
Self-Storage

www.novtel.co.za
www.novtel.com

http://www.novtel.co.za/
http://www.novtel.com/
http://www.novtel.com/


INDEX
1. Introduction

1. IntroductionSelf-Storage

© 2026 Novtel – All copyrights reserved V7

The Basics of Novtel Self Storage

2. Integration

2. Integration
3. Storage Units

3. Storage Units
4. Charges

4. Charges
5. Customers

5. Customers
6. Users and Passwords

6. Users and Passwords
7. Contracts

7. Contracts
8. Deposit Management

8. Deposit Management
9. Invoicing

9. Invoicing
10. Receipts

10. Receipts



Page 3Image by freepik

Introduction

Self-Storage

1



Introduction

Page 4

Novtel Self Storage can manage the 

following:

✓ Long Term Storage Rentals for 

which a definite start and end 

date applies.

✓ Month-To-Month rentals which 

will either be continued or 

terminated at the end of the 

current month.

✓ 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.
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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.

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.
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Reserved

A contract or reservation has been created and the Storage 

Unit is now ‘Reserved’ for the duration of the selected term.

Current

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.

Invoiced

The Customer has been invoiced for the month, but no 

payment has yet been received. The status is ‘Invoiced’.

Notice Period

Reservations in the ‘Notice Period’ of the contract, is 

displayed in this Status Colour.
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Suspended

Reservations or contracts which have been suspended, will display in yellow.

Internet Booking

Only if the option is activated to ‘Use Internet Interface (Kiosk)’, will this option be activated, 

and reservations can be made for Storage Units by the Customer via the internet.

These reservations will be displayed in this status colour.

Internet Notice

As with ‘Internet Booking’ status, this option will be activated or 

deactivated depending on the ‘Use Internet Interface (Kiosk)’ 

option being activated and in use.

When ‘Notice’ is given on internet reservations, it will be displayed 

in this status colour.
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Cancelled

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.

Paid

Dark green indicates that the Reservation has been paid in full, and no outstanding 

balance is present.

Partially Paid

When a Reservation is not fully paid, and an outstanding amount is present, 

the Reservation will be displayed in dark grey since this colour is linked to the 

‘Partially Paid’ status.
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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:

✓ Cash; 

✓ Credit card; 

✓ Cheque (If permitted) 

✓ 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.
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Financial Systems

Novtel integrates with the following financial systems 

and comprehensive reporting is derived from:

➢ Sage 50C (Pastel Partner)

➢ Sage 200 (Evolution)

➢ Xero

Financial Systems



Page 12

For demonstration purposes, we are using a few screenshots from the Pastel Integration tabs:

The settings applied here will determine how transactions are posted to the financial system.

3rd Party Integration Financial Systems
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3rd Party Integration Microsoft

SQL

Some reports can be exported, edited and saved in Microsoft Word.

Novtel allows for some reports to be exported to Microsoft Excel.

Customer Statements and / or Invoices can be emailed directly 

from the system, using Microsoft Outlook.

✓ Please note that up to 10 additional attachments can be 

selected to be send with the email automatically.

Microsoft Access is used as the basis for Novtel’s databases 

(except for when SQL is used).
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Novtel Self Storage also integrates with: 

✓ Novtel Relations Management by which communication 

from and to Customers / Suppliers / Prospects and 

Employees are captured and a complete communication 

history is obtained.

Integration

✓ Novtel Access Control by which access to a facility is 

granted by means of ‘Access Tags’.

Novtel Products

Novtel Products
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Integration

TPN

TPN is short for ‘Tenant Profile Network’.

This company specializes in vetting 

prospective Tenants in order for you to 

make informed decisions whether or not 

to place Tenants.

TPN has been incorporated into the 

Novtel system, and when your Company 

is registered with TPN, you will be able to 

send a monthly report to TPN to help you 

recover outstanding rental balances from 

the Tenants in the system.
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1. Each Storage Unit (Grid Number) must be allocated a unique code 

and description.

2. Branch Settings

Branches are set up for either of the following purposes, but are not 
limited to these only:

✓ Colour coding the same sized Storage Units

Storage Units may differ in size.

The same sized units can therefore be linked to the same 
Branch colour. For example:

➢ Branch: 6x6 Units

➢ Branch: 4x8 Units

✓ Colour Coding Storage Units per Country; Town; City or Suburb

Should it happen that your company has a central reservations database for Storage Units in different countries; towns; cities 
or suburbs, a specific colour can be allocated to all Storage Units situated in the same area. For example:

➢ Branch: Mossel Bay

➢ Branch: George

➢ Branch: Cape Town
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The Code of created Storage Units will be displayed in the colour of 
the linked Branch on the Grid. 
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In the ‘Details’ tab, the dimensions of the storage unit is captured, and the capacity is 
automatically calculated by Novtel.

The ‘Financial’ tab contains the VAT settings, and the ‘Pastel/Evolution/Xero Interface’ 
tab displays the linked financial system’s Inventory code to which the rental and 
additional costs per unit is posted.
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In Sage 50C and Sage 200, Inventory groups are created and 
dedicated GL Accounts can be linked to it.

When a new storage unit is created in Novtel, it can be linked to the 
relevant Inventory Group in the linked financial system, and when 
saved, the storage unit is automatically created as an Inventory Item 
in Sage too.

2. The Storage Unit can then be linked to the required Inventory 
Group as set up in the financial system by your company’s 
accountant.

1. The ‘Inventory Item’s’ Code and Description is inserted as set up in 
the ‘Add Grid No’ window.

However: The Inventory Item’s Code and Description can be 
changed if required, but keep in mind that Inventory Codes cannot 
be duplicated in the financial system and must be unique.

Integration
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3. Storage Units must always be classified as ‘Service Items’.

4. If required, the ‘Create Cost Code’ option can be ticked – which will 
automatically insert the Unit’s Code and Description as the ‘Cost Code’s’ Code 
and Description too.

If the creation of a cost code is not required, the checkbox is left unticked.

Clicking ‘Accept’, the Storage Unit is created in both Novtel and Pastel / Evolution.

Integration
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The Unit’s ‘Pastel Interfaces’ tab will automatically reflect the Pastel 
Inventory Code - and if created, the Cost Code too.

Integration
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Integration

When integrated with Xero, the Item is also imported to Xero upon saving the Unit in Novtel.

A dedicated ‘Sales Account’ – as pre-setup in Xero – is to be linked to this Item.
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Accessing the ‘Business – Products and Services’ option in Xero, the Storage Unit has been imported to Xero successfully.

Integration
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Integration

The Completed Task has been performed successfully in the Xero Companion App, namely: 

The import of the Inventory Item: Storage Unit K001.
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Various charges are applicable in the Novtel system, according to which a Customer is to be invoiced for physical or service inventory items.

Charges are also imported to the Financial System when saving the charge to Novtel - if not already created in Sage or Xero. 

Examples may include the following:

Items to be sold from the POS System

(Bubble Wrap, Boxes, Stickers, etc.)

Items used for the maintenance of Storage Units

(Paint, Crack Filler, Roof Sealant, etc.)

Fixed Items to be added to a contract or 
reservation, such as electricity, water, 
security, etc.
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POS Items:

From the Grid, the POS System can be accessed from which sales can be 
performed. 

By classifying a charge as a ‘POS Item, it will be available for selection from 
the Grid’s POS system.
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Shop Items:

Dedicated ‘Shop Users’ can be set up to ONLY have access to the Shop’s 
POS System. These Users will not have access to any other part of the 
Novtel System.

Classifying the Charge as a ‘Shop Item’, it will be available for selection 
in the Shop’s POS System.

However: To make a charge available in both 
the POS Systems, the ‘POS’ and ‘Shop’ options 
are selected.
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Payout Items:

Office supplies, or any item to be paid for from the petty cash, 
is classified as a ‘Payout Item’.

A ‘Payout’ can also be performed against a Customer or 
Supplier’s Account.
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Workshop Items:

From the Workshop Module, maintenance and damages can be billed 
to the applicable person or company liable for the payment thereof.

For Items to be available for selection in the Workshop Module, it 
must be classified as ‘Workshop’ items.
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All charges will be available for selection on a 
Reservation or Contract – except for charges which 
were blocked.
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‘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.

A specific Customer will be linked to a contract or reservation.

Ensure that you obtain ALL details from the Customer as specified by your company – especially the contact 

details; ID Number etc. 

Very Important:

New Customers can continually be created 

Existing Customers can be edited to apply changes when and where required

Customers can be marked as ‘Inactive’ but can never be deleted
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These details can be captured to a Customer’s master file.

Note that the User Defined Fields Tab can be customized according 

to the details your company wishes to capture.

When saved in Novtel, the Customer is imported to the linked 

Financial system automatically.
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Users and Passwords

We recommend that only the company’s owner and high-level Managers have access to the function of accessing User 
Master Files since each User’s password is linked to their profile.

A User Master File is created for the purpose of:

1. Permissions

To link a password to their 
Username for them to gain 

access to the applicable 
part of the system .

Whenever they perform 
transactions during their shift, a 
Shift number is allocated, and an 

audit trail is obtained.

Linking a person to a 
specific set of permissions.

2. Password 3. Audit Trail

Page 37
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Users classified as an ‘Administrator’, have full rights to set up and 
edit everything in the system – including Users and Passwords.

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

Administrator
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Supervisor

Such a User has the ability to:

✓ Set up Printer settings.

✓ Open new shifts for Users when applicable.

✓ Perform the Supervisor cash-up process – which 

sends the shift’s data to Sage Pastel, Sage 

Evolution or Xero.

✓ Issue credit notes.

✓ Produce various Cashup reports.

✓ Track transactions as it is processed - in real time.

✓ Re-open a shift which was accidentally and 

prematurely closed by a User.

The ‘Supervisor Shift Cashup’ screen is ONLY accessed by Users 
classified as a Supervisor. 
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Custom Users

When classified as a ‘Custom User’, some 
permissions can be disabled to restrict the 
User from accessing it.

By deselecting an option, the option is disabled 
for the User.
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A User for whom the ‘Shop’ permission option is selected, will 
ONLY have access to the dedicated Retail POS system.

When logging into Novtel with their dedicated password, their 
Username and Shift Number is displayed in this window.
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Contracts are created to link a 
Storage Unit to a specific Tenant.
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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.

For Example:

Contract 
31

Reservation 170
(December 2025)

Reservation 171
(January 2026)

Reservation 172
(February 2026)

Reservation 173
(March 2026)

Reservation 174
(April 2026)

Reservation 175
(May 2026)
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In Novtel, there are 2 types of contracts that can be created, namely:

Fixed Monthly Contracts Month-to-Month Contracts

Fixed start and end date

Fixed rental period (i.e.,3, 6 or 12 months)

Fixed start date

Open-ended end date

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

When the billing is performed, the contract 
can either be continued for another month, or 
terminated there and then
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Fixed items to be billed on a monthly basis, can be added to the contract and updated to all reservations linked to it.

These fixed items are set up 
per contract, and in the 
‘Fixed Items’ tab.

Simply click ‘Add’ to open 
the window containing all 
pre-created Items; search 
for, and select the required 
item. 
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The first Item will now be displayed in this tab.

The amount can be left as is, or it can be changed if required.

To add more items, click ‘Add’, search for, and select it.
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To update these Items to all reservations linked to the contract, 
click the ‘Add Items To Grid Nos’ button.

Proceeding to the ‘Grid Nos’ tab, the Invoice Total per reservation 
has increased accordingly.

The changes can now be saved and the Contract closed.
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By Raising a deposit on a contract, and receipting the payment when received 
from the Customer, the deposit can either be:

➢ Applied to unallocated funds; 

➢ Refunded at the end of the contract term when no damages occurred,

➢ Or Forfeited when the Tenant is in breach of the contract.

Per Contract, a Deposit Statement can be produced and sent to the Tenant.

The System User will also be able to manage Deposits by regularly 
checking the various Deposit Transaction Listing reports. 
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A deposit is raised on each Contract’s ‘Deposits’ tab.

For demonstration purposes, we will raise the 
equivalent of 1 month’s rent on Contract 33.

According to your company’s policy, the deposit 
amount is to be entered, and the checkbox in front 
of the ‘Deposit Raised’ field, ticked. 

Very Important:

A Deposit Payment CANNOT be receipted if a 
Deposit was not raised first!
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1. Immediately, the ‘Deposit Raised’ field turns 
blue, and the date upon which the deposit was 
raised, is inserted by Novtel.

2. The ‘Deposit Due’ field is activated, and a 
specific date by which the deposit must be 
paid, is to be selected and saved.
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Only once proof of payment has been received and the bank statement reflects the payment, will the User proceed to receipt the deposit payment.

1. In the ‘Customer Receipts’ window, 
the selected Customer is displayed.

2. In the ‘Deposit Payments’ section, 
the contract number, storage unit, 
contract period, and outstanding 
balance for the deposit raised 
amount is displayed.
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If the receipt amount matches the raised amount, the 
outstanding balance will now be indicated as zero.

The amount is also listed as ‘Allocated’.

1. The amount received from the Tenant must be entered in the 
‘Receipt Total’ field.

2. The amount can then be allocated against the outstanding 
Deposit raised amount by entering the amount here, and 
pressing the ‘Tab’ key.
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The receipt is issued upon clicking 
‘Accept’, and the User performing 
the transaction, is linked to it. 

The Shift Number is captured to 
the receipt, and the transaction is 
date-and- time stamped.

Viewing the ‘Deposit’ tab for 
Contract 33, the ‘Deposit Paid’ 
field reflects the amount paid.
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After receipting the Deposit Payment, the ‘Deposit Statement’ for this Customer indicates 
the date upon which the Deposit was paid, as well as the receipt number and amount.
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As the Deposit was paid in full – as raised on the Contract - the deposit will no 
longer be displayed on the ‘Raised Deposits’ report. 

Both the ‘Liability’ and ‘Paid’ Deposit Transaction Listing  Reports will now 
reflect the Paid Deposit.
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Fixed Monthly and 
Month-To-Month 

Reserved 
Reservations

=
Invoiced by 
Recurring 

Billing 
Procedure

Fixed Monthly and 
Month-To-Month 

Current 
Reservations

The Status of Reservations will automatically change to ‘Invoiced’ when the 
recurring billing procedure is performed - regardless of the fact that the 
reservation’s status is linked to either the ‘Reserved’ or ‘Current’ status at present.

Fixed Monthly Contracts and Month-To-
Month contract reservations are billed 
respectively from the ‘Recurring Billing’ 
Screen, and for the selected month.
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Accessing the Recurring Billing Screen for December 2025, and for Fixed Monthly 
Contracts, Reservations 170, 182 and 195 are displayed and ticked by default.

To invoice all of these reservations simultaneously, click on the ‘Update Selected 
Invoices’ button.

Fixed Monthly Contracts
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1. Should you wish to print all updated invoices after running the billing  
process, this option is to be selected.

2. Customer Invoices and Statements can be emailed to the Customers – 
provided that a valid email address is linked to their Customer Master File.

By ticking the ‘Email Statements’ option, the ‘Setup Customer Email’ button 
is activated. Selecting it, the ‘Setup Email’ screen is opened and the setup 
can be performed.

3. To continue, click ‘Proceed’.

The ‘Pre-Import List’ for the selected 

billing month is produced and must first 

be checked.

If all is found to be in order, click ‘Yes’ to 

proceed with the update.

Fixed Monthly Contracts
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The update will now run and when done, this tab 

will be cleared for the selected month.

We will now close this window to demonstrate 

the effect on the reservations on the Grid.

Fixed Monthly Contracts
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Reservation 170, 182 and 195 has been invoiced successfully, and 

per reservation, a dedicated Invoice Number has been allocated.

The status has changed to ‘Invoiced’, and the colour of the 

reservations changed to green.

December Reservations

Fixed Monthly Contracts
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The reservations for January has automatically changed to the ‘Current’ Status and Colour.

January Reservations

Fixed Monthly Contracts



Invoicing

Page 65

Month-To-Month Contracts

These 3 reservations are linked to Month-To-Month Contracts. 

The contracts have been made for a single month only, and can either be continued or terminated 

when performing the Recurring Billing Process. 

Therefore: If it is continued, another reservation for January 2026 will be added to the respective 

contracts, and on the Grid.

If terminated, the contract will end on the last day of the current month.
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Month-To-Month Contracts

1. By default, the current month and year is 

selected at the top.

2. Now proceed to click on the ‘Active Monthly 

Customers’ tab to list all Month-To-Month 

contract reservations.

3. By default, all reservations are selected here. 
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Month-To-Month Contracts

In this case, we want to invoice the 2 reservations for Mr. Du Plessis only 
since the rentals are to be continued, while Reservation 167 must be 
terminated.

Therefore, Reservation number 167 is unticked to process it separately.

Then, the ‘Update Selected Invoices’ button is clicked.

In the ‘Month End Options’ window, the option to ‘Continue 
Reservation’ is selected before clicking ‘Proceed’.
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Month-To-Month Contracts

However: To terminate the rental at the end of the 
billing month, the ‘Continue Rental’ option must be 
unticked before clicking ‘Proceed’.
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INVOICED RESERVATIONS

When the recurring billing process has been performed, the Invoiced reservations will be 

displayed in this shade of green on the Grid.

Payments can be receipted and allocated against specific reservations, which will effect the 

reservation status as follows:
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When the Invoice total is fully settled by the Customer, the 

reservation’s status will change to ‘Paid’ automatically. 

If the Customer settles the Invoiced amount in part, and an 

outstanding balance remains, the reservation’s status 

changes to ‘Partially Paid’.
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1. In the Customer Receipts window, the selected 
Customer is displayed at the top of the screen.

2. The ‘Account Payments’ section is displayed in 
green – the colour of the ‘Invoiced’ status.

All invoiced reservations will be displayed in this 
section, and the total outstanding amount is 
indicated to the top right of the green block.
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1. The total amount – as received from the Customer 
– will be entered in the ‘Receipt Total’ field.

In this case, the amount received, is R350.00.

2. The amount can now be allocated against the 
reservation by either clicking on the ‘Auto-Allocate’ 
button, or by entering the receipt total amount in 
the ‘Allocated Amount’ field next to the 
reservation.

3. The outstanding total is reduced accordingly.
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The payment reference is to be entered according to your company’s requirements, and 
by clicking ‘Accept’, the receipt is processed.
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The reservation’s status has changed to ‘Partially Paid’ 
automatically.

Accessing the reservation’s ‘Financial’ tab, the ‘Receipt 
History’ section displays the transaction.

The ‘Quick View’ tab displays the payment received, and 
the outstanding balance due.



Receipts

Page 76

From the ‘Reports’ menu, the ‘Receipt History’ option is selected to 
produce a report for all receipts issued during the selected period.
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A report can be produced to list the receipts for a specific Customer, and 
for a selected period from the ‘Reports – Customer – Customer 
Receipts’ menu option.
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Integration

In Sage Pastel, the Receipting Journal Open Batch is created after the Cashup has been performed.
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Integration

After performing the Supervisor’s Cash-up, the transaction is imported to Xero via the Xero Companion App.

 The Novtel Source displays the wording: ‘Reservation Payment’, as well as the Shift Number and Transaction ID.

The Xero Task Type is ‘Invoice Payment’, and the reference is the Invoice number for which payment was received.



NOVTEL FORUM LOGIN LINK
https://novtel.org.za/novtelforum/

For registered Novtel Clients, a Forum Login is created 
from where they can access all available manuals and 
latest product versions and  release notes.

For non-registered Guests, the public section is 
available from which all Basics manuals for ALL Novtel’s 
products can be downloaded.

https://x.com/NovtelSoftware

www.linkedin.com/company/novtel-software-training

https://novtel.org.za/novtelforum/
https://x.com/NovtelSoftware
http://www.linkedin.com/company/novtel-software-training
http://www.linkedin.com/company/novtel-software-training
http://www.linkedin.com/company/novtel-software-training
http://www.linkedin.com/company/novtel-software-training
http://www.linkedin.com/company/novtel-software-training
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