created for the purpose of:

v" Linking a person to a specific set of permissions;

Password v' To link a password to their Username for them to
gain access to the applicable part of the system;

Transactions
for Login
v' A new sequential and unique Shift Number is
allocated per System User, and whenever a User
performs transactions during their shift, an audit

trail is obtained.

SFT00003




? Users and Passwords

e

W Noviel Self Storage Ultimate Standard 5.8.0.0
® Fie Edit Modify Setup Process Reports Help a All User Master Files are created from the ‘Setup -
o . Company ) - . .
ah T o -ulz'{ , E K Users / Passwords’ menu option, and then clickin
Interfaces
o User Defined Fields A A e ‘Add’.
w001 (G| W Users / Passwords b | T | Wt | T
A0OL Documents .--I
ADOZ Cash Drawer Setup U /P d
a0z Database 5et P e eI The General Tab
——————— Reminders
ADDS zers Group ~ . . .
@T Tag Reader f Supevisor Cashup The Username and Password fields are mandatory fields to be entered in the
Authorizati Dave Supervisor Cashup . L. )
== e £ tuce Shop ‘General’ tab — regardless of creating an Administrator; Supervisor; Shop, or
Kevin Shop
_=-.=E £ Louise Adrniniztrator CUStom USEI’
£ Hartin Cuzbarn W
ry >
( add ) Deete | Edt | ® Add user i
- Permissions for Ben | General " F'ermissiu:unsT Fastel T Options
Urupdate Invaices ;I

|ssue Credit Motes

Megative Receipts

Uzer Mame IEhris

Payouts

Pazsword |ﬁBE1 23

The User’s first and last names are

Shop also to be entered.

First Mame IEhris

Last Mame IFrDsH

Accept I Cancel




? _ Users and Passwords

i

’ Add user pod
Eeneral T F'ermissiu:unsT Pastel Options
The Pastel / Evolution Tab
M-S tore Depending on Novtel being integrated with Pastel Partner or Xpress, OR Sage
001 [g2] [Defauit Store Evolution, the 3 tab will be displayed as either ‘Pastel’ or ‘Evolution’.
This multi-stare code is used when the user's shift 1. When your system is not activated for the use of ‘Multi-Stores / Warehouses’,

iz cashed up by the supervizor.

the ‘Default Store’ is applicable for all Users in the system.

9 Irmpart Cugtarmer Documents to Pastel User

[00 - Louise -] v" However: Should Multi-Stores or Warehouses be set up and in use,
Impart Supplier Documents to Pastel User select the applicable Warehouse per User Master File.
100 - Lovice E 2. Select the specific User in the financial system to whom this User’s documents

must be imported.

Accept Cancel




f?i ~ Users and Passwords

The Permissions Tab

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

:’ Add user ot

General ]Fermissinns‘ FPastel T Options

Administrators

Permission Type | Adrmiristrator Users classified as an ‘Administrator’, have full rights to set up and edit everything

in the system —including Users and Passwords.

Adrinigtrator
Shop
Item Grid Supervizar Cashup
Cughomn

Edit Grid Nos [v —
Edit Branches

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

v
Edit ltems [v
Edit Categories IT
Ilpdate Invoices IT
i

v

Select Mavtel D atabaze

3rd Party Interface

Aocept Cancel




€‘ Users and Passwords

"i

Supervisors

A Supervisor has the ability to:

v

DN N N N N Y N N

Set up Printer settings.

Open new shifts for Users when applicable.

Perform the Supervisor cash-up process — which sends the shift’s data to Pastel or Evolution.

Release locked User passwords.
Issue credit notes.

Produce various reports.

Track transactions as it is processed by the Front Desk personnel in real time.

Re-open a shift which was accidentally and prematurely closed by a User.

Approve or deny actions that requires a Supervisor’s permission to continue.

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

=)

® 2dd user =

General |Pelmissinnsr Pastel T Options

Parmizsion Tope  |S R e ]

|ssue Credit Notes :I
Megative Receipts

Payouts

Supervisor Cashup v

Shop Fj

Arcept I Cahcel |

#® Superisor Shift Cashup X
File Reports

Transaction

1D Customer Table / TA Type Total »

@ Batch Shift © Single Shift

BTETD ki Touot AT




? Users and Passwords

i

® Edit user ey Custom Users
General | F"Elmissiun3T Pastel T Optiors ] As the ‘Setup’ and ‘Edit’ menus are available from the Grid, it is recommended that all

Front Desk Users be classified as ‘Custom’ Users and some permissions be restricted.

The reason being that if not restricted, the Users can access information and settings
which must only be accessed by persons in authority, such as the facility’s Owner; CEO
or top-level Managers.

Permizzion Tepe IEustDm j

When an option is unticked, it means that the Custom Users will not have access to it.

Edit Grid Mas
Edit Branchesz

Please consider the options carefully and untick the required items.

Edit Cateqaries ) ) )
e  Edit or create Grid Numbers (Storage Units); Branches; Items (Charges) and

Update Invai v i
pdate [rvoices Categories

r
—

Edit ltems [ The options are to restrict the ability to:
—
™

e Update Invoices
Jrd Party Interface

Select Movtel D atabaze I_
[~

e Select a different Novtel Database

e Change the Interface settings

Accept Cancel

e Access; edit or create User Master Files and passwords

e Un-update Invoices and making changes to a previously invoiced booking

e Issue Credit Notes and Negative Receipts

e  Perform a Pay-out procedure



? ~ Users and Passwords

g

® Edituser x | Shop Users

™

A User for whom the ‘Shop’ permission option is selected, will ONLY have access to the dedicated
B Retail POS system, and their Username and Shift number is displayed here as follows:

Permizzion Type IShu:up

] - P Movtel Self Storage Ultimate Standard 5.6.0.2 - *
|zzue Credit Mates _I File
Megative Receiptz
Paypouts ry
! Select Item(s]
w“u Code | Diescription | Flaleln:lusivel Barcode
Supervizor Cazshup I - www.novtel com

Greg

Store: Default Store

Selected Ikem(s
Qty | Code |Descripliun |Price\...| \

<

Search by ICUde - Search for :

>

Accept | Cancel

<F2» -A:ceptl <F3s - New | Cash Up <Fd> - Reprint Receipt shit# SFTO0002 Clase |

I User: Greg Database Path : T4 serstLovizeiMovielD ata' Storage'B asichd anual. mdb







User Shifts

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

All activity by this User during their shift is recorded and various reports are available to the Supervisor.
In this case, Shift ‘SFT00010’ is linked to Chris.

The shift started on 29 August 2022 at 10:38am and was cashed up on the 30 August 2022 at 12:44pm.

Shift Pre-Import Summary - Supervisor

Cashier : Chris - Shift : SFTO0010
Shift Start : 2022/08/29 10:38:18 - Shift End : 2022/08/30 12:41:26
Time and date report was printed : 2022/08/30 12:44:10




User Shifts

# Supervisor Shift Cashup *
File Reports
Yiew Location: Supervisor _ Shift # _
1D Customer Table 7/ TA Type Total « Shift # User Total Invoice Date . .
Opening a Shift
Please note that no transactions can be
performed without an open shift.
Therefore, the Supervisor will log into the system
and click on the ‘Open Shift’ button when no
other open shifts are present.
@ Batch Shift © Single Shift [ JOpen Shift IEEETTTRENSE (.00
“/pen Shift ‘ . Cloze ‘

@ Batch Shift © Single Shift | |Open Shift EEEETTIREIRE  0.00]

.F EditShiftj Cashup ‘ Cloze ‘

Page 48



User Shifts

M Select Users

Available Users

Chiis [Front Desk] s
Ruan [Shop)
Tina [Front Desk])

Shift Users

X

All available Users without an open shift at present, are displayed in

the left-hand side of this screen.

To select a User, simply double click on their Username.

) |
W Select Users x
Available Users
Ruan [Shop] Chris [Front Desk] V

Tina [Front Desk)

Kl
N

Accept |

W Select Users *
Awvailable Users Shift Users
Chrig [Front Desk]
Ruan [Shop]

Tina [Front Desk]

<
il

Lo |

Cancel

Immediately, the selected User will be displayed in the
right-hand side of the window.

Repeat the process for all other
relevant Users and click ‘Accept’.




User Shifts

M Supervisor Shift Cashup

File Reports

View Location: Bl

-

supervisor [N s+ ¢ SETER!

1D Customer Table / TA Type Total Shift # User Total Invoice Date 1 A unlque SuperVISor Shlft Number has now been a”ocated to
this Supervisor.
{4
e X 2.

The Users for whom the shift was opened, do not yet display in
this window, since they have not yet logged into the system.

# Supervisor Shift Cashup

*
File Reports
View Location: ([ - Supewisol_ Shi[lﬂ
_ 1D Customer Table / TA Type Total « Shift # User Total Invoice Date . . .
® Batch . = : . . : Viewing the Supervisor screen after the Users start to log
Front Deszk . . o
' : into Novtel, a shift number has been linked to each
| sFrooomo Chis | 0.00
N username, and the shifts are displayed in a pink background
op
I SFTO0009 Fuan I 0.00

colour which indicates that the shifts are open.

@ Batch Shift

@ Single Shift IR shift Total: [N

Edit Shif ‘ Cashup |  Close




¢ User Shifts

S

As these Users perform transactions, the Supervisor can track the actions by
clicking on the open shift. All transactions are displayed here in real time.

# Supervisor Shift Cashup *
File Reports

View Location: [l - Supervisor [ELN Shirt # FUETTE

Transacion (SFT00010) —wm |

Shift # User Total Invoice Date

1D Customer Type Total «
a4 LESO01 Acc. Payment 700.00

56 ROS001 DepnsitlHaisted 950,00 Front Desk
a7 ROS00 Depogit Faid 950,00
] ROSO01 Acc. Payment 1000.00 SFTO0010 Chriz
53 AMDOM Acc. Payment 350,00
g0 Sales E50.00
450.00 Shop
o SFTO0003 Ruan 100.00

i@ Batch Shift @ Single Shift - w Shift Total: 5750.00

Edit Shift ‘ Cashup ‘ Cloze ‘







? ~ Creating Coniracts

e

—1
—————1

— Contracts are created to link a Storage Unit to a specific Tenant.
= &8

A Contract consists of a Global Contract Number, and a specific
rental number per month in order to manage each month’s
rent and additional charges individually.

Kr




¢

L4

R

Creating Contiracts

There are 2 types of contracts which can be created in Novtel, namely:

Fixed Monthly Contracts

O Fixed start and end date
U Fixed rental period (i.e.,3, 6 or 12 months)

U The contract is billed monthly up until the
last set contract month

Month-To- Month Contracts

U Fixed start date

U Open-ended end date

O When the billing is performed, the
contract can either be continued for
another month, or terminated.

# Contract Manager X
Contract Mumber |11 Tope  |Fized Manthly ﬂ Cancel Contract |
Cuistomer ANDO0T Andrews, Martin
DateStat |1 Janwary 2022 7| DateEnd (30 June 2022 v G :‘ Months
# Contract Manager X

Contract Mumber 12 Type
DuMom

|'| Jarwary 2022 ﬂ

Dunn, Jozeph

Customer

Drate Start

Contract Completed [ I_'I

kM onth-T o-tonth

Cancel Cantract |

b anths

Page 54



Creating Contracts

New contracts are created by clicking on ‘Edit — Contract Manager’ and clicking ‘Add New’.

® Noviel Self Storage Ultimate Standard 5.2.0.0
W File Edit Modify Setup  Process Reports  Help
Grid Mo

Customers

ik 7

Suppliers

Branches

ltems

Categories

Contract Manager
Damage >

Occupants

NN

® Contract Manager

Search

Sort by : | Contract Mo

Search for : ||

I™ Shaw Cancelled Contracts

Lo |[ 0 ]

Contract Mo | Customer Code | Customer Description Start Date End Date Grici‘
1 GREQO Green, Kevin 1 August 20200 30 November 2020) 400

2 LESOM Lessing, Duncan 1 August 2020 31 July 2021 | A0C

3 DM Dunn, Jozeph 1 August 20200 30 November 2020) A00

4 PAPOO Papenfus, Gary 1 August 2020) 30 November 2020( BOC

5 DUPO D Plessis, Ben 1 August 2020) 30 September 2020( BOC

B DUFmM D Plessis, Ben 1 October 20200 31 December 2021 | BOC

7 ULROO1 Custamer Mot Found 1 August 2020 30 November 2020{ BOC

g ROSO01 Ross, James 1 May 2020 31 August 2020(BOC

| LESOM Lezzing, Duncan 1 September 2021 31 December 2021 | BOC

10 AMDOO Andrews, Martin 1 September 2021 31 December 2021 | A00

1 AMDOO Andrews, Martin 1 January 2022 30 June 2022 A00

12 DUHOm Dunn, Joseph 1 January 2022 28 February 2022 A0(0

13 LESOO1 Lesszing, Duncan 1 February 2022 3 January 2023 A0

14 GREOM Green, Kevin 1 February 2022 30 April 2022( A00

15 PAPOO Papenfus, Gary 1 February 2022 3 January 2023 BO0 v|
[ ] I

Exit |




\ _ Creating Contracts

»

# Customer Setup =

T T e — o . Please note that the existing relevant Customer Master File can be
ANDODT | Andrews, Martin ——— searched for and selected here.

CASOM Cash Sales Add New

DUNOOT | Dunn, Jaseph 044 B35 1095 i Or: If this is a new Customer, the Customer Master File can first be created
EEEEE} E?E:Lﬂézwien a0 e by clicking ‘Add New’ in the Customer Setup’ window; creating the new
INTOM | Intemal Maintenance Customer and selecting it after being saved to Novtel.

LESOM Lezzing, Duncan 044 123456

PAPDDO Papenfuz, Gary

m O ii 1. In the ‘Contract Manager’ screen, the selected Customer will be
LRLODM |Inigue Rustic Furniture

linked to this contract.

2. A contract number is only allocated once the contract is saved. But
reamh e G eloct until then, the ‘Contract Number’ is displayed as ‘New’.

& Mumber " Description
Cloze

# Contract Manager >

Contract Mumber INE!W g

Cancel Contract

Customer




%’p Creating FIXED Contracts
-

Fixed Monthly Contracts have a definite start and end date — although the end date can be changed if the contract is renewed for a longer rental period.
1. Contract Type
The ‘Contract Type’ in this case, is selected as ‘Fixed Monthly’.
2. Contract Dates and Duration
A specific start date is linked to the contract. By entering the number of months in the field provided, the end date will be inserted automatically.
3. Payment Day

The date upon which the rent is payable, is selected from the list and entered in this field.

Type  |Fixed Manthly ﬁ;l Cancel Contract |

Date Stat | 1 September EDEE - | DateEnd |31 August 2023 x| 12 = Months

Favment Cay I 1




¢
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~ Creating FIXED Coniracts

# Contract Manager

Contract Mumber INew

Cuztarner

Date Start

I 1 September 2022

£002
4003
Faghe! |05
BOO

Grid Nos /

| Add Grid No , I

Rental Mum | Date Start

| =rr e

#® Available Grid Mos

Type IFi:-ced Manthly vI

Cancel Contract |

*

BO0z2
BO03
BOOE
ZIMOm

Building 2 Unit 1
Building & Unit 2
Building & Unit 3
Building & Unit 5
Building B Lnit 1
Building B Unit 2
Building B Unit 3
Building B Unit &
Internal “Work zhop Lnit

Code | Description I %ccept

Cancel |

—Search By

IEode

Search For I

Add the Grid Number

By clicking on the ‘Add Grid No’ button, a list of all available
Storage Units — for the selected period - is displayed.

The applicable Storage Unit can now be selected.

By clicking on the ‘Escalations’ button, the initial rental amount
can be set, as well as the escalation percentage and month.

# Contract Manager

Customer

Diate Start

|mm °

Rental

Contract Number INew

I 1 September 2022 'I

Type IFixed tanthly 'l

Cancel Contract |

N August 2023 v [12 = Months

# Escalations

E zcalation Percentage I :II
IJuI_I,I - l
I 55000

[~ Apply Escalation To Al Contracted Grid Mos

Escalation Month

Initial Amount

X

Véccept |
Cancel ﬂ

i

! E scalations I

Save | Cancel |

ks




? Creating FIXED Coniracts
i

# Contract Manager X

Onkrac umoer (=0 2 iHE anl hil ancel onkrac M
ContectHumber i Twe [Foeabionty =] ConelCorten | The reservations for each month can be now be

Customer [ RO created by clicking on the ‘Make Reservations’ button.
Date Start |1 September 2022 'l mi’Months

At present, no rental numbers have been allocated

Papmert Day |1 = since the contract has not yet been saved.
Grid Nog Fixed Iterns Deposit . . .
I I - For demonstration purposes, we will now first save
" - - | o .

ADDT - Baing & Uni E Makeﬁesewa“onsg/ the changes by clicking ‘Save’.

Add Grid Mo | Femove Grid Mo |

#® Contract Manager X

Fental Mum [rate Start I Drate End I Status Iy TotaII

Contract Number INew Type IFixedMontth 'l Cancel Contract |

Customer

Date Stark |1 September 2022 'l 31 August 2023 w I 12ﬂMonths
Fayment Diay I‘I vl

Save Cancel Grid Nos T Fixed |tems T Deposit
A001 - Building & Unit 1 LI
Add Grid Mo | Remove Grid Mo |

Fental Mum | [rate Start | [ate End | Status | Inw Total »
1] 2022/08/0 2022/03/30 Reszerved 950,00

a 2022410/ 202241043 Reserved 950.00

1] 2022411/M 2022411430 Reserved 950.00

a 202242/ 202242/ Reserved 950.00

a 2023010 2023013 Reserved 950.00

a 2023/02/0 2023/02/28 Reserved 950.00

a 2023/03/01 2023/03/3 Reserved 950000 o,
< >

V/Save | Cancel




Q‘ Creating FIXED Coniracts

g

# Contract Manager
~ Search
Sort by IEontract Mo ;I
Search for: I

Contract Mo | Customer Cade | Custorer Description Start Date End Date Grit;l
3 DO D, Jozeph 1 August 2020 30 Moverber 2020| A0
4 PAPOOT Papenfuz, Gam 1 August 2020 30 Moverber 2020 BOC
5 DUPOOT Du Plessis, Ben 1 Awagust 2020) 30 September 2020( BOC
g DUFOO Du Flezsiz, Ben 1 October 20200 31 December 2027| BOC
7 ULROOT Cuztomer Mot Found 1 Auguzt 20200 30 Movember 2020( BOC
a ROS001 Ross, James 1 May 2020 3 August 2020| BOC
9 LESDM Lessing, Duncan 1 September 2021 31 December 2021 (BOC
10 ANDOOT Andrews, Martin 1 September 2021 31 December 2027 | 400
11 ANDOOT Andrews, Martin 1 January 2022 30 June 2022( 400
12 DO D, Jozeph 1 January 2022 28 February 2022( A00
13 LESOM Lezzing, Duncan 1 Februam 2022 I January 2023 ADL
14 GREOOT Green, Kevin 1 Februam 2022 30 April 2022) A0
15 PaPO0T Papenfuz, Gay 1 February 2022 M January 2023| BOC
16 GREOM Green, Kevin 1 February 2022 M January 2023| BOC

‘? R 0 1 September : A [0
4 4

™ Show Cancelled Contracts gddNew Edit Exit

The contract has now been saved and is displayed in the
‘Contract Manager’ Screen.

To access the contract, click on it, and click ‘Edit’.

A contract number has been allocated and sequential
reservation numbers have now been created for each
month linked to the contract.

The status of each reservation is ‘Reserved’ at present.

# Contract Manager *

Cantract Mumber I‘I? Tupe IFixedMontth 'l Cancel Contract |

Date Start I 1 September 2022 'l Date End |31 August 2023 j‘

[ 12 = Months
Fayment [ay I‘I vl

Grid Hos T Fixed Items T Deposit
A001 - Building & Unit 1 LI

Add Grid Mo | Remove Grid Mo |
Rental Murn | [rate Start | Date End | Statuz | Irve Tatal
118 2022/08/01 2022/03/30 Reserved 950.00
119 2022410/ 2022410431 Reserved 950.00
120 20224110 2022411430 Reserved 950.00
12 202212/M 2022112431 Reserved 950.00
122 202300 202301231 Reserved 950.00
123 2023/02/0 2023/02/28 Reserved 950.00
124 2023/03/0 2023/03/31 Reserved 950.00 .,
£ >

Wiew Reservation Escalations |

Cancel |




Creating FIXED Conftracts

The reservations will be displayed on the Grid next to the selected Grid Number as from the start date
selected on the contract, until the end date — each month linked to a dedicated rental number.

# Novtel Self Storage Ultimate Standard 5.8.0.0 - X

7 M —|||:'
0 12 (13 |14 |15 |16 g
Aug 4 |5%p |Sep |Sep | Sep |Sep
2: : bo2: poz: poz: Po2: po2:
A001 . Tue | Tue hu |Fri
ADOL

W File Edit Modify Setup Process Reports  Help
(Y 15 [20 [21 [27 [28 [23 [0 [ 08 10 |11 |12 |13 |14 PEN EEW(17 (18 [19 |20 |21 |EE
Sep |Sep |Sen = |Sep |sen | Oct |oct [Oct |Oct |oct 8 |oet |oct |oct | oo (oo B2
: boo: poaz 22 poz: poz: EE EREF. boo; poo: poz: po: poz: 2; po2: po2i po2: po2: ik
Tue " h | Frs Tue he | Fri Tue ha |Fri BB ri
| I‘I‘Islhss,.hnes I | I 119 Ross, James I -
—— e ——— e S — ——— —— — — — —— s B e s s s e
ADD2
— — — —

-0 g -E-A
|

A |

View Grid Nos [ Reserved M
* Al Grid Mos O Current v
" Available Grid Mos B Internet Booking W
- i v

QU B _HewReseveton | i
O Irvoiced v
|2022/08/30 ~| |2022110028 ~| ONotics Peiiod ™
O Suspended v
W Fad I
[ Partially Paid I
O cancelled r




? Creating Month-To-Month Coniracts
i

# Contract Manager b

Contract Mumber INEW Type IMDnth-Tn-MDnth 'I Cancel Contract |

Customer

Date Startﬂ'1 September 2022 ¥ | Q| 1 Months

Payment Day A

A Month-to-Month contract is created as follows:
1. When creating a Month-to-Month contract, first select the contract ‘Start’ date.
2. Now select the contract type as ‘Month-to-Month'.

3. In doing so, the ‘End Date’ field is replaced with the ‘Contract Completed’ field, and the checkbox must not be ticked unless the
contract is to be terminated.

The number of months is indicated as 1 and cannot be altered manually.

This number will increase as the recurring billing process is performed and the contract is continued for another moth.




? Creating Month-To-Month Coniracts
i

# Contract Manager X

Cancel Contract |

Contract Mumber — |Mew Type | Maonth-To-Maonth d

Select the applicable payment date for this contract,
and search for and select an available ‘Grid number’.

Custamer

Date Start |1 September 2022 'I — I—‘I Moriths
Payment Day l_‘// K ® Escalations X Set the rental escalation percentage and month — if
Grid Nos 1 Fired hems 1] Escolaion Percertage | 0+ O applicable - and set the ‘Initial Rental Amount’ before
A002 - Buiding A Unit 2 V/ | E sealation Month Im Cancel | CliCking ‘Acce pt’.
Add Grid Mo | Remave Grid Mo |
It & | 950 .y .
e | e |Deemd | G el Ao Clicking the ‘Make Reservations’ button, only 1
[ Apply Escalation To All Contracted Grid Nas reservat|on |S Created_

VzEscalaliuns

Save | Cancel |

W Contract Manager

Contract Number INew

Type [ManthTo-Month

=

Date Start 1 September 2022 Months
# Contract Manager
Caontract Number INSW Type IMUnlh-TU-MUnlh Vl Cancel Contract | Payment Day |1 j’
Gnd Nos T Fixed Items T Depasit
Customer tin
4002 - Building & Urit 2 |
| Daje Fod | St I o T
[ 1} 2022/09/01 2022/09/30 Reserved 550.00
Payment Day |1 vl
Grid Nos T Fixed ltems T Deposit
AD0Z - Building A Urit 2 LI Make Reservations
i i % Escalations
Add Grid Mo | Remave Grid Mo |

Vg Save Cancel




Creating Month-To-Month Contracts

Saving the reservation and returning to the Grid, the reservation
is displayed on the Grid, and next to the selected Storage Unit.

® Novtel Self Storage Ultimate Standard 5.8.0.0 - *
M File Edit Modify Setup Process Reports Help

an HH-=-- 0 -7-%

| ‘I_II:'
30 (3t [o1 [oz [B 0 12 [13 [14 [15 [16 [ 19 (20 21 [22 o 08 10 [11 [12 13 [14
Aug | Aug |Sep |Sep Sep [Sep |Sep S [5ep (B Sep |Sen |Sen |Sep ct + Oct |0t |Oct |oct |ocr fE8
2z poz: poa: poz: @ i po2; ek BNER p2: PO2: PO2E PO2E P02 ER: HNEE p02: PO2: PO2i PO2: : poz: poa: pozz 2 iR SEE bo2: poz: po2: PO2: po2: i
A001 . Tue hu | Fi ol - Tue hu |Fri EE Tue u 5¢ Tue ha | Fri BB
ADD1

View Grid Nos [ Reserved v
+ Al Grid Mos O Current v
" Available Grd Mos B ntemet Bocking W

- i v

% New Raservation B Intemet Natice v
O Invoiced v

|2022/08/30 ~| |2022n0/28 ~| IS ClNotice Peiod ¥
O Suszpended v

W Faid 4

I Partially Paid 4

O cancelled r




§’ Adding Fixed Items to Contracts

e

# Contract Manager
Contract Mumber |1 7 Type IFiHBd Monthly 'I Cancel Contract |
Customer
[rate Start I 1 September 2022 'l 3 August 2023 - I 12ﬂMonths
Papment Diay I‘I vI
Girid Mog T T Deposit
Line Type Itemn | Description Oty | Excl| Tax Incl
0.00 0.00 0.00
I
Add ems To Grid Nos Add Remark | Add % Deete |
Save | Cancel |

From the ‘Fixed Items’ tab on the contract, any additional charges
to be added to the invoice, can be inserted by clicking ‘Add’” and
selecting the required charge or charges from the ‘Select Item’
window.

When done, the items must be updated to all reservations linked
to the contract, by clicking the ‘Add Items To Grid Nos’ button.

# Contract Manager *

Cantract Mumber |17 Type | Fized Monthly j EancelEontractl

Customer

[rate Start I‘I September 2022 'l 31 August 2023 - I 12ﬂMonths

Fayment Diay I‘I vl

Grid Moz T Fixed Items T Dreposit

Line Type Itemn | Description

Itemn

426.09 63.91 43000

dd Items To Grid Hos VJ Add Remark | sdd | Dete |

S Save j Cancel |




?h Adding Fixed Items to Coniracts
-

. MNovtel Self Storage Ultimate Standard 5.8.0.0 ® Tax Invoice - [ Bullzip PDF Printer |
W File Edit Medify Setup  Process Reports Help ‘ )

TAX INVOICE

MQSSEL Bﬁ‘{ ST@MGE Email: finance@novtel com

Terms and Conditions VAT Nr- 123456789

: : From: MBS
e e e e e e e View Details <F5> T T T T — Address:  Diaz Office Park nr 20
e e e e s e s e s s S — Edit Contract —r 1 Bgach Boulevard West
Documents > Quote <Ctrl+ Q> Diaz Beach
: — Mossel Bay
— Status Invoice < Ctrl+1> — 6500
h---i- Letter of Confirmation

Final Motice for Payment
Y To: Ross, James

Ms Word Documents ’ Address: PO Box 123 Invoice Date:  2022/08/30
Customer Statement Mossel Bay .
——————————————————————————— 5500 Invoice Ngmber.
Reservation Nr: 118
Tax Ref-
Right-clicking on any reservation linked to the contract, and —
Description Excl VAT VAT Total Incl VAT
selecting ‘Documents — Invoice’, the charges added to the
. ) Building A Unit 1 826.09 123.91 950.00
contract will be displayed as follows: Access Tags 3478 522 4000
Security Charge 43.48 6.52 50.00
Water Charge 130.43 19.57 150.00
Electricity 217.39 32 61 250.00

Please use the following Banking Details:

Total EX Vat R 125217
Mossel Bay Storage
ABSA VAT R 187.83
123456789 Total Incl VAT R 1440.00




§’ Raising a Deposit
i

# Contract Manager X

Contract Number |1? Type IFiHedMontth vl Cancel Contract |

A Deposit is raised in the ‘Deposits’ tab of both fixed and month-to-month contracts.

The deposit amount raised will automatically be indicated in the ‘Customer Receipts’
window for this Customer and Contract.

Date Start I‘I September 2022 Vl N August 2023 v I 12ﬂMonths

Normally, a deposit — which equals one month’s rent’ is raised on a contract. In order

PamentDay [1 ] to do so, an open shift is required for the User performing the action.
e I e I I%Iomo Now simply enter the deposit amount in the field indicated and click on the checkmark
Shift :
¢ [1) Depost Raised ] User: Chris next to the ‘Deposit Raised’ field.
| 2] Deposit Paid |

#P Contract Manager X

[ 3] Deposit Applied ta Unallocated

oR Contract Mumber  [17 Type | Fived Monthly ;I Cancel Contract |

[ 3] Deposit Refunded

Custamer

Date Start |1 Septernber 2022 'l N August 2023 v I T2jMDnthS

1. Immediately, the ‘Deposit Raised’ field is indicated in a

Payrnent Da |1 vl . .
e blue colour and the date upon which the deposit was
Grid Mo T Fixed ltems T Deposit . . . .
s SETO0010 raised, is linked to the completed action.
1.] Deposit Raized 20 10 User: Chris . . .
Deposit Amount : I 950.00 Deposit Due |2022f’08.-"30 'I@ 2' The date upon WhICh the depOSIt Is due' Can be
(2)DepostPad ] o August2022 2] selected from the calendar.

A1 2 3 4 5 B
7B 9 10 11 12 13
1415 16 17 18 19 20
OR A 2w }\ oM B/ W T
] B 9T 1 o2 3
4 5 6 7 8 4 10

Today: 2022/08/30

[ 3] Deposit Applied to Unallocated ]

[ 3] Deposit Refunded

V/S ave | Cancel
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?t Receipting Deposit Payments

g

W Noviel Self Storage Ultimate Standard 3.8.0.0
M File Edit Modify  Setup Process Reports  Help

Y : . .
M % As we have activated the ‘Receipting’ system in our database,
we will receipt ALL deposit and account payments by clicking on
Payouts o e o= = the menu adjacent to the POS icon and select ‘Receipts’.
Megative Receipts
Shift Cash Up
Shift Surmmary
i s 35 Lessing, Duncan
Refund Unallocated Funds iiiiiii
# Customer Setup by
Murnber Description Telephone Faw Refresh
ANDOOT | Anchews, Mattin - Search for and select the applicable Customer
CASOD1 | Cash Sales Add New .
R [ — 044 695 109 . from whom proof of payment has been received.
DUPODT | Dw Plessziz, Ben 044 387456 —I
GREODT | Green, Kevin In this case, it is Mr Ross.
INTO Intemal Maintenance
LESOO Lessing, Duncan 044 123456

FaPOO Fapenfus, Gary

Raoss, James
LIRLOM Unique Rusgtic Furniture

Search Select
’7 ® Number " Description

Cloze




¥ Receipfi '
A ) pting Deposit Payments

W Customer Receipts X
eceipt Total | utordllocate
Customer ROS001 &l |F|USS,James | e e M
Balance In Pastel non Wiew Statement &I rstecsted fnaunt o H HIR
IR vaiable Cedt atching 00 1. As we have not yet run the Recurring Billing process, the

outstanding amount for ‘Account Payments’ is currently zero.

Description Outstanding Amount|

Contract 17 - Building & Unit 1 [2022/03/01 to 2023/08/31) 5950.00 2' However: AS We have raISEd a depOSIt On ContraCt number 17’
the outstanding total is indicated here as raised.

[ Account Payments OQutstanding Total © oo ]
@ Customer Receipts X1 The amount — as received from the Customer — is
Aol Tele] entered in the ‘Receipt Total’ field in the top
Custamer ROsO0 &I | Rozs, James |

il Unallocated Amount:

right-hand side of the ‘Customer Receipts’
window.

Balance In Pastel 0.00 ‘iew Statement

Available Credit Matching 0.00

If the amount is not automatically allocated

Daseiplion Dutstanding Amount| | Allocated Amount against the outstanding amount, then the User
Contract 17 - Building & Unit 1 [2022/09/01 ta 2023/08/31) 0.00 950.00 has the option tO CIiCk the {AutO-Allocate’ button
— which will immediately allocate the receipt total
against the oldest outstanding amount.




? ~ Receipting Deposit Payments

g

W Custorer Receipts

Customer ROS00 ﬂ |F|oss,James

Balance In Pastel n.oo Wiews Statement |

Description

Receipt Tatal I 950.00 Auto-dllocate

&I Unallocated Amount: 0.00

Awailable Credit Matching 0.00

Outgtanding Amount Allocated Amaunt,

Contract 17 - Building A& Unit 1 [2022/09/01 ta 2023/08/31)

0.00 550.00

IF\DSUm 6

e 1.

criteria.

[ Account Payments Outstanding Total 0.00 ]
P Receipt : ROM0D040
Payment Date 2022/08/30 ii 'l Outstanding Total -350.00 EI Zaoom [100% =
- Allocated Total 950,00
Fayment Type Direct Transfer E 'l
Unallocated Tatal 0.00 MBS
Reference :
Diaz Office Park nr 20

%ccept Cancel

Beach Boulevard West
Diaz Beach
Mossel Bay

Tel: +27 44 695 4886
Fax:n/a

Vat 1123456788
RECEIPT
Customer ROS001 - Ross, James
Grid No AD01 - Buiding A Unit 1
Payment Type Direct Transfer
Reference ROSD01
Payment Due : 950.00
Vat Total: 12391
Payment Recaived : 950.00
Change :
User: Chris
Payment Date 2022/08/30
Date 2022/08/30
Time 09:5427
Shift Number : SFT00010
Receipt Number :  RDNO0D40

Thank You.

Now enter the date upon which the payment was received.

2. Select the applicable ‘Payment Type’ used by the Customer
to make the payment.

3. And enter a reference here according to your company’s

Now click ‘Accept’ to produce the Receipt Document.

The User logged into the system, and who has
receipted the payment, is linked to this
transaction, as well as their Shift Number.

The document is also date and time stamped.




¢

L4

Receipting Deposit Payments

# Contract Manager >
Cortract Mumber |17 Type |Fixed Monthly j Cancel Cantract
—= When viewing this contract’s ‘Deposit’ tab, Novtel
DateStat |1 September 2022+ DateEnd |31 August 2023 + Wﬂmmhs Indlcates that the DepOSIt amount Of R95000 was pald'
Payment Day |1 -
e Y T Y T Please note that after receipting a deposit payment, the
e S status of the reservation is not changed automatically,
1.] Deposit Raized 2022/08/30 User: ns
Deposit Amount: [ 5500 bamatoe [enzzmers [ and will remain ‘Reserved’ until the Customer moves
AR into the Storage Unit.
Paid Amount 950.00
v | 31 Depost applied to Unallocated | appledOn: [2mz/0830 < On|y then will the User manua”y Change the first
ul3] . . . .
o | 33 Dopest Refirded | Refunced 0n: [a5z2708730 <] month’s reservation’s status to ‘Current’ by right clicking
- - on the reservation and selecting this status.

@ Noviel Self Storage Ultimate Standard 5.8.0.0
W File Edit I"u"locllf':,r Setup Process Reports Help

-8 g -m-%

04 12 |13 |14 (15 |1&
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el fB
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Invoicing

# Moviel Self Storage Ultimate Standard 5.8.0.0
W File Edit Mndiﬁ,r Setup = Process

- s Recurring Billing
i g é

m 11 m o2

Sep |Sep

: poe:

I.-’-'-.EIEH . Tue Fri

Reports  Help

Bank Statements

Manage Customer Tags
Additional Credit Note

|- A4

!-14 15 |16
“’,“"“’,“““’,“‘“".
Fri

118 Ross, James

Active Monthly Customers

I Fized Contracts I T
Res Mumber | Contract Mo | Cugtomer Code | Customer Description | Grid Mo Code | Statuz | D ate Start | Date End |
5 13 LES0O01 Lessing, Duncan AD04 Cuirent 2022/09/01 2022/09/30
o 15 PaPO0T Papenfus, Gary EO04 Current 2022/09/01 2022/03/30
13 16 GREOOT Green, Kevin BOOS Current 2022/09/01 2022/09/30
118 17 ROS0M Rass. James A0 Currert 2022/09/01 2022/09/30
# Month End Options X
[~ Print Updated Invoices
Prints a list of all the customer and supplier invoices that were
updated after the month end has been completed.
Froceed 33 Cancel
Select All | Select Hone | N Update Selected Invoices |

Electronic Payment Tenants | Electronic Payment Propristor

Clase

Both ‘Fixed’” and ‘Month-to-Month’ contracts are invoiced by
means of the ‘Process — Recurring Billing’ menu option.

Invoicing Fixed Contracts

In order to bill ‘Fixed Contracts’ for the selected month and year,
select the ‘Fixed Contracts’ tab.

All reservations linked to contracts for this month — and which are
selected — can be invoiced by clicking ‘Update Selected Invoices’.

Click ‘Proceed’.




?7 Invoicing

%

Pre-Import List For September 2022

FRINTED DATE: 30 AUDUST 2032 TIME: 10:17-14

CUSTOMER INVOICES
W_ First check the ‘Pre-Import List’ for the selected month
{g; r gﬁgg}_%&y aus a i ;?g_;; before continuing. If any discrepancies are found, cancel

roais o the billing process; rectify the discrepancies, and start

NUMBER OF INVOICES TO BE UPDATED - 4

the billing process again.

ITEM SIZE TOTALS

A0l ailding it 1 us M0 2400 144000
Als i it 8 3600 129 60 1150.00
B4 pailding it4 101 0.00 0.00 600.00
B it 3 113 0.00 0.09 S00.00

.00 213.60 4390.00

Movtel Self Storage
If all is found to be in order, click ‘Yes’ to continue.

Invaices anly.

@ You are about to execute the recurring billing for Customer
Do you wish to continue with the update?




Invoicing

# Recurring Billing

Current Month  |RSfeieEla=y -

Fized Contracts

T Active Monthly Customers

Res Number EontractN0| Customer Code | Customer Description

Grid No Code | Status | Date Start Date End

The ‘Fixed Contracts’ tab will now be cleared for the

selected month as all reservations linked to Fixed

Contracts have successfully been invoiced.

# Novtel Seif Storage Ultimate Standard 5.8.0.0
W File Edit Mudlfy Setup Process Reports Help
=

=- 0 g-E-A

3o 11 o1 [0z
5q. Sen
4001 . Tue

oo PO W[z [15 [14 [15 [1e 13
ququ quSqu
EE bo2: po: poa: poz: pozs HeEE EE po2: poz: poz: poz: pozi :
o) Tue Tue

Fl e 1 o 10 11 11 13 14 15 17 |18 |19 |20
Oct Oct [Oct [Oct
A100 5 2 poz: poz: po2: POz a 2 2 a a 2: po2s pozz
u Tue | Tue

B

[ oot Il'

118 Ross, James

119 Ross, James

| ADD2 130 Andrews, Martin .
@ ADD4 —
JEEE AD0S | ]
B004 ] V . 102 Papentus, Gary —
| BOO5 I 113 Green, Kevin V/ | 114 Green, Kevin
am
o 1
Yiew Grid Nos [ Reserved
& Al Grid Moz Outstanding D 10,00 Unallocated Funds: R 0.00 O Current
" fvalable Grid Nos | Dete | Desciiption | Debit| __Credt| _Balancs| B Irtemet Booking
C& Mew Reservation e et
O Invoiced
|2022/08/30 +| [2022110028 = | (O Matice Period
[ Suspended
B raid
(] Partially Paid
[ cancelled

qq\l

IR R U B AR

The status and colour of all invoiced
reservations linked to fixed monthly
contracts in September, are now
displayed in light green on the Grid, and
an official Invoice Number has been
allocated to each reservation,
respectively.

The reservation status for all of these
reservations for the month of October,
has changed to ‘Current’ automatically.



g ~ Invoicing
Invoicing Active Monthly Customers

To invoice all selected reservations linked to ‘Month-To-Month’ contracts, click on the ‘Update Selected Invoices’ button.

If the option to continue the reservation is unticked, then the contract will be terminated at the end of the invoicing month.

The contract must be marked manually by the User as ‘Completed’, and the date is selected upon which the contract is ending.

# Recurring Billing X
Current Month Current ‘Y'ear W
Fixed Contracts T I Active Monthly Customers I
Res Mumber I Customer Code I Customer Description I Grid Mo Code I Status I Date Start I Date End I
130 ANDOM Andrews, Martin A002 Reserved 2022/09/01 2022/09/30
#® Month End Options *
IUpdate Customer Invoices Only j

selected monthly contracts are extended to the end of the nest
mmanth,

[~ Print Updated Irnvoices

Printz a list of all the customer and zupplier invoices that wene
updated after the month end has been completed.

Proceed » > Cancel

Select Al | Select Mone | \deate Selected Invoices

Electronic Pagment Proprietor Cloze |

Electronic Payment Tenants




¢

Invoicing

Curren sl S eptember

Fixed Contracts I Active Monthly Customers I

Res Number Customer Code | Customer Description | Grid Mo Code | Status | Date Start | Date End |
130 AND OO Andrews, Martin A0z Reserved 2022,/09/01 2022/03/30
# Month End Options X
. . ¢ .
By checking the option to ‘Continue
|Update Customer Invoices Only ﬂ

Reservation’ and clicking ‘Proceed’, the
‘Pre-Import List’ is checked by the User
.?nllozntelfcted monthly contracts are extended to the end of the next fi rSt befo re Conti nu i ng.

[~ Piint Updated Invoices

intz a list of all the customer and supplier invoices that were
1 the month end has been completed.

Proceed »» Cancel
Select Al ‘ Select Mone ‘ ‘
‘ Cloze
Pre-Import List For September 2022
PRINTED DATE: 20 AUDUIT 2022 TIME 10:33:31
CUSTOMER INVOICES
seamumos ca S T T
L3t ANDC0L - Andrenz, Mann A fae 1Eel £30.m . You are about to execute the recurring billing for Customer
! Invaices only.

NUMEBEE OF INVOICES TO BE UFDATED - 1 TOTALS B26.09 12391 950,00 Do you wish to continue with the update?

ITEM SIZE TOTALS Vz‘fﬁ Ho
CODE DESCRIFTION RESNUM ARFA m* CAPACITY m* MONTHLY INCOME
A2 Buildinz A Unit 2 150 M0 3400 £30.00

FALL ] M. 950.00

Page 78




\

Invoicing

The ‘Active Monthly Customers’ tab will now also be cleared for the selected month.

Returning to the Grid, the contract is displayed in the colour of the ‘Invoiced’ status, and a formal invoice number has been allocated to the
reservation for September 2022.

Note that since we have selected the option to continue the reservation linked to the ‘Month-to-Month’ Contract, a new reservation has
automatically been created on the Grid next to this Storage Unit for Mr Andrews.

The status of this reservation is linked to the ‘Current’ status and colour.

# Novtel Self Storage Ultimate Standard 5.8.0.0 —

W File Edit Modify Setup Process Reports Help
ER 10 [11 [12 [13 |14 [ERER 17 [12 [19 [20 [22 EXER |24 [25 26 |7 [z ERES
Mo [ Tuse i B | Tue Fei B Tue e N

LSO -F-%
119 Ross, James

(Ol PR (12 (13 |14 |15 |1& [Slom bYW |19 |20 |21 |22 (23 |l i
i -5-. 7 - Tue Fri ] Tue Fri h-:r .
o 1 1 1 ‘1 1 1 1 T 1 (1 [ [ ' [ 1 1 [ 1 [ | [ 1 [ 1 T [ 1 | 1 | 1 [ 1 T [ 1 [ T T 1 |

118 Ross, James
ADD2 130 Andrews, Martin 131 Andrews, Martin




? Invoicing

»

# Contract Manager >

Contract Nurmnber |18 Type | R Cancel Cantract |

Custarner

Date Start |1 Septermber 2022 'I — I 2 Months

Payrnent Day |1 vI

Accessing Contract 18, the number of months have increased to 2,

Grid Nos I Fiked ltems I Deposi A and a rental number for October 2022 has been allocated.
A2 - Building & Unit 2 |
Add Grid Mo | Femaove Grd Mo |
Rental Mum | [rate Start | [ate End | Status | 53 Totall
130 2022/09/01 2022/03/30 Iwoiced 350.00
131 2022/10/01 202210431 Current 950.00

Wiew Feservation E zralations |

Save | Cancel |




elf Storage




? ~ Account Payments

“i

# Novtel Self Storage Ultimate Standard 5.8.0.0
W File Edit Modify Setup Process Reports Help

I F-rv‘@

Payouts

Megative Receipts

Shift Cash Up

Shift Surmmary
Receipts
Refund Unallocated Funds

As we have activated the ‘Receipting System’, all Deposit and Account
Payments are processed via the ‘POS — Receipts’ menu option.

# Customer Setup

.
Refresh |

URLOO0 Unigue Rustic Fumiture

ii

Search
’7 & Number

Humber Degcription Telephone Fax

ANDOIT | Andrews, Martin

CASO01  |Cash Sales Add New |
DUMO0T | Dwunn, Joseph 044 6951096 )
DUPOM | Du Plessis, Ben 044 337456 LI
GREOM | Green, Kevin

INTOD1 Internal Maintenance

LESOmM Lezzing, Diuncan 044 123456

PAPOO Papenfuz, Gam

Select |
" Description - |
03E

The required Customer can now be searched for and selected.




\ Account Payments

»

# Customer Receipts X
] [ | e . As the Recurring Billing procedure has been performed, the outstanding ‘Account’
Balance In Pastel 0.00 “iew Statement M Hnaloceled mount oo . . . . . . . .
| | balance is displayed in this section of the ‘Customer Receipts’ window — and which
g | corresponds with the status colour of the Invoiced Status.
_-| Account Payments Qutstanding Total 1440.00 .
F\esevvat\or\ﬂa-Bw\dmgDAEUS:';DW“D[;UZHDS/DW to 2022/09/30) } Dutsmndmg:::;?ﬂ‘} mlmamdAm;”D”U‘} Pa rtlal Payments
In the case where a Customer only settles a portion of the outstanding total, an
rerten RS outstanding balance will remain on the Customer’s account.
# Customer Receipts = . X
[ Recet Tt | 100000 | Ausdlocale |
Customer ROSOM ﬂ |Hoss,James | . . . . .
N 0| oo 2 Unalocated mourt 000 Processing the receipt, the reservation on the Grid will be
Awailable Credit Matching 0.00

- displayed in the colour of the ‘Partially Paid’ status and will

ARG | rcmain o such until the outstanding balance for this month s

settled in full.

_-| Account Payments | outstanding Total 440.00 |
Drezcription | Outztanding Amounl| Allocated Amnunt‘
Resarva tion 118 - Building & Urit 1 [2022/08/01 to 2022/03/30) | 44D.DD| 1000, DD‘

El/

29 (30 (31 [o1 (o (NN (o5 [os oe [oe B
s s 1 o oo B oo oo o o o B
4001 ue Fri ] Tue i [Fri [

I —
A005 IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
= HENEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE




? Account Pa

yments

# Customer Receipts

Custarner ANDOO ﬂ |Andrews,Martin

Balance In Pastel 1180.23 “Wiew Statement |

&I Unallocated Amount:

Available Credit Matching

Feceipt Total I 550,00 Auto-dllocate

0.00
0.00

- | Account Payments

Outstanding Tofal

Outztanding Amount

0.00 +~

Allocated Amount

Payments Received in Full

When a Customer has settled the entire
outstanding balance, their reservation will be
displayed in the colour of the ‘Paid’ status.

Description
Reservation 130 - Building & Unit 2 [2022/09/01 to 2022/03/30) 0.00 950.00
A

Fayment D ate |2D22.-"08.-"30 VI Outstanding Total -950.00

- Allocated Total 950,00
Payment Type IEredlt Card Vl Uhe et A

nallocated Total X

Reference :
ROS001 # Novtel Self Storage Ultimate Standard 5.8.0.0

W File Edit Mcldif'_-,r S5etup  Process  Reports  Help

TIIIEIHH

dh

B | | [ [T






Whether the Grid’s POS System is accessed, or the dedicated Shop POS
system, the processes are exactly the same when selling items.

Rate Inclusive | Barcode

10,00 1234567831

Description

EBiubble 'wWiap per meter
BUBODZ Bubble Wrap - 50m rall 450.00
. CARODT  Carton Box Txlm 10,00
Chris CARDDZ  Catton Box 141.5m 15.00

Store: Dotaul tore Cafon s 798 R Please note that in our system, we do not allow discount; the quick scan
Clear Tape - 50m 50.00 . . . . . .
Deston | Pice 00| Gl Lo 2 100 option is not activated, and the inventory details are not displayed on the

Sturofaam Sheet - 2x2m 45.00

POS screen.

As we do not sell a wide variety of items, the list is very short in the ‘Select
Items’ frame. By double clicking on the required item, the quantity can be
set before clicking ‘Accept’.

oo | cea || ]

In this case, the Customer is purchasing 10 meters of bubble wrap.

Eu 1 meter 23456739
Bubble Wrap - 50m roll 450,00
Carton Box 1x1m 10.00

Novtel instantly calculates the selling price and displays
the selected item in the left-hand side of the screen.

- CAROD3  Carton Bow 7Ex50cm T.80
Store: Default Stare CLEDD  Cloat Tape - 20m 2000
CLEODZ Clear Tape - G0m 50.00

" Chris | CARO0Z  Carton Box 1x1.5m 1500

CLEDOO3 Clear Tape - 200m 100.00
ot [ Code | Degointion | Pricel | STYOD  Stwnofoam Shest - Teim 000

#10 BUBOOT  Bubble ... 100.00 Styrofoam Sheet - 202m 45,00

The ‘Payment Due’ amount is also displayed according to
the calculated price.

| Y

PAYMENT DUE

2022/08/30 - 1 0 0 - 0 0




Description

Rate Incluzsive | Barcode

Store: Default Store

Description | Price|...

Bubble ‘wrap per meter
Bubble ‘rap - 50m ral
Carton Box 1x1m
Carton Box 1x1.5m
Carton Box 75x50cm
Clear Tape - 20m

Clear Tape - 50m

Clear Tape - 200m
Styrofoam Shest - 1wlm
Styrofoam Shest - 2x2m

L

2022/08/30 -

10,00 1234567591

480.00
10.00
15.00

7.50
20.00
50.00

100.00
30.00
45.00

PAYMENT DUE

650.00

Cloze

The specific payment method used by
the Customer to settle the bill, is
selected here.

For credit card, cheque and bank
transfer payments, the exact amount is
to be entered in the ‘Payment
Received’ field.

Clicking ‘Accept’, the Receipt’ is produced,
and no change is applicable.

Movtel Self Storage -

@ Customer change : 0.00
0K |

The process is repeated to add more items, and this
will increase the ‘Payment Due’ amount accordingly.

# Receipt : RONODD43

& =

MES
Diaz Office Park nr 20
Beach Boulevard West
Diaz Beach
Mossel Bay

Tel: +27 44 695 4886
Fax:n/a

Vat: 123458789

RECEIPT

Zoam I 100% hd l

Payment Date : 2022/08/30

Date 2022/08/30

Time : 11:05:07

Shift Number : SFTO0010

Receipt Number : RONOO043

X110 BUBOO1 - Bubble Wrap per 100.00
meter
X1 CLE003 - Clear Tape - 100.00
200m
X0 STY002 - Styrofoam Sheet 450.00
- Zx2Zm
Payment Type : Credit Card
Credit Card Number | 2000 x00o-2000-
Credit Card Type : Master Card
Payment Due : §50.00
Wat Total : 84.78
Payment Received : §50.00
Change : 0.00
User: Chris

Thank You.




POS Transactions

B Sales b4
Entering a Cash amount greater than the ‘Payment Due’
D escription Rate Inclusive | Barcode

Bubble Wiap per meter 10.00 1234567841 amount, Novtel will automatically calculate the amount in
Bubble Yrap - 50m roll 450.00
Cartan Bos 111 10.00
p— Caton Box Tl 1o change to be handed to the Customer.
Carton Box 7axb0cm 7.50
Clear Tape - 20m 2000

Clear Tape - G0m 50.00 X
Clear Tape - 200m 100.00 # Receipt: RDNODD44

Description | Price .. Styrafoam Sheet - T«lm 30.00 = -
%1 EBUBO0Z Bubble'. . 45000 Stwrafoam Sheet - 22m 45.00 =] & Zeom [100% ]

Store: Default Store

MBS

Diaz Office Park nr 20
Beach Boulevard West
Diaz Beach

Mossel Bay

Tel: +27 44 655 4886

Fax: nia Movtel Self Storage -

Vat: 123456789

RECEIPT
X1 BUBDOZ - Bubble Wrap - 450.00 @I Customer change : 50.00

PAYMENT DUE 50m ol

45 0 0 0 Payment Type : Cash
2022/08/30 - -

Ok |

Vat Total : 58.70
Payment Received : 500.00
Change : 75000
User: Chris
Payment Date : 2022/08/30
Date : 2022/08/30
Time : 11:08:27
Shift Humber : SFTO00M0

Receipt Number : RDNOOD44

Thank You.
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i Short Term Reservations

!

Short term rentals can also be managed by Novtel, and a daily or weekly rate applied according to the Category selected.
A short-term reservation is not linked to a contract, and is created directly on the Grid.

It is also not billed by means of the Recurring Billing feature, but directly updated from the Grid.

# Novtel Self Storage Ultimate Standard 5.8.0.0
W File Edit Ml:ndif_-,.r Setup  Process Reports  Help

eg T =T 0 E . / The process of creating a short-term reservation is as easy as:

Eg m “ m u ” “ 15 ”' 1. Click and hold the mouse button in the column next to the
|A|:|E|1 . applicable storage unit on the Grid, and on specific day the

rental is to start. In this case, it is Unit BOO1, and the start
date is 5 September 2022.

2. Drag the cursor to the intended end date — which is the 14t
of September - and release the mouse button on this date.
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? Short Term Reservations

i

@ Reservation Details 3

General r Financial T Additional Costs T Duick Yiew

GidNo tunber 00T | RSN

Reservation Munmbes

EE

W Customer Setup

S e 1ra = The Reservations Details window will open, followed by the
— e — e | Customer Setup window.
AR o T Qi1 57458 = | Either create a new Customer if a Customer Master File was not yet
Ren=i Tt M}k created for them — after which it is selected; or, search for and
s e b N select the applicable existing Customer Master File.
ritestion | URLODT | Uriqus ustic Furiure N

Search Select

’7 & Number " Description I

Close

# Reservation Details X

General 1 Financial 1 Addional Costs | Quick Yiew 1

An official reservation number has not yet been allocated to

o this reservation as it has not yet been saved.
Grdho umber [B001 -] EiiSRGE DRI

Reservation Number [New Reservation (@) Coteqory [STRODT ShoitTem Flente®|  Cloar 2. The selected Customer is linked to this reservation.
Order Mumber ||

2022/09/05 ~ ‘ Y] ‘ Vi e H
Customer Code  |DIJNOO Search <F5
i |—9—Dunn L 5 | e 3. Any ‘Comments’ and ‘Remarks’ entered in these fields by the

Cormerts N e User, will be printed on the ‘Comments and Remarks’ report.
Mave-Out Time IUS:UU:UU =

Femarks e FPayment Type I - I

2
Creation | 2022/08/30
Timestamp | 11:15:27 Status |Heserved :I'

Accept | Cancel |




g Short Term Reservations

%

# Reservation Details x
T Financial T Additional Costs T Quick View
4. If a Category was linked to the Storage Unit’s Master File, this
GidNo Number B0 ] EGGELTCI Category will be displayed here, and the Customer will be billed
F‘Dtd:“’i I—l“”“F“ CategoyPTROT  Shart Tem RerieQ| - Clear| accordingly. Alternatively: A different Category can be selected if
Cuztomer Code IDUNDD‘I Search<F5>| 5 appllcable
Diescription IDunn,Joseph
R @ MoveDuae [azzinana -] 5. The ‘Move-In Date and Time’ is displayed in this field.
Move-Out Tirme IDS:DD:DD = ) ) )
. pamentTape [————] 6. The ‘Move-Out Date and Time' is displayed here.
7. As this is a new reservation and the Customer has not yet moved in,
a the status is displayed as ‘Reserved’.
Creation 2022#08!30
Tlmestampl 1115 Statuz |F!esewed a vl ) . . . . ‘¢ )
8. For now, let’s first save the reservation by clicking ‘Accept’.

9 Accept | Cancel |

# Novtel Self Storage Ultimate Standard 5.8.0.0
W File Edit Modify Setup Process Reports Help

— ® Q =- / Immediately, a reservation number is allocated to this reservation, and the
- # -
Customer’s description is displayed on the reservation.
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? Short Term Reservations

i

’ Reservation Details

Invoice Total : 35000

General T T Additional Costs T Guick Yiew
— Price Calculation
E Price [Excl) 04,35 Dwration Charged I 'Ililﬁ
" Grd Mo Tax 45,65
= Manual Price (Incl] I 250,00 Aagent Details

Allocated Tags

Tag Mo | Tag Halder Description | Add Tag
Femove Tag
Receipt Hiztom
Document Num| Transaction | Amount| TimeStamp | PaymentDate

Accept |

Cancel

The reservation is accessed by simply double clicking on it.

In the ‘Financial’ tab, the ‘Price Calculation’ is selected as
‘Category’ since the ‘Short Term Daily Rate’ Category is linked
to the reservation.

Categony ISTHEIEH Short Term Hente&l Elearl
|5TF'.'D|]'I Short Term Rental - Daily Rate  35.00/Daily

As the duration is 10 days, and the rate is R35.00 per day, the
‘Invoice Total’ is automatically calculated as R350.00.




? Short Term Reservations

I

e E A

#P Reservation Details

General T Financial T I Additional Costs I I

Line Tppe | Item | D'escription Gty Excl Tax| |

Item [acoom | access Tags 5.22
34.78 5.22

Add Remark Add i

W Select ltem

~Search

Search By I Code

Search For I

Code | Diescription

ACCOOT  Access Tags

BUBOOT  Bubble \Wrap per meter
BUEODZ Bubble \Wrap - S0m rall
CARDOT  Carton Box 1xim

CARDDZ  Carton Box 1x1.5m

CARDDT  Carton Box 75x50cm

COFO01  Cash Deposit Fee per A100.00
CLEOOT  Clear Tape - 20m

CLEODZ  Clear Tape - 50m

CLEOD3  Clear Tape - 200m

COMOO01  Contract Fee

Dak001  Damages and Maintenance
DFCO01  Deposit Forfeiture

ELEODT  Electricity

FRADDT  Fragile Stickers - 50

MUNODT  Municipal Charge

OFFO01  Office Use - Jacobs Coffee B00g

Acce

STYOO01  Styrofoam Sheet - 1=1m
STYO02  Styrofoam Sheet - 242m
TSUDD1  Stickers - This Side Up
WATODT ‘water Charge

w5001  Labour per Hour
WS002  white Paint 1L

WE003  white Paint 5L

WS004  Ceiling Board - 1 Unit
WS005  Lock and Keys
WSO0E  Light Fisture

In the ‘Additional Costs’ tab, any applicable items can
be added.

Simply click ‘Add’ to access the ‘Select Item” window.

W Reservation Details ®

General T Financial T Additional Costs T Guick Wiew

Line Type | Item | Description

Access Tags

urity Charge

7826 11.74 90.00

Add Remark Delete |

Accept | Cancel




AT |

? ~ Short Term Reservations

’ Reservation Details

Proceeding to the ‘Quick View’ tab, the Total Due amount is
indicated here, and all relevant charges are listed.

The ‘Invoice Total’ in the ‘Financial’ tab has also been amended
to include the items added in the ‘Additional Cost’ tab.

General T Financial Additional Costs
Description | Gty | Tax| Excl Inc!
Building B Urit 1 10 45.65 304.35 350,00
ACCOM - Access Tags 2 h22 34.78 40,00
SECO0T - Securty Charge 1 E.52 43.48 R0.00
TOTAL DUE 57.39 38261 440.00
Accept Cancel

’ Reservation Details

| AddionalCosts | Quick View

General T

Price Calculation

& Categan Price [Excl) 304,25 Dwration Charged I 1Dill

" GridMNo Tax 4565

" Manual Frice (Inel] 350,00 Agent Details
I Invaice Total : 4-’10.DD| | Desciiption | |
Allocated Tag

Tag Mo | T.ag Holder Description I Add Tag |
Remove Tag |

| PaymentDiate

Feceipt History

Document Mum| Transaction | Amount| TimeStamp

Accept | Cancel




g _ Short Term Reservations

________ B o e e Upon moving out of the storage unit on the day the reservation ends, the status is
changed to ‘Invoiced’ manually by right-clicking on the reservation and selecting

H

|

i ‘Status — Invoiced’.
[

View Details <F5=
========I Documents

e S | Reserved

[ e s e S — — — — — —— — —— ¢ () rrent

The reservation is right-clicked again, and the ‘Update Invoice — Customer’ option
is selected.

Internet Booking

Internet Motice

Invoiced

Motice Period

T L]
. _______ - T-D-l-:-- ...... Clicking ‘Yes’ to update the invoice, an official
........ I Dlljlm::{ ” S ...... Invoice number is issued for this reservation.
] chtus o[ []]

' —— — — — —— — — — Update Invoice S Customer _

Give Motice

Movtel Self Storage Movtel Self Storage =

':9:' Update invaice 7 ':0:' Customer invoice update completed successfully.

o I
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The Shift Cash Up Procedure

#® Novtel Self Storage Ultimate Standard 5.8.0.0 In order to cash up a shift at the end of the day,
@ File Edit Modify Setup p’““"“ Reports Help proceed to the POS menu, and select ‘Shift Cash Up’.
=0 & -Hl
Sales (POS) 3
Payouts
Negative Receipts

In this case, the Shift Total is displayed as R4 700.00.

#® Shift Cash Up X

Shift Summary

Receipts
Refund Unallocated Funds

4700.00

SHIFT TOTAL

4700.00

Shift Summary | Detailed Report | Daily Takings




? The Shift Cash Up Procedure

f

WP Shift Cash Up x

Time Stamp

Performing the Money Count Procedure

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

4700.00
SHIFT TOTAL
# Money Count *
At present, the Money Count window indicates the following
. ° Cach: . information:
20000 [ L 050 [ 0 Cheque : 0.00
= = redit Card : . .
oo pj 020 pj . ————— Since the money count has not yet been performed, Novtel
50.00 [ 0 mnf 0 ank lranster : - . . . .
2000 [ 01 o5 [ o=  Vouches: 0.00 indicates a Shortage amount — printed in Red.
1000 [ 0 ooz [ 0 s 0.00
= = _ . P , .
500 [ 0= oo [ 0= Toa: 000 According to Novtel, the ‘Shift Total” amount is the same than
- Ej - e | 0.00 the ‘Shortage’ amount. Only payments received in cash; by
: [e=5] Physical - 0.00 a 2
' — credit card; cheque and Bank Transfers will be counted and
Fomments: Shortage - 4700.00 entered in the relevant fields.
Shift Total : 4700.00
Report | Accept Cancel




? The Shift Cash Up Procedure

ll‘ 1.i
As we now count all the money in the cash register (which
® Money Count bt includes the cash float), we will insert the exact physical number
of notes or coins in the corresponding fields (and not the value of

R c Cash: £50.00 I the notes or coins).
20000 [ 1 uso [ 0 Cheque: I 0.00 In this case, the cash in our till is counted and inserted as follows:
100,00 I 2 ill 0.20 0 ill Credit Card ; I 0.00 L,
50.00 I 3 ill oio o ill Bank Transfer : I 0.00 R200.00 notes x 1

2000 [ 6 0os [ 0 Vouchers : | 0.00 v" R100.00 notes x 2
= =~ Other : I 0.00
inen Bl G2 0 v" R50.00 notes x 3
5.00 |_B:|| oo [ o j Total: 850,00
200 [ 10 - Ele:  om v R20.00 notes x 6
=1
100 [10-+] o= — v R10.00 notes x 11
v"  R5. i
Comments Shortage :  3850.00 2:00 coins x 8
v" R2.00 coins x 10
Shift Total 4700.00

v" R1.00 coins x 10

The total Cash amount, as well as the Total and Physical amounts

R epart Accept Cancel . . . .
4| are all indicated as R850.00 at present, and the system indicates
a shortage amount of R3850.00.
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? The Shift Cash Up Procedure

# Money Count

R
20000 [ 1
1000 [ 2
g0 [ 3
200 [ 6
1000 [ 11
o0 [ 8-
200 [ 10
100 [ 10

[
050 [ 0=
20 [ 0
1o [ 0=
005 [ 0=
ne [ 0=
am [0

Comments :

Report |

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

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

The amount in Bank Transfers received are calculated and inserted here. The total
for bank transfers received during this shift, is R3 600.00.

The Total and Physical amounts both increased to R5100.00

The ‘Surplus’ amount is R400.00 and is displayed in blue. This is due to the float
amount which has not yet been deducted.

By entering the float amount of R400.00 in the designated field,
the amount is deducted from the total of R5100.00 for a
physical amount of R4700.00.

The surplus amount is zero, which means that the cash up is in
balance.

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

at zero as it is not applicable.
Cazh: 850,00
Cheque : Ia 0.00 2
Credit Card : 650.00 ’
Btk Tramsfer : 3600
Wouchers : 0.00
Other: | 0.00 3.
Total : 5100.00
Flaat : 0.00
Physical : 100,00 4'
Surplus : € 400.00 5.
Shift Total : 4700.00
|
W Money Count X
R [ Cash: 850.00
20000 [ 1 :Il 050 [ 0 j Cheue : 0.00
100.00 I_zj 0.20 I_l]j Credit Card : 650.00
50.00 |_3:|I 010 I_UZII Bank Transfer : 3600.00
20.00 I_Bill 005 l_“j Wouchers : 0.00
1000 [ 11 o2 [0 e 0.00
| o= .
5.00 8 =l 0.1 1] =l Total : 5100.00
200 | 10 a' - Float: I 400
100 ] 10 == Physzical : m
Camments : Surplus ) 0.00
Shift Total : 4700.00

Report “/

Accept

Cancel |

Clicking on the ‘Report’ button, the Operator Cash Up
produced in A4 format.
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€ The Shift Cash U

p Procedure

# Money Count

| Zoom [100% -

Date :

Operator :

20220830
Chris.

Operator Cash Up

CLOSING TOTAL :

Cash
= Float

Cheques
Credit Cards
Bank Transfer
Other

Vouchers

4700.00

250.00
400.00
450.00
o.00
650.00
3600.00
0.00
4700.00

0.00

Short i Over

BALANCING TOTAL :

Comments

Operator Sign

Supervisor Sign

4700.00
o.00

4700.00

Both the ‘Operator’ and the Supervisor will sign the report after

checking the cash and all the relevant documents.

The Supervisor will now be responsible for the pre-mentioned.

Clicking ‘Accept’, the ‘Money Count’ window is closed.

# Money Count

R
20000 [ 1+
100.00 |_2j
s000 [ 3+
20.00 Eﬁ
00 [ 11

5.00 aﬁ
200 [ 10+
1.00 [ 10

o[ 0
0.05 uﬁ
o2 [ 0
0.01 nﬁ

Comments :

Cash
Chegue :
Credit Card

Bark Transfer :

Wouchers :

Other :

Tatal :
Float

Phyzical :

Surplus :

Shift Tatal :

B850.00

T
[ es000
360000
T
YT

5100.00

I 400.00

4700.00

0.00

4700.00

! Accept H Cancel |
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The Shift Cash Up Procedure

# Shift Cash Up X

Cashing up and closing the Shift

Time Stamp

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

By clicking on the ‘Cash-Up’ button, the shift
m status is changed to ‘Closed’ immediately, and the
4700 00 Shift End Date and Time is captured.

t Shift Summary | Detalled Report | Daily Takings

# Shift Cash Up

4700.00

SHIFT TOTAL

4700.00

Shift Summary | Detalled Repart | Daily Takings
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The Shift Cash Up Procedure

Only the ‘Reports’ buttons are active in this screen, and the reporting options are as follow:

Detailed Report

Detailed Shift Summary - Supervisor: Daily Ta kings Report
MBS
Cashier: Chris - Shift #:5FT00010
Shift Start 2022/08/29 10:38:18 - Shift End 2022/0830 12:41:26
Time and date report was 'plil!lhed.: 2022/08/30 12:49:08 Daily Tnkj“gs Pa}rﬂ]e“t S“mmar}- S h ift S u a ry Re p o rt
TRANSACTION # CODE DESCRIFTION OoTY RATE Cﬂ!hi!r}(‘hﬁ!-s‘lih#ﬁ[‘ml“
50 (RDNO0043) Shift Start 2022008129 10:38:18 - Shift End 2022008130 12:41:26
BUBOI Bubble Wrap per meter 0 100,00 . i
- Clear Tape - 200 : o~ as Shift Pre-Import Summary - Supervisor
STY002 Styrofoam Sheet « 2x2m |11} 450,00 Cashier : Chris - Shift : SFTO0010
TRANSACTION TOTAL: 1 5000 DOCUMENT _ R Shift Start : 2022/08/29 10:38:18 - Shift End : 20220830 12:41:26
i & "E [nl
61 (RDNO0044) PR e s0 Time and date report was printed : 2022/08/30 12:44:10
BUBNZ Bubble Wrap - $m rall ! 45000 Total : 45000 Cash Sales
TRANSACTION TOTAL: [l 43000
CODE DESCRIFTION ory INCL AMOUNT
SHIFT TOTAL: 10000 CREDIT CARD BUBMOL Bubble Wrap per meter 10 10000
BUBMO2 Bubble Wrap - 50m roll 1 450,00
DOCUMENT # I'YFE PAYMENT DETAILS AMOUNT CLEMZ Clear Tape - 200m 1 100,00
Account PII)'III.EIItE STV Styrodbam Sheet - 2xIm n 43000
& RONO43 Sales Master Cand 630.00 110006
Total : 5000 + Account Payments 265000
TRANSACTHON # DO N0y CUSTOMER BOOKING # CONTRACT & AMOUNT U Funds 000
E RN LES00] 0 o To0.00 + Deposiss (Faid) f—
E RN | ROS001 0 o 100,00 « Negative Receipts 000
£ RONO42 ANDOOL 0 o 950,00 Tatal : aTon. 00
263000
Deposits
DEFOSIT BOOKING # CONTRACT # DO NGO CUSTOMER AMOUNT
Paid o 17 RN ROS0]1 950,00
#3001
Raised @ 17 DEPOOOIY ROS00] 950,00
B30 0ib
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? The Shift Cash Up Procedure
s

® Supenvisor Shift Cashup X
. ?
The Supervisor’s Screen
Transaction i . . . . . . .
D Customer Tahle.'mt Tvpe Total Shift User — Total Invoice Dale Shift number 10 is no longer displayed in pink since it has
g play Y
Front Desk been closed on the date captured next to it.
SFTO0MO Chiris 5E50.00 2UZZ/USJSUL¢/
Shop
TR R The Supervisor will now perform the ‘Supervisor Shift
Cash-up’ procedure for Cayley’s shift in order to send the
data to the financial system.
® Batch Shift @ Single Shilt [ Jopen Shit BERERIRERH  5750.00)
Edit Shift Bl | Closd .I Superisor Shift Cashup »
File Reports

¥iew Location: ] - [ Een 0 ENEASUP00003
Transasion IO

Customer Type Total « Shift # User Total Invoice Date
LES001 Ace. Payment F00.00
56 ROSO01 Deposit Raized 950.00

o Front Desk
57 ROSO0 Deposit Paid 950.00 Movtel Self Stora ge
58 ROS001 Acc. Payment 1000.00 SFTO0010 Chrig GBS 022/08/30 =
59 ANDOOT Acc. Payment 350,00
&0 Sales E50.00 Shop
b 450.00
SFT00009 Ruan 100.00

@ Batch Shift © Single Shift shift Total: [JEE.0

E dit Shift Cashup Clase




g‘ The Shift Cash Up Procedure
-

Import Status
Shift Number Status Error
SFT00010 Successful “
If no errors are found, the shift will be imported to the financial system
successfully and will be removed from the ‘Supervisor Shift Cashup’ screen.
# Supervisor Shift Cashup X
4 3
Done. J File Reports
.......llll Successful Failed Diocuments (&Iose b ¥iew Location: |l - Supervisor _ Shift #
ID Customer Type Total « Shift # User Total Invoice Date
Shop
SFTO0009 Ruan 100.00
@ Batch Shift @ Single Shift - Open Shift | shift Total: [ EITET
Edit Shift Cazhup ‘ Cloze |
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