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@ Introduction

The Novtel Property Management app takes existing desktop
application statistics and features to the cloud, enabling you to
view important rental information and perform key tasks whilst
out-of-office.

Novtel clients can view and communicate with their Sage Pastel
or Sage Evolution customers through the Novtel app.

The entire Novtel dashboard can be accessed from the app in
real-time, providing the user with important information
regarding unit utilization, expiring rental agreements, rental
income, rental cost distribution, and much more.

Take your existing Sage Pastel or Sage Evolution customer and
supplier list out of the office and view information from
anywhere.

Easily view and navigate to your Sage Pastel or Sage Evolution
customer and supplier addresses. Simply tap a customer or
supplier postal or delivery address to set a pin in Google maps.

The damages feature allows the user to quickly view all damages
captured on all rental properties.

This list can be filtered by repair status to determine how much
work is still outstanding and what has already been completed.

The user can also record new rental property damages whilst
performing an inspection at a rental premises.

This allows for detailed information to be captured and photos to
be taken whilst with the tenant.

Upon completion, the new damage record and all attached photos
are automatically uploaded to the Novtel Property Management
desktop application for later examination by the office staff.

The app can display information from, and perform work in, any of
the user's existing list of Novtel datasets, making it quick and easy
to manage a large list of properties on any dataset.



(:7; The Demo User

The demo user can simply download the app and test all features on the demo dataset - Free of charge!

. @ Novtel

All customers, suppliers and properties in the demo database, are fictional.
Dashboard
And in the demo database, the ‘Switch Datasets’ and ‘Server Configuration Settings’ options are disabled.
Customers
Suppliers
Damages

Snag Lists

Settings

Switch Datasets xf
>4

Dashboard (February 2024)

Property Demo Database

PORTFOLIO SIZE FINANCIAL

O Device Authenticated




(:7; The Registered User

. é Novtel

Dashboard
The app can display information from, and

perform work in, any of the user's existing list of
Novtel datasets, making it quick and easy to
manage a large list of properties on any dataset.

Customers

Suppliers

Damages

The registered User will have access to all
databases set up for your company, by simply
switching between the datasets.

Snag Lists

Settings

Switch Datasets

Select a Dataset:

(®) Property Demo Database
O Android Demo Database

O Device Authenticate

CANCEI SELECT
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@ Installing the Property Management App from Using The Download Link

If a previous version is installed on your Android device, it must first be uninstalled before the latest version can
be installed.

This action will generate a new device ID which Novtel support must be supplied with to Authorize the device
before you can continue using the app with your company’s data.

This link can be tapped on your device to download the App and the latest features included in it.

https://www.novtel.co.za/Downloads/Software/Property/Upgrade/PropertyApp.apk



https://www.novtel.co.za/Downloads/Software/Property/Upgrade/PropertyApp.apk

¢4 Installing the Property Management App from Using The Download Link

uEEE QAo You will receive this warning from your browser that the file might be harmful,

O | © novtel.coza/Dow | + @ but it is safe to download, and the ‘Download Anyway’ option is tapped.

TS yMER ©®40% @ ) 1:10

(O @ novtel.co.za/Dow  + :

A File might be harmful

Do you want to download propertyapp.apk v File downloaded Open When the download is complete, tap 'Open'.
anyway? —  (16.82 MB) www.novtel.co.za

Cancel Download an\{ay




(:7; Installing the Property Management App from Using The Download Link

= Your device might not have permission to allow the installation of unknown apps
i m L MER ©40% ® ) 1:10 , . e, . . .

from Novtel’s website, but by tapping ‘Settings’, and allowing app install by this
means, the Novtel Property Management App can be installed.

&  Novtel Property Management

TS E vy EER ©40% ® 1 1:11

< Install unknown apps

@ Chrome
Allow app installs ‘)

Chrome

For your security, your phone is not allowed to
inst I k f th Your device and personal data will be more vulnerable
InStall unknown apps from IS source. to attacks by apps from unknown sources. You agree

that you are solely responsible for any damage to
your device or loss of data that may result from using

CANCEL SETTINGS ‘/ these apps.




(:7; Installing the Property Management App from Using The Download Link

When the installation has been completed, the App can be opened.

TS vy EE R ©40% ® 1 1:11 TSy EER ©40% Mm@ ) 1:11 R R B £ ©40% ® ) 1:11

& Novtel Property Management &  Novtel Property Management d  Novtel Property Management

Do you want to install this application? It does
not require any special access.

App installed.

Installing...

CANCEL nsTaLL o —




é; Installing the Property Management App from Using The Download Link

The App can also be downloaded from the Desktop Application
and can be transferred to Mobile Devices afterwards.

® MNovtel Property Management Ultimate Enterprise 8.0.0.9 - Novtel Default - [Item Grid]
W File Edit Modify Setup  Process Reports  Email/Export  Import | Mobile App  Help

Default Customer Filters

Default Supplier Filters

=

Download App

App Manual L

397 COMMUMNAL PE




Property Manaéeﬂ& 1t
Mobile App‘h(n ' _
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Dashboard (April 2023)

Property Demo Database

. @Novtel“

PORTFOLIO SIZE FINANCIAL

Dashboard

Customers

Suppliers

Damages

The Dashboard contains 3 tabs, and can be accessed by either:

Snag Lists
Settings

» Swiping from left to right and right to left again;

Switch Datasets

» OR by simply tapping the required tab.

O Device Authenticated




A The Dashboard

This is the Grid with bookings linked to contracts for the month of April 2023.

® Novtel Property Management Ultimate Enterprise 7.8.0.3 - Novtel Defau ' - *
# File Edit Modify Setup Process Reports Email/Export Import Help ' - 8 %
AVAYA
" ~- O - O QiE-va
08 03 11 12 13 14
qu A A Apr A A
2023 | 2023 2023 | 2023 | 2023 | 2023
|EDMMSHA ﬂ Tue Wed Thu Fri Tue Wed Thu Fri

@r| COMMSHA
cig| e [
i e [v
|| ooz [0

M

641 Green .Iane

o —
I_IWI_ ----------------------------

Wi F'ropertles [ Cancelled r

(" Al Properties dabi e Outstanding D 1| lUna nds: B 0.00 @ Reserved v

(" Awalable Properties m_m OConfimed

: tental Num elephone [ Current v

% E [ Inwvoiced v
e/ 0404 ~| [2023/05/01 ~| B Pattialy Paid ¥
GoToaTop ‘ Go To Bottom | 8 Paid i

[ ] Supplier Paid v

[ Communal 1) [

[ Communal ) #




In the Mobile App, the Portfolio tab indicates:

The total number and percentage of units
occupied and vacant in the selected

database and for the current month.

The number of properties where Tenants

will be moving into, and out of.

=

=

The Dashboard - Portfolio Tab

N EAEG

Dashboard (April 2023)

©68% W) 10:44

Property Demo Database

PORTFOLIO SIZE FINANCIAL

Unit Utilization

Occupied

Vacant
81.82% u

Occupied Units: 9
Vacant Units: 2
Total Units: 11

Booking Status Distribution

- - -

CANC RESV CONF CURR INV ~ PART PAID SUP

Move-In \

Move-Out O

The number of bookings linked to each
reservation status for the current month.

—
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Dashboard (April 2023)

Property Demo Database

PORTFOLIO SIZE FINANCIAL

Total Database Size: 2 025 m2

Current Leases

Vacant Rented
84.94% &
Total Rented Area: 1720 m2
Total Vacant Area: 305 m2
Total Rentable Area: 2025 m2
Total Communal Area: 0m2

The Dashboard - Size Tab

The total database size is based on the total calculated ‘Floor Space’ for all properties in the system, as
inserted on each property’s master file.

The ‘Current Leases’ section displays the total square meterage rentable, rented and vacant area.

T ———— Based on the contracts and reservations made for the next
6 months, the total square meterage rentable; actual
rented and vacant areas are indicated.
Vi t Rented
W s 06 84.04% M
Expiring Leases (Next 6 Months)
The number of leases
Total Rented Area: 1720 m2 expiring over the next 6
Total ViaeantAres 305 m2 months are indicated here,
Total Rentable Area: 2025 m2 as well as the square
Total Communal Area: 0m2 M e e meterage to become
Apr 2023 - 0 Leases: om2 available because of the
May 2023 - 0 Leases: om2 Tenants moving out of the
Jun 2023 - 0 Leases: 0m2 P ro pe rty
Jul 2023 - 0 Leases: 0m2
Aug 2023 - 3 Leases: 690 m2
Sep 2023 - 0 Leases: 0m2




CLTAMGCES ©68% M) 10:46

Dashboard (April 2023)

Property Demo Database

PORTFOLIO SIZE FINANCIAL

Rent Roll For The Month

Costs Rent
Rent for the month: R 39 086.00
Costs for the month: R2100.00
Total Invoiced: R 41 186.00

Rent Roll Cost Distribution

Total Excl Total Tax Total Incl
Other: R 180000 0.00] [ 1800.00]
Cleaning Materials: R | 300.00| | 0.00] | 300.00|
Grand Totals: R| 210000 | 0.00 | 2100.00]

A The Dashboard - Financial Tab

The last tab on the Dashboard, displays
financial information derived from the
database for the current month.

The total amount invoiced for the rent is
displayed separately from the additional
costs invoiced.

ltems additional to the rent will be displayed
here. The totals for ‘Effluent’ and ‘Gas’ charges
are displayed individually, and all other charge
totals are grouped in the ‘Other’ field.

pus

Unit Representation

B Rented

Vacant [l

Rented Units: 9
Vacant Units: 2
Communal (A) Units: 0
Communal (C) Units: 1

Estimated rental income loss as a result of vacant units:
R11741.34
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éz The Customers Default Filters

# MNovtel Property Management Ultimate Enterprise 2.0.0.9 - Novtel Default - [Item Grid] To configure whether the customer list on the mobile
W File Edit Modify Setup Process Reports Email/Eport Import | Mobile App | Help app should automatically apply a customer category
. oy o, - s Q . Default Customer Filters filter for the current dataset, open the ‘Default
ol I Default Supplier Filters Customer Filters’ form from the Mobile App menu on
ROPERTY | Download App e the Desktop Application.
COMMSHA nriurial (L] App Manual
G [eommsea g —

# Mohile App Default Customer Filters

Filter By Cugtomer Category V{ .......

I S

Accept

Cloze

By default, the customer list on the mobile app will not be filtered by
customer categories.

To enable this filter, click the ‘Filter By Customer Category’ button.

Page 20



é; The Customers Default Filters

Page 21

# Mobile App Default Customer Filters

Filter By Custamer Categary

v 01

- Mo category
- [ndividual
- Small Business

v (3 -

Company

%ccept | Cloze

A list of all Pastel Customer categories will be displayed.
Select the categories to include in the filter and click ‘Accept’.

This list of Pastel Customer categories now represents the ‘Default Customer
Filters’ for this dataset and will be applied to all mobile devices.

When a mobile device connects to this dataset, it will first check whether the user
has his/her own preferences regarding this filter. If not, the values configured on
the server will automatically be downloaded and saved as the user’s preference
on the mobile device.



é’ The Customers Default Filters

Page 22

Customer Default Filters

Enable Category Filter

0 - No category

1- Individual
2 - Small Business
3 -Company

4 - Non-Profit Organization

CANCEL APPLY

When a mobile device connects to this server, it will detect that the user has not
yet configured his own default filters for this dataset and will download the filters
as configured on the server.

When opening the customer list, the list will automatically be filtered based on
the values selected on the server.

Opening the customer default filters window on the app (by clicking the filter icon
in the top-right corner), the filter values of the device will be identical to that of
the server.



é’ The Customers Default Filters

Customer Default Filters

If the user wants to use different filter values or turn the filter off for this dataset

Enable Category Filter . . . .
on their device, they can do so from the default filters window.

fo 0-No category The new set of filter values will be stored as the user’s filter preference and will
»
T only apply to their device.
2 - Small Business For examp|e:
¥4 3-Compan . . .
I = Conny The user decides that they do not want to see categories 0 and 4 as configured on
X:D SRR e the server, but only categories 1, 2 and 3. The user can deselect category 0 and 4
on their mobile device and tap ‘Apply’ to save this list of filters as their filter
preference.
CANCEL ~ APPLY The customer list will refresh, and the new filter preference will be applied.

Page 23



é’ The Customers Default Filters

Customer Default Filters

Enable Category Filter

0 - No category
1- Individual

2 - Small Business

3 - Company

4 - Non-Profit Organization

RESET CANCEL

Page 24

If the user at a later stage want to revert back to the default filter values
configured on the server, he/she can tap on the filter icon in the top-right corner
of the customer list, and tap RESET.

This action will overwrite the user’s preference with the filters as configured on
the server.

For example:
After clicking RESET on this user’s device, the customer list will refresh. If the

filters icon is then tapped, the previously de-selected Customer Categories will
once again be selected, and will mirror the filters configured on the server.



é; The Supplier Default Filters

#® Novtel Property Management Ultimate Enterprise 8.0.0.9 - Novtel Default - [ltem Grid] To Conﬁgure whether the Supplier list on the mobile app
# File Edit Medify Setup Process FReports Email/Export  Im Mobile App  Help should aUtomatlca”y apply d Suppller category filter for

Default Custormer Filters the current dataset, open the ‘Default Supplier Filters’
ah I Default Supplier Filters form from the ‘Mobile App’ Menu on the Desktop
Download App Application.
COMMSHA !Hm 'nruruurull.l App Manual ) .
L, PP The same process is followed to set these default Supplier
Categories for all Mobile Devices linked to the server.
# Mobile App Default Supplier Filtters ® # Mobile App Default Supplier Filters x

An important difference with supplier categories is that both Novtel Property
Management and the app will use the Novtel Supplier Categories and not

W BU - Buiding Pastel Supplier Categories.
Iv EL - Electrical

[+ GE - General

‘ Filter By Supplier Categon

Default Supplier filters will affect the supplier list on the mobile app as well as
the ‘select supplier’ list that is shown when recording maintenance and linking
maintenance to a work order.

[v P& - Painting
W PL - Plumbing

[ I I I (R Bl B

W RO - Roofing
W I Tiing
When a mobile device connects to this dataset, it will first check whether the
user has his/her own preferences regarding this filter.
If not, the values configured on the server will automatically be downloaded and
Accept Cloze Accept Cloze

saved as the user’s preference on the mobile device.

Page 25



é The Supplier Default Filters

Supplier Default Filters

Or:

Enable Category Filter

A user can configure the Supplier Categories for their own Mobile Device by unticking
[ 0-Nocategory the Supplier Categories not applicable to them specifically, and tapping ‘Apply’.

BU - Building

EL - Electrical

GE - General

When the list refreshes, only the selected Supplier Categories will be used, and display
Suppliers linked to those Categories ONLY.

D Fé - Painting

[] PL-Plumbing

D RO - Roofing

—

RESET CANCEL

Page 26



‘9 The Customer List

Customers can only be created in the Desktop Application and will then be displayed in the Mobile App too.

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

> Og-QB- v

L]

] © 0 00 0 00

Wiew Properties —| CHEO001 - XIAO YONG, CHEN RET001 - RETIEF, CHRISTOPHER
& Al Properties
™ pwvailable Prope Seach |
b (s POSTAL ADDRESS 1 DELIVERY ADDRESS — ! POSTAL ADDRESS a DELIVERY ADDRESS
% ’7 & Mumber " Description ro . r - . . POSTAL ADDRESS

20230417 - 203
I —

Page 27 @QO@ @QO@

-

é Novtel

(#) Dashboard

|m21|m21

DELIVERY ADDRESS

[ ] ] I
17 18 19 20 21 -_| EERERE
o A o R W [ 0 MTIAL FROFER 7 (SHARED SERVICES] oon | 200
[COMMSHA B woo | e | wer | | e BRI NN
@I_ cm.“_n Anrn croanerces
# Tenant Setup
IE LITBCO62 - = Customer List O — Customer List Cust List
Iﬁ PRILAOD1] Mumber Description Property Demo Database Property Demo Database LA @ HE
CASHOT | Cash Sales & " Property Demo Database
I_ PRILADDZ azh sales Accoun |
: CASHO1 - CASH SALES ACCOUNT i
I_ S CHEOD! |0 Yona, Chen || PET001 - PETERS, WILLIAM JAMES TAB0O1 - TABANG, KATLEGO
FETOM Peters, William J ames
(C|pg | reoLaced e -
RETOO1 | Retief, Christopher ;
SHABCOO ", POSTAL ADDRESS 4 DELIVERY ADDRESS — I
CC—| TABOOT | Tabang, Katlego r . mn T AnoRes g L (DELVERVADDRERS POSTAL ADDRESS %
I_ 003 THEOM Theuns, Herman Johanne : =
|| SHAKEO03 oot [yan s, Nicholss
(] SKSLAODA ' xNGD1 |ang, .l 0 (= e 0 a
|_ SKSLADDS

®© 0 00

THE001 - THEUNS, HERMAN JOHANNES

DELIVERY ADDRESS

& Customers

'

r

Customer List

Property Demo Database

VANOO1 - VAN AS, NICHOLAS

POSTAL ADDRESS

YANGO1 - YANG, ]I

POSTAL ADDRESS

o

1

o

DELIVERY ADDRESS

©

DELIVERY ADDRESS

(=)




é The Customer List

VodaCom-SA © F “06% mm) 11:12

— Customer List
= Property Demo Datahase

ABCO001 - TEST ACCOUNT

r I POSTAL ADDRESS 1 DELIVERY ADDRES

.
-

(® I =

ABDO001 - - - . -

r I POSTAL ADDRESS 1 DELIVERY ADDRES

Each Customer’s Current Pastel Balance is also visible directly in the App.

O

If the customer has a debit balance, the amount will be greater than 0 and will
be shown in red. This indicates that the customer owes the company money.

If the customer has a credit balance, the amount will be less than 0 and will be
shown in green. This indicates that the customer has paid more than what is
owed to the company.

Please note that the Current Pastel Customer Balance does NOT take open batch

transactions into account. All open batches must first be updated in Pastel before their
effect on the customer balance will be visible in the app.



The Suppher List @ Novtel

Your Existing Suppliers in the Desktop Application and linked financial system, will also be displayed in the App. Gy Dashboard

; Customers

P Novtel Property Management Ultimate Enterprise 7.8.0.3 - Novtel Defau

W Fil=  Edit Muodify Setup  Process Reports  Email/Export  Import Help
dh T iy ‘III:I

® Supplier Setup

AT .’. Suppliers

I 4= | 48 T 4n T nn T =4

Supplier List —  Supplier List _ —  Supplier List —  Supplier List

Number | Description ~  Property Demo Database ~  Property Demo Database Property Demo Database Property Demo Database
@I_ conmsi BEMOO1 Sarah Bentley
LITBCOt Granot  |wendy Grap
PR]I.AI]1 HAROM Thereza Harrington
P

LEWOOT | Jeff Lewis 8 R s SO L HARO001 - THERESA HARRINGTON
P MATON | Christa Matthews

COMMSHA

A Demo users can only contact Novtel support A Demo users can only contact Novtel support

A Demo users can only contact Novtel support A Demo users can only contact Novtel support

| I
|

@ MAT001 - CHRISTA MATTHEWS 0 SANOOT-DONALSANDERS

FERODOT  |.Julie Pery )
@ SN0 | Donaid Sond §, FOSTALADDRESS 44,  DELIVERY ADDRES! - . B PosTALADORESS CELIVERVADDRES: ) @, FOSTALADDRESS = I DELIVERY ADDRES!
@ SHABCH ohald 5 anders P\ —"l ] POSTAL ADDRESS ﬁl DELIVERY ADDRES! é Eﬁ . |

WSLOOT | Melissa'walker B =

O & 0 &

“igw Properties —| . I LEWO001 - JEFF LEWIS PER0O01 - JULIE PERRY WALO001 - MELISSA WALKER
> ' I GRA001 - WENDY GRAY J o
& 4l Froperties * Mumber Description | | [ 8 0.00 8

I - (- |

— =ﬂ|

7 Available Pro

% Mew Rental |

[zn23m4n7 ~| |2023/05014 -]

’ POSTAL ADDRESS DELIVERY ADDRES!

i =l"'l| f?ﬁ

POSTAL ADDRESS DELIVERY ADDRES!

DELIVERY ADDRES! ’ POSTAL ADDRESS

g-n.l LA

‘ POSTAL ADDRESS DELIVERY ADDRES! P e I
i . Re |

=ﬁ|

GoToTopl GoToBottoml

I @ O d O (4
O 0 0 0 O 0 00 O 0 0 0

Page 29




(4 Creating New Customers and Suppliers

Creating a new Customer or Supplier in the Novtel Desktop Application, it will immediately be available in the Mobile App too, as
well as in your Sage Pastel or Evolution Database.

W File Edit Modify Setup Process Reports

Email/Export  Import  Help

RTIRAHTIRN C X

Customer List

Property Demo Database

an " o 1P H--0F-00EB-Va

18 1% 20 21 | 24 [ a5 [ 2 [ 2z [ 28 _—|01 [ & [ osa [ o4 [ o5
G marevronn.
[COMMSHA B e | Tue

~
-

@l_ COMMSHA
ﬁ LITBC062
lﬁ PRILAOO1

PRILAOD2

Account Code IF'ETDD2

| I- Uze Tenant Autohumber |

Description IPeterson, Paul

Tenant Category IUU - Mo category

=l

Pastel Fareign Currency IDD - Home Currency

=

[ Corporate Tenant
[ Monthiy Tenant

[ Inactive Tenant

@lﬁ REDLA0O1
@

=1
ZlZ| = 2| =)= =2 === =

General

T Delivery Addresses T User Defined Fields T ‘Waiting List D etails T

Banking D etails T

Occupant T “ehicle Reqistration

Postal Address PO Box 47789

b ozzel Bay

E500

Telephone Ma |083 3059343

Fax Mo |

Maobile Phone |083 305 3343

Email Address |Supp0rt@novtel.com

r

7

PET002 - PETERSON, PAUL

POSTAL ADDRESS 1 DELIVERY ADDRES!

&
© 0 00

TRIBC121
. Tax Reference I Registration Mo |
\:Lew Praperies Payment Reference | RET001 - RETIEF, CHRISTOPHER
+ Al Properties Generate Payment R eference -
’7 " fwailable Properties E rniail/Prirt Setup IF'rint and Ernail Documents ;I IE Property Andreid App (NOVPDEMO) H il
Ck . [~ Usze Tenant As Dccupant FILE EDIT PROCESS WIEW CHAMNGE SETUP UTILITY WINDOW FAVOURITES HELP
Seperator % Space 0 Comma ; ; ) 3
D o RROEDE ¥ ¥ &®D
|2023/04117 ¥| [2023/08114 =] FistNeme: | (] (] ] -_—
Bolol | GaTaBattam | Man American Citizen |
Lazt Marne: | Options Customers : Drag a column header here to group by that column
Date of Birth: = Close Esplarer Category Description Balance
I CLEE AL _I CASHO Cash Sales Account 0.00
“ Teds Individual Kiao Yong, Chen -5 000.00
/mcept | Cang 0.00
—— Customers (9] Individual Peters, William James 0.00
Suppliers Small Business Retief, Christopher 0.00
Iwertary Company Tabang, Katlego 0.00
Gieneral Ledger Small Business Theuns, Herman Johar -700.00
Company Van As, Micholas -500.00
Yang, JI -2 000.00
Page 30




é’ Customer and Supplier Calling Preferences

. @ Novtel

Dashboard
Customers
Suppliers
Damages

Snag Lists

Settings >

Switch Datasets

O Device Authenticated

Under the ‘Settings’ menu option, both demo and client
Users will be able to access the ‘Preferences’ option.

By default, the options are activated to ‘Start Customer
or Supplier Phone Calls Immediately’ when tapping the
‘Call’ button.

However: Should you wish to deactivate the option and
save the preference, the number will be opened in the
dialler screen, and from there the User can make the
phone call.

Preferences

Customer Callin
= ’ ®

Supplier Callin
8{ pp e} .

Save Preferences




@ Contacting your Customers and Suppliers

VodaCom-SA

— Customer List
= Property Demeo Database

' v POSTAL ADDRESS

©F "l 96% m 11:12

ABCO001 - TEST ACCOUNT

1 DELIVERY ADDRES

() ®)

©

ABDO001 - - e

' r POSTAL ADDRESS

-

A DELIVERY ADDRES

R AT ¢

Supplier List

Froperty veme vatabase

A Demo users can only contact Novtel support

8 HAR001 - THERESA HARRINGTON

POSTAL ADDRESS

Y

DELIVERY ADDRES!

il

O 0 00

8 LEWO001 - JEFF LEWIS

‘ POSTAL ADDRESS
4 A
= B

DELIVERY ADDRES!

al

O 0 060

From the Mobile App, your Customers and Suppliers can be:

= Phoned (Landline or Mobile)

* Messaged (SMS or WhatsApp)

= Emailed via your Android app

Demo Users can ONLY contact Novtel Support.

By tapping and holding the email address, cell-phone number, or telephone
number, it is copied to the clipboard and can easily be shared via WhatsApp,
SMS and Email.



Customers and Suppliers

Customer List
Property Deme Database

A Demo users can only contact Novtel support

PET001 - PETERS, WILLIAM JAMES

' r] POSTAL ADDRESS o 1 DELIVERY ADDRES!

© 0 00

RET001 - RETIEF, CHRISTOPHER
nail: support@novtel.org.z

3USINE

p r) POSTAL ADDRESS A | DELIVERY ADDRES!

Tap a Customer or Supplier’s postal or delivery address to set a pin in Google Maps.

SRR P B ©970%m)i911

Mintue Turac Drataria

& 142 Minnaar Street,Pr.. X &

b

Visagie St @ 9

Lisa's Place

Tshwane City H
m 9

Tshwane Fireo
Department Head Office
"t

i Hom
Bosman Iaxi Rank Ishwap'e_EN'I‘S )

142 Minnaar St
Pretoria Central, Pretoria, 0002

Z
& Directions [1 save < Share




Customer and Supplier Search Options

“REG © 93% ) 12:30 Tapping the Customer or Supplier ‘Search’ option, the ‘Filter Type’ can be
selected as either ‘Code’ or ‘Description’.
Customer List Q

Property Demeo Database

Entering the entire code or description - or part of it - before clicking
‘Apply’, the matched Customer or Supplier will be displayed at the top of
the list.

LY=1)

P Customer List
Property Demo Database

Enter Filter Text

A Demo users can only contact Novtel support

Filter Type:
VANO0O1 - VAN AS, NICHOLAS

Code

Filter Text:

van Pl POSTAL ADDRESS 1' DELIVERY ADDRES!
CANCEL APPLY
a @
Enter Filter Text ® B 22 ¢ O ©e oo
Filter Type: ool e efippibon
112|13|4|5|6]|7]|8]9|0
Code :
% ~ | [ I < > { } 'l POSTAL ADDRESS 1 DELIVERY ADDRES!
qglwle|r|t]ylul]ijol]p -
Filter Text: @alzlza]+ + (1)
als|d|flglh]ilk]]
S| 0 (=
X m

CANCEL  APPLY
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. é Novtel

Dashboard
Customers
Suppliers
Damages
Snag Lists
Settings

Switch Datasets

O Device Authenticated

A The Damages Menu Option

By tapping the ‘Damages’ menu option, damages and / or maintenance can be recorded on a

specifically selected property.

Select Property (Damages) O
Android Scheo Data

ASTO001 Apartment
Steenberg-1 Flat 001

AST002
Steenberg-1 Flat 002

ASTO03
Steenberg-1 Flat 003

ASTOD4
Steenberg-1 Flat 004

ASTO05
Steenberg-1 Flat 005

ASTODG
Steenberg-1 Flat 006

AST007
Steenberg-1 Flat 007

ASTOD8
Steenberg-1 Flat 008

)1 0000000 O

-~

The required Property can be searched for by tapping on the
search option in the top right-hand side of the screen, and
entering either the Property code, or part thereof, the
Property Description, or the Property Type.

ASTO03 %
Steenberg-1 Flat 003

The required property can then
be selected by tapping it.




% The Damages Menu Option

Select Booking (Damages)
Android Sohco Data

AST003
Steenberg-1 Flat 003 When recording a new damage by tapping the plus (+) icon on the toolbar of the
Damage List, the list of available Current bookings on the selected property shown.
I Booking 102551 ABROO3 Usually, a property should only have one Current booking available, but should
there be more, the list of bookings will be sorted from newest to oldest.
Date Start [Date End

01 Oct 31 Oct




Property Damage List

Android Sohco Data

ASTO003
Steenberg-1 Flat 003

AIRVENT

. 2_LOoSE
-

Mo Location Infarmation
Works Order  Mork Order 20396

Completed Date Recorded: 2025-10-04

BATHROOM - WASTEPIPE

E 1_LEAK

Mo Location Infarmaticn
Works Order Work Crder 20395

Created ) iteRecorded: 2023-10-04

GEYSER

5 GEYSER NOT WARMING

5T - Drakensherg (1-911 - Root
Works Order  "Vork Qrcer 17044

Completed
ample Date Recorded: 2021-07-06

hedium

&

Ganeral

A

ritical

Flumhbing

A

High

Plumbing

‘ The Damages Menu Option

Select Filter:

® Al

O Damage Recorded
O Works Order Created

(O Damage Repaired

O Damage Billed

O Works Order Updated

(O works Order Completed

CANCEL

SELECT

Existing damages recorded on the property can
be filtered to only display Damages linked to

the selected status.



¢4 Mamntenance Statuses

Bxisiing Derneges

Each status is displayed in a different colour and means that certain actions were taken.

The damage tied to the Work Order with an
This status indicates that the required Invoice Number, has been billed to either the
Maintenance maintenance was captured in Novtel (and no Billed Only reservation (Tenant), sub-hire (Supplier) or
other action has been taken). office.

The work order has not yet been updated.

Recorded

The damage is now tied to a Work Order.

The damage tied to the Work Order with
Works Order However, the Works Order has no Invoice Work Order

Undated an Invoice Number, has been updated only.
Created Number (and has therefore not yet been %:I:,e The work order has not yet been billed.
opened and saved).

The damage tied to the Work Order with

The damage is tied to a Work Order, with an an invoice Number, has been billed to the
e Invoice Number (and has therefore been G either the reservation (Tenant), sub-hire
opened and saved at least once). (Supplier) or office; and was updated

\/ \_/ accordingly.



3 Recording new Damages

9:38

Property Damage List
Android Sohco Data

GEYSER

o GEYSER NOT WARMING

ST - Drakensberg (1-91) - Roof
Work Order 17044

ASTO003
Steenberg-1 Flat 003

Works Order
Completed

Select Booking (Damages)
Android Sohco Data

a ASTO003
Steenberg-1 Flat 003

Date Recorded: 2021-07-06

Booking 102551

4

Date Start

01 Oct

ABROO3

N

Date End
31 Oct

To record new damages on a Property, tap the + sign in the top right - hand side of
the screen of the selected Property.

Maintenance or damages can only be recorded when a booking is linked to the
‘Current’ Status.

As this booking is linked to the ‘Current’ Status, it can now be tapped to open the
screen from which the damages can be recorded.

Page 40
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3 Recording new Damages

In Novtel, the maintenance process can be managed using either the ‘Direct Method’ or ‘Works Order Method’.

Direct Method

This method is selected when definite rates are charged for
specific damages or maintenance procedures, and no
quotations are therefore required.

The damage is billed to the responsible party immediately.

Works Order Method

This method must be selected when damages are first to be
assessed; and quotation/s are to be obtained for repairs, prior to
creating a works order.

9:36

Record Damage (Booking 102551)
Android Sohco Data

ASTO003
Steenberg-1 Flat 003

|O Direct Method @ Works Order Method |




Selecting the Category and Importance Level

Record Damag
Android Soheco D

ASTO03
Steenber

O Direct Method

e (Booking 102551)

ata

g-1 Flat 003

@ Warks Order Method

Calegory Impartance
Electrical & Critical -
Flurmnbing
':‘,‘ Slructura ’:(i':.:. O\
& General B Q
Applicable Rate: | Mone ::cl;.rrr-: W QL

One of 4 Categories can now be selected, namely:

v' Electrical
v" Plumbing
v' Structural
v

Or General

Record Damage (Booking 102551)

Android Schco Data

AST003
Steenberg-1 Flat 003
O Direct Method @ Warks Order Method
Calegary Impartance 7
Flumbing - & Critical
/I High
Maintenance ltem: Mone selex
Vo Medium
Maintenance Type: - Mone selec A\ Low
PO = 5y | fim

Next, an ‘Importance Level’ is to be selected
to set a timeframe within which the job must
be completed.

It can either be selected as:

v

v
v
v

Critical
High
Medium

Or Low



Selecting the Maintenance Item

Record Damage (Booking 102551)

Android Sohco Data

ASTO03

Steenberg-1 Flat 003
O Direct Method @ Warks Order Method
Calegory Impaortance

Flumbing - & Critical -

Maintenance [tem: Mone selected q
Maintenance Type: | Mone selectec Q,
Applicable Rate: Mone selactad . Q,
Lacation 1: Mone selected... Q,
Lacation 2: Mone selected q
Amount: 0.00
Date Recorded: 04 Qcr 2023 0940042 AN
[Description:

Now tap the search icon in the ‘Maintenance Item’ field to open
the list of all pre-created items in the system.

Select Item
Android Sohco Data

0 Bathroom - Geyser

e Bathroom - Geyser TP Vavle

0 Bathroom - wastepipe w
o Bathroom - Additional fittings & piping
o Bathroom - Basin Flexi Pipe replaced

0 Bathroom - Basin Horse shoe

0 Bathroom - Basin top fix
o Bathroom - Bath
o Bathroom - Bath Trap

Search for and select the applicable item.



Selecting the Maintenance Type

Record Damage (Booking 102551)

Android Sohco Data

ASTO003
Steenberg-1 Flat 003

O Direct Method @ Warks Order Method
Calegory Impartance
Flumbing - & Critical

Maintenance [tem: Bathroom - wastepipe
Maintenance Type: ‘ Mone selectes

Applicable Rate: ‘ Mone selected...

Lacation 1: Mone selected...

Lacation 2: Mone selected

Amount: l 0.00

Date Recarded: 04 Ocr 2023 09:40:42 AM
Description:

PO LR AL

Select Type
Android Sohco Data

L ¢

Ly L9 L L O L O LW L W L W

1_ELECTRICAL FITTING

1_FIRE HOSE SIGNS

1_FUMIGATION

1 GEYSER Disconnect

1_GUARD HOUSE and STORE ROOMS
1_K_CUPBOARD REPAIR

1_KITCHEN CUPBOARD REPLACED
1_KITCHEN LEAK

1_LEAK %

1_LEAK DAMAGE Repair of Owner Unit
1_LEAK from Bathroom

1_LEAK SEWER PIPE

1_LOCKS Replaced

The next line’s search option is now tapped to search
for and select the applicable ‘Maintenance Type'.



Selecting the Applicable Rate

The Applicable Rate is a mandatory field and must be selected - after which the charge and amount
will be displayed in the main screen.

Record Damage (Booking 102551) ieéecltha'ie K Record Damage (Booking 102551)
Android Sohco Data ndroid Sohco Data .
Android Sohco Data
ASTO003 @ 603 - Maint. Steenberg - Grounds 0.00
Steenberg-1 Flat 003 ASTO003
(. 606-Maint. Steenberg - Planned 0.00 Steenberg-1 Flat 003
O Direct Method @ Waorks Order Method
@ 609 - Maint, Steenberg - Refuse 0.00
O Direct Method @ Waorks QOrder Method
Category Importance
‘ @ 612 - Maint. Steenberg - Respansive 0.00
Flumbing - & Critical -
Calegory Imporlance
@ 615 - Maint. Steenberg - Turnovers 0.00
Maintenance ltem: Bathroom - wastepipe q ‘ Plumbing h ‘& Critical h
. @ 616 - Maint. Steenberg - Television Conns 0.00
Maintenance Type: | 1_LEAK Q ‘
@ 624 - Maint. Remey Clearing Acc 0.00 Mai | ) h . q
Applicable Rate: ‘ None selectad... I Q, I alntenance ltem: Bathreom -wastepipe
(. BANOD3 - Cash Deposit Fee - CPT 0.00 ,
Location 1: Mine selected, . Q, ‘ Maintenance Type: 1_LEAK q
L ion 2 None selected INTOOT - Interest Charged - CT 0.00
ocation ‘ RIEE Q ‘ @ Applicable Rate: MAIDDT Maintenance ‘ Q
Amount: 000 £ MAI0OT - Maintenance % 2000.00
Lacarion 1: Mone selected q
Date Recorded: ‘ 04 Qcr 2023 ‘ 09:A0:42 AN ‘ @ |
SB0O01 - Admin Fee - Steenberg 0.00
Lacation 2: Mone selected q
. @ SBO0Z - Collection Commission - Steenberg 0.00
Description: Amount: 2000.00
(. SBOD3- Sheriff Fees - Steenberg 0.00




Record Damage (Booking 102551)

Android Sohco Data

ASTO003

O Direct Method

Calegory

Flumbing

Steenberg-1 Flat 003

@ Waorks Order Methaod

Importance

v | | A\ crirical

Description:

Maintenance ltem: Bathroom -wastepipe q
Maintenance Type: | 1_LEAK Q
Applicable Rate: WAIQ0T Maintenance Q,
Lacation 1: Mone selected Q,
Location 2: Mone selected q
Amount: 2000.00

Date Recorded: 04 0L 2023 09:40:47 AR

(3 Maintenance Locations and Layouts

Maintenance Locations and Layouts are not mandatory fields but
can be selected if required.

The Layout options will ONLY be activated here if the feature is
activated and set up in the Desktop application.



Selecting the Maintenance Type

Record Damage (Booking 102551) ) ) . , .
The current date will always be displayed as the ‘Date Recorded’, and the exact time the process

was started, will be inserted in the field next to the date.

ASTO003
Steenberg-1 Flat 003

Enter a description in the dedicated field, since the damage cannot be saved if this field is empty.

o Direct Method @ Warks Qrder Method
Calegory Impaorlance
Flumbing - & Crirtical - ¢ . . )
Q AU 1 Pt el Al wrk order If the ‘Automatically create and link the Work Order
-~ W';D (e option is unticked upon submitting the Damage, the
ue Date: tt 2023
Amount: 2000.00 ' Damage will be linked to the ‘Damage Recorded’ status.
WO Supplier: | Mone selected...
Dare Recardad: 04 Oct 2023 09:40:42 AN
Flease replace the pipe ASAP as itis A Attach Photos Property Damage LISt
damaging the wooden floors in the Android Sohco Data

Description: bathroam.

< Q B ©oIF B &

ASTO003
Steenberg-1 Flat 003

1 2 3 4 5 [ 7 8 9 ]
gw e r t y u i o p
e BALUSTRADE .
a S d f g h j k | f. e Medium
B Y WL NN WY NN NN S Mo Location Infarmation
Damage Mo Work Order '-
0 Z X c A4 b n m @ Recorded General

Date Recorded: 2023-10-04




Selecting the Maintenance Type

Record Damage (Booking 102551) To automatically generate a new Work Order, and link the new damage to that work order,
ensure that the ‘Automatically create and link to new work order’ option is selected.

Android Sohco Data

ASTO003

Next, select the correct Work Order Due Date as well as a supplier.
Steenberg-1 Flat 003

O Direct Method @ Works Order Method
1. Photos of the damage can be attached by clicking the blue button. Either select
Category Importance existing pictures stored on your phone, or use your phone’s camera to take picture of
Plumbing v || A crica - the damage and inserting it.
Lacation Z; Mone selected Q,
Amount: 2000.00 2. Clicking the ‘Submit Damage’ button, the action must be confirmed to continue.
Date Recorded: 04 Oct 2023 09:40:42 A0

Please replace the pipe ASAP as itis
damaging the wooden floors in the

Description: bathroom.

Confirm Damage

Are you sure you would like to submit this
damage? All attached photos will start
WO Due Date: 06 Oct 2023 uploading immediately.

CANCEL CDNTINlij

Automatically create and link to new wark order

WO Supplier: | ARGODT ARG GEYSERS @, |

&) Attach Photos 1 B submit Damage 2




) Selecting the Maintenance Type

Property Damage List

The damage will be linked to the ‘Work Order Created’ status, and the new work

Android Sohco Data . .
order number will be shown on the damage item.

ASTO003

This work order is imported into Novtel and can be used as any other work order
Steenberg-1 Flat 003

created in the Novtel Property Management desktop app.

BATHROOM - WASTEPIPE &

1_LEAK
E Critica

Mo Location Infarmation
= B File Edit Modify Setup Process Repors _EmailEsport_lnport_Fielp

Work Order 20395

Works Order - E ~ @ E {i}
Created Plurmbing
= en Tue e

Maintenance Description
Pioperty . ASTO02 - Steenberg-1 Flat 003
Tenant:  ABROO3 - Abrshams,

2

GEYSER

- GEYSER MOT WARMING Loy
High
5T - Drakensberg (1-21) - Roof
Works Order  "WOrk Order 17044
Plumbing View Properties
Completed |, e Recorded: 2021-07-06 aing Sl

" Awailable Properties

% New Rental

Dutside Inside

=d ]
i [m e

\ \ \ C_n

\ 1 \ il —
0_o L

e
T NS

i

20231004 = [202310031 ~ Fra——
e o [ Recorded Maintenance | ([Wiorks Oider Cieated | [ Repaired Oriy | [ Biled Orly | (WO Updated Only | (W0 Updated and Biled |
o TaTop o To Bottom % & al
No |Date Tenant == | B ccervation | Maintenance ltem | Maintenance Type | Calegory | Importance|L «
20 2023/10/04 Abrahams, Bathroom - wastepipe 1_LE&K Plumbing  Cilical 3 " FRecorded
19| 2021/07/06 Abrahams, 84834 Geyser Geysernot waming | Phanbing | High E  \Works Qrder
18 2019/08/26 Abrshans, 69320 Diainage system To be checked Plubing | Crifical | €
17 2019/01/31 | Abrahams. B4341 Mo water Tobe checked Plumbing | Ciltical 3 " Fepaired Only
DRAINAGE SYSTEM 15 2018/08/28 Abrshanis, 60793 Stoep liht to be replaced Electrical | Criical | & ~ Biled Only
14/ 2014/08/04. Abrahams, 24514 Eroken doot Eroken Stuctual |Cilical |1
10 BE CHECKED & 13 2013/03/05 Abrahams, 15119 Back Door Broken Stuctwal |Crical |1 W0 Updated Only
. e wAEL - o 12 2013/01/03 Abrshars, 13646 Back Doot Broken Stuctursl | High b £ WD Updster and Billd
o Critica 11 2012/07/26 Abrahams. 11514/ Back Door Eroken General | High r
P 10 2012/07/25 Abraharis. 11514 Front Door Stucks General | High r
5T - Drakensberg (1-51) - Door 3 2012/07./18 Abrahams. 11067 Door Lock Faully General | High r S UG
Works Order Work Crder 10142 4 3
Completed . Plumbing | ‘ Send Maitenanca | Send Works Order | - Send Quole Request | 1. ‘
Date Recorded: 2010 9-08-26




Property Manaéeﬂ;g 1t 4
Mobile Applicatic h ‘

' : f..
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_ Editing Damages

Property Damage List
Android Sohco Data

B

Works Order
Created

Works Order
Completed

Works Order
Completed

ASTO003
Steenberg-1 Flat 003

BATHROOM - WASTEPIPE
1_LEAK

Mo Location Infarmation
Work Order 20395

Date Recorded: 2023-10-04

GEYSER
GLYSLR MOT WARMING

Work Order 17044

Date Recorded: 2021-07-06

DRAINAGE SYSTEM
TO BE CHECKED

Work Order 10142

Date Recorded: 2019-08-26

A

Critical

Plumbing

A

High

Plumbing

A

Critical

Plumbing

Damages can be edited from within the app.

To edit a damage, find the damage on the Damage List and click the purple pencil icon.

Please note that damages can only be edited while they are linked to the following statuses:

v" Damage Recorded;
v" Work Order Created;

v" And Damage Repaired.

Once a damage is billed, or the work order to which the damage is linked, is updated, the edit damage button

will be disabled.

Edit Damage (Number 21138)
Android Sohco Data

AST003
Steenberg-1 Flat 003

Category Importance

Plumbing - A\ critical -

Maintenance Item: Bathroom - wastepipe

Maintenance Type: | 1 LEAK

Lacation 1: None selecte

oo o o

Location 2: None selectad

Date Recarded: 04 Oct 2023 11:32:01 AM

Flease Replace the pipe ASAP as it is
damaging the wooden floors in the
bathroom.

Description;

@ Attach Photos B submit Changes

When tapping the edit damage button, the damage information will be reloaded and a
screen like the Record Damage screen will be displayed, with the following exceptions:

o When editing a damage, the billing method (direct or work order) cannot be
changed, and these controls will be hidden at the top of the damage
information.

o If the damage is of the ‘Damage Recorded’ status, the ‘Automatically create
and link to new work order’ section will be visible and can be used to
convert the damage into a work order. If the damage is of any other status,
this section will be hidden.

o To save the changes made to the damage, click the Submit changes button.



Al Sk s L New Work Orders can be created from within the app by tapping the blue work order button

on a damage that is linked to the ‘Damage Recorded’ status.

Android Soheco Data

AST003 L . .
Steenberg-1 Flat 003 » When the work order button is clicked on a damage that is only recorded (in other
words, not yet part of a work order), the ‘New Work Order’ screen will be displayed.
AIRVENT .
f‘ Lo Medium
Mo Location Infarmation Create Work Order
Damage Mo Work Order ’ Android Sohco Data
Recorded |, 0 o corded: 20221004 General ASTO03
Steenberg-1 Flat 002
0O
New Work Order » This screen is like the Edit Work Order form of the Novtel
BATHROOM - WASTEPIPE Supplier Date Completed
&) e A e o s Property Management desktop app.
Critical
No Locasion Information imelce tumber Time Completed » In the header section, select the supplier and complete
Works Order Work Drder 20395 . # Enter invoice number @ 11:58:47 AW h k d f. Id . d
Created Date Recorded: 2023-10-04 Flumbing Inveice Date Project t e WOorK order tields as I‘eC|UII’e .
=" 04 October 2023 @, select project . .
N = » The selected recorded damage will automatically be
. rvice ual Ity .
B E—— . added as a work order line to the new work order.
GEYSER Damage Part  Damage Type
) CEVSER HOT WARMING & @ sinvent 0 Z_Loose 0.00 0.00 0.00
High Fasten airvent x
5T - Drakenshberg (1-81) - Root
Works Order  "/Ork Order 17044 @ Add bamage Line Exel Total: R0.00
Completed o e Recorded: 2021-07-06 Plumbing Tax Total: Rogo
Inel Total: R 0.00
— Notes to Supplier
::;:'l‘] B Enter supplier notes




Creating a New Work Order

Create Work Order Create Work Order
Android Soheo Data Android Soheo Data
ASTO003 ASTO003
Steenberg-1 Flat 003 Steenberg-1 Flat 003
New Work Order New Work Order
Supplier Date Completed Supplier Date Completed
9 Select supplier ¥ 04 Qclober 2023 9 Selact suppliar ¥ 04 Oclober 2023
Inveice Number Time Completed Invoice Number Time Completed
2 Enter invoice numbe & 1seaT A e @ 1157 an For each work order line, the
, : cost amount must be entered.
Invoice Date Project Invoice Date Project
T 04 October 2023 &), Select project = 04 Octobar 2023 @, select project
Service Quality Service Quality
Appalling - 0% - Appalling - 0% -

Damage Part  Dam
@ irvent T z_Looss 100.00 0.00 100 O sinent = 5 Lonse _— . .
Fasten airvent x

€@ ~dd pamage Line Exel Total: R 100.00
6 Tax Total: R 0.00
Inel Total: R 100.00

Enter supplier notes

7 8 9 @ | Motes to Supplier
0




Creating a New Work Order

Create Work Order
Android Sohco Data

ASTO003
Steenberg-1 Flat 003

O select supplier ¥ 04 Oclober 2023
Invaice Number Time Completed

# Enter invoice numbe (7 11:58:47 AN
Invoice Date Project

e — E— Ensure the damage description is correct.
Service Quality

sppeling - 0% . If the damage description must be changed, the value can be

edited in the second line of every damage item.

Damage Part  Damage Type  Cost Excl Tax  Costincl
O zirent [ 7_Loose 100,00 000 10000
| * Fosten airvent and replace rusty screws | x
> screws screw's screwed &
1 2 3 4 5 [} 7 4 9 o
qwe r t y u i o p




Creating a New Work Order

Create Work Order . , .,
Al G Eahee Gt To add a new damage line, tap the ‘Add Damage Line’ text.
AST003 A list of all ‘Recorded Damages’ available on the selected property will be
Steenberg-1 Flat 003
shown.
Supplier BaieCamipletad You can also search for the damage required by clicking the search icon in
&) el .5 Oriober 2022 the toolbar, and typing in the damage part, type or location information.
Invoice Number Time Completed
# Enter invoice number @ 11:58:47 AM
nvoice Date brojec Select Recorded Damage o v ratoos
= 04 October 2023 @, select praject Android Sohco Data
Service Quality Work Order 20396
APPB” ng - 0% - ASTD u3 Supplier Date Completed
@ ~acoo1 ¥ 04 October 2023

Steenberg-1 Flat 003

Damage Part  Damage Type Tax Costincl Invelce Number Time Completed
] # Enter invoica number & 1201332 PM
o Airvant [ 7 Llooss 10000 0.0 100,00
j 200w LED Floodlight - 2 REPLACE / Inveice Date Project
Facten airvent and replace rusty screws) x e * 04 October 2023 @, Select project
Service Quality
e Add Damage Line Excl Total: R 100.00
Appalling - 0% -
Tax Total: R 000
Incl Total: E 100.00 Damage Part  Damage Type  Cost Excl

To add a damage as a work order line, tap on the

Motes to Supplier X . O sirvent 0 z_Loose 100.00 0.00 100,00
= rsup f damage Item tO Select It, Or preSS the baCk button tO Fasten airvent and replace rusty screws x
nter supplier notes

Ca nCEI, @ 200w LEDF.. [ 2 REPLACE 0.00 0.0 0.00
Replace ASAF x

_ ] ] If a damage item was selected, it will now be shown _
B Email Work Order B save Work Order . @) Add Damage Line Excl Total: R100.00
as a work order line on the work order.
Incl Total: R 100.00

Notes to Supplier




>,

Creating a New Work Order

AST003 To submit the work order to Novtel Property Management, click the ‘Save Work Order’ button.
Steenberg-1 Flat 003
The work order will be created in the Novtel Property Management desktop application, and all

Inveice Number Time Completed damages linked to the work order will change to the correct damage status on the damage list.
# Enter invoice number G) 12:13:32 PM

Inveoice Date Project

=" 04 October 2023 @, select pr

W Record Property Maintenance x Property Damage List
i Descripti Android Sohco Data

Service Quality

Appalling - 0% - Property :  A5T003 - Steenberg-1 Flat 003
Tenant:  ABRDO3 - Abrahams,

AST003
Steenberg-1 Flat 003

Damag

Outside Inside 200W LED FLOODLIGHT A
ﬂ Airvent 0 Z_lLonose 100,00 L0 100,00 E 2_REFLACE =

High
|| ‘ 1 No Location Infarmation
Fasten airvent and replace rusty screws x ;] Works Order  0rk Order 20396
'E] Created . Electrical
ﬂ: C Date Recorded: 2023-10-04

@ 700w L FDF.. 1 7 AFFLACE 200,00 0.00 200 ' ] Y [

— (2
Replace A5AF x ;]l] -

AIRVENT
€@ ~dd pamage Line Excl Total: R 300.00 D — g o '

— Medium
Tax Total: R O.00 No Location Infermation
) ) Works Ordar  ¥/ork Order 20396 &
o —VYiew Options ——————————— Created - General
Incl Total: R 300.00 [ Fecorded Maintenance ] [ ‘Wworks Oider Created l [ Repaired Orly ] [ Billed Only ] [ W0 Updated Only ] [ ‘Wi Updated and Biled ] e Date Recorded: 2023-10-04
| I . : @ 4l
Motes to Supplier Mo Daie Lenant - I 1 L
22 2023/10/04 Abrahams, 102551 200w LED Floadight 2 REPLACE Electical  High 0  Recorded 0
Enter supplisr notes 21 2023/10/04 Abrahams, 102551 Airvent 2_Loose General  Medium |k otk Order
5 = =3 T_LEAF. Flimorg o I )
19 2021407406 | Abrahams, 54894 Geyser Gepser not warming | Plumbing | High < " Repaied Orip BATHROOM - WASTEPIPE
18| 2019/08/26  Abrahams, E3320) Drainage system To be checked Flumbing | Critical E  Biled Only 1 LEAK &
172019401431 | Abrahams, E4341| Mo water To be checked Flumbing | Critical E @ Critical
15| 2018/08/28 | Abrahams, £0739 Stoep light to be replaced Electrical | Critical < WD Updated Orly Nvl-v-:ai;vn Infermation
r Work Order 20395
a Save Work Order 14| 2014/06/04  Abrahams, 24614 Broken door Eroken Structural | Critical I w0 Updated and Biled WorksOEr:er Plumin
13 2013/03/05 Abrahams, 15119 Back Door Eioken Structural | Critical Ii Creat Date Recorded: 2023-10-04 E
12| 2013/01 /03 Abrahams, 13346| Back Door Eroken Structural | High I 5 List & M |
11| 2012/07/26 | Abrahams, 11514/ Back Door Bioken General | High 3 D LIS s R ISR
A0, 202 MNT7 AR dbrabhoans 1R A Bt Mmmr Chimloa Ramaral Hinl i "
4 | | » Whork Order Document |

Send Maintenance | Send Works Order
Motifications Motifications

Send Guote Request
Motifications

Bill ramage Change Billable Booking Cloze |

PO ge 56 Edit Damags [relete Damage




Edit Work Order

Android Sohco Data

Deleting a Work Order Item Line

ASTO03
Steenberg-1 Flat 003

Work Order 20396
Supplier Date Completed
€ s2c001 ¥ 04 October 2023

Invoice Number Time Completed

# Enter invoice number @ 122431 PM
Invoice Date Project
™ 04 October 2023 @, select project

Service Quality

Appalling - 0% -

Damage Part  Damage Type

D cirvent 0 2_Loose

Fasten airvent and reglace rusty screws
@ zo0w LEDF.. U 2 REPLACE 20000 0.00

keplace ASAP

o Add Damage Line Excl Total:
Tax Total:

Incl Total:

Notes to Supplier

R 300.00
RO.00
R 300.00

To remove a damage line, tap the red ‘x’
button.

Once the action is confirmed, the line
will be removed from the work order.

Delete Work Order Line

Are you sure you want to delete damage
line 200w LED Floodlight - 2_REPLACE'?

CANCEL  CONTINUE

Edit Work Order

Android Sohco Data

ASTO03
Steenberg-1 Flat 003

Work Order 20396
Supplier Date Completed
6 szcom ¥ 04 October 2023

Inveice Number Time Completed

# Enterinvoice number IE} 12:24:31 PM
Invoice Date Project
= 04 Ocrober 2023 @, select project

Service Quality

Appalling - 0% -

Damage Part  Damage Typea

B airvent 0 2_Loose 100,04 0.00

Fasten airvent and regplace rusty screws

e Add Damage Line Exel Total:

Tax Totalk

Incl Total:

Notes to Supplier

Enter supplier notes

100.00

®

R 100.00

R OO0
R 100.00




Property Damage List
Android Sohco Data
ASTO003
Steenberg-1 Flat 003
200\ LED FLOODLIGHT &
- 2 REFLACE
d High
Mo Location Infarmaticn
Damage Mo Work Order
Recorded . 1¢ Recorded: 2023-10-04 Flectrical
- —
0
AIRVENT .
2 LOOSE t
E Wedium
Mo Location Infermation
Works Ordar  /Work Drder 20395 Fi
Created  pte Recorded: 2023-10-04 ceneral
8
BATHROOM - WASTEPIPE &
@ 1 LEAK =
Crilica
Mo Location Infarmation
Works Order Work Drder 20395
Plurmibi
Created  ate Recorded: 2023-10-04 HTinE
&

Editing an Existing Work Order

To edit an existing work order, tap the work order button on any damage
item with a valid work order number.

The selected work order will be loaded, and the Work Order screen will be
displayed with all work order information populated.

Edit any header or line information required and click the Save Work Order
button to submit the changes back to Novtel Property Management.



Deleting a Work Order

Property Damage List

Android Sohco Data

ASTO03
Steenberg-1 Flat 003

200W LED FLOODLIGHT &
Y 2_REFLACE
& High
Mo Location Infarmation

Damage Mo Work Order

Electrical
Recorded Date Recorded: 2023-10-04 e

AIRVENT

2_LOOsSE
@ Medium

Mo Location Infarmation

Works Order Work Order 20396 F 4

General
Created | e Recorded: 2023-10-04 "

&

Damages can be deleted from within the app by clicking the red trash can icon on
the damage item card.

Only damages linked to the ‘Damage Recorded’ status can be deleted. For all
other statuses, the delete damage button will be disabled.

When the delete damage icon is tapped, a confirmation message will be
displayed. If the user continues, the damage will be deleted immediately from
Novtel Property Management, and this action is irreversible.

Property Damage List + =
Android Sohco Data

g AST003
Steenberg-1 Flat 003
Are you sure you want to delete damage P .
‘200w LED Floodlight 2_REPLACE'? Ep Medim
No Location Infermation
Works Grder  WOrk Drder 20396 P
CANCEL CONTINUE Croated 500 Recorded: 2023-10-04 Generel
[V o
BATHROOM - WASTEPIPE
1 LEAK A
@ Critical
No Location Infarmation
Works Order ‘Work Order 20395
Created ) te Recorded: 2023-10-04 Fumbing
o
GEYSER
GEYSER NOT WARMING %
igh
5T - Drakensherg (1-21) - Roof ¢
Waorks Order Work Order 17044
completed o Recorded: 20210706 Flumbing




Property Damage List

Android Sohco Data

ASTO003
Steenherg-1 Flat 003

AIRVENT .

2_LODSE =
E hedium

Mo Location Infarmation
Works Order V0K Order 20396 ’-

General
Created Date Recorded: 2023-10-04 Bnera

8/

Pictures of damages can be viewed and
uploaded during the process of recording
damages.

It can also be uploaded or viewed after
recording the damages and creating a Work
order by tapping the blue camera button and
tapping the + sign in the top right-hand side of
the screen.

Damage Photo List

Android Sohco Data




&

Allow Novtel Property Manage...
to take pictures and record
video?

While using the app

Only this time

Deny

Permission must be granted to the Novtel Property App to be
allowed to take pictures before the functionality can be used.

Existing pictures can now be selected, or the camera can be
used to take pictures and upload it afterwards.

Select Image Source

2 O

Photos Camera




Damage Photo List
Android Sohco Data

MOW_Z20237004_125436

#

Upload
Ready

The picture will now be displayed here, and
Novtel will indicate that the upload is ready.

i

More pictures can be taken, and by tapping
the ‘back’ button, Novtel will ask if you are
done adding photos to this damage.

By clicking ‘Continue, the photos will start
uploading immediately.

Confirm New Photos

Are you done adding photos to this
damage? All new photos will start

uploading immediately.

CANCEL

CONTINUE




# File Edit Modify Setup Process

2-3

Reports

Email/Export  Import  Help

b 5 ATV
. - Og- 0BV
o4 o5 ‘ [ o ‘ 10
oct oer ocr ocr oer
2023 2023 2023 3 2 2023 2023
000000 i

o

@’ﬁ [ oooooo .
—

=]

Wiew Properties
&+ Al Properties
" Available Properties

% New Rental
2023410/04 «| 12023410/ -

GoToTop Go ToBottom

Selected Damage l
Total Photos:

102551 Abrahams, Shamsoenisa Mrs
—————

& Select tem

ltems
Code Description
000000 Communal (Shared Services)
ASTO01 Steenberg-1 Flat 007
ASTO02 Steenberg-1 Flat 002
ASTO04 Steenberg-1 Flat 004
ASTO05 Steenberg-1 Flat 005
ASTO06 Steenberg-1 Flat 006
ASTOO07 Steenberg-1 Flat 007
ASTO08 Steenberg-1 Flat 008
ASTO09 Steenberg-1 Flat 003
ASTO0 Steenberg-1 Flat 010
ASTO11 Steenberg-1 Flat 011
ASTO12 Steenberg-1 Flat 012

I ASTO13 Steenberg-1 Flat 073

Select Folder i

From the Desktop Application, the pictures
uploaded per property can be viewed.

|
[ 1}

N ASTO14 Steenberg-1 Flat 014
ASTOS Steenberg-1 Flat 015
ASTO6 Steenberg-1 Flat 016
ACTN7 [ . = Y «

[
o & Select Damage *
selecteaDamage [ IENASTH3 @) Stoenberg 1 At 003
Total Photos: D
Damage ID Damaged Part Damage Type ~
3 Bedroom door hinge Stucks
4 Front Door Stucks
6 Bathroom - Toilet seat Broken
7 Water supply pipe Aidock
8 Kitchen - Sink & Wast... Leaking
5 Door Lock Faulty
10 Front Door Stucks
1 Back Door Broken
12 Back Door Broken
13 Back Door Broken
14 Broken door Broken
L 15 Stoep light to be replaced |
17 No water To be checked
18 Drainage system To be checked
15 Geyser Geyser not warming

2_ Loose
1_LEAK

Select Folder i




“ Movtel Photo Viewer

i Process ~

Selected Damage  [Aivent, 2_Loose

4

Total Photos: 1

Selected photo:

No Photo Selected

= )

Select Folder i

The photo, or photos linked to the selected damages can
now be viewed. By clicking on a photo, it is enlarged.

& Novtel Photo Viewer

. 9 Process ~

Selected Damage

Total Photos: 1

Airvent, 2_ Loose

Q)

e

Selected photo:

NOV_20231004_125436.jpg

¢

Select Folder i




.

- Lo

Freepik.com/Image By vecstock
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The Damage Repaired Status

Edit Work Order Editing a Work Order and inserting the Invoice Number; Capturing the Time Completed setting;
ANGIOIE SoMce Bate Selecting the Service Quality and saving the Work Order, the status is changed to ‘Damages
AST003 Repaired’.

Steenberg-1 Flat 003
This is the last action which can be taken on the Mobile application to change the status from here.

Work Order 20396
Supplier Date Completed
. # Record Property Maintenance X
O acoo ¥ 04 October 2023 Property Damage List . 5
. = . Android Sohco Data Property:  ASTOO3 - Steenberg-1 Flat 003
Invoice Number Time Completed Tenant: ABRO03 - &hiahams,
# INV5BET ) 01:34:27 PM AST003
Inveice Date Project Steenberg-1 Flat 003 Outside Inside
s
04 October 2023 raject A
il led [ =
—
Service Quality AIRVENT ¥ D H: « j
2_LODSE : : w i E
Dutstanding - 100% - % Medium C]ﬂ —
No Location Infarmation
A A ==
Damags Work Order 20395 ¥4 . -l
i General
Repaired Date Recorded: 2023-10-04 . . |:| —
oz —— —
O zirvent O Z_Loose 100,00 .00 100.00
Lo o ®x n . - r Wiew Options
Fasten airvent and replace rusty screws 7 [ Recoided Maintenance | ((works Order Created ] [ Repaiied Only L Biled Only | ([ Updated Dy | [ w0 Updated and Biled_|
¥ i Al
No  [Date | Terant | Reservation | Mainlenan‘\lem |Maintenance Type  [Category [ Importance[L = | @
. i 21 202310404 Abrahams 102557 | Airvent 2_Loose Genziadl  Medum 1| Fecorded
© Add Damage Line Excl Total: R 100.00 20 20231004 Abrahams 102551 Bathvoom - wasiepips T_LEAK Plumbing  Cifical b & Wil e
Tax Total: B 0.00 19/ 2021/07/06 Abrahams 84834 Geyser Geypser not warming | Plumbing | High E .
18 2019/08426 Abrahams E3320) Drainage system To be checked Flumbing | Critical E " Repaired Only
Incl Total: R 100.00 17| 2019/01431 | Abrahams E4341 Mo water To be checked Plumbing | Critical E € Billed Driy
15| 2018/08/28 Abrahams B0733) Stoep light ta be replaced Electrical | Critical E
Notes to Supplier 14, 2014/06/04| Abraharns 24814 Broken door Broken Structural | Critical h w0 Updated Only
13| 2013/03/05 Abrahams 15119 Back Door Broken Structural | Critical Ii ¢ W0 Updated and Biled
EriEsF Siilir Tigtes 12/ 2013/01/03 | Abrshars 13346 Back Door Broken Stiuctural | High b
R A T 11201 2/07/26  Abrahams 11514 Back Door Braken General | High b -
10/2012/07/25  Abishams 11514/ Front Door Stucks General | High K e S S |
A M IMNT AR Akraharne AANET Pmmr | Anl Failb Ranaral Hink hd
4 I I » Wwork Order Document |

Send Maintenance | Send W orks Order
Matificatiors Matifications

Send Quate Request
Matifications

Edit Damage: Delete Damage Bill Damage | Change Billable Booking Close |




The Damage Billed; Updated; and Billed and Updated Statuses

B Record Property Maintenance

# Record Property Maintenance

Property :  AST003 - Steenberg1 Flat D03
Tenart:  ABROD3 - Abrshams,

Property :  AST003 - Steenberg 1 Flat 003
Tenant:  ABRO03 - Abrshars,

Dutside Inside

Outside Inside

:

0_0o

[

01

0]

View Option:

[

:

0|

0|

Property Damage List
Android Soheo Data

Ll |
Edit Damage.

ASTO003
Steenberg-1 Flat 003

AIRVENT 3
2_LO0SE -
$ Medium
Mo Location Infarmation
Damage Work Order 20396 '
i General
Elllar) Date Recorded: 2023-10-04 e

WO Updated Orly

WO Updated and Billed

Sniag List & Maintenance

Wwiork Order Document

t= Request
cations

Close |

[ Recaided Maintenance | ((Works Order Created | [ Repaied Only | [ Biled Orly | (w0 Updated Orly | [ W0 Updated and Biled_| [ Recorded Mantenance | (Works Order Created | [ Repaired Orly | [ Biled Only | (w0 Updated Orly || W0 Updated and Biled Hew Dot
v
No_[Date Tenant | Reservation| Maintenance Item __§f [Mairtenance Type | Category | Importance [ Loc: i No_[Date [ Tenant | Reservation| Mairtenance ltem | Mainter Be_ [Categoy [Importance[L = | e
21 2023/10/04| Abrahams, 102561 dirvent 7 Loose Gereral | Medum | Nom | ¢ Recorded 21/ 2023/10/04 Abrahams, 102551 Airvent 7 Loose Geneial | Medum r:‘ ¢ Recorded
 Works Order 192021 /07408, Abrshams, 84834 Geyser Geyser notwaiming | Plumbing  High < £ Works Order
18/ 2019/08/26) Abrshars, £9320 Diainage system To be checked Plumbing | Crical | &
" Repaired Only 17, 2019/01/31 | Abrahams, 64341 Mo water To be checked Plumbing | Critical < " Repaired Only
& Hiisd B 15 2018/08/28 Abrshanis, 60739 Staep light to be replaced Electrical  Crical | &  Billed Orly
14/ 2014/06/04) Abraharns 24514 Broken door Bioken Stuctual  Ciical -

13 2013/03/05 4|
12/ 2013/01/03 4|
11 2012/07/26 4|
10/ 2012/07/25 4|
9/2012/07/18 4|
£ IO WINT D b

W0 Updated Only

Property Damage List
Android Schco Data

Edt Damage

ASTO003

S0l Updated and Bilied

nag List & Maintenance

ork Order Document
Request Close
tions:

Steenberg-1 Flat 003

AIRVENT .
2_LO0sE -
Medium
Mo Location Infarmation
\Works Order] Work Order 20296 '
Completed General

Date Recorded: 2023-10-04

The billing and updating processes can
ONLY be performed from the Desktop
Application, but the statuses will be
reflected in the Mobile App.




Edit Work Order

Android Sohco Data

ASTO003
Steenberg-1 Flat 003

Work Order 20396)Updated)

Supplier Date Completed

O recon ¥ 04 October 2023
Inveice Number Time Completed

A INVSERD ) 12:00:00 A
Invaice Date Project

* 04 October 2023 Q Select project

Service Quality

Appalling - 0% -

Damage Part  Damage Type

O sireent 0 2_Loose 100,00 0.00

Fasten airvent and replace rusty screws

e Add Damage Line Excl Total:
Tax Tetal:
Incl Total:
MNotes to Supplier

Enter supplier notes

100.00
x
R 100.00

R 0.0
R 100.00

Managing Damages from the Mobile App

When clicking the work order button on a damage which is linked
to the ‘Work Order Updated’ or “Work Order Completed’ status,
the work order can only be viewed, and all controls will be locked.
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é Emailing Work Orders

Currently, Work Order Email requests will not be processed automatically. The client must access the Process -> App Work Order

Emails form and click the ‘Send Unprocessed Emails’ button to initiate the process that will send the actual emails to the suppliers.

All ‘Logged’ status emails, will be processed immediately after this button is clicked.

In a future release, a small application will be released that can be installed on any workstation that will automate this process. This

application will scan for new Work Order Email Requests at regular intervals (every 5 seconds), and immediately process all Logged

email requests. This will eliminate the need for the client to check the Process -> App Work Order Emails form and click the Send

Unprocessed Emails button manually.

The client can decide if they want to use the system in a manual or automatic manner, each with its own advantages:

Manual Process

If the client prefers the manual process, the application that
automates the process must not be installed at the client, as it is
not needed.

The benefit of this approach is that the client has full control over
the emails being sent by Novtel Property Management and can
review all email requests before allowing them to be sent to the
supplier’s email address.

Automatic Process

If the client prefers the fully automated system, the automation
application must be installed on any workstation at the client, and
configured to start when Windows starts.

The benefit of this approach is that there is no need to check the
list of requests from time to time or press any buttons to send out
the emails.

However: The disadvantage is that emails will be sent
immediately, and the client will not be able to ‘review’ any em
before they are sent to the supplier’s email address.




' Emailing Work Orders - Setup Process

# Movtel Property Management Ultimate Standard 7.9.0.8 - Novtel Default - [ltem Grid]
W File Edit Modify Setup

Process Reports  Email/Export  Help
Recurring Billing
Deposit Interest Roll

Yiew Properties
& all Properties

Bulk Charge Update
Debit Order Run
Export Tenant Bank Payments
Update Contract / Res Charges
Menthly Contract Once-Off Escalations
Import Door Rentals
Additional Credit Motes
Future Contract Escalations
k Tenants Payment References

App Work Order Emails

# Process App Work Order Email H

Email Request Date

E mail S ettings Wiew whork Ord

P App Work Order Email Settings

= SMTP Settings T Email Settings

| Property Code

| wo

SMTP Server:  |mail. novtel.com no
Usernarne: |test@n0vtel. com e
Paszswaord: I xxxxxxxxxxxx e

From Address: |test@n0vtel.com

Digplay Marme: |Johan Grabe

Outgaing Port Mumber: I Fa7 W Lse S50

Test Meszage To Address:

|inf0@n0vtel. com

Send Test Meszage |

Save |

Close |

Send Unprocesszed Emails

SMTP Server Settings Configuration

Before attempting to use the ‘Send Work Order’ email function of the mobile app, the
SMTP Server settings must first be configured in the Novtel Property Management

desktop application.

To configure the SMTP Server to use with Work Order Email request, click the Email
Settings button on the Process -> App Work Order Emails form.

On the SMTP Settings tab, enter the following information:
1. SMTP Server:
The name of the SMTP mail server will be entered here.
Example: mail.novtel.com
2. Username:
The username of the email account on the SMTP mail server is captured next.

Usually this will be the same as the email address from which you want to
send the emails, but if the server is configured differently, the username
might differ from the actual email address.

Example: test@novtel.com

3. Password:

In this field, enter the password for the SMTP server acco


mailto:test@novtel.com

Emailing Work Orders - Setup Process

# App Work Order Email Settings e

SMTP Settings | | Email Settings

SMTP Server: |mail. novtel. com

| sernarme: |test@nwtel.mm
Pazzword: I xxxxxxxxxxxx

From Address: |test@nwtel.cum 9
Display Mame: |J ahan Grabe 9

Outgaing Port Mumber: Hg g7 v Uze SSL#

Test Meszage ToAddress:

Iinfn@nuvtel.cum g
@ Send Test Meszage |

Save | Cloze

. Test Message To Address:

4. From Address:

Enter the email address from which you would like to send the Work Order emails.

Example: test@novtel.com

. Display Name:

Enter the display name for the email address that will be displayed on the recipient’s side.

Example: Johan Grabe

. Outgoing Port Number:

Enter the outgoing mail port number to use with the SMTP Server. If SSL is used, the
default outgoing port number is usually 465.

However, port 465 might not work with external mail applications, but port 587 will.

As port 587 works with most mail servers when SSL is used, the system will default to this
port number.

. Use SSL:

Select or deselect this option depending on the required setting for your mail server.

If you would like to send a test message to confirm your SMTP Server settings
(recommended), enter an email address into this field and click the Send Test Messag
button. This email address cannot be the same as the ‘From Address’ entered p
If all settings are correct, you should receive a test email shortly.


mailto:test@novtel.com

Emailing Work Orders - Setup Process

W App Work Order Email Settings

ped

SMTP Settings T | Email Settings ||

Subject:
|Wolk Order Email

Meszzage:

Please find the work order document attached.

Wwork Order Layout: IStandard Layout a 'I

i g Detailed Lapout 1
Detailed Lapout 2
Detailed Lapout 3
Logo Layout 1

Save | Close

On the Email Settings tab, the following information can be changed to control how the Work Order email will

be constructed:

1. Subject:

Enter the subject to be used for all Work Order emails.
2. Message:

The body text to use for all Work Order emails is entered here.
3. Work Order Layout:

The Work Order document layout to use when generating the PDF work order document, which will
be attached to the work order email. By default, the same layout will be selected as configured on the
Setup -> Documents -> Work Order form, but should you wish to use a different Work Order layout for
App Work Order emails, it can be selected here.

Il a CC Building M anagers

V/S ave

Cloze

4. CC Building Managers:

If you would like to automatically CC all building managers in App Work Order emails, select this
option. For every App Work Order Email that is sent by the system, all active building managers
will be included in the email, which allows the building managers to be aware of all Work Order

emails sent by the system.

Page 73

Once the SMTP server information has been entered and tested, and the Email settings are correct
click Save to continue. Work Order Email Requests can now be captured from the mobile a
be processed in the desktop app.
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A Emailing Work Orders

Property Damage List
Android Demo Database
ASTO003
Steenberg-1 Flat 003
BATHROOM - GEYSER
@ 2_REPLACE
Mo Location Infarmation
Works Order Work Crder 20397
Created Date Recorded: 2023-10-23
BALUSTRADE
f 2 RCPAIR
Mo Location Infarmation
Damage MoWaork Order
Recorded e Recordedt 2023-10-04
AIRVENT
; 2 LOOSE
Mo Location Information
Works Order Work Crder 20396
Completed 4 e Recorded: 2023-10-04

A

Critical

Flurnbing

!
Medium

ls

General

[]
Medium

Y4

General

When editing a Work Order, it can be sent to the Supplier by clicking the ‘Email Work Order’ button.

Novtel will now ask if you wish to send this work order to the supplier. Clicking ‘Continue’, Novtel
indicates that the email request has been submitted successfully.

Edit Work Order

Android Demo Database

ASTO003
Steenberg-1 Flat 003

Supplier Date Complated

& rzcoo % 23 Octoher 2023

Invoice Number Time Completed

# Enterinvoice number €73 09:0401 AM
Invoice Date Project
= 23 October 2023 @, select project

Service Quality

Appalling - 0% -

o Bathroom ... [ 7 REPLACF 2,000,000 Don 2,000.00
Replace Geyser ASAP. »
@ Add Damage Line Excl Total: R 2,000.00
Tax Total: R0.00
Incl Total: R 2,000.00

Notes to Supplier

Please replace ASAP and also reduce ternperature on hot water

outlet]
B Save Work Order

%
A Email Work Order

Email Work Order

Are you sure you would like to send this
work order to the supplier?

CANCEL  CONTINUE

Work Order Email Result

Work order email request submitted
successfully. Please remember to
@ save this work order to ensure that
the information in Novtel Property
Management is up to date,




_ Emailing Work Orders

W File Edit Modify Setup P

dilm 7 o

Yiew Properties
4l Properties

' Movtel Property Management Ultimate Standard 7.9.0.8 - Movtel Default - [Item Grid]

Recurring Billing

Tcss Reports  Email/Expeort  Help

Deposit Interest Roll

Bulk Charge Update

Debit Order Run

Export Tenant Bank Payments

Update Contract / Res Charges
Monthly Contract Once-Off Escalations
Import Door Rentals

Additional Credit Motes

Future Contract Escalations

Tenants Payment References
App Work Order Emails

Please note that no emails will be sent directly from the mobile device.

The Work Order Email Requests received from mobile devices can be
viewed in the Novtel Property Management desktop app on the ‘Process
-> App Work Order Emails’ form.

Work Order Email Requests can have one of three statuses, namely:

o Logged:
The Email Request was received successfully from the mobile
app but has not yet been processed.

o Sent:
The Email Request was processed successfully and was sent to
the supplier without errors.

o Failed:
The Email Request was processed but an error occurred.




4 Emailing Work Orders

# Process App Work Order Email Requests WORKS ORDER
Date and Time Report printed : 2023/10/23 09:50:56
Email Request Date Supplier Code Supplier Description Supplier Email Address Property Code w0 Mumber ‘Wi Total | Email Status Ermail Ermor
Logged MNone
- . Works Order Mum: WO 20397 Company Mame: SOHCO Steenvilla
Date: 202310123 Company Telephone
Inv oice Number: Mone Company Fax:
PN Number: Company Cell: 0642289032
Source: M aintenance Company Address:
FProperty Code: ASTOO3 Steenvilla
Propery Description; Steenberg-1 Flat 003 Military Road
Registration Mum: Steenberg
Due Date: 202310125 7945
Supplier Mame: AEG GEYSERS Tenant Name: Abrahams, Shamsoenisa Mrs
Supplier Telephone: 0318117595 Tenant Telephone : 0842257348
Supplier Fax: Tenant Fax: CPTO206
Supplier Cell: 0828382025 Tenant Cell: 0842255053
Supplier Address: Tenant Address:
e Replace Geyser ASAP.
Email Settings ‘ Wiew Work Order Document Feset Email Status ‘ Refresh List ‘ Send Unprocessed Emails ‘
—| | Description:
. ) ) . .
1. Currently, the ‘Email Status’ for our email request submitted Ay
. . . . ) .
from the mobile app, is displayed as ‘Logged’, as the email has
not yet been sent.
2. To view the information submitted as a Work Order Document, PART S AND LABOUR
. . " e Part Description Type Of Damage Location One Location Two |Quantity Cost
select the Work Order Email Request and click the ‘View Work Sathoom ~Geyesr |2 REFLACE o o ] 559900
’
Order Document’ button.




v Emailing Work Orders

# Process App Work Order Email Requests X
Email Request Date Supplier Code Supplier Description Supplier Email Address Froperty Code "0 Number "0 Taotal | Email Status Email Error i
23 O 0539 | ARGOO1 AblG GEYSERS tes bel. com ASTOO3 ogged TO p rocess a I I Logge d WO r k O rd er E mal I

Requests (only 1 in this case), click the ‘Send
Unprocessed Emails’ button.

» If the email was sent successfully, the Email
Status will change from ‘Logged’ to ‘Sent’.

» If the email process failed, the Email Status will
change from the ‘Logged’ status to ‘Failed’, with
error detail visible in the Email Error column.

Emal Setfings | View'Werk Order Document | ResetEmailStatus | Rehieshlist | SendUnpracessed Emals % Close | Should an email request fail, the client must first
fix whatever the error specifies. Next, the failed
Email Request should be selected, and the Reset
Email Status button should be clicked to change
the email request status back to Logged. Next,
# Process App Work Order Emal Requests X click the Send Unprocessed Emails button again

Email Request Date Supplier Code Supplier D escription Supplier Ermnail Address Property Code W0 Numnber 0 Total | Email Status Email Errar to tr‘y and Send the ema||_
23 Oct 2023 05:05:39 [ ALGO0T ALG GEYSERS fe:s tel.com 2000.00  Sent [More ]
I

» In this example, the email was sen
successfully.

Page 77



Emailing Work Orders

Work Order Email
<
Test <test@novtel.com = O Reply | 9 Reply Al | — Forward
To test@novtel.com Mon 2023/10/23 09:53
Cc louise@novtel.com
EmailTempAgG001 095315 pck _ = Menu | ¥ 57 EmaillempAGOOI_0953. X | + Creste @ Sign in — m] e
o | 50 KB
Alltocls  Edit  Conwvert  Sign Find text ortools Q @ qﬁ = @. £ =
Please find the work order document attached. ~ . . . .
o] The Supplier will receive the email
El WWORKS ORDER 0 with the Work Order attached.
“ Date and Time Report printed : 2023/10/23 09:53:14 oo
oo .
2 If the option was selected to cc all
Vorks Order Num: WO20397 Company Name: 1A K
@ ate 2023110023 Company Telephone- Building Managers, each building
nvoice Number: None Company Fax: . . . .
[}, N Numoer Company Celr manager will also receive this email.
™™ Source: Maintenance Company Address:
2 ‘roperty Code: ASTO03 Steenvilla
4 Property Description: Steenberg-1 Flat 003 Military Road
Registration Num Steenberg
Due Date: 2023/10/25 7945 1
Supplier Name: A&G GEYSERS Tenant Name: 2
Supplier Telephone: 0318117595 Tenant Telephone:
Supplier Fax: Tenant Fax: CPT0206 ~
Supplier Cell: Tenant Cell:
Supplier Address: Tenant Address: v
c
[,
Replace Geyser ASAP
o}
- - e v E)\
BIsxM6Bin < >




Emailing Work Orders

Emailing New Work Orders

e  When creating a new Work Order in the mobile app, the process is the same as with the Temporary Work Order.

However, instead of leaving the Work Order screen after tapping the Send Work Order Email button, tap the
Save Work Order button to create the actual work order in Novtel Property Management.

e The email request will then be received and be sent to the supplier, and the actual work order will also be
created in Novtel Property Management to be used with the maintenance system.




, Emailing Work Orders

Emailing Existing Work Orders

e To send an existing work order to the supplier, tap the Work Order button to open the Work Order in the mobile app,
and tap the Send Work Order button to submit the email request.

e Temporary changes can also be made to the existing work order, and the email request can be submitted with the
changes intact. Press the back button to leave the work order screen without submitting the changes to the work
order itself.

e If changes should be made to the work order itself, change any information required, tap the Send Work Order email
button to submit the email request, then tap the Save Work Order button instead of leaving the work order screen to
submit the changes to the actual work order.




Emailing Work Orders

Emailing Updated Work Orders

e  Updated Work Orders can still be emailed but cannot be changed.

e  Open the work order in the mobile app and tap the Email Work Order button to submit the email request.

° Press the back button to leave the work order screen.
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Property Ma.naéeﬂgg
Mobile Applicatiofi
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, Temporary Work Orders

A Temporary Work Order is a work order created in the mobile app; which is sent to the supplier as a Work Order Email, but the
work order itself is NOT saved to Novtel Property Management and will NOT be available in the mobile app or the Novtel Property
Management maintenance system after the email request has been submitted.

The purpose of Temporary Work Orders is to quickly put a work order document together to send to the supplier - perhaps for
guoting purposes - but not to use this work order with the Novtel Property Management system in the future.

Property Damage List
To create a Temporary Work Order, tap the Work Order button on a Android Demo Database
damage item on the Damage List screen that has a status of ‘Damage
Recorded’. This will create a New Work Order document as before. ASTO003

Steenberg-1 Flat 003

Complete the required work order fields as normal. Note that with
Temporary Work Orders, validation will not be performed on the

E 2_REFLACE =
Work Order Line cost amounts. _ _ Critica
Mo Location Infarmation

BATHROOM - GEYSER &

It is possible to keep the cost amounts to zero when sending Works Order /07K Drdor 20397
Created Fluemitiing

Temporary Work Orders, but not when attempting to save an actual Date Recorded: 2023-10-23

Work Order to Novtel Property Management.




Exit Work Order

Are you sure you want to leave without
& saving this work order? Please note that

all changes made will be lost.

CANCEL  CONTINUE

Temporary Work Orders

The email request can be sent first.

As this is a temporary work order, we
do NOT want to save this work order
to Novtel Property Management.

-

Tap the back button on your phone,
and then continue to go back to the
damage list.

Property Damage List + =
Android Demo Database

ASTO003
Steenberg-1 Flat 003

B LIGHT SWITCH &

1_ELECTRICAL FITTING
@ Critica

Mo Location Infarmation
Works Order  "VOrk Order 20398

Flectrical
Created Date Recorded: 2023-10-23 e

o

BATHROOM - GEYSER &

2_REPLACE
E Critical

Mo Location Information
Waorks Order  'VOrk Order 20397

Plurmbin,
Created e Recorded: 2023-10-23 g

o

BALUSTRADE 3
. 2 REFAIR *
/ Medium
Mo Location Information
Damage Mo Work Order '
Recorded General

Date Recorded: 2023-10-04
.
e

The damage list will be
unchanged and no new work
orders will be created.




Exiing Work Orders

VodaCom-SA ® 7 “al 100% =) 10:06

Exit Work Order

Are you sure you want to leave
without saving this work order?
Please note that all information
captured will be lost.

CANCEL  CONTINUE

When attempting to leave the Work Order screen
(by pressing the phone’s back button), the user will
now be warned about potential data loss and given
an option if they really would like to leave the Work
Order screen. The message displayed will change
depending on the status of the work order:

New work orders:

Should the user continue, all information entered
(and so the entire work order) will be lost:

—

On existing work orders that are editable (not
updated), this message will be displayed.

Should the user continue, any changes made to the
work order will be lost:

Exit Work Order

Are you sure you want to leave without
& saving this work order? Please note that
all changes made will be lost.

CANCEL CONTINUE
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Performing the Snag List Inspection

Novtel offers the option to create custom snag list layouts according to the various property types in the system, and
from the Desktop Application.

The relevant snag list layout per property can then be set individually, or by means of filtering, and simultaneously
allocating a snag list layout to all Properties linked to the selected Property Type.

This system also support digital snag list inspections that can be recorded through the mobile app.




é; Performing the Snag List Inspection

Tope o | =] In Novtel, Properties are to be linked to a specific Property Type.
armestic - A H
B anhelors I To further define the Property Types, it can be broken down into
C ko E stat H .
EE;‘H’;& saE Snag List Categories.
Guest Houze
Haousze
_Smal Hnlznlding L~ For example:

Apartment Type House Type

>
>
>
>

» 1 Bedroom 1 Bathroom Apartment Single Storey 3 Bedroom, 2 Bathroom House

» 2 Bedroom 1 Bathroom Apartment Single Storey 4 Bedroom, 2 Bathroom House

» 3 Bedroom 2 Bathroom Apartment Single Storey 4 Bedroom, 2.5 Bathroom House

Double Storey 4 Bedroom, 2.5 Bathroom House

Per Snag List Property Category, a layout must be created, and the applicable Snag List category must be linked per property.



Performing the Snag List Inspection

Inspection Statuses

On the Mobile App, the ‘Inspection’ statuses will be as follow:

Created: The Inspection was only created, but it has not yet been saved or any other action taken.

fﬂ;—_ MNEW INSPECTION (COMNTRACT 1506) CREATED

o=

In Progress: The status changes to ‘In Progress’ the moment an action was taken on any line item during the inspection process.

ﬁ:;) NEW INSPECTION (CONTRACT 1506) | IM PROGRESS

Completed: By tapping the ‘Complete Inspection’ button, the inspection’s status changes to ‘Completed’, and no further changes can be made.

INSPECTION 1 (CONTRACT 1506) I Py
Tenant: GAMOOS - GAMTSA, NOBUHLE (EET

E:— Contract Term: 01 Jan 2021 - 30 [un 2024
Ir1.=cp:—=r.linr1 Date: 13 May 2024

\/ 287 42 items completed,




A Performing the Snag List Inspection

Dashboard

Customers

Suppliers

Damages

Snag Lists

Settings

Switch Datasets

O Device Authenticated

From the mobile app’s menu, the ‘Snag Lists’ option is selected.

1. The ‘Property Type’ — as linked to the property - is
displayed next to the Property Code.

2. The Snag List Category linked to the Property, is
displayed here.

3. If no Snag List Category is linked to a Property, Novtel
will indicate this wording in red.

Please note that if no Snag List Category is present, the
Snag List for inspection cannot be produced for this
property, and the property MUST first be linked to the
applicable Category before the Snag List Inspection can
commence.

1

9:59 £

—  Select Property (Snag Lists)
T Android Demo Database

EE108
PortView EET108 1 Bedroom 1 Bathroom Apartment 2

EE208 Apartment
Part View EE208 Mo Snag List Category

EE209

Port View EE209 Mo Snag List Catepory

Apartment

ENOOD2 Apartment
Part View ENO02 No Snag List Category

EN102
Port View EN102

Apartment

Mo Snag Lisl Calepory

EN103 Apartment
Part View EN103 No Snag List Category

EN104

Port View EN104 Mo Snag List Calepory

Apartment

EN105 Apartment
Port View EN105 No Snag List Category
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3 Performing the Snag List Inspection

Select Property (Snag Lists)

Android Demo Database

EE108

Port View EET08 1 Bedroom 1

EE208
Part View EE208

EE209
Port View EE209

ENO0OD2
Port View EN0OO2

EN102
Port View EN102

EN103
Part View EN103

EN104
Port View EN104

EN105
Port View EN105

“/ Apartment

Bathroom Apartment

Apartment

Mo Snag List Category

Apartment

Mo Snag List Category

Apartment

Mo Snag List Category

Apartment

Mo Snag Lisl Calepory

Apartment

Mo Snag List Category

Apartment

Mo Snap List Category

Apartment

Mo Snag List Category

Property Snag List Inspections +
Android Deme Database

From: 01 Mar 2024 Until: 31 May 2024

EE108 Apartment

Port View EE108 1 gedroom 1 Bathroom Apartment

No Snag List Inspections Found

To perform the Snag List Inspection on
a specific property, tap the property,
and then select the ‘+" icon .

Novtel will now create the inspection
as per the Snag List layout currently
linked to the property.

In other words: a copy is created of the
snag list layout and will be applicable
to this inspection.

Should any changes be made to the
Snag List Layout in the desktop
application while the inspection is in
progress, it will not affect the snag list
inspection in the mobile app.

Snag List Inspection
Android Demo Database

EE108 Apartment

Port View EE108 1 Bedroom 1 Bathroom Apartment

‘;E:) NEW INSPECTION (CONTRACT 1506)

o Tenant: GANGOS - GANTSA, NOBUHLE (EE108)

101 Jan 2021 - 20 Jun 2024

ction Date: 13 May 2024

Kitchen ompleted.
Sitting and Dining Area
Bathroom

Bedroom J 0/7 completed.

B Save Inspection 0 Complete Inspection




Performing the Snag List Inspection

SNAG LIST TO BE COMPLETED ON OCCUPATION OR MOVING OUT OF AUNIT

If we now look at the Snag List Layout created and
linked to this property, there are 4 main areas,

namely:

» Kitchen (13 sub-items)

» Sitting and Dining Room (7 sub-items)
» Bathroom (15 sub-items)
>

And Bedroom (7 sub-items)

The main areas are displayed here in the mobile app.

Tenant Name: GANODDS - GANTSA, NOBUHLE (EE108)

Unit Number: EE108 - Fort View EE108

Date of occupation: 01 January 2021
1. KITCHEN Y¥ES | NO | REMARK S
1.1 [WallPlugs Werking O ]
1.2 |Light Fitting Working O ]
1.3 |Light Switch Working O ]
1.4 |Kitchen Counters in good condition O ]
1.5 |Walltiles whole and in good condition O ]
1.6 |Floor Tiles in good condition O ]
1.7 | Ceilings and Cornices in good condition a a
1.8 |Skirtings whole and in good condition a a
1.5 |Sinkallgood [mH=]
1.10 | Hot water tap working a a
1.1 | Cold water tap werking [mH=]
112 |Window cracked or broken =]
1.12 | Cupboards all in good condition oo
2. SITTING AND DINING AREA YES NO | REMARK 5
2.1 |WallPlugs Working Ol o
2.2 |Light Fitting Working Ol o
23 [Light Switch Working [mH=]
2.4 |Ceilings and Cornices in good condition a a
2.5 | Skirtings whole and in good condition a a
26 |Window cracked or broken ] ]
2.7 |Cupboards allin good condition a a
3. BATHROOM YES NO | REMARK S
3.1 |Wall Plugs Working o
3.2 |Light Fitting Working oo
2.2 |Light Switch Working O ]
2.4 |Walltiles whole and in good condition ] ]
2.5 |Floor Tiles in good condition ] ]
2.6 |Ceilings and Cornices in good condition ] ]
2.7 |Skirtings whole and in good condition ] ]
2.8 |Hotwater tap working ] ]
3.5 |Cold water tap working a a
3.10 |Window cracked or broken O O
3.11 | Cupboards allin good condition a [m]

3.12 [Toilet in good condition oja

3.13 [Basin in good condition ola

3.14 [Bath in good condition ola

3.15 | Shower in good condition ola

4. |BEDROOM YES | NO | REMARKS

4.1 | wall Plugs Working a a

42 |Light Fitting Working a a

4.3 |Light Switch Working [m} a

4.4 |Ceiiings and Cornices in good condition olo

45 |Skirtings whole and in good condition olo

48 |Window cracked or broken ola

47 |Cupboards allin good condition ola

READINGS - ARRIVAL READINGS - DEPARTURE

ELECTRICAL METER READING ELECTRICAL METER READING

WAT ER METER READING WAT ER METER READING

TENANT LIAISON OFFICER SIGNAT URE. DATE
TENANT NAME SIGNAT URE DATE

Snag List Inspection

Android Demo Database

EE108 Apartment
Port View EETO8 1 Bedroom 1 Bathroom Apartment

(Ei—_ MNEW INSPECTION (CONTRACT 1508) CREATED

o Tenant GANIDS - GANTSA, NOBLHLE (EETO8)
® Contract Tarm: 071 Jan 2027 - 30 Jun 2024

» Inspection Date: 13 May 2024

1 Kitchen v /13 completed.
2 Sitting and Dining Area v" 07 completad.
3 Bathroom \‘f 0/15 completed,
4 Bedroom vf Q7 completed.




) Performing the Snag List Inspection

Inspection Area: Kitchen

Android Demo Database

Snag List Inspection While the inspection is linked to the
Android Demo Database light purple background colour, we will EE108 Apartment
be able to perform the inspection; Part View EET08 1 Bedraom 1 Bathroom Apartment
make changes to it; add remarks;
record damages and create work

EE108 Apartment

Port View EET08 4 gedroom 1 Bathroom Apartment
fEi_- NEW INSPECTION (CONTRACT 1506) il FROGRESS

orders.
"E NEW INSPECTION (CONTRACT 1506) CREATED i
. By tapping on the ‘Kitchen’ area, the inspection iterm
:Ifrla:f :h::i,,f:,\f; '_H_S:J::tzim& items linked to this area are displayed. 11 Wall Plugs Working O»&
o Inspection Date: 13 May 2024 12 Light Fitting Working OO0 ee¢
And by ticking the first checkbox option v e DU»e
1 Kitchen !/ ¥ 0/13 completed. as either ‘Yes’ or ‘No’, the status 14 ichen coersingoedconaiion. [ [] 9 @
changes to ‘In Progress’. 15 L e whole andingood OO0 ®e
2 Sitting and Dining Area ¥ 017 completad. 1.6 Floor Tiles in good conditien OO0 e»e$
It is not mandatory to perform an R S
gy Bebifani T T action on every line item, but Novtel 1B ot e DO»6
will indicate how many of the set 13 Sinkallgood O0eeé
4 Bedroom ¥ 017 completed, number of line items have been 110 Hot water tap working D0 ®»e
completed as you continue. R 00 ®e

112 Window cracked or broken D D v e

112 Cupboards 2llin good condition




) Performing the Snag List Inspection

Inspection Area: Kitchen Inspection Area: Kitchen

Android Demo Database Android Demo Database

EE108 Apartment EE108 Apartment
Port View EE108 1 Bedroom 1 Bathroom Apartment Port View EET08 1 pedroom 1 Bathroom apartment A work order can also be created
=) LIZNT 2WWITCN WWOrking “ u ‘, v d I rectly from he re for the
. . ; applicable line item, by clickin
In the lACtIonsl COlumn, a 1.4 Kitchen Countars in good condition D ,J 0 Inspection item Yos No  Actions pph , . ’, by g
remark per I|ne |tem can 15 Walltileswhale and in goad D ) 0 ] on the Malntenance utton.
T condition 1.1 Wall Plugs Working D .,J o .
be added where L6 oo Ties in sood condiion 0O®e | _ 0 P Please note that a single
applicable. 17 Cailings and Cornices in good D ,,J 6 1.2 LightFitting Working ,J WOFkOrder mUSt be Created for a
I condition 3 ight Switch Warkin v ifi
Only 1 remark per line 18 it e e O® 8 17 e Muiweo specified damage.
item iS a||0wed, but the o ol goos EI - 6 14 Kitchen Counters in gonod condition D ,,J 0 For example: The damage to the
number of characters are e O®e 1.5 Wal tles whole and in good Oee tap ONLY will be linked to the
. . . O WalEr Lap working
unlimited. . O o 16 HoorTiles i good condition 0O®e workorder, and not other

’ < Cailings and Cornices in good s damages found in the kitChen as
Remarks: The tap is leaking b 1. condition . D "J e We”

Skirtings whole and in good
T4 condition D o 0

88  leaking leaving leaning & Therefore: 1 Item = 1 work order.
15 sinkall good Oeo
1 2 3 4 5 [ 7 8 9 o
q w e r t }' u | 0] p 110 Hot water tap working D ,J 0

a S d f g h l k I 111 Cold water tap working D a -

- Remarks: The tap is leaking] x
1 112 Window cracked or broken D - o
2123 : @ ) 1.13  Cupboards all in good condition I:l ,J 0




Performing the Snag List Inspection

If a Work Order were
created, it will be
displayed below the line
item for which it was
created.

When done with the
inspection of the first
area, tap the ‘Save Area
Information’ button.

Inspection Area: Kitchen

Android Demo Database

EE108 Apartment
Port View EETO8 1 Bedroom 1 Bathroom Apartment

11 Wall Plugs Working Oeé
12 Light Fitting Working Oeo
1.3 Light Switch Working Oee
14 Kitchen Counters in good candition Oee$
Walltes whole andn good O® e
16 Floar Tiles in good condition OOeo
17 Colingsond Cormicesin gaod 0®e
15 St whole and i good 0O®e
15 Sink all good Oe$
110 Hotwarer tap werking O eeo
O @

Ramarks: The tap is laaking b4

1.1 Coldwater tap working

I Damage: Kitchen - Tap Head Replaced - COLD - ..
D4 ®e6
0»e6

WO Created |

112 Window cracked or broken

112 Cupboards allin good condition

B Save Area Information (y

Snag List Inspection
Android Demo Database

EE108 Apartment
Port View EET08 1 gedroom 1 Bathroom Apartment

fE:z NEW INSPECTION (CONTRACT 1506) | IN PROGRESS

& Tenant GANGDS - GANTSA, NOBUHLE (EE108)
o Contract Term: 07 Jan 2027 - 30 Jun 2074
® Inspection Date: 13 May 2024

1 Kitchen o 13/13 completad.,

\/ /7 completed.

2  Sitting and Dining Area %

3 Bathroom \I"OJIScc-mpleted.

4  Bedroom \/Gi?completed.

B Save Inspection o Complele Inspection

As the ‘Kitchen’ area was
inspected and ALL line items
were checked as either ‘Yes’
or ‘No’, the number in front
of this area changed to green
— indicating that the area was
completed.

The next area can now be
selected.




) Performing the Snag List Inspection

Snag List Inspection

Android Demo Database

EE108 Apartment

Port View EET08 1 Bedroom 1 Bathroom Apartrment

ﬁi—_ NEW INSPECTION (CONTRACT 1506) [N PROGRESS

= Tenant: GANGDE - GANTSA, MOBUHLE (EE108)
o Contract Term: 07 Jan 20217 - 320 Jun 2024
# |nspection Date: 13 May 2024

1 Kitchen " 13/13 completad.

2 sitting and Dining Area v 7/7 completad.
3 Bathroom

\/ 4/15 completed.

4  Bedroom v" 47 completed.

B save Inspection

° Complete Inspection

The inspection can be saved at any time
during the process.

In doing so, a dedicated ‘Inspection ID’
is allocated to this Property Snag List
Inspection.

The Inspection can be accessed again
by tapping on it.

Property Snag List Inspections

<+

Android Demo Database

From: 01 Mar 2024

&

V( 287 42 items completed,

Until: 31 May 2024

EE108

Port View EETOZ8 1 gedroom 1 Bathroom Apartment

Apartment

INSPECTION 1 (CONTRACT 1506) |1 procRESS
# Tenant: GANOOS - GAMTSA, NOBUSLE (EET0E)

& Contract Term: 01 Jan 2021 - 30 Jun 2024

® Inspection Date: 13 May 2024

ﬂ' DELETE INSPECTIOMN




Performing the Snag List Inspection

Snag List Inspection

Android Demo Database

While linked to the ‘In Progress’ status, the User will be able to still make
EE108 Apartment changes to the Snag List Inspection.

Port View EET0B 1 ped 1 Batt Apart H H H i
oo et Apement When the User has finished the inspection, the ‘Complete Inspection’
button is tapped.

E2) inspecrion 1 conTRacT 1506) i proess Novtel will now communicate that if you continue, the inspection will be

« Tenant GANOOS - GANTSA, NOBUHLE (EE108) finalized, and no changes can be made afterwards.

o Contract Term: 01 Jan 2027 - 20 Jun 2024
® ncpection Date: 12 May 2024

1 Kitchen W 13413 completad,
2 Sitting and Dining Area V’?a’? completed, Cﬂ'm plete Inspection
3 Bathroom \f’ 415 completad,

Are you sure you would like to complete
LN & 47 compieed & this inspection now? Please note that

once completed, you will not be able to
edit this inspection.

CANCEL | CONTINUE

a Save Inspection

o Complele Inspection




) Performing the Snag List Inspection

The status of the inspection has now changed to ‘Completed’.
Property Snag List Inspections +

Android Demo Database Accessing the ‘Completed’ Snag List Inspection, you will be allowed to view

the settings per Area, but no changes will be allowed.

From: 01 Mar 2024 Until: 31 May 2024

Inspection Area: Kitchen
EE1 na Apartment Android Demo Database

Port View EET08 1 gedroom 1 Bathroom Apartment EE108 Apartment

PortView EET0B 1 Bedroom 1 Bathroom Apartment

INSPECTION 1 {CUNTR‘A':T 1505] COMPLETED [.5'] INSPECTION 1 (CONTRACT 1506) COMPLETED
E—_ Tenant: GAMDOS - GANTSA, NOBUS=LE (EETDE)]
u:_ Contract Term: 01 Jan 2021 - 30 [un 2024 1 Kichen ¥ 13713 complered
Ir15;[:-P[:lic:-r1 Date: 12 May 2024 e N —
_ 14 Wall Plugs Working O (7]
\( 28742 items comipletad,

1.2 Light Fitting Working D o
13 Light Switch Warking O [#]
1.4 Kitchen Counters in goed condidion D o

wall tiles whole and in good
15 ::)and?tiZn ceanaines D Q
1.6 Floor Tiles in goad conditizn D o

Ceilings and C s d
17 c;;!:ﬁoiﬁ Qrnices In goo D 0
18 i:i,,rji;lfnwhme and in good D 0
15 Sinkallgood O [+
1,10 Hot water tap working D O
141 Coldwater tap working O [+

Remarks: The tap is leaking

Damage: Kitchen - Tap Head Replaced - COLD - ... WO Created




(4 Performing the Snag List Inspection

Property Snag List Inspections +
Android Demo Database

Until: 31 May 2024

From: 01 Mar 2024

EE108 Apartment

Port View EE108 1 Bedroom 1 Bathroom Apartment

. INSPECTION 2 (CONTRACT 1506) |\ proGRESS
r —_) & lenant: GANDOS - GANTSA, NOBUHLE (EE108)
G:: # Contract Termi: 01 Jan 2021 - 30 Jun 2024 \

® Inspection Date: 13 May 7024

'/ 13742 items completed. fﬂ' DELETE INSPECTION

INSPECTION 1 (CONTRACT 1506) COMPLETED
Tenant: GAMNDOS - GANTSA, MOBLUHLE{EE10E)
Contract Term: 01 Jan 2021 - 30 Jun 2024
Inspection Date: 13 May 2024

¥ 22/ 4z items completed.

A Snag List inspection can be deleted if not yet completed.

Simply tap the ‘Delete Inspection’ option and tap ‘Continue’.

Delete Inspection

Are you sure you want to delete Snag List
Inspection 27 Please note that this action
cannot be undone.

CANCEL CONTINUE

Property Snag List Inspections +
Android Demo Database

Until: 31 May 2024

From: 01 Mar 2024

EE108 Apartment

Port View EE108 1 Bedroom 1 Bathroom Apartment

INSPECTION 1 (CONTRACT 1506) e —
Tenant: GAMOOS - GAMTSA, NOBUSLE (EET0E]
Contract Term: 01 Jan 2027 - 30 Jun 2024
Inspection Date; 13 May 2024

(m) <l
I

w/ 28742 items comgleted,

The Inspection has now been removed.




Property Snag List Inspections +
Android Demo Database

Until: 31 May 2024

From: 01 Mar 2024

EE108 Apartment
FPort View EET08 1 Bedroom 1 Bathroom Apartment

INSPECTION 1 (CONTRACT 1506) 5 FILTED
Tenant: GAMDOS - GANTEA, NOBUSLE (EETDE]

E:— Contract Term: 01 Jan 2021 - 30 [un 2024
Inspection Date: 13 May 2024

V( 287 42 items completed,

* The Snag List Inspection List Per Property

2023

Fri, Sep 1
( A( ) September 2023

S M T W

CANCEL

OK

By default, Novtel will list the Snag
List Inspections per property for the
last 3 months only.

However: By tapping on the ‘From’
date, inspections dating back
further, can be viewed and will be
listed here.

Page 100




() The Snag List Inspection List Per Property

#® Noviel Property Management Ultimate Enterprise 8.1.0.2 - Novtel Default - [Itern Grid]
# File Edit Modify Setup Process Reports Email/Export Import Mobile App  Help The Snag List Inspection can be obtained from the desktop

application, by clicking on the ‘Mobile App’ menu, and
selecting ‘View Snag List Inspections’.

Default Customer Filters

|

Default Supplier Filters

14 15 16
May | May | May Download App .
2024 | 2024 | 2024 The required property can now be searched for and selected.
ﬂ Tue | Wed | Tha App Manual
00000 1648 COMMUNAL PROPERTY (SHARED SERVICES) View Snag List Inspections
I I S S - -
CE108 Statuz © Current
EE208
# View Property Snag List Inspections >
EE209 )
— Property Details
Fnn2 SVR e Y
Descriptior: | “ W Select Property Y
Load Snag List InspectM Code | Description | A |4c:ept |
JEE102 [ PortView EE108
(] | Cortract 1D | Cusztomer Code | Cusll | EE202 Port View EE202
EE203 Port View EE203 Cancel |
EMO02 Port View ENOOZ
EM102 Part View EN102
EM103 Port View EM103
EN104 Port View EN104
EMN105 Port View EN105
EMN10E Port View EN106
EN107 Part View EN107
EM109 Port View EM109
ENT10 Port View EN110
EMNZ02 Port View EN202
ENZ03 Part View EN203
EM204 Part View EM204
EM205 Port View EM205
EMNZ0E Port View EN206
EMNZ07 Port View EN207
ENZ10 Part View EN210
ENZ211 Pert View EN211 Close |
EN302 Port View EN302
EMZ02 Port View EN303
ENZ04 Port View EN304
EM305 Part View EN305
EM30E Port View EM306 b
— Search By
Code ;I Search For I

Page 101




) The Snag List Inspection List Per Property

# View Property Snag List Inspections

— Property D etailz

Cade: EET03

Description: |F'|:|rt Yiew EE103 |

Load Snag List Inspections V/

% Clicking on the ‘Load Snag List Inspections’ button, all
Snag List Inspections for this Property is loaded and can
now be viewed by clicking on the ‘View Inspection’
button.

D I Contract |0 | Cuztomer Code | Cuztomer Descrption

I Occupation Datg

# View Property Snag List Inspections *
— Property Details
Code: EET08 a]
Description: [Port View EE108 |
Load Snag Lizt Inepections
0] Contract 1D | Custorer Caode | Customer Descnphion Oceoupation Date | Maowve Out Date |nzpection Date

GAMODG

Completed

A MOBUHLE [EET108] 0 Jan 2024 A0 Jun 2024 13 May 2024

Wiew Inspection

Cloze |
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.3 The Snag List Inspection List Per Property

‘ INSPECTION 1 [CONTRACT 1508)
Tenant Name: GANDOS - GANTSA, NOBUHLE (EE108) . . . .
Unit Number EE108 - Port View EE108 The Snag List Inspection document is now displayed,
Date of occupation: 01 January 2021 . . . . . .
indicating all checked options in the various areas, as well as
captured remarks.
At present, the damages recorded, and work orders created
1. |KITCHEN YES | NO | REMARKS . . . . .
11_[WatPiugs working ¥ 0 during the Snag List inspection, are not displayed here.
1.2 |Light Fitting Working M| 0O
1.3 |Light Switch Working M| 0O
1.4 |Kitchen Gounters in good condition m O
1.5 |Walltiles whole and in good condition H O
16 |Floor Tiles in good condition | O
1.7 [Ceilings and Cornices in good condition H O 212 |Tollet in good condition E’ O
1.8 |Skirtings whole and in good condition g O
T Teermigem o 3.13 |Basin in good condition M| O
710 | Hotwater tap working = | O 3.14 |Bath in good condition O O
1.11 | Cold water tap working O | & |Thetapisieaking 3.15 | Showerin good condition O a
1.12 | Window cracked or broken a E{
1.12 | Cupboards allin good condition |§ D
4. BEDRCOM YES NO | REMARKS
4.1 |Wall Plugs Werking o
2. | SITTING AND DINING AREA YES | NO | REMARKS 42 | Light Fitting Working o | O
2.1 |Wall Plugs Working | O - - -
23 TCah Frna Werkins ERlR) 4.3 |Light Switch Working M| O
23 | Light Switch Warking EllE 4.4 |Ceilings and Cornices in good condition O O
2.4 |Ceilings and Cornices in good condition g O 4.5 | Skirtings whole and in good condition a ]
2.5 |Skirtings whole and in good condition | O 4.8 |Window cracked or broken H a
26 |Window cracked or broken O M 4.7 |Cupboards allin good condition a a
27 |Cupboards allin good condition o | O
READINGS - ARRIVAL READINGS - DEPART URE
3.  |BATHROOM YES | NO | REMARKS
- ELECTRICAL METER READING: ELECTRICAL METER READING:
3.1 | WallPlugs Working | O
32 | Light Fiting Werking Ol = WAT ER METER READ NG : WAT ER METER READING :
3.3 |Light Switch Working O O
3.4 |Walltiles whole and in good condition [m} [m}
3.5 |Floor Tiles in good condition a a
36 |Ceilings and Cornices in good condition [m] [m] TENANT LIAISON OFFICER SIGNAT URE DATE
3.7 |Skirtings whole and in good condition a a
3.8 |Hotwater tap working ] ]
35 |Col water tap working [l ] [l ]
310 | Window cracked or broken 0 0 TENANT NAME SIGNATURE DATE
3.11 | Cupboards allin good condition O O




NOVTEL FORUM LOGIN LINK

https://novtel.org.za/novtelforum/

o \ For registered Novtel Clients, a Forum Login is created
A Novtel . from where they can access all available manuals and

latest product versions and release notes.

fe have created this section of the Forum which zL::Imr:wrr-z':—.nmllmrwmrm!wnu;ﬂwm;mﬂmﬂlr' inks to our Demo Videos on Vimeo



https://novtel.org.za/novtelforum/

d Novtel g 5 - P SNovtel
Property . J \ . Equipment Hire
Management ospil :

SNoviel G Noviol o : - JdNovtel

Sell-Storage LY A0 ['he Invoice Module ¥ ) Contract
\ 5 Management

andjoucr Unlity

(¥or e Glaw Comng Indumiy

¢ o/ TR JNovtel
. . . b : : ' Relations Management
d I\( »w l(‘l Propernty .\l;m.licng ’ Mobile .‘\;p

Mobile Applicatioites. /

dx()\"t(‘l'

Bank Manager

Access Control

The-Online. info@novtel.com
\ Application:

sales@novtel.com \\ 086 166 8835
N\,




[+] @y se-search-in-files
B By se-shell
B 27 se-subprocess-inspector

B £ se-tern
B £ test-shutdown-after-startup

B &l

B &l

B & test
B reaows

B arcadia. genspec
B arcadia. todo

- \9‘ Novte

"2 Rental Software >

< - _pecialists

3
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\

:
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