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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.



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

All customers, suppliers and properties in the demo database, are fictional.

And in the demo database, the ‘Switch Datasets’ and ‘Server Configuration Settings’ options are disabled.
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The Demo User



The Registered User

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.

The registered User will have access to all 
databases set up for your company, by simply 
switching between the datasets.
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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
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Installing the Property Management App from Using The Download Link

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


Installing the Property Management App from Using The Download Link
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You will receive this warning from your browser that the file might be harmful, 

but it is safe to download, and the ‘Download Anyway’ option is tapped.

When the download is complete, tap ‘Open’.



Installing the Property Management App from Using The Download Link
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Your device might not have permission to allow the installation of unknown apps 

from Novtel’s website, but by tapping ‘Settings’, and allowing app install by this 

means, the Novtel Property Management App can be installed.



Installing the Property Management App from Using The Download Link
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When the installation has been completed, the App can be opened.



Installing the Property Management App from Using The Download Link
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The App can also be downloaded from the Desktop Application 

and can be transferred to Mobile Devices afterwards.
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The Dashboard contains 3 tabs, and can be accessed by either:

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

➢ OR by simply tapping the required tab.
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The Dashboard



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



The total number and percentage of units 
occupied and vacant in the selected 
database and for the current month.

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

The number of properties where Tenants 

will be moving into, and out of.

In the Mobile App, the Portfolio tab indicates:
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The Dashboard - Portfolio 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.

Based on the contracts and reservations made for the next 
6 months, the total square meterage rentable; actual 
rented and vacant areas are indicated.

The number of leases 
expiring over the next 6 
months are indicated here, 
as well as the square 
meterage to become 
available because of the 
Tenants moving out of the 
Property.

Page 17

The Dashboard - Size 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. 

Items 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. 
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The Dashboard - Financial Tab
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The Customers Default Filters

.
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To configure whether the customer list on the mobile 

app should automatically apply a customer category 

filter for the current dataset, open the ‘Default 

Customer Filters’ form from the Mobile App menu on 

the Desktop Application.

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.



The Customers Default Filters

.
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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.



The Customers Default Filters

.
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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.



The Customers Default Filters
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If the user wants to use different filter values or turn the filter off for this dataset 

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

The new set of filter values will be stored as the user’s filter preference and will 

only apply to their device.

For example: 

The user decides that they do not want to see categories 0 and 4 as configured on 

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.

The customer list will refresh, and the new filter preference will be applied.



The Customers Default Filters

.
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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.



The Supplier Default Filters
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To configure whether the Supplier list on the mobile app 

should automatically apply a Supplier category filter for 

the current dataset, open the ‘Default Supplier Filters’ 

form from the ‘Mobile App’ Menu on the Desktop 

Application.

The same process is followed to set these default Supplier 

Categories for all Mobile  Devices linked to the server.

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.

An important difference with supplier categories is that both Novtel Property 

Management and the app will use the Novtel Supplier Categories and not 

Pastel Supplier Categories.

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.



The Supplier Default Filters
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Or: 

A user can configure the Supplier Categories for their own Mobile Device by unticking 

the Supplier Categories not applicable to them specifically, and tapping ‘Apply’. 

When the list refreshes, only the selected Supplier Categories will be used, and display 

Suppliers linked to those Categories ONLY.



The Customer List

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

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.

o 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.

Page 28



The Supplier List

Your Existing Suppliers in the Desktop Application and linked financial system, will also be displayed in the App.
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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.
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Customer and Supplier Calling Preferences

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

Demo Users can ONLY contact Novtel Support.

▪ Phoned (Landline or Mobile)

▪ Messaged (SMS or WhatsApp)

▪ Emailed via your Android app

Contacting your Customers and Suppliers
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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

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

Tapping the Customer or Supplier ‘Search’ option, the ‘Filter Type’ can be 
selected as either ‘Code’ or ‘Description’.
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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.
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The Damages Menu Option

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

specifically selected property.

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. 
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The required property can then 
be selected by tapping it.
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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. 

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.

The Damages Menu Option



Existing damages recorded on the property can 
be filtered to only display Damages linked to 
the selected status.
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The Damages Menu Option



Existing Damages

This status indicates that the required 
maintenance was captured in Novtel (and no 
other action has been taken).

The damage is now tied to a Work Order.  
However, the Works Order has no Invoice 
Number (and has therefore not yet been 
opened and saved).

The damage is tied to a Work Order, with an 
Invoice Number (and has therefore been 
opened and saved at least once).

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

Recorded 
Maintenance

Works Order 
Created

Repaired 
Only

The damage tied to the Work Order with an 
Invoice Number, has been billed to either the 
reservation (Tenant), sub-hire (Supplier) or 
office.  
The work order has not yet been updated.

Billed Only

The damage tied to the Work Order with 
an Invoice Number, has been updated only.  
The work order has not yet been billed.

Work Order 
Updated 

Only

The damage tied to the Work Order with 
an invoice Number, has been billed to the 
either the reservation (Tenant), sub-hire 
(Supplier) or office; and was updated 
accordingly.

Work Order 
Updated 

and Billed



Recording new Damages

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.
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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.  
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Recording new Damages



✓ Electrical

✓ Plumbing

✓ Structural

✓ Or General

One of 4 Categories can now be selected, namely:

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:

✓ Critical

✓ High

✓ Medium

✓ Or Low

Selecting the Category and Importance Level
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Now tap the search icon in the ‘Maintenance Item’ field to open 

the list of all pre-created items in the system. 

Search for and select the applicable item.

Selecting the Maintenance Item



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

Selecting the Maintenance Type



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

Selecting the Applicable Rate



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

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

Maintenance Locations and Layouts



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

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.

Selecting the Maintenance Type

If the ‘Automatically create and link the Work Order’ 

option is unticked upon submitting the Damage, the 

Damage will be linked to the ‘Damage Recorded’ status.



Selecting the Maintenance Type

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. 

Next, select the correct Work Order Due Date as well as a supplier.

1. Photos of the damage can be attached by clicking the blue button. Either select 

existing pictures stored on your phone, or use your phone’s camera to take picture of 

the damage and inserting it.

2. Clicking the ‘Submit Damage’ button, the action must be confirmed to continue.



Selecting the Maintenance Type

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

order number will be shown on the damage item.

 This work order is imported into Novtel and can be used as any other work order 

created in the Novtel Property Management desktop app.



Managing Damages from 

the Mobile App
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Editing Damages

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:

✓ Damage Recorded;

✓ Work Order Created; 

✓ 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.

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.
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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.

➢ 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.

➢ This screen is like the Edit Work Order form of the Novtel 

Property Management desktop app. 

➢ In the header section, select the supplier and complete 

the work order fields as required.

➢ The selected recorded damage will automatically be 

added as a work order line to the new work order.

Creating a New Work Order
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For each work order line, the 

cost amount must be entered. 

Creating a New Work Order
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Ensure the damage description is correct. 

If the damage description must be changed, the value can be 
edited in the second line of every damage item.

Creating a New Work Order
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To add a new damage line, tap the ‘Add Damage Line’ text. 

A list of all ‘Recorded Damages’ available on the selected property will be 

shown.

You can also search for the damage required by clicking the search icon in 

the toolbar, and typing in the damage part, type or location information. 

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

damage item to select it, or press the back button to 

cancel.

 If a damage item was selected, it will now be shown 

as a work order line on the work order.

Creating a New Work Order
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To submit the work order to Novtel Property Management, click the ‘Save Work Order’ button. 

The work order will be created in the Novtel Property Management desktop application, and all 

damages linked to the work order will change to the correct damage status on the damage list.

Creating a New Work Order
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To remove a damage line, tap the red ‘x’ 

button. 

Once the action is confirmed, the line 

will be removed from the work order. 

Deleting a Work Order Item Line
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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.

Editing an Existing Work Order
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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.

Deleting a Work Order
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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.

Uploading and Viewing Photos
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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.

Uploading and Viewing Photos
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The picture will now be displayed here, and 

Novtel will indicate that the upload is ready.

 

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.

Uploading and Viewing Photos
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From the Desktop Application, the pictures 

uploaded per property can be viewed.

Uploading and Viewing Photos
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The photo, or photos linked to the selected damages can 

now be viewed. By clicking on a photo, it is enlarged.

Uploading and Viewing Photos
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The Damage Repaired Status

Editing a Work Order and inserting the Invoice Number; Capturing the Time Completed setting; 

Selecting the Service Quality and saving the Work Order, the status is changed to ‘Damages 

Repaired’.

This is the last action which can be taken on the Mobile application to change the status from here.
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The Damage Billed; Updated; and Billed and Updated Statuses

The billing and updating processes can 

ONLY be performed from the Desktop 

Application, but the statuses will be 

reflected in the Mobile App.
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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.



Emailing Work Orders
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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 emails 

before they are sent to the supplier’s email address.
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Emailing Work Orders – Setup Process

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 account.

mailto:test@novtel.com
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Emailing Work Orders – Setup Process

4. From Address: 

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

Example: test@novtel.com

5. Display Name: 

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

Example: Johan Grabe

6. 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.

7. Use SSL: 

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

8. Test Message To Address: 

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 Message 

button. This email address cannot be the same as the ‘From Address’ entered previously. 

If all settings are correct, you should receive a test email shortly.

mailto:test@novtel.com
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Emailing Work Orders – Setup Process

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.

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.

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 app and 

be processed in the desktop app.
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Emailing Work Orders

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.
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Emailing Work Orders

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.
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Emailing Work Orders

1. Currently, the ‘Email Status’ for our email request submitted 

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, 

select the Work Order Email Request and click the ‘View Work 

Order Document’ button. 
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Emailing Work Orders

To process all Logged Work Order Email 

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.

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, 

click the Send Unprocessed Emails button again 

to try and send the email. 

➢ In this example, the email was sent 

successfully.
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Emailing Work Orders

The Supplier will receive the email 

with the Work Order attached.

If the option was selected to cc all 

Building Managers, each building 

manager will also receive this email.
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Emailing Work Orders

Emailing New Work Orders

• 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.

• 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.
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Emailing Work Orders

Emailing Existing Work Orders

• 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. 

• 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.

• 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.
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Emailing Work Orders

Emailing Updated Work Orders

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

• 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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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 

quoting purposes - but not to use this work order with the Novtel Property Management system in the future.

To create a Temporary Work Order, tap the Work Order button on a 

damage item on the Damage List screen that has a status of ‘Damage 

Recorded’. This will create a New Work Order document as before.

Complete the required work order fields as normal. Note that with 

Temporary Work Orders, validation will not be performed on the 

Work Order Line cost amounts. 

It is possible to keep the cost amounts to zero when sending 

Temporary Work Orders, but not when attempting to save an actual 

Work Order to Novtel Property Management.
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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.

The damage list will be 

unchanged and no new work 

orders will be created. 
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Exiting Work Orders

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:
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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.

Performing the Snag List Inspection
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In Novtel, Properties are to be linked to a specific Property Type.

To further define the Property Types, it can be broken down into 
Snag List Categories. 

For example:

Apartment Type House Type

➢ 1 Bedroom 1 Bathroom Apartment

➢ 2 Bedroom 1 Bathroom Apartment

➢ 3 Bedroom 2 Bathroom Apartment

➢ Single Storey 3 Bedroom, 2 Bathroom House

➢ Single Storey 4 Bedroom, 2 Bathroom House

➢ 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
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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.

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

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

In Progress:

Completed:
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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.

Performing the Snag List Inspection
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Performing the Snag List Inspection

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.
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Performing the Snag List Inspection

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.
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Performing the Snag List Inspection

While the inspection is linked to the 
light purple background colour, we will 
be able to perform the inspection; 
make changes to it; add remarks; 
record damages and create work 
orders.

By tapping on the ‘Kitchen’ area, the 
items linked to this area are displayed.

And by ticking the first checkbox option 
as either ‘Yes’ or ‘No’, the status 
changes to ‘In Progress’.

It is not mandatory to perform an 
action on every line item, but Novtel 
will indicate how many of the set 
number of line items have been 
completed as you continue.
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Performing the Snag List Inspection

In the ‘Actions’ column, a 
remark per line item can 
be added where 
applicable.

Only 1 remark per line 
item is allowed, but the 
number of characters are 
unlimited.

A work order can also be created 
directly from here for the 
applicable line item, by clicking 
on the ‘Maintenance’ button.

Please note that a single 
workorder must be created for a 
specified damage. 

For example: The damage to the 
tap ONLY will be linked to the 
workorder, and not other 
damages found in the kitchen as 
well.

Therefore: 1 Item = 1 work order.
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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.

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.
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Performing the Snag List 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.
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Performing the Snag List Inspection

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

When the User has finished the inspection, the ‘Complete Inspection’ 
button is tapped.

Novtel will now communicate that if you continue, the inspection will be 
finalized, and no changes can be made afterwards.
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Performing the Snag List Inspection

The status of the inspection has now changed to ‘Completed’.

Accessing the ‘Completed’ Snag List Inspection, you will be allowed to view 
the settings per Area, but no changes will be allowed.
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Performing the Snag List Inspection

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

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

The Inspection has now been removed.
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The Snag List Inspection List Per Property

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.
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The Snag List Inspection List Per Property

The Snag List Inspection can be obtained from the desktop 
application, by clicking on the ‘Mobile App’ menu, and 
selecting ‘View Snag List Inspections’.

The required property can now be searched for and selected.
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The Snag List Inspection List Per Property
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.
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The Snag List Inspection List Per Property

The Snag List Inspection document is now displayed, 
indicating all checked options in the various areas, as well as 
captured remarks.

At present, the damages recorded, and work orders created 
during the Snag List inspection, are not displayed here.
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NOVTEL FORUM LOGIN LINK
https://novtel.org.za/novtelforum/

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

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