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Infroduction

Novtel Relations Management integrates with:

\ 4

Microsoft Products Financial Systems Other Novtel Software Packages

s
o
-
o

Partner (50C)
Evolution (200)

Sase
Excel

Xere Xero Accounting

Access

NN N N N N TR

SQL

we FRA

Property Management
Hospitality Management
Vehicle Hire

Self Storage

Equipment Hire
Procurement

Access Control

Contract Management

Pixel Perfect and Freepik on Flaticon A Novtel




Infroduction

With Relations Management, Novtel will
help any organisation take control of its .
communication and interaction activities PrOSpeCtlve
as it occurs. Customers or
Suppliers

Novtel Relations Management Software
was designed with the intent of:

v' Managing communication between
your company and its Customers,
Suppliers; Prospective Customers
and Suppliers, and its Employees.
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Infroduction

By means of e-mail, SMS, notes and
instructions, you are able to build a
communication history and track-
record in one central system.

INSTRUCTIONS

: A@ Novtel d




Infroduction

When the full version of Novtel Relations Management is purchased, there will be no restriction on the following:

The number of concurrent Users (Local or Network) Backing Up and Restoring Data
® 00 . y
The number of Databases for Novtel and Transferring Data to Another PC
integrated with:

v/ Sage Pastel

=
=

v" Sage Evolution

v" Xero

é’ Novtel SQSQ
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Infroduction

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

Also note that the purpose of this document is to discuss the basics of Relations Management,
and more detailed manuals are available on each subject discussed here, and MUCH more.

: 7 é Novtel d




ts

2CL ACCOUN




Customer, Supplier and Prospect Accounts

In Novtel Relations Management, Customer, Supplier and Prospect
master files are created and managed from the respective headings.

Reports for each can be obtained; communication actions
performed and existing correspondence viewed.

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise
® File Edit Setup  Search Templates Documents Datasets Reports

D ate
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Customer, Supplier and Prospect Accounts

Account master files are created and edited under the required heading of either Customers; Suppliers or Prospects:

Suppliers

Customers

Prospects

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (loy
® File Edit Setup  Search Templates Documents Datasets Reports

@+ Customers ¢ Suppliers  © Prospects Date Ti
2023/03/08 13

[Andrews, Shawn | 2022/08/25 14
Category: Gold Membership 2022/08/95 14
Account Status: A 13
Suspended w2222 13
Account Progress:

Contract Terminated Add MNew

Hgnlal Expiry Date: Edit

Evicted

Location: Log Phone Entry

CPT - Narthern Suburbs Log Fax

Location2:

Durbanville Log Schedule

Flagged Stage: Save Note

Create Letter

Search: Save Documents

¥ CodeSearch [ She Location / Map
[~ Email Search
I Inactive Only

Advanced Search | W Mail All

Send Email

Bess Send Sms
B2 frica Tours Sms All
B3 lberts Peter
B Alberts Tom Mark all as Read
B2 Alberts Jenny Send Email and Sms
iz g Mail and Sms Al
B2 tinderson, Peter
B= &nderson Richard Set Status
B Andrews, Gordon
BR Anderson Hotel Group SEITSAL
B B.everl_l,l Flag Customer »
B= Eonritec -
B Carstans Kavin Flag for Specific User
[2=]
= E:z: g:::i List Custormer Activities
[ A

At a Glance View

Custarmer Count : B8

® Novtel Relations Management Ulimate Enterprise 7.7.0.1 - Welcome Louise (louise

® File Edit

Setup  Search Templates

Documents Datasets Reports  Hel

i Customers - ™ Praznerts: [mara [ Tima

| Mossel Bay Municipality

DASHEQARD

Category: Mo Category
Account Type:

Account Status:

Mone:

Locationl:
Location2:

Flagged Stage:

Search:

¥ CodeSeach [ Showu
[ Emai Search
[ Inactive Only Fi

Advanced Search r owe

Dezc

B2 2a8 Pumbers

B2 abbey Wway Electrical

B2 Accolade Gardens

E= Test

E= Game Stores

E= Gireat Yacation Club

B2 Landon, Peter

B2 Maintenance Department

Ality

B3 Patterson, Kevin

Log Phone Entry
Log Fax

Log Schedule
Save Mote
Create Letter

Save Documents

Location / Map

Send Email

Mail All

Send Sms
Srns All

Mark all as Read
Send Email and Sms

Mail and Sms All

Set Status
Set Status All

Flag Supplier >
Flag for Specific User

List Supplier Activities

G I
PATO0

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@
® File Edit Setup Search Templates Documents Datasets Reports Help

" Customers  Suppliers _ [ate Tirme

| Malan, Liza |

Category: Frail Care
Marketing Process:

Progress or Lack Thereof: -
Action:

Delete
Location1: Convert Prospect
Location2: Leg Phone Entry

Log Fax
Log Schedule

Create Letter
[¥ CodeSearch | Showu

Flagged Stage:

Save Documents

[ Email Search
I Inactive Only i Location / Map
Advanced Search Move Send Ernail
Desc Mail All
B anderson, Andrew —_—
B Fredericks, Paul endms
B Greeff, Janet Sms All

Mark all as Read

B= Pretorius, Koos

B southpart Medical Supplies Send Email and 5ms
B an der Menwe, Jan Mail and Sms All
Set Status
Set Status All
Flag Prospect >

Flag for Specific User

Prospect Count : 7 List Prospect Activities N
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Customer, Supplier and Prospect Accounts

Each Account can be linked to a specific Category.

Customer Categories are set up in the linked financial
system and will be available for selection in Novtel.

Supplier and Prospect Categories respectively are created in
Novtel, and will be available on either the Supplier or

Prospect Master File.

® File Edit Setup  Search  Templates

Supplier Categories

Prospect Categories

Customer Location
Supplier Location
Prospect Location

Scheduling

{" ] Clear Correspondence History

& novtel Relations Management Ultimate Enterprise 7.7.0.1 -

Documents

Advanced searches can be performed to group all
accounts linked to the same category for the purpose of

sending a bulk email
simultaneously.

and/or SMS to all accounts

Customers

Suppliers

Prospects

Code |

| |7 Usze Account Sutchlumber

-I 0- Mo Categony

- Tour Operator
- Private Guest

1
2
3 - Corporate Guest
4 -weddings
- Conferences

E - Gold Membership
Teleph 7 - SiI\-'elr temberzhip

=

|_tohile Phone: |

W £dit -Jetails

Code |

| |7 Usze Account Autchumber

- IEI - Mo Categary
]

- Mo Categary

- Electrician

- Plumbing Services

- @arden Services

- |nterior M aintenance
- Entenior Maintenance
- Lanclllold

General

M ame:

Teleph

=0 e D =L

=]

T ]

@ cdifBiespeetb<tails

Code |

| I: Usze Account AutofJumber

-I 0 - Mo Categony

- Hozpitality Sector
- Property Sectar

7
2
3 -Wehicle Hire
4 - Storage
- Equipment Hire

E - AH - Self Sufficient
Telephy 7 - Frail Care

&
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Customer, Supplier and Prospect Accounts

® Setup Company —'\ et

Company Detailz T T System )

Dizplay Select Range [

Selection Count IEEIEI

Digplay Select Status v
-

Ilze Location] az Country
and Location az City

Lacation] Cuztam Text:

Lacations Cuztamn Text:

® Novtel Relations Management Ultimate Enterprise 7.7.0.1

® File Edit Setup  Search  Templates Documents

Supplier Categories

Prospect Categories

S

SCHEDUL Scheduling

() Clear Correspondence History
| N

‘Locations’ can refer to either of the following — depending on how the system is set up:
v Countries and Cities
v’ Cities and Suburbs
v" Or ‘Locations’ can be customized to reflect your required headings and customized entries.

Locations are set up for Customers, Suppliers and Prospects respectively, and will be available for
selection on the corresponding accounts.

An advanced search can be performed to group all Customer, Supplier or Prospect Accounts linked
to the same ‘Location’ together for the purpose of sending a bulk email and/or SMS.

@ Cdit Customer Details *
Cods  [ANDOOS | s

Categony IEI - Hospitality Sectar ;I 3 - CPT - Atlantic Seaboard |— 16 - Camps Bay l_
M mmme =] L bimm P

® Edit Supplier Details e
Code |5E.‘3«.UU1 | |7 Use Account Autohumber

Catony [[-Eocae 5] Locaon | [T-CFT NobemSibube =] Localon2 [T Dubanile |

@ Edit Prospect Details X
Code  [SMS001

Categery |5 - Equipment Hire =l _l

A@ Novtel




Customer, Supplier and Prospect Accounts

1. General Information per Account includes:

>

YV V VvV V VY V

ID Number (Customer and Prospect Accounts ONLY)
The Account Name

Telephone and Mobile Numbers

Email Address

Website

Fax Number

The date upon which contact was first established
(Customer and Prospect Accounts ONLY)

2. The physical address is captured per account.

3. And the ‘GPS Coordinates’ can be entered if required.

® Edit Customer Details

Code  [4MDO0S | ilize Eeoount Autahiumber:

Categary IS - Hospitality 5 ector ;I

Location 1: |3 - CPT - Atlantic Seaboard

Id Murnber.

|

Narne: |Andarson Hotel Group

021 74147
Mabile Phane: (082 65412

Telephone:

Location 2 |1B - Camps Bay 'l

_|Andersnn Building

|0rrice12

|Eamps Bay

|auu1

Code  [SEAM 3

Location 1: |1 - CPT - Northemn Suburbs Vl

Category |1 - Electrician ;I
Narne: ,Ehreaze Electrical Services

Telephone:

021 4441112
Mobile Phone; 054 1144771

Ernail &ddress: |Saahreeze@eleclric com |

Email Address: |ande|snn@hntelgrnup com | Wiew
Wiebsite: | | b33 | —Email / Sms Option:
" Comparny Only
First Contact: | 202502417 b ~ Contact Persons Only
@ Edit Supplier Details X

Location 2: |11 - Dubanville 'l

-|78 Green Strest

|Durbanvi\|e

|SDDU

Code SME00 Wi

Categary |5 - Equipment Hire j

Location 1 |1 - Cugtom Tppe Option 1 'I

|

Id Murnber:

Narre: |Southpo|t Medical Supplies
Telephone: 021 123654

Mobile Phane: |081 123654

Emal Address: |S outhport@medicalSupplies. com |

wiebsite:

|

Fax:

First Contact: | 2023/03/06 'l

Website: |www.seaelacsar.cn 23 ‘ b33 | igw
Fax: I:I —Email # Sme Option:
&, | Contact persons with company & Company Only
@ Edit Prospect Details X

Location 2 |1D - Test Desciiption & 'I

95 Blue Street

|Constantia

|Eape Town

|SDDD

WView

—Email / Sms Optiar:

& Company Only

~ Contact Persons Only

@ Novtel




Customer, Supplier and Prospect Accounts

@ Edit Customer Details

AMDO05S ¥ Uze Account Autolumber

Cateqary IEI - Hospitality Sector ;I

Code

® Additional Information for ANDOOS - Anderson Hotel Group

— General Infarmation
Id Mumber: | |

Marmne: |Anders0n Hatel Graup

Telephote:

|c|21 74147 |

Mabile Phane: |uaz 5412 |

Ernail Address: |andelson@h0telgr0up.com

‘wiebsite: | 5

Fax: | |

Firzt Contact: |2025£U2£1 7 LI

%, Compary Activities

[~ Inactive

BELOOT
BOWNODT
CAROOT
CAS0m
CAsSO02

[Nt a e

N\

Firzt M arne:

Last Marne:

Contact Person:

Id Number:
Email Address:

Cell:

Telephone:

Fau

Address:

Position:

Remarks:

|Frank

|.-’-‘«nderson

|Flank Anderson

|frankanderson@hotelgroup.c:om

|DB2445588

CED

Delete

[~ Default

i

Aedd

Edit

Contact Persons with Company

Multiple Contact Persons can be added to an Account by
clicking on the ‘Contact Persons with Company’ button.

I" Edit Supplier Details

Code |5Emm

Category |1 - Electrician ;I

— General Information

Marne; |Seabree2e Electical Services

Telephane: |021 4441112 |

Mobile Phone: |US4 1144771 |

| Balatinrs DIR Patky -5 sarshlayisabhloutellatah Balation

Send Email

Description

Id Murnber

3 I..
theresaanderson@hate. ..

084112233

Ernail Address: |$eabreeze@electric.com |

|

Website: |www.seae|ecser.co.za

Fax: | |

et | Company Activities

[~ Inactive

® Edit Prospect Details

Code |smsum

| |7 Use Account Sutohlumber

Category |5 - Equipment Hire

=

— General Infarmation

Id Mumber: |

Mame:

|Southport tedical Supplies

Telephone: |021 123654

Mobile Phone: |ue1 123654

Ernail Address: |SDuthpolt@medicalsupplies.com |

‘webasite: |

| 2]

Fax: |

First Contact: I2D23jt|3jl]8

A2, | Company Activities

[~ Inactive

=]
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Customer, Supplier and Prospect Accounts

~ Address In the ‘Email / SMS Options’ section, 1 of 3 options can be selected:
Address: 78 Green Shreet
1. Company Only
Durbanville
2000 By selecting this option, an email and / or SMS will be sent to the email
address and / or mobile number captured on the main screen only.
2. Contact Persons Only
Coordinates: Yiew
Selecting this option, SMS and Email communications will be sent to
—Email £/ Smz Options

contact persons linked to the company only, and not to the Company

mobile number or email address.
* Company Only

Contact Persons Only

3. Company and Contact Persons
Comparny and Contact Persons

oo

Selecting this option, Email and SMS communications will be sent to

both the Email address and / or SMS numbers of the Company and all
listed Contact Persons.

: A@ Novtel d




Customer, Supplier and Prospect Accounts

® Novtel Relations Management Ulimate Enterprise 7.7.0.1 - Welcome Louisg

® File Edit Setup Search Templates Documents Datascts Repor ‘Activities’ can be created according to the type of business a Customer; Supplier or Prospect is

[ Company Prospects | [Das associated with.

- SMS

Interace s The specific option or options can then be linked to the respective accounts directly on the
Preferences Customer, Supplier or Prospect Master File.
Status » . . . L.
Usere The User will be able to filter Activities or Sub-Activities by means of an advanced search, to send
Authorization a bulk email or SMS to accounts linked to the same search criteria, simultaneously.
Flag Stages »
el Activity » Customer . . e, .
om0 Supplier On the Account, click on the ‘Company Activities’ option.
LT 1] Durbanville Prgspect . . ¢ e ey , . . . « sge o ey
Calendar Flagged Stage: I This action opens the ‘Select Activities’ window, displaying pre-created Activities and Sub-Activities.
@ Edit Customer Details '® cdit Supplier Details @ Edit Prospect Details
Code ¥ Use Account Autchlumber Code Code W Use Account Autolumber
Category IS-HospitaIity Sector j Location 1: |3 - CPT - Atlantic Seaboard LI Location 2 Category |-| - Electician j Categomy |5-EquipmentHi[e ;I

- General Information < 1 — General Information — General Information

[ Select Activities
Id Murnber: N i I ame: |Seabreeze Electiical Services Id Mumber:
| Main Activity Sub Activity g ecton] Telephone:  [021 4441112 Name: [Southport Medical Supplies

Hoszpitality Sectar  Accommodation and Restaurant
Telephone: 021 74147 Accommodation Only Mobile Phone: 084 1144771 T — 021 123654
Email Addiess: [seabresze@electic.com | Mobile Phone: D81 123654

Allin-one
‘wiebszite: |www.seaelecser.cuza | > | Ermail Address: |Snuthpnrt@medicalSupplies com |

Mobile Phone: (082 65412 Conference Facilities
T — i 2]

Fiestaurant Only
Fax:

|

M ame: |Anderson Hatel Group

Email Address: |anderson@hote|group. com WWiedding Venue

‘wiebsite: | Property Sector Body Corporate
Industrial Rentals

Fau: l:l Property Development

R R %\l Contact persons with company
Social Housing

First Contact: | 2025/02/17 - l l First Contact: | 2023403406 - l

OO000REEREDOE:

|

A, | Contact persons with company 2! Contact persons with company

I _
Cancel | Save |
I~ Inactive hactive [ Inactive

é’ Novtel




Customer, Supplier and Prospect Accounts

@ Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louised
® File Edit Setup Search Templates DNocuments Natasets

& Customers © Supplier:

|Andersun Hotel Group
Category: Hospitality Sectar
Account Status:

Account Progress:

Rental Expiry Date:

Locationl:

CPT - Atlantic Seaboard
Location2:

Carnps Bay
Flagged Stage:

Search:

v CodeSearch [ Show
[~ Email Search
[ Inactive Only

Advanced Search I Mo

Desc
E= Africa Tours
B2 &lberts Peter
B3 alberts Tom
B2 Alberts Jenny
B= andrews, Shawn
B3 anderson, Peter
B2 &nderson Richard

B Bell Beverly

Add Mew
Edit

Leg Phone Entry
Log Fax

Log Schedule
Save Mote
Create Letter
Save Documents

Location / Map

Send Email
Mail All

Send Sms

Sms All

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

Set Status
Set Status All

Flag Customer
Flag for Specific User

List Customer Activities

At a Glance View

BELOOT

Rennrts  Helg

=l

=
o

To obtain a list of Activities and Sub-Activities an Account is linked to without opening the
Master File, right-click on the Account and select ‘List Customer / Supplier / Prospect Activities'.

Only the Sub-Activities selected under the Main Activity will be displayed in this window.

B3 Activities >

Hoszpitality Sector
Accommodation and B estaurant
Alkin-one
Conference Faciliies
Festaurant Only
Wiedding YYenue

Advanced Searches can be performed to Group all Customer / Supplier / Prospect Accounts
together for the purpose of sending a bulk email and/or SMS to all accounts simultaneously.
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Email and/or SMS Communication

Customers

Suppliers

Prospects

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (lot

® File

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@!

Edit Setup Search Templates Documents Datasets Reports g} File Edit Setup Search Templates Documents Datasets Reports Hel W File Edit Setup Search Templates Documents Datasets Reports  Help
. . . . o 5
The following Communication actions can [T [ e [ ¢ Cunorer: |RSORRRR - Feererts | o - owe | Tine
[Andrews. Shawn ] ez 14 ——————— Add New 1 [Malan, Liza ]
b f d | I | i d Category: Gold Membership 02EE 14 Mossel Bay Municipality : Category: Frai Care
e performed on all Customer, Supplier an el
S WAz 1 Account Type:

Prospect accounts:

Account Progress:

Log Phone Entry

Progress or Lack Thereof: Add New
Contract Terminated Add New
Rental Expiry Date: 30 Account Status: Log Fax Action: Edit
Evicted Log Schedule Delete
None:
/ E H I S' | A t . Location1: ey iraliiyy Save MNote Locationl: Convert Prospect
mall a single Account; CPT - Notthern Sububs e
Location2: _ Create Letter Location2: Leg Phone Entry
Durbanvill Log Schedule Location1:
/ . . Flagged Stage: Save Note . Save Documents Flagged Stage: Log Fax
En |a|| A“ ACCOUI’]tS ||St6d ) | Localion2: Location / Ma Log Schedule
’ T | Create Letter P — R
Search SrlaTEs Calendar Flagged Stage: Sl
. Create Letter
v SMS a S|ng|e Account; [ Cods Search [ Sh Location / Map _— ¥ CodeSeach [ Showu
, Save Documents
[~ Email Search = Search: |: I~ Email Search
R ™ Inactive Only ] send Email ) ™ Inactive Only R Lecation / Map
/ SMS A“ Accou nts Listed . ‘REFRESH Advanced Search | b Mail All ¥ CodeSearch [ Showu - Advanced Search | Move
’ e ——)
T Send Sme [~ Email Search T
I Inactive Only Fi
/ . . B sfica Tours Sms All Mark all as Read B Anderson, Andren
E m a | I a n d S M S a Sl n g I e ACCO u nt N BS &lberts Peter Advanced Search | Move B Fredericks, Paul
’ B2 Alberts Tom Mark all as Read B3 Gresff, Janet
B2 tberts Jenry Send Email and Sms Desc Mart all o2 Read
. . . ark all as Rea
v Email and SMS All Accounts listed ~ Mo Sms 1 524 Pumeer B e e
. Andersan, Peter B bbey way Electical Set Status Saouthport Medical Supplies
B2 &nderson Richard Set Status B2 van der Menwe, Jan
B s, Giorelon B Accolade Gardens Set Status All
B tinderson Hotel Group Sl : Test Set Status
BEEcll Beverly Fiag Customer R Game Slura.s Flag Supplier > Set Status All
B2 Bonritec R B2 Great Wacation Club Flag for Specific User
B2 Carstens Kevin g far specitic Hser B L andon, Peter Flag Prospect 9
Cash Sales B s
= List Customer Activities Maintenance Department List Supplier Activities Flag for Specific User
B Cash Sales B

At a Glance View

un|

Customer Count : 65 B2 Pattersan, Kevin

Prospect Count : 7

UU ; | | List ProspactArth{vmes T
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Email and/or SMS Communication

In Novtel Relations Management, an unlimited number of email and SMS templates can be
created. The required template can be selected when sending standard communication to
Customers; Suppliers or Prospects.

When activated, ‘Merged Fields’ can be selected to derive information from Novtel.

At present, the following can be selected to display customized information per Template:
v" 1D Number

Description

Telephone Number

Mobile Number

Fax

Email

Address lines 1-5

DN N N N W N N

The default Contact as selected on the ‘Additional Information’ screen of a
Customer; Supplier or Prospect Master File

: _@ Novtel d




Email and/or SMS Communication

® Novtel Relations Management Ulimate Enterprise 7.7.0.1 - Welcome Louise (Ig
® File Edit Setup Search gTemplates Documents Datasets Reports . . , ,
— To create Email and / or SMS templates, click on the ‘Templates
: : Setup Email/SM5 Templat T . . . ,
i+ Customers: up Email/ Emplates i menu option and select ‘Setup — Email/SMS Templates’.
[AtiicalTiours Use Email/SM5 Template
Category: Tour Operator
Account Status:
® Templates x
M ame:
barketing Introduction
List of Templates: ¥ tderge Figlds Enabled . , . . .
Marketing Introduction v/ The ‘Templates’” window will now be displayed and
tarketing Email 2 — to create a new Template, click ‘Add’.
barketing Email 3 Edit
barketing Email 4
Staff vear End Function SMS Delete

Froperty Conferance Cancelled

@ Novtel




Email and/or SMS Communication

@ Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel.com)

® Fie Edit Setup Search Templates Documents Datasets Reports Help

Rental Expiry Date:

Locationl:
Location2:

Flagged Stage:

Search: | |

v Code Search |~ Show unread emails

[~ Email Seaich
Refresh —>

™ Inactive Only
Advanced Search | Move Flags To Tapl

Save Template As:
Account in Arrears Erail ]

Template Text:

‘ @ Customers ¢ Suppliers ¢ Praspects ‘ Date Time Type Subject Text Recorded By
[Africa Tours ]

Category: Tour Operator

Account Status:

Account Progress: L4 Templates x

[ Merge Fields Enabled

a Save |
Cancel |

Desc | Code |
[ Africa Tours AFRO0T
B3 &lberts Peter ALEOD
B3 tlberts Tom ALEOOZ
B Alberts Jenny ALEOOZ
W indiews, Shawn ANDOOT
B inderson, Peter ANDO02
® Tem plates

Save Template s

Account in Arrears Email

Template Text:

=}

t v Merge Fields Enabled:

& Save

Cancel

Enter a unique name for this template which will easily
be distinguishable when searching for the applicable
template in order to use it when sending either an
Email or SMS.

This description will also automatically be displayed as
the Email or SMS Subject when sent.

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

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

é’ Novtel




Email and/or SMS Communication

® Templates >
Save Template Az
Account in Arrears Email . . , .
Next, the standard wording can be added to the ‘Template Text’ section.
Template Text: << Telephone x> |
Dear <44 Mobile x> Beni . . . .
<<< Fax>dy 4| In this case, we will first enter the wording ‘Dear’ and then select the
<<« Email =»» = |
Add 1 ance . e . .
cecfiiress 102 | <<<Description>>> option from the Merged Fields menu.
€44 Address 30y
® Templates bt
Save Template s 1. This merged option is now inserted here.
Account in Arrears Email ‘ |<<< Dezcription > > ;l
Template Text: ¥ Merge Fields Enabled 2. The rest of the ‘Template Text’ can be added and if needed,
Dear <<< Description >>> () ~ B} other ‘Merged Fields’ can also be entered if required.
As per our records, we have not yet received payment from you for the Month of January 2025 Cancel |
Please settle the account today to avoid legal action. 3. Clicking ‘Save’, the Template has been created successfully.
Kind Regards, e
|The Property Experts Teams

A@ Novtel




Email and/or SMS Communication

Movtel Relations Management

@ 39.00

(180 characters per sms, If the limit of 160 is exceeded
the amount of characters per sms changes to 153.)

ot

SMS Credits can be obtained from Novtel, and SMS communications will
also be saved per account.

SMS Templates can be set up and used when sending a generic SMS to a
single, or multiple accounts.

Accountin Arrears Email

® sys X | ® sus X
1 |
L NN B e x L NN BN NN |
— -— = -— -—
Mew Forovard Reply Nane: MNew Forward Reply | Reply To &1
Fiane I@ |SME Motification - Account in Arrears From: ||Du|ge@nuvle| com |
o oz List of Templates: ¥ Merge Figlds Enabled \ Too. |05247 |
Marketing Introduction Selert
= Marketing Email 2 % | |
harketing Ermail 3
BCC. Marketing Email 4 BCC | |
Staff Year End Function SMS
Subject Property Conference Cancelled Suhiecl'lSMS Nalification - ecount in Arears |

Attachment

Characters Used :

B|I]u]

[ Add attachments Automatically  #els
Usze Template

ShiS Matification - Account in Arrears

Cloze |

Attachment: |

Characters Used: 142

B[I[y]

Dear |<<< DascriElinn 333 ‘fnur account for January 2025 iz in arrears.
Please seffle To avoid legal action. The Property Specialists Team

[ Add Attachments Automatically  Seloct Foider | Folder Path: |

e Tamiae

Clear
%nd | LCancel |

é Novtel




Email and/or SMS Communication

After sending the SMS and accessing it, it is displayed as follows in Novtel, and the SMS will be sent to the selected account’s mobile number.

.
46 GBR 1 w oy .
® File Edit Setup Search Templates Documents Datasets Reports Help alll “alll = | 9 G &= m ® 36% @ 1 10:59
(+ Customers ¢ Suppliers ¢ Prospects Date Time Type Subject Text FRecorde
2026/0213  10:5403 Smz SMS Motification - Account in Arears Louise
‘Albells Eeter] | 2026/0213 0315 Email Out Account in Arears Email Louise
Category: Gold Membership é O 8 4 O O O 1 m
eoe
Account Status: Y
Mewly Added SMS X
Account Progress:
Rental Expiry Date: >< _>:<
MNew Forward
Location: From: [louisef@novtel com .
CPT - Morthern Suburks | 10 54 AM
Location2: e e
Bellvile [ os2:
Flagged Stage:

Dear Alberts Peter . Your account for
January 2025 is in arrears.

Search: / | |

[v Code Search [~ Show unread ghails

Suhiect'lSMS Motification - Account in Arears

|
|
CC. [ |
|
|
|

[ Email Search
[ Inactive Only Fefsh > Abtachment | . .
et Seach | Moo To T s Ut (59 Please settle to avoid legal action. The

Desc / | Code B|I|u . .

Baticatous — f— aFrO0l Property Spemahsts Team

ﬁAlbelts Peter ALBOOT Dear Alberts Peter . “rour account for January 2025 s in arrears.

B= Alberts Tam ALBOD2 Fleaze seltle to avoid legal action. The Property Specialists Team

B3 Alberts Jerny ALBOO3 A

B ndrews, Shavn ANDO0T 10:54 AM -

qAndersDn, Peter ANDOOZ

B3 snderson Richard ANDOOZ

Okay Thank you e Yes s

2| C\Users\Louise\AppData\Local\Temp'\TempReport.html

List of Outgoing Email / SMS @ F‘a Text mes... ©

Date and tume report was printed: 13/02/2025 10:54:03 am

[ Code | Descripton | Email | ___ Cel | PersonType _|SMS StatusMessage

ALBO001 Alberts Peter 0624 Customer SMS Sent

Successfully. <] O

@ Novtel




Email and/or SMS Communication

All Emails between your company and its Customers, Supplier and Prospects will be saved to the corresponding accounts.

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel.com) — [m] x
® File

Edit Setup Search Templates Documents Datasets Reports  Help - 8 %

& Customers ¢ Suppliers ¢ Prospects | D ate | Time | 9 Type Subject I Text Recorded By Requested By
202520217 122052 Email Out Mowvtel Manual &ttached Louise
[Anderson Hotel Group || amsmen 12173 Email Out Maviel Manual Attached Louise

Category: Corporate Guest
Account Status:

Account Progress:

Rental Expiry Date:

Locationl:

Location2:

EE Emails can be sent from Novtel, and the
type will be displayed as ‘Email Out’.

Search: |

V¥ CodeSearch [ Show urread emails
[~ Email Search
[ Inactive Only Refresh --»

Advanced Search | Move Flagz Ta Top

Desc [Code ] Emails imported from Outlook will be
B3 Akica Tours AFROOT . 0 . 0 .
B plbets Peter ALBONT displayed as ‘Email In” in the
B3 alberts Tom ALBOOZ ¢ q . ’ 5
] abers Jenny ALBO03 Communications’ section.
B Andiews, Shavin ANDODT
B 2nderson, Peter ANDO02
B Anderson Richard ANDOO3

B tndiews, Gordon ANDO04

AM D005

B el Beverly BELOO
B Bornitec BONODT
B2 Carstens Kevin CaRO
BS Cash Sales Caso0
BS Cash Sales Cas00z2
B e e
Customer Count : B8 | Relations DB Path: C:\Users\Lovise\MovtelD atat Relations\B asic Manual mdb | Pastel Path : C:\Pastell B\PASTEL

@ Novtel




Email and/or SMS Communication

@ Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise @+
® File Edit Setup Search Templates Documents Datasets Reports Help By right clicking on a specific account and selecting ‘Send Email’, the

(+ Customers " Suppliers  Prospects | [ Date [ Time email address captured on the account master file will be added to
the ‘To’ field automatically.

[Anderson Hotel Group |

Category: Corporate Guest

Account Status: If the Company and Contact Persons option is selected on the
Account master file, the contact persons with the company’s email

Account Progress:

Add Mew : :
R addresses will be inserted.
- Edit
Location: Lo e e
@ Email x
i Log Fax
Location2:
= m|m|m
Flagged Stage: S ey — —
ave Mote
New Faormard Reply Reply To All
Create Letter :
From: (lovise@navtel. com |
Search: Save Documents
[ Code Search o Location / Map | """ G, anderzoni@hotelgroup. com; frank anderson@hotelgroup; theresaanderzoni@hotelgroup. com |
[~ Email Search oo |
[ Inactive Only R Send Email
tdvanced Search | Migfe Mail All biee.. | |
= Send Sms Subiect:l |
ﬂﬂ.lberts Jenny Sms All Altachment: | &l
M tndiews, Shawn .
q.ﬁ.nderson, Peter Mark all a= Read Characters Uzed
BE= Anderzon Richard Send Email and Sms | B | I | U | |
B &drewis, Gordon Mail and Sms Al
i atel Group
: Bell Beverly Set Status
Bonnik
onntee Set Status Al

BE= Carstens Kevin
B m ook Cala

@ Novtel




Email and/or SMS Communication

louize@novtel canm

If required, an email address can be removed from the Email screen
to exclude it.

An existing email address can be added to the email
communication, and can be ‘cc’d’ or ‘bec’d’.

An email address not currently in the address book, can be included

too if required. :
/ dd | Cancel

: aNovtel“ d




Email and/or SMS Communication

® Email X
EEimn
New Forward Reply | Reply To 21l
Fram: [louise@novtel.com |
“kevin@carstens.co.za |
iC. | |
BCC... | |
Subject | |
Attachment: | &I

Characters Used :

B[I|Y]

\

[~ Add Atfchments Automaticaly 5 elect Folder |FOIder Fath: |

Use Template Digplay / Remove Attachment Send |

Clear |

Cancel |

In the ‘Email’ window, click on the ‘Use Template’ button.

The required pre-created Template can now be searched for and selected.

| Templates

M amne:

Happy Birthda!

List of Templates:

¥ tderge Fieldz Enabled

Marketing Introduction

Marketing Email 2

Marketing Email 3

Staff vear End Function Sk3
Froperty Conference Cancelled
Accountin Arrears Email

S5 Motification - Account in Arrears
Financial Statistics

Happy Birthdan

- Select |

6 Novtel




Email and/or SMS Communication

® Email X
= mimm
MNew Farward Reply Reply To Al

Fram: |Iouise@novtel.com

Ta... Ikevin@carstens.co.za

cC.. |

BCC... |

Subject{Hapey Bithdayl ()

Aftachment: |

Characters Used : 223

B[I|Y]

Dear <<« Descrphion >33 g

From the entire Property Experts Team, we wish pou a happy and blessed birthday!
YWe hope it iz a good one, and that there are mary more to come.
Birthday Regards,

Mike Westford
CED

[~ Add Attachments Automatically  =elect Folder | Folder Path: |

QseTempIate Dizplay ¢ Remove Attachment |ﬂ Send | LCancel |
—

Clear |

The Template’s name is automatically
inserted as the ‘Subject’.

The message is displayed as entered. At
present, the ‘Merged Field’ is displayed as
<<<Description>>>, but when the email is
sent, the Account Description will be entered
for a personalized message.

If you would like to attach a digital birthday
card or document, it can be done by clicking
on the search option in the ‘Attachment’
field, and searching and selecting the item
from the stored location on the PC.

Clicking ‘Send’, the email is sent to the email
address linked to the account.

6 Novtel




Email and/or SMS Communication

® £ X
aE =
MNew Forward Reply Reply To All

Fram: |I0uise@n0vtel.cnm |

Ta.. Ikevin@calstens.co.za |

. | | If required, the statuses can be amended and saved.

BCC... | |

If activated, the ‘List of Outgoing Email / SMS’ report will be
generated in your browser.

Subject[Happy Birthday! |

@ Alter Status X
Abtachment: Ckl

Characters Used . 223
B[I|y|

Dear <<« Dezcription »>>

Account Status

-Mo Change--

Account Progress I -Ho Change:--

=~
Rental Expiry D ate I Mo Change-- LI
Fram the entire Property Expe

e hope it iz a good one, ani

. . List of Outgoing Email / SMS

Birthday Reqgards,
tike Wwhestford |

e Aosept | Cancel | Date and time report was printed: 18/02/2025 08:34:03 am

" Code | Description | Email | Cell | PersonType _|SMS Status Message

CARO01 Carstens Kevin kevin@carstens.co.za Customer

[~ Add Attachments Automatically  Select Folder | Falder Path: Clear |
1 Use Template | Display # Remove Attachment | Caricel | i

é’ Novtel




Email and/or SMS Communication

@ Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel.com)
® File Edit Setup Search Templates Documents Datasets HReports Help
& Customers © Supplisrs ¢~ Prospects | Date I Time | L Tupe Subject Text
= 2025/02/18  08:34:03 Email Qut Happy Eirthdayl
| Carstens Kevin |
Category: Bronze Membership ® i
Account Status: Eel =
MNewly &2dded
Account Progress: >< 2:< >\;<_ >:'<_
Rental Expiry Date: New | Forward | Reply [ReplyToAl The email will now be captured to the
. - ) . .
Location- From: [louise@novtel com | account’s communication screen, and
Location2- To.. [kevin@carstens.co.za | can be accessed by double clicking on
Bantry Bay . .
Flagged Stage: ce.. | | the communication.
f BCC... | |
¥
Search: inti i
- |S — f -| | Subiect[Fopey B | Note that the account description is
v Code Searc ow unregil emails . . ‘¢
T p— = now displayed instead of the ‘Merged
] . ) . ..
B e i O clfpsh > Characters Used: 504 Fleld Optlonl <<<DeSCFIptI0n>>>.
Advanced Search I tove Pagz To Top
I B I|U
Desc II Code | | | | — | |
= africa Tours AFRO07
B Alberts Pater ALBOOT
B=
ﬂi:z::z .JT:r:l:w itgggg From the entire Property Experts Team, we wish you a happy and blessed birthday!
W trdiews, Shawn AWDO0T We hope it is a good one, and that there are many more to come.
B snderzon, Peter ANDO0Z
B2 snderson Richard ANDOD3 Birthday Regards,
W rdrews, Gordon ANDOD4 e Westford
B2 Anderson Hotel Grglip ANDOOG
B= Bell Beverly EELOO1
B Bonnitec BOMOO1
Ei Carstens Kevin Car0m
|B= Cash Sl CASI]
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Email and/or SMS Communication

® Novtel Relations Management Ultimate Enterprise 7.7.0.1

. . . ® Fle i
Emails can also be imported from Microsoft Outlook to Novtel, to File Edit Setup Search Templates Documents
keep all communication centralized. @ Customers © Suppliers (~ Prospects |

~f

EMAIL |Afri-::a Tours |

Category: Tour Operator

S‘ Account Status:
A

Clicking on the ‘Email’ Icon, one of 2 options can be selected, namely: scieoue| |l | Account Progress:

(’) Rental Expiry Date:

E Select Options = O *
+ Al M ailz " By Date Bange 1. All Emails

[rate B ange

From: [2026/02/07 | To: [2026/03/07 -] This option is selected by default, and all emails for the last month can be imported

to Novtel.
Cancel

B4 Select Options = O bt

= Al Mails f* ByDate Hangee 2' By Date Range

Date Range

’7From: [2025/03/m3 vj To | 200613707 =] Selecting this option, you will be able to import emails for the required date range.

“ 41 March2025 -+ |
o | For example:

23 24 2% X 27 o281
2 3 4 58 ETE ) ) )
3 10 11 12 13 14 15 Emails received during the past 5 days only.
16 17 18 19 20 21 22
23 24 2% 2% 27 28 29
oA 12 3 4 08
<3 Today: 2025/03/07

é’ Novtel




Email and/or SMS Communication

Emai Only emails received within the selected period, will be displayed here,
Read | Date Received | From [ Subect | and will be imported to either the relevant account of the Customer,
@ 2025403404 david. dkE@novkel. com RE: Santos Haven Tax invoice H H H H
ﬁ” 2025403704 office@santoshavencoza  Santos Haven Tax ireroice Suppller or PrOSpeCt Communications WlndOW.

@ 2025403405 louize@navtel. com Relations Emal &lert

@ 2025/03/05 adminé@zelfbeskikking.co.za  Pw: [Self Beskikking | Pleaze moderate: "Hello world!™

@ 2025403405 johan@inowtel. com RE: SAMTOS HAWVEN - AANFASSINGS EN REGSTELLINGS D5.... H ‘ H HPY H H H : :

@ 2025/03/06 johant@inoytel com RE: SANTOS HAWEM - AANPASSINGS EN REGSTELLIMGS 05 Sele(‘:tlng the AUtO Fllter EmalIS Optlon' NOVteI WI” Indlcate WhICh
email addresses have been matched to accounts (In the left-hand
section of the window), and all options are selected by default.

® Filtered Emails X
Matches Found: Select2l | Unselectal || | no Matches Found: SelectAl | Unselectsl |
INuthI of emails: B I = = . * | Subject | Email | Custamer / Supplier / Prospect * | Subject | Email
- Auta Filker Emails | &dd Sender To Master File Relations Erail Alert lovise@novtel com J00T - vy, Lovise [0 RE: SANTOS HAVEN - AANPASSINGS EN . johan@novtel cg
Santos Haven Tax invoice officed SaNam [ FRE:SANTOS HAVEN - AANPASSINGS EN ... johan(@navtel.cd
IEUSIDI‘HEI’ - [0 Pw: [Self Beskikking ] Please moderate: "He...  admin@selfbeski
= [0 FRE: Santos Haven Tax invaice david. dkEnovte

[ Delete after saving Print Report Save Selected Delete Selected |
LCloze |

é’ Novtel




Email and/or SMS Communication

W Filtered Emails b4
Matches Found: Selectsll | Unselectdl || | No Matches Found: Selectsl | Unselectall |
* | Subject | Ermnail | Custorner / Supplier # Prospect # | Subject | Emnail
Fielations Email Alert louizel@navtel com JAD0T - Jww, Louize [0 PRE:SAMTOS HAVEM - AAMPASSINGS EN .. johani@novtel oo
Sattos Haven Tax invaice officed SaMoo [ PRE:SAMTOS HAVEM - AAMPASSINGS EN .. johani@novtel oo H H H
[ Pw" [Self Beskikking | Please moderate: "He...  admini@selfbeski 1. A Report can now be prl nted to IISt d ” ema II
[] RE: Santos Haven Tax invoice darvid. dk kel matCheS fou nd’ and Whether |t W||| be
imported to a Customer, Supplier or Prospect
Account.

Delete? 2. If the emails are to deleted from the email
| _ ' server and your Outlook Inbox, this option
@ Are_ym: sure you want to delete the selected email(s) after
P saving? ' can be selected.

s No | ‘ 3. The emails can now be saved to Relations by
g clicking the ‘Save Selected’ button.

4. Novtel will wish to confirm the action of
deleting the emails. By clicking ‘Yes’, the
emails are moved from your Outlook Inbox to

3 the Outlook Deleted folder.
I; Dlelete after Savinge Print Heporté Save Selected Delete Selected |
Claze |

@ Novtel




Email and/or SMS Communication

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - The emails will now be filtered to the relevant accounts.
® File Edit Setup  Search Templates Documnents [

(% Cuslomets © Suppliers ¢ Prospects | || By clicking on the ‘Show Unread Emails’ button, the accounts to which the emails were filtered

will be listed, and the emails can be read directly from this screen by selecting the account and
double clicking on the email to open it.

| Anderson, Peter

Category: Silkver Membership

Account Status:
. Contract Termed

SCHEDULE Account Progress:

The date for all unread emails will be displayed in a bold blue colour.

Rental Expiry Date:

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel.com)

_ ® File Edit Setup Search Templates Documents Datasets Reports Help
Locationl: :
(+ Customers  Suppliers ¢ Prospects Date | Tirne | Type Subject Text Recorded By
Location?- = 2025/03/05 08:31:48 Email In Relations Email &lert Lovize
[dvv. Louise | 2025/03/05 08:30:36 Email In Andersan Hotel Group (Frank Anderson) Tel: Cell. 0. Louise
Category: Mo Category
Calendar Flagged 5 tage: Account Status:
Account Progress:
— Rental Expiry Date:
. — Search: |
i o Location:
POV A [ Code Search  [v Show unread emails
. Location2:
[ Email Search
. Flagged Stage:
[ Inactive Only Refresh -

Advanced Search tove Flags To Top

Search:

[~ CodeSearch W Show unread emails
[~ Email Search
I Inactive Only Refresh -

Desc Code |
E= Jvv. Louize Jvann
E= Santoz Haven Retiremen...  SAMO01

Advanced Search Move Flags To Top

| Desc | Code
LJvy. Louise JyA00
Santos Haven Retiremen... 5AN001

@ Novtel




Email and/or SMS Communication

After reading the email, the date’s colour will turn black and will no longer be ‘Bold Blue’.

® ovtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel.com)
® File Edit Setup Search Templates Documents Datasets Reports Help

| @ Customers { Suppliers ¢ Prospects | Date | Time I Type Subject Text Recorded
= 2025/03/05 | 08:31:48 Email In Relations Email &lert Louize
[Jvv. Louise | 2025/03/05 08:30:36 Email In Andersan Hotel Group (Frank Aindersan] Tel: Cell ... Louise

Category: Mo Cateqgory

Account Status:

Account Progress:

Rental Expiry Date:

Locationl:
Location2:

- -

Calendar Flagged Stage:
Search; |

[~ CodeSearch W Show unread emails
[~ Email Search

[ Inactive Only Refrezh -

Advanced Search | tove Flags To Top

Desc | Code |
¥y, Louize JWom
E= 5antos Haven Retiremen...  SaMO01

é’ N ovtel”
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Logging Notes on Phone Conversations; Logging Other Notes and Saving Documents

Prospects

Customers Suppliers

'® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (lo » MNovtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise| '@ Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@
® File Edit Setup Search Templates Documents Datasets Reports ® File Edit Setup Search Templates Documents Datasets Reports Hel ® File Edit Setup Search Templates Documents Datasets Reports Help
' (% Customers ¢ Suppliers ™ Prospects D ate | Til ¢ Customers _ " Prnsnerts ,m—|T— £ Customers " Suppliers _ Date | Tirne
/ 0230308 1 . A = - - . .
vl [Bndiows, Shawn || s 1 osseT oy Humcioah = B I Per account the following actions can be
Categony: Gold Membership 02085 14 osgel bay pality Edit Category: Frail Care
Account Status: AR 1 Category: Mo Category Marketing Process: .
Somponded iz e performed:
Account Progress: Progiess or Lack Thereof: Add New
Contract Terminated Add New - Edit
Rental Expiry Date: Edit Account Status: Action: !
E d Del 1
e None: e clee v" Notes on phone conversations can
Location1: Log Phone Entry _ Locationl: Convert Prospect
EEI:.;::J:;:EI” Suburbs Log Fax L Create Letter Location2: b e save d ;
@ Dubanville Lag Schedule Location: _ @
Calendar Flagged Stage: Calendar Flagged Stage:
it Location2: ] Log Schedul H H
= e et Location / Map | EEE v If a fax was received, it can be
Search Save Documents Calendar Flagged Stage: Search:
Send Email Create Lett .
[V CodeSearch | She Location / Map = . W CodeSeach [ Showu S Iogged to the accou nt)
[~ Email Search Search: I: Mail All [~ Emai Seaich
[™ Inactive Only sendlEmail ) I Inactive Only I Location / Map .
pentonh | T MelAl ¥ CodoSouch I~ Shows SN e R v Notes can be captured and if
= e [~ Email Search Sms Al = —— .
I Inactive Onl |
Dese <nd sms b . Dese = selected, reminders can be set and
B2 2fiica Tours Sms All e Mark all as Read 2 Anderson, Andrev Send Sms
B3 fiberts Peter Advanced Search | Move BS Fredericks, Paul . .
e Mark all s Read tdvooedSench | Move g ana sms o S a task logged when saving the note;
B berts Jenny Send Email and Sms Desc MalandSne ol o Mark sll as Read
B 4 Pumbers B Pretoniug, Koos ark all as nea
Mail and Sms All .
Anderson, Peter afand ams BE Abbeywiay Electical Set Status B Southport Medical Supplies Send Email and Sms / DOC U m e nts s U C h a s CO nt ra Cts,
B3 &nderson Richard Set Status = B an der Merwe, Jan Mail and Sms All
Accolade Gardens Set Status All il and Sms . . .
B 2rdrews, Gordaon
Rirdowsfodn sl B e _ o receipts and invoices can be saved.
B2 Bel Bevely S B Game Stores REZ ST Set Status Al
B= Bonnitec 2 B= Gireat Vacation Club Flag for Specific User ats
B3 Carstens Kevin Egloyspeciticlzer = Landon, Peter Flag Prospect >
: E:z: ::Ez List Customer Activities BR Maintenance Departrent List Supplier Activities Flag for Specific User
Wozsel Ba R |
Lo I Y P L
Customer Count : B5 1 Ata Glance View B3 Patterson, Kevin ATO0 | | Prospect Court - 7 | List Prospect Activities N




Logging Notes on Phone Conversations; Logging Other Notes and Saving Documents

_.“?“E' Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (lou's Right-clicking on a specific account and selecting the ‘Log Phone Entry’ option,
File Edit Setup Search Templates Documents Datasets Reports H . , . .
the ‘Log Phone’ screen is displayed.

& Customers ( Suppliers  Prospects | Date | Timd
2025/02/18 133
[Alberts Tom : | | oommene 133 ) ) ) . ,
Category Sher Membersh 1. A Subject is to be captured and will be displayed on the Account’s
ccount Status:
Ry Communication Screen.
ccount Progress:
_ Add New . . . , ) o
Rental Expiry Date: Edit 2. Detailed notes on the conversation are to be entered in the ‘Note’ field.
Locationl: Leg Phone Entry
CPT - Horthem Suburbs Log Fax
Location2:
Durbatvillz Log Schedule
Flagged Stage: Save Note ' ch Phone ot
[ Create Letter )
Search || Save Documents Subject: Requested By:
W Code Search [ fShow Location / Map Complaint 2025-02-13 o | ILDuiSE! ;I
[~ Email Search )
[~ Inactive Only a Send Email I ake:
Advanced Search | | Mg Mail Al b1 Alberts complained about the Invoices sent after month end. He can
Dooe | Send Sms therefore nesver pay on time.
B2 aion Tous S Fleaze zee to it that the invoices are sent in a imely manner.

B Alberts Peter

Mark all as Read e

f{IAIbertsJenny Send Email and Sms
qAndrews, Shawn .

Mail and Sms All
qAndelson, Peter
BR &pderson Richard Set Status
q.ﬂ.ndrews, Gaordon

E= Anderzon Hotel Group Set Status Al
B= Bell Beverly
Flag Customer >

B Borritec ’ -
B Carstens Kevin Flag for Specific User
=
= E:z: g::zz List Customer Activities
= .

== At 2 Glance View ] [ Set as reminder Save Cancel

I Customer Count : G5

@ N ovtel‘l




Logging Notes on Phone Conversations; Logging Other Notes and Saving Documents

therefore nesver pay an time.
Fleaze see to it that the invoices are sent in a timely manner.

vz
Eave4 Cancel |

» Log Phone X |
Subject; R equested By:
[Complaint 20250119 | |Louise |
M ote:
kr Alberts complained about the Invoices sent after month end. He can -

To be reminded of an action to be taken, the ‘Set Reminder’ checkbox is
ticked before clicking ‘Save’.

The ‘Scheduled Tasks” window will be opened, and a task can now be
scheduled, and a reminder set.

Scheduled Tasks

= [m] x

[~ Task Editor Tasks Info Below

Instruction From Staﬁ'lLoulse Requested By: |[RNECRGA _ Document Type: Phone

Person: [Aiberts Tom Remind Date: 215702118 =] Subject [Complaint 2025-01-19

Contact Person: g 1001 == MNote at capture: |Mr Alberts complained about the Invoices

I Time Start — sent sher morth end. He can thersfors
_ _ - never pay on time.
Cell: I Tel: I Time End: 00 = Please see to it that the invaices are sent
in & timely manner.
Detailed Task Notes On
Instruction: Completed Task:
I™ Send user an email
Correspondence Number: 155
Save | Cancel Outlock =>
View Tasks

Active Users: 1
James West (1/3) Open
Louise JvV (3/8) Open
Ruan Hamman {01) Open
Wendy Hamis (0/2) Open

J Novtel




Logging Notes on Phone Conversations; Logging Other Notes and Saving Documents

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel.com)
W File Edit Setup Search Templates Documents Datasets Reports Help
¢ Customers © Suppliers " Prospects | Date | Time Type I Subject
2025/02419  10:01:56 Phare Complaint 2025-01-19
|A“JE“S Tom | 2025,/0218 RN F - [ NS LT . |
Category: Silver Membership el Log Phone *
Account Status: .
Mewly Added Sub|ect:_ Requested By
Account Progress: ||:ompla|nt 2025-01-19 | ILouise LI

T
b

E (

~
S/

H

]
3
o
&
g

.F_I
gm
;.

Rental Expiry Date:

Locationl:

CPT - Morthern Suburbs
Location2:
Drurbativille

Flagged Stage:

Search: |

¥ CodeSearch [ Show unread emails
[~ Emai Search

[ Inactive Only Refresh >

Advanced Search | Mowve Flags To Top

Desc | Code |
B fiica Tours AFRO0T |
I 1 IR = S [W=Tulus]

Hobe:

therefore never pay on time,

9 Update Current |

Mr Alberts complained about the Invaices sent after month end. He can

Flease zee ta it that the invoices are zent in a timely manner.

e Save New |

LClose

The logged phone entry is now captured to the
selected account, and by double clicking on the
line, the logged entry is opened.

If required, the entry can be amended. If you
wish to update the existing entry without
creating a new line item, the ‘Update Current’
button is clicked after making the changes.

If the existing entry is to remain intact after
making a change and a new entry is to be
created, the ‘Save New’ button is clicked. In
doing so, both the entries are now available on
the account’s communications screen.

Edit

® novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel.com)
® File

Setup  Search Templates Documents Datasets Reports Help
| & Customers © Suppliers ¢ Prospects | Date I Time I Tupe Subject
2025/02419  10:04:42 Phone Complaint 2025-01-19
|Alberts Tom | 2025/02/19  10:01:56 Phone Cornplaint 2025-01-19
Category: Silver Membership 2025/0218  1338.02 Sms Happy Birthday!
Account Status: 250218 133802 Ernail Out Happy Birthday!

Mewly Added
Account Progress:

Rental Expiry Date:
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Logging Notes on Phone Conversations; Logging Other Notes and Saving Documents

] tsberts Jenny
ﬂ.-'-‘-.ndrews, Sha
ﬂ.-’-‘-.ndersu:un, Pete
B2 Arderson Richa
ﬂ.-‘l'-.ndrews, Gordon
B2 2nderzon Hotel Group
B Bl Beverly

B2 Bonnitec

BER Carstens Kevin

BE= Cash Sales

E= Cach Sales

E= Cach Sales

B ccoM

E= Concrete Creations

Desc | Code |
B2 Africa Tours AFROO1 I
B3 Alberts Pater Add Mew

berts Tam
— Edit

Leg Phone Entry
Log Fax

Log Schedule
Save Mote
Create Letter
Save Documents

Location / Map

Send Email
Mail All

The exact same principles apply to saving a
note, and the saved note will then be
displayed at the top of the list in the
Account’s Communications window, from
where it can be accessed, viewed, and if
required, altered and re-saved.

® |og Note *
Subject: Requested By:
|Contract Edit Flequest 20250219 | [Lovise -]
Hote:
A new contract iz to be prepared with the requested changes. A

Save I/ Cancel |

® File

@ Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel.com)

Account Progress:

Rental Expiry Date:

Edit Setup Search Templates Documents Datasets Reports Help
| ¢ Customerz ¢ Suppliers ¢ Prospects | Date | Time | Type Subject T ext
20250249 122411 Mote Contract Edit Request 2025-02-19 & new contract is to be prepared with the requested changes.
| Alberts Tom | 2025/02419  10:04:42 Phone Complaint 2025-01-19
Category: Silver Membership 2025/0219  10:01:56 Phane Complaint 2025-01-13
Account Status: 2025/02418 133802 S Happy Birthday!
Newly Added 2025/02118 133802 Email Out Happy Birthday!

é’ N ovtel”




Logging Notes on Phone Conversations; Logging Other Notes and Saving Documents

& Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel
® File Edit Set 5 h T lat D ts Datasets Reports Hel H H H
e e Documents can also be saved to obtain a complete communication
0  Suppli . H H
| & Customers " Supplirs " Prospects | [ Date | Time history per Account. Such documents may include contracts and
2025/0219  12:24:11 . ]
[Alberts Tom o terms and conditions signed by the Account holder, etc.
Eategur}l: Silver MEI‘ﬂbBI’Ship 02502449 1001 56
Account Status: 2025/02118 133802
EZ"EE f:td;dmgms_ JIEZNE 133802
' Simply browse for the location where the document is stored and
Rental Expiry Date: Se|eCt |t
Location:
EF‘T - P_Jortgem Suburbs
ocationZ: y
Durbanville ® select File X
Calendar Flagged Stage:
&« v B > Desktop w &} Search Desktop 0o
Search: |
Organize Mew folder =~ [
i ¥ CodeSearch [ Show umread emails ? " o
[~ Emai Search 5 @ OneDrive - Pers: MName Date modified Type
R B et Oy Flefresh > |@ C Mr T Alb 2025/02/19 11:01 M ft Ed
e tract - rt ] i
Adwvanced Search | Mowe Flagz To Top ontra d e ‘ e cTos0
Deskto »
Desc | Code | = #
B2 Africa Tours AFROOT | ) Downloads #
B Alberts Peter ALBOO Add New
i ] ALEBO Edi = Documents
) ilberts Jenny LB it .
Pictures »
M tndiews, Shawn AHDO Log Phone Entry
ﬂ.&ndersnn, Peter @ Music »
B2 &mderzon Richard BT
W trdiews, Gordon Log Schedule 3 Videos o
B2 Ainderson Hotel Group Save Note
E= Eell Eeverly it i \
B Bornitec : reate e File name: i
© | Contract - Mr T Alberts ~| Al Files (*7) b
B= Carstens Kevin CaRn Save Documents \ | .
B Cash s CASOL Locstion/ Map Concel
B2 Cash Sales CASOI
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Logging Notes on Phone Conversations; Logging Other Notes and Saving Documents

The saved documents is now the latest addition to this Account and is displayed at the top of the list.

Double-clicking on the saved document, it is opened

® novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel.com)
® File

Edit Setup Search Templates Docurmnents Datasets Reports  Help

| &+ Customers © Suppliers ¢ Progpects | Date Type 5 ubject “ Test
AL 2al3Y Document Contract - Mr T Alberts. pdf
|Alherts Tom | 202502419 12241 MHaote Contract Edit Request 2025-02-19 A new contract iz to be prepared with the requested changes.
Category: Sitver Membership 2025/0219  10:04:42 Phone Complaint 2025-01-19
Account Status: 2026/02119  10:01:56 Phane Complaint 2025-01-19
pEnpipl e 2025/0218 133802 Sms Happy Birthday!
Account Progress: . .
202502418 133802 E rnail Ot Happy Birtbdan!
Rental Expiry Date:

é’ Novtel




Logging Notes on Phone Conversations; Logging Other Notes and Saving Documents

Any existing correspondence can be right-clicked and flagged with the applicable priority level.

In doing so, the ‘Set Flag Stage’ window is opened and the applicable Flag Stages under the selected priority level can be set, and a note saved.

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel.com)
® File Edit Setup Search Templates Documents Datasets Reports Help
@ Customers O Supliers ¢ Prospects | Date I Time I Type Subject Tent Recorde
2025/0218 1230037 Docurment Contract - Mr T Alberts. pdf Louize
|Albells TD"_' - | 2025/0219 122411 Mote Contract Edit Request 2025-02-19 A new contract is to be prepared with the 1. Louise
el s emlz s jp 2075/0219  10:04:42 Phone Complaint 2025-01-19 Lovise
L LIS 2025/02/19  10:01:56 Phone Complaint 2025-01-19 . Lovise
ﬁiﬂi .f\:td;dm e ZEA0ZAE 133802 Sme Happy Bitthday! Print Lovise
g . 2025/0218 123802 Ernail Dut Happy Birthday! Maove Louise
Rental Expiry Date: Mark ac read
Assign Task
Locationl: n g
CPT - Northern Subuibs Flag Correspondence b High Priority
Location2: Flag for Specific User Mediumn Pricrity
HH Durbarrille Low Priori
Calendar Flagged Stage: ow Priority
[ — | I
D ate Time Type Subject
202502499 123037 Document Contract - Mr T Alberts. pdf
2026402419 122411 Mote Contract Edit Request 2025-02-19
22029 100442 Ehone ' 1IE
ﬂ 2025/02493  10:01:56 Phiore Comnplaint 2025-01-19
2025028 (3 30 e Sz Happy Elrthda_l,l!
2026/0248 133802 Email Ot Happy Birthday!

é’ N O\Qtel”




Logging Notes on Phone Conversations; Logging Other Notes and Saving Documents

Right-clicking on any correspondence, it can be flagged for a specific User, and with the applicable Priority Level.

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel.com)
Setup  Search  Templates Datasets Reports Help
| & Customers © Suppliers ¢ Prospects | Date Time Subject
2025/024119 23037 Dacurnent Contract - Mr T Alberts. pdf _
[Alberts Tom _ 20250213 12:24:11 Mot Cortract Edit Request 2028 Email : to be pre
Ee e Slies Mem R 2025/02419  10:04:42 Phone Complaint 2025-01-19 Move
Account Status: M- ;
Howly Added M| 2025/02/19  10:01:56 Phone Eumplaln.t 2025-01-19 Mark as read
Account Proaress: 2025/0218 133802 Smz Happy Birthiday! ]
qress: /28 133802 Ermail Clut Happy Bitthdzyl Assign Task
Rental E xpiry Date: Flag Correspondence
Flag for Specific User
Locationl:
ot
® Flag Correspondence For a User x

|lzers: IJEIITIES V/ TI
High “

[ M edivim
Lo

Flag Priarity:

é’ Novtel







Statuses Explained

There are 3 main ‘Statuses’ to be created for Customers; Suppliers and Prospects, respectively.
Unlimited sub-statuses can be created and linked to each main status.

The purpose is to determine the status of each individual account, at any given time.

Main Main \V{ella! Main Main \Vlella! Main Main Main
Status 1 Status 2 Status 3 Status 1 Status 2 Status 3 Status 1 Status 2 Status 3
_ Sub- | Sub- _ Sub- Sub- || Sub- | | Sub- || Sub- || Sub- || Sub-

Status 1.1 Status 2.1 Status 3.1 Status 1.1 Status 2.1 Status 3.1 Status 1.1 Status 2.1 Status 3.1
. Sub- | Sub- Sub- Sub- | | Sub- || Sub- | Sub- || Sub- || Sub-

Status 1.2 Status 2.2 Status 3.2 Status 1.2 Status 2.2 Status 3.2 Status 1.2 Status 2.2 Status 3.2
| Sub- | Sub- Sub- || Sub- || Sub- || Sub- || Sub- || Sub- || Sub-

Status 1.3 Status 2.3 Statfus 3.3. Status 1.3 Status 2.3 Status 3.3. Status 1.3 Status 2.3 Status 3.3.

g I ?Novtel“ |.d




Statuses Explained

Examples of Customer Statuses and Sub-Statuses

Customer Main Status 1: Customer Main Status 2: Customer Main Status 3:
Account Status Account Progress Rental End date
4 4 v
Customer Sub-Statuses Customer Sub-Statuses Customer Sub-Statuses
Under Main Status 1 Under Main Status 2 Under Main Status 3
-‘ Status Values for Account Status { ] Status Values for Account PFDQFESS @ Status Values for Renatal End Date
B -
- At - Luwaiting Payrnent B cugust
chive
- Contract Terminated B
- Contract Termed _ B ey
- Legal Action B -
- Inactive - Legal Matice Sent I
- Jure
I:I Mewly Added - Faid on Time B e
- Suzpended B e
|:| Mot &pplicable

é’ N ovtel”




Statuses Explained

The main statuses alone will not be effective at all, and sub-statuses are needed to use this functionality successfully.

Examples for Prospect Main Status options, and what could be linked to each as Sub-Statuses, are as follow:

Prospect Main Status 3:

Action

Prospect Main Status 1: Prospect Main Status 2:

Marketing Process

Progress or Lack Thereof

4t Email Sent

Introduction Email ( Interested — Send ]
Sent more Info Prepare Contract
2" Email Sent ( .
Contact again in
o January Contract Sent for Signing
3 3 Email Sent
©
= Contact again in
f February Lost Cause
E
wn

N\

DO NOT CONTACT —
Not interested

Not Responding

é’ N O\Ltel“




Statuses Explained

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louiss
® File

Edit Setup Search Templates

Documents Datasets Reperts  He

| ¢ Customers © SUDD“ETSI * Prozpects I| Date

I Tirne

[Anderson. Andiew

Er
e
M

~
p-

§
Q
=

o,
I}
3
=%
a
]

¢
1

2o

a
m
m
a

Category: Vehicle Hire
Marketing Process:

Progress or Lack Thereol

Action:

Locationl:
Location2:

Flagged Stage:

Search:

[T CodeSeach [ Show
[~ Email Search
[ Inactive Only F

Advanced Search I b e

Desc

i LAnderzon, Andrew
B2 Dunn, Dariel
BE= Gireeff, Janet
BS talan, Liza
B3 Pretorivs, Gavin
B2 Ross, Patrick
B=van der Menwe, Jan
B2 van Rensburg, Walter

Add Mew

Edit

Delete

Convert Prospect

Log Phone Entry
Log Fax

Leg Schedule
Save Note
Create Letter
Save Documents

Location / Map

Send Email
Mail All

Send Sms
Sms All

Mark all as Read
Send Email and Sms

Mail and Sms All

Set Status
Set Status All

Flag Prospect
Flag for Specific User

List Prospect Activities

From the ‘Prospects’ window, a specific Prospect can be right-clicked and only this
account’s status changed as required, by selecting ‘Set Status’.

The Prospect’s ‘Account Code and Name’ will be displayed at the top of the window.

To the left of the window, the 3 main Prospect statuses are displayed.

td arketing Process ;
Frogress or Lack Thereaf :

Achion ;

- Mone - ;I
- Mone - ;I
- Mone - ;I

@ N ovtgl”




Statuses Explained

& Set Status for: ANDOOT - Anderson, Andrew X Lo . . .
Clicking on the drop-down menu for each main status, all linked sub-statuses per main
Markeling Process: et el S — status will be displayed and can be selected as required.
- Maone - . | | . ‘ . ’ e . . ,
Frmaess o7 el T 2real aiiodicionEnaican []  In this case, the ‘Marketing Status’ is ‘Introduction Email Sent’;
rd Emall 5ent
Action A Sngl 2ert — [ ] The ‘Progress or Lack Thereof’ is linked to the ‘Contact again in February’ sub-
status;
* And under the ‘Action’ Main Status we will not select a specific sub-status since
Accept | Cancel there is no action to be taken currently.
& Set Status for: ANDOOT - Anderson, Andrew X & ot Status for: ANDOOT - Anderson, Andrew >
Marketing Process : I'I. Intraduction Email Sent LI . Marketing Process : I'I. Introduction Email Sent ;I .
Progresz or Lack Thereof : _* Contact Again in February LI . Frogreszs or Lack Thereaf : IEDntact Again in February ;I . CI|Ck|ng ‘Acce pt’ the statuses
- Nong - hav n fully.
Achon - Interested - Send moare Info |:| Action:  Ee——— I - Mahe - ;I |:| ave been set successfu Yy
MOT INTERESTED
tt ' -Jnua Prepare Contract
Contact Again in February Contract Sent for Signing
Mot Rezponding Last Cause
Accept | Cancel “/ﬂccept | LCancel

@ Novtel




Statuses Explained

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcoms

® File Edit

Setup  Search Templates Docurnents

Datasets

" Customers © Suppliers & Prospects

[ Anderson, Andrew |

Category: Yehicle Hire

Marketing Process:

1. Introduction Email Sent
Progress or Lack Thereof:
Contact Again in Februan
Action:

DASHEDARD

Locationl:
LocationZ:

Flagged Stage:

Search:

[ CodeSearch | Show unread emails
[ Email Search

[ Inactive Only Refresh >

Advanced Search tove Flags To Top

REFRESH

son, Andew ANDODT
E= Dunn, D aniel D00
E= Greeff, Janet GREDDT
E= talan, Liza kAL
B3 Fretariuz, Gavin FREOM
1 PN macoca

Date

Specific statuses can be selected when an Advanced Search is performed in
order to filter accounts linked to the same statuses.

A bulk email and / or SMS can be sent to all accounts listed, simultaneously.

® Novtel Relations Management Ulimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel.com)

‘® File Edit Setup Search Templates

Contact Again in February
Action:

Locationl:

Location2:

Flagged Stage:

Search: /

DASHEOARD

[~ CodeSearch [ Sh
[~ Email Search
[ Inactive Only

Advanced Searn

Fefresh -
Maove Flags Ta Top

unread emails

Desc Code
(5 Anderson, Andrew ANDOOT
B Dunn, Daniel DUMOOT
B3 Greeft, Janet GREOM
B b alan |iza kA sl 001

t arketing Process:

Progress or Lack Thereof:

Actior:

Flagged Uszer:
Flagged Priority:
Flagged Stage:
Flagged Selection:
Bctivities:

Date Added:

Clear All Searches

|11 - 1. Introduction Email Sent =

8 - Contact &gain in Februany

Documents Datasets Reports  Help
" Cusgtomers ¢ Suppliers (& Prospects Date : :
b

[Anderson, Andiew | Created By |-"-"-LL j J
Category: *ehicle Hire Prospect Categany: |ALL j
Marketing Process: ]

1. Introduction Email Sent Lacationl: |ALL ﬂ
Progress or Lack Thereof: Location? |.-’-\LL j

|ALL

AL

AL

aLL

ALl

AL

W al|ozoane ~| [o3/0918

D
o1
o
o
=
S
o
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Flagging Accounts
Flag stages must be pre-created in order for this functionality to
Accounts can be flagged with one of 3 priority levels, and a Flag be used correctly.

Status can be linked to the Account.
In our system, the Customer Flag stages for the High Priority Level

An Account can be flagged for yourself; All Users in the Novtel
have been set up as follow:

System, or a specific User only.

The _are displayed, and the Sub-Stages are linked to
each Main Stage individually.

We have also selected the ‘Custom Date’ option to enable us to
select a date when the Flag stages are set on a Customer account.

» Setup Customer Flag Stages

{~ Single Stage i+ Multi Stage
Customner Flag Stages for Flag Prionty: I

_ d
i Wamlng'l for Owerdue Rent
- 2nd Warning lzsued

- Summonsz lzzued

Add Subitern

i

[T Custorn D ate

.-’-'«waltlng Trial

Edit

- Leasze Cancelled

o Evicted Delete

Cloge

: ’ ?Novtel“ |d
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Flagging Accounts

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@nowvtel.com)

® File Edit Setup  Search Templates Documents Datasets Reports  Help
& Customers ¢ Suppliers ¢ Prospects | Date | Time I Type Subject
2025/02/20 024322 Ermail Qut Accourt i &m
[Woodford. Anthony | | sz ogasoo Sms SMS Motificati
Category: Frivate Guest NN N Am1d Fhone Fhane Call 200
Account Status: Add New
Account Progress: Edit
Rental Expiry Date: Log Phone Entry
Log Fax
Location: Log Schedule
LocationZ: Save Note
Create Letter
Flagged Stage:
Save Documents
Location / Map
Search: |
Send Email
V¥ CodeSearch [ Show unread
[~ Email Search Mail All
[ Inactive Only Fiefresk Send Sme
Advanced Search I tdove Flags
Srms All
Desc | Ca
B S mith John oM Mark all as Read
B Sriith, Matthew S Send Email and Sms
B2 Southern Shores Shipping ... 55 Mail and Srns All
B3 Johan Grabe 5T,
B3 Stevens Martin 5T Set Status
B3 Stevens Milo 5T Set Status All
B Test Customer TE V
E=TEST TE Flag Customer 5 High Priority /
B The Lighthouse Hotel Flag for Specific User Medium Priority
B2 The Blue Anchor Festaurant o
E= The Blue Anchor Restaurant List Customer Activities Loabronty
B=walters Johan Wit
B2 walters D avid Wi At a Glance View
kg odford, Anthony i ! |

Right-clicking on an account, one of 3 flag priorities can be set.

In this case, we have selected the ‘High Priority’ level, and
therefore, the ‘Flag Priority’ corresponds at the top of the screen,

and the Flag Stages created under this level, are displayed.

® St Customer F ag Stage

Flag Priority: ~ High

Rent Overdue: % I

D ate:

|2025/02/20 |

Account to Attorney % I

Date:

|2025/02/20 |

Caze Won: w I

D ate:

|2025/02/20 |

[¥ SaveMote

Accept |

Cancel

@ Novtel




Flagging Accounts

[ Set Customer Flag Stage >

Flag Priarity: ~ High

Flent Dverdus: [waming 1 for Overdue Rent v 1. Per Main Stage, the required Sub-Stage is to be selected — where applicable, and the date set

Date: 0 [EEen <] accordingly. If a sub-stage under a single main stage is applicable ONLY, the stage only will be
selected and the date set.

ecountt Stomey | = 2. By default, the ‘Save Note’ option is selected and cannot be deselected.

Diate: [zozsmzi0 ~]
3. Clicking ‘Accept’, the ‘Flagged Customer Note — All Users’ screen is displayed, and a default
Case wor: | = ‘Subject’ is entered by Novtel.

Drate: |2|325.;"EI2.-"2D VI
[¥ Save Nutea e,ﬁ.ccept | Cancel ||

» Flagged Customer Note - AllUsers X » Flagged Customer Mote - AllUsers X
Subject: Requested By Subject: Fiequested By:
[Flagged Customer Nate - Alllsers | [Louise =] fwarning |ssued - 2026-02-07 ﬂ | [Louise =]
Mote: Note: 4. However: The subject can be altered to display

The C ] bis i : . . . . . .
- F'Iezseuztl;jrr?oetr sssajg?nuor:elztlgc?ﬁ:trilsfulther notice, - th e req ul red | nfo rmatlo n in t h e ISU bJ eCt' fl e I d
on the Customer’s communication screen.

The note can now be captured and saved.

Save Cancel Save | Cancel

6 Novtel




Flagging Accounts

@ [ovtel Relations Management Ulimate Enterprise 7.7

B File Edit Setup Search Templates Documents Datasets Reports  Help

| ¢ Customers ¢ Suppliers  ~ Praspects | | Date Tirne Type Subject
2025/02/20 09:48:38 Flagged Maote Warning lszued - 2025-02-07
[Woodford, Anthony 025/02/20  02:49.22 Ernail Ot Accourt in Arrears Email
) Category: Frivate Guest 2025/02/200  03:49.00 Sms 53 Maotification - Account in Arrears
The Flagged Note is captured and can be accessed by Account Status: M52/ %4514 Phone Phone Call 2025.02-20

Account Progress:

all Users by simply double-clicking the line.

Rental Expiry D ate:

Locationd:
Location2:
Calendar Flagged Stage:
Ywharhing 1 for Overdue Rent
[
= Search: |
D ASHEDARD ¥ CodeSearch [ Show ungad emails
[~ Email Search
[ Inactive Only Refresh -
Advanced Search | Move flags To Top
Desc Code |
B3 Sith John SMI0oz2
B= Srrith, Matthew SMI003
B2 5outhemn Shores Shipping . 555001
: B2 Johan Grabe STADD4
The account has been flagged successfully and displays el il
a red flag — indicating that this is a High Priority Flag. B Stevens Mio STEDOZ
B3 Test Customer TESOO
B TEST TESOO2
B3 The Lighthouse Hotel THEOOT
B2 The Blue Anchor Restaurght  THEODZ
B3 The Blue Anchor Restaurdht  THEOD3
B=w/alters Johan WAL
B2 walters D avid L Wit 003
B v ondford, Anthony wWiOnoo
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Flagging Accounts

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 -

® novtel Relations Management Ultimate Enterprise 7.7.0.1 -
® File Edit Setup  Search  Templates Documents D

® File Edit Setup Search Templates Documnents [

+ Customers © Suppliers  ( Prospects

(¢ Customers © Supplierz ¢ Prozpects

| Hoss Greg

Category: Mo Category
Account Status:

|Huss Greg

Category: Mo Cateqgory

] Account Status:
Account Progress:

Rental Expiry Date: To ensure easy access to all flagged accounts — in order SCHEDULE] Account Progress:
of priority — click on the ‘Move Flags To Top’ button. Rental Expiry Date:
Locationl:
Location2- Locationl:
Flagged Stage: N
13t Warning issued LocationZ:
Search | Flagged Stage:
1zt arning izsued
it [ CodeSearch [ Show unread emails
[~ Email Search

Search:

W Code Search | Show unread emails
| Email Search

R [ Inactive Only Refresh --->
REFRESH

Advanced Search | Mowe Flagz To Top |

Desc | Code The Flagged accounts will be ™ Inactive Only Refresh -

B2 Africa Tours AFROM . . e e
B A beits Peter ALBOD] ‘ displayed at the top of the list. Advanced Search | [¢ Hevat ligms ™
B3 Alberts Tom &LBO0Z D | Cod

B Lo . B30 ode
A frosyed By clicking on the required Account, B vinodiord, Ariony B
B Andersan, Peter ANDOOZ the Flagged Note can be accessed, I Ross Greg ROSO01
B2 snderson Richard ANDOO3 ; I Stevens Milo STEOOZ
B oo G Aoy and the necessary action taken. T T e
BE= Anderson Hotel Group ANDOOS B= Alberts Peter ALEOOT
- Eell BE'\."E[I',' BELOOT m"_":” T i él B>
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Flagging Accounts

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel.com)
® File Edit Setup  Search  Templates Documents Datasets  Reports  Help

Under the ‘Customers’; ‘Suppliers’ and ‘Prospects’ headings, reports

- ¢ Sunnl e List Custemers . .. .
| & Customers © Supplers € Praspects | [ Date can be obtained pertaining to the ‘Flag Stages’ linked per Account.
2025/ Current List of Customers
|Wnudlul Skothony | 2025/
Category: Privat 05/ Detailed Current List of Customers
Account Status: 2025/

Custormer Correspondence
SCHEDULE| Account Progress:

Current Customer Correspondence

() Rental Expiry D ate: - ® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel.com)
> ® File Edit Setup Search  Templates Documents Datasets Reports Help
QUTLD 2 —
Locationl: . . L]
Location? | ¢ Customers iSupplists ¢ Prospects | Date List Suppliers
ocahionZ: u
Customer Contact Persons - :
Current List of Suppliers
Flanoed Stane: |M.Iﬁ|. Pumbers | PP

Category: Plumbing Services
Account Type:

Semvice Provider

Account Statusz:

Ry
Hone: H

Supplier Correspondence

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel com) Current Supplier Correspondence

® File Edit Setup Search Templates Documents Datasets Reports Help

!ﬂ |f" Customers { Suppliers @& fF
EMAIL |Andersnn, Andrew

| W List Prospects

| Current List of Prospects

Locationl:
i - . i Supplier Contact Persons
Eategu_l_v. RH - Self Sufficient Prospect Correspondence Eslaﬁgra&t_lc Seaboard PR
S‘ Marketing Process: Clitan )
k

Current Prospect Correspondence
SCHEDULE| Progrezs or Lack Thereof:

o I

OUTLOOK

Locationl:

Prospect Dashboard

Location2:
!E! Prospect Contact Persons
Calendar Flagged Stage:

@ Novtel







The Scheduling System

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

AUY Schedule Tasks for yourself Set Reminders for I Track and manage complete and

% or another System User incomplete tasks EEE incomplete tasks with ease

@ N ovtel‘l




The Scheduling System

An email can immediately be sent to the applicable Novtel User’s
Microsoft Outlook account when a task is scheduled for them.

Reminder A Microsoft Ol:|t|00k reminder can b? created and will
pop up to remind the User of the action to be taken.

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

: . @Novter ﬂ




The Scheduling System

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@noviel.com)
® File

Tasks can be scheduled for Customers, Suppliers or Prospects
respectively by first selecting the relevant option here.

Edit Setup Search Templates Documents Datasets Reports Help

|f" Custorners =uppliers  ( Prospects D ate |Time |Type

_ 2025,/02/20 11:12:53 Flagged Mot
Sloure
® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Vi

® File Edit Setup  Search Ternplates Documents Di

E ica Tours |
Category: Tour Operator

A:count Status:

Account Progress:

Rental Expiry Date:

There are various methods in which to access the scheduling screen, but for
demonstration purposes, we will simply click on the ‘Schedule’ icon in the
‘Customers’ window.

Locationl:

Location2:

Flagged Stage:

Search: |

[T CodeSearch [ Show unread emails

[~ Email Search

[ Inactive Only Refrezh -
Advanced Search I Mowve Flags To Top

Desc Code

é’ N ovtel”




The Scheduling System

Scheduled Tosks - 0o x
~Task Editor ~Tasks D Info
Instruction From Staff]Louse  RequestedBy: [Louse vV | [ JUncompieiedand RemindlL Decument Type:
Person: | Subject: I
Contact Person: | Note at capture
Cell: I Tel
Detailed Task Hotes On . . .
Insirucon onesd T In the ‘Scheduled Tasks’” window, first click

on the applicable User and click ‘Add’.

™ Send user an email

Correspondence Number:
View Tasks
D 1 C
James West (1/3) Open Amange Relations Demo
L J 1 Send quote for repairs
Ruan Hamman {0/1) Open Send quote for repairs Quote Sent
Wendy Hanis (0/2) Open Please send guotation on Property and Relations Management Software.Integrated with Sage Pastel Partner, and for 10 Users each. | Guote Sent and got a reply already tha

Please send guotation on Property and Relations Management Software. Integrated with Sage Pastel Partner. and for 10 Users each. | Quote was sent successfully.

Please contact Erica for a demonstration on our Relations Mobile App Demo wert well, and the client will con

Please issue a quotation ASAP for Novtel Relations Management.

Scheduled Tasks

~Task Eitor _ _ .
These 4 fields can be populated manually if required.

Instruction From SmﬁiLcuise Reguested By: ILnuise Julf ﬂ

2 Novtel




The Scheduling System

However: By selecting the ‘Contact Person’ search option and selecting the
specific person from the list, their details will automatically be captured

here as inserted on the Contact Person master file.

Scheduled Tasks 7
ContactPersonWindow = O *
—Task Editor
Code Contact Person Customer Select
Instruction From SiaﬁiLouise Reguested By: ILouise ANDOOZ Peter Anderson Andersan. Peter
: Cancel
Peraon: I ’m Jason Andrews Andrews, Gordon
Iﬁ ANDDDS Theresa Anderson Anderson Hotel Group
Contact Person: I Frank Anderson Anderson Hotel Group
Cell: I Tk EXP002 Erica James
EXF002 Frank James
Detailed Task FLODOT Sharon
Instruction: STADOS Peter Langa
THEDM Jason Fredericks The Lighthouse Hotel
- _

Scheduled Tasks
—Task Editor
Instruction From Staﬁ'iLnuise Reguested By: | Louise JvV/
Person: I.ﬂndersnn Hotel Group %
Contact Person: IFrank Anderson w
Cell WV/H: |

Novtel




The Scheduling System

Scheduled Tasks Instruction for task
~ Task Editor A detailed instruction for the applicable Novtel User must be entered in this
Instruction From Staff]Louise Requested By: [Lovise vV ~ | field. The note entered here, will be available on the Outlook reminder, as well
as on the Relations calendar.
Person: Iﬁndersun Hotel Group
Contact Person:  [Frank Anderson Ql Send User an email
Cell: [082445566 Tel: Ensure that this checkbox is selected in order for the User to receive an email
that a task was logged for her.
Detailed Task Prepare the contract for additional workstations Motes On
Instruction: and send to the CEQ for review. Completed Task:
The email will be displayed as follows:
v . i & o9 s £ search
|E File Home  Send /Receive Folder View Help ESET
_ E’I— % [ Ignore m E @ @ E @Meeting EJ:IZDZS — To Manager . E\l/—l % m @ EE [Search People
MNew  Mew IE% Clean Up - Delete Archive Reply Reply Forward p= More ~ & Team Email ~ Dore M Move Rules Sendto Unread/ Categorize Follow @ Address Bo)
Email Iltems ~ %Junkv All t € Reply & Delete ';} Create New - ~  OneNote Read V Up~ ? Filter Email
RQ Mew Delete Respond Quick Steps [ Move Tags Find
m Drag Your Favorite Folders Here ﬂ Unread By Date v T Relations Ema” Alert
w Today a
[' v louise@novtel.com ' o louise@novtel.com
Inbox i louise@novtel.com i To louise@novtel.com
. Relations Email Alert oz:32 il
[a Drafts Mew Alert from Louise
o — New Alert from Louise
. Person: Anderson Hotel Group
Deleted ftems Cell: 082445566
Agente Tel:
88 Internet Date: 2025/03/06 07:44 - 10:00
Task: Prepare the contract for additional workstations and send to the CEQ for review.

@ Novtel




The Scheduling System

S MS Outlook settings
T ask Editor Clicking on the ‘MS Outlook’ button, the ‘Outlook Schedule’
Instruction From Staf]Loes Requested By: [Louise vV El= i i s screen will be displayed, and the schedule set up here will cause
the Outlook Calendar reminder to pop up on the User’s computer.
Person: I.ﬁndersnn Hotel Group
Contact Person:  |Frank Anderson [oY DuloskSehedule o H s 1. By default, the ‘Start’ and ‘End Date’ will always be the
Cell- [oa2425566 Tel ~Outlook Schedule: current date and time and can be amended if required.
Start Date and Time: |_ 5 Th 4 d 4 ; N ind b
DEta“BE.lTaSk Prepare the cortract for additional workstations {N_;Et I2":'25"1:"'3“‘”]5 oll ’ e en ate an time or t .e reminder to €
SEEET and send to the CEO for review. 7d = completed, must be captured. In this case, the task must
_ be completed on the current day, and by 10am.
End Date And Time:
|2025/03/05 ﬂ 1 3. As one user can schedule a task for another User, the
v Send il . == . . .
B St 10:00 = person scheduling the task can also be reminded if so
Alzo Remind
Save |  Cancel | Ouok>> | || oo selected.
¥ "Requested By user e B |
v 4. The number of minutes prior to the end date and time
Remind ahead of time: (min) a . h . .
[ — Code | Descrption 5 (4] =] u to be reminded, can now be set. The options are: 0, 2, 5,
James West (1/3) Open 5 Amange Relations De P | 10, 15, 20, 30, 45 and 60 minutes.
Louize JvV (3/8) Open & Send guote for repain %ept | Cancel | . , ,
Ruan Hamman (0/1) Open 7 Send quote for reph A Click ‘Accept’ to save the Outlook Schedule.

: A@ Novtel d




The Scheduling System

[ Uncompleted and Remind User

By default, the ‘Uncompleted and Remind User’ option is deselected and is displayed in a green
background colour.

However: If this option is ticked, the wording is displayed in a red background, indicating the task has
not yet been completed.

The ‘Reminder’ date, as well as the reminder start, and end times can now be set.

Scheduled Tasks = 2 = Clicking ‘Save’, the task has
~Task Editor ~Tasks Document Info Below been assigned to a specific

Instruction From Staﬂ'lLouise Requested By ILouise Y ;I _ Document Type: Use r, a nd the emalls sent

Person: [nderson Hotel Group Remind Date: 202503706 =] Subject | successfully.

Contact Person: |Frank Anderson ﬂ Time Start: | 744 = Mote at capture:

B 082445566 Tel: Time End: |00 — Invitations sent e

Detailed Task Prepare the contract for additional workstations Notes On

Instruction: and send to the CEO for review. Completed Task: _—

Invitations sent successfully
¥
Correspondence Number:
Save Cancel Outlook == |
Viewar Tacl-e

6 Novtel




The Scheduling System

Scheduled Tasks - O *

 Task Editor rTasks D Info Below
Instruction From StaffiLouize Requested By: IJarnes West ;I _ Document Type:
Person: IAnderscn Hotel Group Remind Date: W Subject: I
Contact Person: |Frank Anderson Time Stark: 744 = Mote at capture:
Cell: [oe2445566 Tel: | T Brik 10:00 =
o [ e o Tesk

[T Send user an email

e The task is now displayed under the
add | Edit | Delete )
. User’s List of Tasks.
View Tasks
Active Users: 1 Code Description CompletedMate
James West (1/3) Open 5 Arange Relations Demo
: [ Send quote for repairs

Ruan Hamman {1) Open 7 Send quote for repairs CQuote Sent
Wendy Hamiz (0/2) Cpen 8 Flease send quotation on Property and Relations Management Software Integrated with Sage Pastel Partner, and for 10 Users each. | Guote Sent and got a reply already thal

10 Please send quotation on Property and Relations Management Software Integrated with Sage Pastel Partner, and for 10 Users each. | Quote was sent successfully.

11 Please contact Erica for a demonstration on our Relations Mobile App. Demo went well, and the client will con

12

18 Please issue a quotation ASAP for Novtel Relations Management.

Prepare the contract for additional workstations and send to th V

Refresh Close
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The Scheduling System

The Outlook reminder will is displayed as follows:

F < |
1 Reminder(s) - X
Anderson Hotel Group (Frank Anderso...
0753 WEdnESday" 05 March 2025 & B “ ¢ | | = Anderson Hotel Group (Frank Anderson) Tel: Cell: 082445566 - Meeting yel Q - O s
File Meeting  Scheduling Assistant  Tracking Insert  Format Text  Review Help
Anderson Hotel Group (Frank Anderson) Tel: ... 54 minutes ove...
5 P 3011 3 J/ - |v_| A I oo & .
< =[O suy . od & oo <)
X 2 ¥ Recurrence |
Cancel Copyto My - . Send to Contact  ~ £1|5 minutes V'| Categorize ° Dictate All Immersive
Meeting  Calendar OneNote  Attendees~ [=] —_— ~ B Apps Reader
Actions OneMote Attendees Options Tags Voice Apps Immersive ~
(i) No responses have been received for this meeting.
Conflicts with another appointment.
E From = ‘ louise@novtel.com
Dismiss send | '
Upe:ate Title Anderson Hotel Group (Frank Anderson) Tel: Cell: 082445566
Click 53nooze to be reminded in: ) ! - )
Required ‘ louise@novtel.com: james@novtel.com
5 minutes ‘"’] [énnnzel Diismiss All ' :
Opticnal ‘
e A . J
Start time | Wed 2025/03/03 EH 07:33 v| CJAldey [ & Timezones
Endtme | Wed202503/05  [=|[ 1000 v| O MakeRecurring
Location v [ Room Finder
Prepare the contract for additional workstations and send to the CEO for review.

Novtel




The Scheduling System

® Novtel Relation{ schedyled Tasks When the task is completed by the User, they will proceed to click on the ‘Schedule’
® File Edit Se

icon and select his or her Username to display the tasks assigned to them.

— Task Editor
Instruction From Staﬁ'lLu:uuise F L. . . . .
Clicking on the specific task to be marked as completed, the details will be displayed
{ ) H
Person: | as captured, and the ‘Edit’ button is to be selected.
Contact Person: I
Scheduled Tasks = m] *
Cell: I Tel: i Task Editor  Tasks Document InfoBelow
Instruction Frem Staﬁ'i\_nuise Requested By: |James West - _ Document Type:
led Task Person: |Anderson Hotel Group Remind Date: |202503/06 = Subject |
Detai a5
Instructicn: Contact Person:  [Frank Anderson TimeStart | 744 = Note t capture:
Cell: |0824435566 Tel: TooEd |1D:DD =
Detailed Task Prepare the contract for additional workstations Motes On
Instruction: and send to the CEQ for review. Completed Task:
™ Send user an email
Correspondence Number:
Add Edit Delete :
View Tasks
Description Completediote
Amange Relations Demo
Send quote for repairs
Active Users: 1 Ruan Hamman {0/1) Open Send quote for repairs Quote Sent
Wendy Hanmis (02) Open Please send quotation on Property and Relations Management Software.Integrated with Sage Pastel Partner, and for 10 Users each.  Quote Sent and got a reply already thal
n.lalTlE-'S WESt {1 -"Ila} ODEﬂ Please send quotation on Property and Relations Management Software Integrated with Sage Pastel Partner, and for 10 Users each. | Quote was sent successfully.
|_ . ] |.4 5 ) Please contact Erica for a demonstration on our Relations Mobile App. Dema went well, and the client will conj
ouise Jvy (457) Upen
HUE” Hammﬂn {D.I"I-I} I:lpleﬂ Please issue a quotation ASAP for Novtel Relations Management.
Prepare the contract for additional workstations and send to the CEQ for review
Wendy Hamis (0/2) Open
_ = Refresh | Close |
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The Scheduling System

Scheduled Tasks
— Task Editor
Instruction From Staﬁ'iLnuise Reguested By: IJames West LI _
Person: I.ﬁndersnn Hotel Group . _ )
Remind Date: We have changed the end time of the task to the
Contact Person: |Frank Anderson Q Time Start: | 744 = exact day and time the task was completed, and
Cell: [082445566 Tel: TimeEnd: | 98 — entered the details of how the task was completed.
Detailed Task Prepare the contract for additional workstations Motes On The Contract was sent, and the CEQ has been
Instruction: and send to the CEO for review. Completed Task: | |ohoned to check his emails.
[ Send user an email

Scheduled Tasks
— Task Editor
Instruction From Staﬁ'iLouise Reguested By: IJames West 'l I Uncompleted and Remind User
Person: IMderson Hetel Group
Coniect Person:  [Frank Anderon 9 The ‘Uncompleted and Remind User’ checkbox is
Cell: 182445566 Tel: . .
! now unticked, and the action saved.
i as are the contract for addition Motes On e Contract was sent, and the as been
P:;EDL ‘ aPrr:Ipsemti'}o th:C!—%i’or r:l:;lirt Completed Task: ;-:onidr{to cieck hi::énail:.th CEOhasb

Save

Outlook == |

View Tasks

|1 Active Users: 1 Il Code | Descrotion
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The Scheduling System

The captured ‘Note on Completed Task’ is
now displayed in the ‘CompletedNote’
column for this task.

The time set when the task was completed,
is captured here too.

Scheduled Tasks = O X
[~ Task Editor [~ Tasks Dy Info Below

Instruction From StaﬁiLnu\se Requested By: |Louise JvV/ hd Uncompl Document Type:

Person: [Anderson Hotel Group Subject:

Contact Person:  [Frank Anderson o

Cell: [0s2445565 Tel:

Detailed Task Prepare the contract for addional workstations. NotesOn _  [The Contract was sent, and the CEO has been

Instruction: land send to the CEO for review. Completed Task: | phoned to check his emails.

™ Send user an email
Correspondence Number.
ad | Bt | Delete |
View Tasks

Description yC:
Amrange Relations Dema
Send quote for repairs l

Ruan Hamman (0/1) Open Send quote for repairs I Quote Sent

Wendy Hamis {0/2) Open Please send quotation on Property and Relations Management Software Integrated with Sage Pastel Partner, and for 10 Useleau‘]. Quote Sent and got a reply already thal
Please send quotation on Property and Relations Management Software Integrated with Sage Pastel Partner, and for 10 Uglfrs each. | Quote was sent successfully.
Please contact Erica for a demanstration on our Relations Mobile App. Demo went well, and the client will conf
Please issue 3 quatation ASAP for Novtel Relations Management.

ions and send to the CEO for review.

View Tasks
Active Users: 1 Date Lr leted CustSupp DocMum Time Start TimeEnd Criginated ReguestedBy
James West (1/3) Open 2020/08/13 | Yes Ingrid 0 08:00:00 05:00:00 James Louise
e vV | Open 2021711429 | Yes Anderson, Peter 0 10:17:00 12:00:00
Ruan Hamman (0/1) Open 2021/11/29 | No Anderson, Peter 0 10:17:00 11:00:00
‘Wendy Hamis (0/2) Open lthat it is accepted. 202112402 | No Anderson, Holdings 0 08:30:00 11:00:00 Kevin
2021/12/16 | No Express Properties 0 08:20:00 10:05:00 James
Fontact us for futther amangements. 2021/12/22 | No Express Properties o 12:45:00 02:30:00 Louise
2021/12/22 | Yes Andrews, Shawn 84 01:00:00 03:00:00 Wendy
2023/04/18 | No The Anchor Restaurant | 0 07:34:00 07:34:00 Ruan Louise

Anderson H

n phoned to

Refresh Close




The Scheduling System

& Novtel Relationd Scheduled Tasks
W File Edit Se
— Task Editor
Instruction FrnmStaff'LDuise Requested By: ILouise JwV
Ferson: ! Clicking on the ‘Schedule’ button, a specific User can be right-clicked, and
Contact Person: | the following options are available for selection per User:
Cell: | Tel:
1. Selecting the ‘View Uncompleted’ option, all uncompleted tasks
Detailed Task Mote ;
Irts'crll.lc:'ci{:-n‘?'S Com are listed.
2.  Only completed tasks will be displayed for the selected User if this
option is selected.
[EiSe 3. All tasks — completed and uncompleted — will be listed when the
pa | | ‘View All’ option is selected.
4. Tasks for the current day can be viewed by selecting this option.
Active Users: 1 Code | Description 5. A date range can be specified with this option selected, and tasks
James West (1/3) Open 5 Arange Relations D for the periOd W|” be dISplayed
Louise JvV (3/9) Open e U;1com Iete:':l ’ repai ] ) )
Ruan Hamman (0/1) Open Viow l: ) 'repail 6. The ‘View Events’ option gives access to the User’s Calendar.
1ew Lom e
Wendy Hamis (0/2) Open ) ? Jotatid
View Al
Jotatig
View Today - Erica
Date Range
View Events queta
| 19 Prepare the contract
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The Scheduling System

W Novtel Relations Management Ulimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel.com)

® File Edit

-
gt
L,
Calendar

Setup Search Templates

Documents Datasets Reports  Help

* Customers © Suppliets  (~ Prospects | [r

[ [+

Calendar (Louise)

[Akrica Tours

Category: Tour Operatar
Account Status:

Account Progress:

Rental Expiry Date:

Lo
Location2:

Flagged Stage:

Sun Mon Tue Wed Thu Fi Sat  Sun Mon Tue Wed Thu Fi Sat Sun Mon Tue Wed Thu Fi Sat
23 30 N 1 2 3 4 1 1
5 6 7 & 9% 10 M 2 3 4 5 6 7 8 2 3 48 e 7 8
12 13 14 15 16 17 18 9% 10 11 12 13 14 15 9 10 11 12 13 14 15
19 20 21 22 23 24 25 16 17 18 1% 20 21 22 16 17 g 20 21 22
2 27 23 2% I A 23 24 2% X% 27 28 23 24 25 2% 7 2 D

w311 3 4 5

Tasks: 2025/03/05

Search: |

05e|ected Day Eﬁdmu@k esfsa:md Month

| Al Tasks © Uncompleted Tasks (" Completed Tasks |

[~ CodeSearch | Show unread emails
[~ Emai Search

[ Inactive Only Refrash >

Advanced Search | Move Flags To Top

Code

| Description

| CompletedMote | Date | Uncompleted | CustSupp | DocNum

19

Prepare the contr...

The Contract wa... | 2025/03/05 No Anderson Haotel ... |0

Desc | Code |

[ &frica Taurs AFRO0T

B2 Alberts Jenny ALBO03

B2 Alberts Peter ALBOM

B2 Alberts Tom ALBOOZ

B2 Anderson Richard ANDOO3

B2 anderson, Peter ANDO02

B2 andrews, Gordon ANDO04

B Andrews. Shawn ANDOO

B2 Arnalie Grabe GRADOT

S Bell Beverly BELOOY

= Bonnitec BONOT S
M Calitz Deanne DE&OM s
|BR Calitz Gidecn EIn0m H

The logged in User can access his or her own
calendar by simply clicking on the ‘Calendar’ icon.

This User will be able to view his or her own
tasks here for a:

1. Selected day;
2. Selected week;

3. Or selected month.

The User can also view:

v All his or her tasks (Completed and
Uncompleted);

v" Uncompleted Tasks ONLY;
v' Completed Tasks ONLY.

Novtel




The Scheduling System

@ povtel REIaﬁon.lScheduledTasks . . ‘ ’ H
® File Edit Se To view tasks for other Users, and access their Calendars too, the ‘Schedule’ icon is
[a] [ T=<E" clicked; The required User is right-clicked, and the ‘View Events’ option selected.
Instruction From SmﬁlLouise Reguested By: |Louize Jvl/
[Af
Ca | Person: I
Ac
o S oot SICEE
Cell: | Tel:
Re
Detailed Task Notes Sun Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat  Sun Mon Tue Wed Thu Fri Sat
Lo | Instruction: Compl 29 30 31 1 2 3 4 1 1
56?89101123456?3234@678
Lo 12 13 14 15 16 17 18 5 10 11 12 13 14 15 5 10 11 12 13 14 15
1% 20 21 22 23 24 25 16 17 18 19 20 21 22 16 17 18 1% 20 21 22
26 2 28 29 30 N 23 24 25 X% X7 2B 23 24 25 X% X 2B B
3 01234 s The selected User’s name
— P T Today: 2025/03/05 . .
] [l Send ey o is displayed at the top of
= - peee | Ueme miisiells the Calendar window, and
|_| | Selected Day Selected Week Selected Month @ AllTasks ¢ Uncompleted Tasks ¢ Completed Tasks | a” taSkS; only Completed
I_l Code | Description | CompletedNote | Date | Uncompleted | CustSupp | DocNum
: tasks, or only uncompleted
| = | Active Users: 1 .
(Del |James West (1/3) Open tasks for this person can be
El.-_ Loufee vV (/) Gpen viewed for the selected
- Ruan Hamman Open View U eted d k rm nth
= S ay, week or month.
- View Completed
= Wiew all
= )
= View Today
= Date Range
: View Events a v
4
bl
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Search and Filtering Options

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

Per Customer, Supplier or Prospect Heading,
Advanced searches can be performed to filter
Accounts linked to the same:

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel com)

® File Edit Setup Search Templates Documents Datasets Reports Help

I + Customers © Suppliers ( Prospects I Date
202

EMAIL

[v Code Search [~ Show
[~ Email Search
[ Inactive Only Refresh -

Advanced Searc ‘ Mowve Flags To Top |

Clear &l Searches

Search »»

[Afica Tours Created By ALL -
Category: Tour Operatar I L : - .
Account Status: et Cetegory AL > Sta t U S )
i Locationl ALl -
SCHEDULE Account Progress: Ll ’h‘
\ Rental Expiry Date: Account Status: ALL - |:| > Catego ryl
Account Progress: ALL = l:l .
L o . .
Lecation1: Fiental Expiry D ate: ALL A |:| > Locatlonl
@ Location2: Flagged User: ALL -
caerdar |l | Flagged Stage: APty BLL > > Fla gge d Use r,
/ Flagged Stage: ALL
Search: Rere ALL . . .
sz | - Flagoed Sekctr: = » Flagged Priority and / or Stages;
ad emails Activities: ALL hd

> or Activities

o [Coe_ i for the purpose of grouping them together to send a

nica Tours reated By. l— .

B ot oo CustonerCatagar i — ] bulk email and/or SMS to all Accounts

B alberts Jenny ALEOO3 LocationT: ALL .

B sindrews, Shawin ANDO0T . e simultaneousl| Y.

B3 inderson, Peter ANDOO2

BS fnderson Richand ANDOO3 Account Status: AL

S éindrens, Gordan ANDOD4 AR RS el

: g:l:::”y SE;UUE& Rental Expiry Date: ALL

B s K ceree Previous Dt B TS Please note that the more search criteria options
* e Flagged User: ,ALL— . . .

=teubonn Cacons Fegged iy T — are set, the more the specifically required accounts

will be filtered.
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Search and Filtering Options

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 In addition to the ‘Advanced Search’ options, these search options can also be utilized:
® File Edit Setup  Search  Templates Documents

e —— : , > i i . i i .
= Fmamars € Suppiers [ Prospacts Quick Search Options for an Account Code; Email Address or Inactive Accounts ONLY;
» And Search options available from the ‘Search Menu’.
|A.hic:a Tours
Category: Tour Operatar
Account Status:
® Novtel Relations Management Ulimate Enterprise 7.7.0.1 - Welcg
Account Progress: ® - _
File Edit Setup - Ternplates Documents  Datase
Rental Expiry Date: — L]
piry & Eust ~  All -
—_— 204
Location]: Im By Contact Mumbers
Catego By Person Code / Desc
Location2: i
Accour By Email
Flagged Stage: Accour By Category
By Category and Status
Rental
Search: | 9 By Current Balance
™ Show unread emails ! By ID Number
Locatic
By Flag Stages
Refresh —» - Locatic By Correspondence
Advanced Search | Mowe Flags To Top o iler Flagged Stage: | |
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The Retirement Home Waiting List Functionality

@ Edit Prospect Details

Code |W«NE|DS

Category |6 - RH - Self Sufficient ~|

| |7 Usze Account Autohumber

Laocation 1:

— General Information

d Murnber: |51 4545787896 |
Mame: |van Roopen, Ansie
Telephone: 044 63511223 |

Mokile Fhone: |083 222555

Email Address: |ansie@vanrnn_l,len.cn.za

%, | Company Activities

[ Inactive

Wehsite: | | il
| |
First Contact | 2023/01/08 -]

Contact persons with company B wiaiting List

=

—Address

Location 2:

Address: |Kaloostraat 45

|Mnsse|baai

|5500

Coordinates: |

Wigw

—Email / Smz Options

@ Compary Only
€ Contact Persons Only

" Compaty and Contact Persons

Ancept Cancel

The Retirement Home Waiting List Functionality was
developed for a specific Novtel Customer.

This functionality entails the following steps:

1.
2.

The ‘Retirement Home’ system must be activated;
Deposit Amounts must be set up;

The current year, or year during which the
Prospective Resident could wish to take
occupancy;

All Applicable ‘Zone’ and Accommodation Types
available in the retirement village.

Prospect Master Files are to be created and the
waiting list details captured per prospective
resident.

é’ Novtel




The Retiremeni Home quiing List FunCiioanity Zones and Types can be illustrated as follow:

0 ZONE: Development1 TYPE: Bachelor Units
 J
TYPE: 1 Bedroom Units

/

2 ZONE: Development 2 TYPE: Bachelor Units
O

{

8
Recreation Hall;

Kitchen and Eating Hall

TYPE: 1 Bedroom Units

ZONE: Development 4 TYPE: 1 Bedroom Unit

ZONE: TYPE: 2 Bedroom Unit

Development 3

TYPE:
Frail Care

km @
: 7 dNovtel d




The Retirement Home Waiting List Functionality

When the Waiting List Details are captured on a Prospect’s Master File, and a specific
zone is selected, the types captured under this zone will be available for selection.

B Waiting List Selection * B3 Waiting List Selection * B3 Waiting List Selection X

SenalMo: 10 Sort Mo |8 :II Senal MHo: 10 Sort Mo |8 ::II SenalHo: 10 Sort Mo |g :II

Deposit; - D eposit; - Deposit; -

| = | = | =

'ear; I ;I Y'ear; I ;I “ear: I ;I
=l =l

| Zohe: I Section 5 ;I

IE-:une: Section 3

Zone: I Section 1

Zone Type: I "l Zone Type: Zone Type: /J
Frail Care 1 Bedroom Unit
[T Garage [ wAfhdrawn | efundable [T Garage

[~ Garage |1 Bedroom Unit

Accept Cancel Accept | Cancel Accept | Cancel
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The Retirement Home Waiting List Functionality

Depending on the Zone and Unit Size, the Deposit Amount may differ, and therefore all applicable deposit settings will be pre-
set up for selection on the Prospect’s Waiting List Details screen.

For Example:

The pre-created amounts will be available for selection

Section 1 and 2 Amounts on the Prospect’s ‘Waiting List Selection’ screen.
> Batchelor Unit
R 1000.00 (3 Waiting List Selection X
> 1 Bedroom Unit SernalMo: 10 Sart No. |2 j
R 2 000.00
Section 3 Amount Deposit: I ﬂ
1000.00
> Frail Care . 2000.00
Tear 200000
R 3000.00 200000
Section 4 and 5 Amount Zone: ;I
> 1 Bedroom Unit Zone Tupe: I ;I
R 3 000.00
[ Garage [ Withdrawn [ Befundable
» 2 Bedroom Unit
R 4 000.00 Bocept | Cancel

: @Novtel“ d




The Retirement Home Waiting List Functionality

It might happen that prospective residents will request to be placed on the waiting list for a specific year in the future
since they are not yet ready to move in.

These years will therefore be created far in advance to accommodate most requests at present. However: more years
can continually be created as needed.

[ Waiting List Selection X
Senal Mo 10 Sart Mo, |8 ﬁ 1
|
Depozit: ;I
The years will now also be available for selection on
j the Prospect’s ‘Waiting List Selection’ screen.
2020
2021
Sone: N2 |
2023
Zone Tepe: 2024 ]
2025
[~ Garag|2026
2027 ||

Acoept | Caricel

: @ Novtel |d




The Retirement Home Waiting List Functionality

If a Garage is required, this option is selected.

If not, the checkbox is left unticked.

B3 Waiting List Selection >
Senal Mo 9 Sart Mo, |9 ::II
Deposit; IEEIEIEI.EIEI LI
Year: IEDEE LI
Zone: ISEDtiDn 2 ;I
Zone Type: I'I Bedroorm Lnit ;I

[T withdrawn [T Refundable
Accept | Cancel

[ Waiting List Selection x
Serigl Mo 9 Sethofs -] By default, the ‘Withdrawn’ checkbox will never be selected when
Depost [200000 3] the Waiting List settings are applied originally.
vear |08 -l However: In the future — and if necessary — this checkbox can be
, ticked to withdraw the Prospect from the waiting list.
Zane; ISec:tu:un 2 LI
Zone Type: |1 Bedroom Linit ;I
v Garages [ Withdrawn [~ Refundable
—1 3 Waiting List Selection >
Serial No: 9 SotMofs - If the Deposit amount is to be
Deposit |2000.00 ] refunded to the Prospect in the
future, the ‘Refundable’ option is
ear: |2D2E ;I
selected.
Zohe: ISection 2 ;I
Zone Type: |1 Bedroam Uni B If not, the checkbox is left unticked.
¥ Gaage | Wihdiawn ; To save the settings, click ‘Accept’.
%ccept | LCancel
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The Retirement Home Waiting List Functionality

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel.com) The lwalt LISt Report’ can be prOdUCEd from the lProspeCts Report’ menu OptIOn.

® File Edit Setup Search Templates Documents Datasets Reports Help

\ppliers | & List Prospects bl . . . . . .
[oGme #6759 ICEE ’ a The report is opened in Microsoft Excel, and the following details are displayed:
[Anderson, Andrew | Current List of Prospects
l;:'aal:(gel:::;H;I';izijufficient Prospect Correspondence .
- Current Prospect Correspondence 1 ID and Serlal Number COIumns
Progress or Lack Thereof:
Acton prospect unentFesasdSaes The ID and Serial numbers will always be constant and equal when Prospects
Prospect Flag Stage History
Location: Prospect Doshboord are created manually, and the numbers cannot be altered. These numbers
oo R —— are automatically allocated by Novtel as Prospects are created.
lagge age:
L} Prospect Wait List
Search: | |
@ s @) H 9O O B 5 ook - brcel D search 2. Code and Description Columns
File Home Insert Page Layout Formulas Data Review View Developer Bl Tools The Account COde and Description for eaCh
[Ty 4o (vl Jiz A A 35, Wiap Text (Genera J Prospect is displayed in these 2 columns.
E@ Copy ~ J— N : _ - o
Pajte <¥ Format Painter 2 - ﬁ ’ |— Merge & Center > | 8 - % 9 <_03 _93 F(;r
Clipboard [F] Font [F] Alignment [F] Mumber [F]
’ ’ 3. Category Column
Al w o i Jx~ Prospect Wait List
AL B | D E F G H The ‘Category’ selected on the Prospect’s master
1 | Prospect Wait List . . ) .
2 Date and Time report printed : 26/02/2025 10:13:57 file will be indicated here.
3
4 Description Category MobileMum TelNum Email FirstContact
51 VANOOL [Van der Merwe, Jan RH - Self Sufficient 084 123456 [011 456123 jan@vdm.com 2025-02-05 . .
5 | 22 ANDO01 |Anderson, Andrew RH - Self Sufficient [086 232323 [044695124 |andrew@anderson.com 2250205 4. Mobile Number; Telephone Number and Email
7 33 FREOD1 |Fredericks, Paul RH - Self Sufficient ﬁ}82 h54123 F}M 6200011 |paul@fredericks.com 2025-02-05
8 | afi  |GRE00L |Greeft, Janet RH - Self Sufficient [085 124578 [044 695121 _ |janet@greefi.com 2025-02-05 Columns
9 | 5b MAL0O1 |Malan, Liza Frail Care ﬁ}83326566 ﬁ)M?BQGEd liza@malan.com 2025-02-05
10| 6[6 PREDOL |Pretorius, Koos RH - Self Sufficient ﬁ}82d54545 ﬁ}dd 652314  |koos@pretorius.com 2025-02-05 The contact details for each account are indicated
nm| 7 SM3001 |Southport Medical Supplies |Equipment Hire ﬁ)&l 123654 ﬁ}21 123654  |Southport@medicalSupplies.com 2025-02-25 .
12| 8[8 VANODO02 |van Rensburg, Walter RH - Self Sufficient ﬁ}82451245 ﬁ}44 690 1245 |walter@vanRensburg.com 2025-02-25 N these 3 COIUmnS.
13| 99 WVANODO3 |van Rooyen, Ansie RH - Self Sufficient F}BS 222555 F}M 695 11223 [ansie@vanrooyen.co.za 2025-02-26
14
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Deposit
R4 000.00

Zone
Section b

ZoneType
2 Bedroom Unit

Garage
Yes

R 1000.00

Section 1

Bachelor Unit

Yes

F2000.00

Section 2

1 Bedroom Unit

Yes

R2000.00

Section 4

1 Bedroom Unit

Yes

R3000.00

Section 3

Frail Care

No

R 1000.00

aection 4

2 Bedroom Unit

Yes

No

R2000.00

section 2

1 Bedroom Unit

Yes

R2000.00

Section 2

1 Bedroom Unit

Yes

The Retirement Home Waiting List Functionality

Deposit Column

Per account, a pre-created Deposit amount can be selected, and will be
displayed on the report accordingly.

Zone and Zone Type Columns

A specific Zone is selected per account, and the required Zone Type is set
accordingly. The selected details are displayed per line on the report.
Garage Column

If the ‘Garage’ option was selected per Account, the wording will be

displayed as ‘Yes'.

If not selected, the wording is ‘No’.

: 7 é Novtel . ﬂ




The Retirement Home Waiting List Functionality

Year and Active Columns

M O P 0 If the ‘Year’ was selected on the account as either the current year, or prior to the current
year, the ‘Active’ column will display the wording: ‘Yes'.

For all future years, the ‘Active’ column will display the wording as ‘No’.

Withdrawn Column

- Active Withdrawn Refundable

By default, the ‘Withdrawn’ checkbox will not be selected on an account — unless the

2023 [Yes MNo Yes waiting list application is indeed withdrawn by the Prospect.
2026 [No No Yes O If unticked, the wording is: ‘No’.
2020 | Yes No No o if ticked, it is ‘Yes’. (In this case, the Prospect’s account can be deleted if required —
2026 |No No No which will remove them from the waiting list.)
2026 |No No No
5027 |No No Ves Refundable Column
Mo No If a Deposit is payable, it may either be refundable to the Prospect, or not.
2026 |No Mo Yes ™ If the ‘Refundable’ checkbox on the account is selected, the wording on the report
2026 [No  |No Yes Is “Yes’

Q If unticked, it is ‘No’.

E @ Novtel iill i.“




The Retirement Home Waiting List Functionality

Fill ~
& Clear~

I3 Autosave D G- B os Bookl - Excel P Search
File Home Insert  Page Layout Formulas Data Review View Developer Bl Tools
flj Exc' Cut |:AptosNarrow v.||.11 v:‘ A AT = v EE; Wrap Text |:General v| ﬁ % Bad @ ﬁg @ 2. AutoSum
Co v . -
Paste 3 Copy B I U~ . ﬁ - = 3= Merge & Center E~ % 9 &0 m Condltl.onal Format as Good Meutral Insert Delete Format
¥ < Format Painter Formatting~  Table ~ - v -
Clipboard ] Font ] Alignment ] Mumber ] Styles Cells
H31l v fi
A B C D E F G H J K L M N o} Q
1 Prospect Wait List
2 Date and Time report printed : 26/02/2025 10:13:57
3
4 Description Category MobileNum TelNum Email FirstContact Deposit Zone ZoneType Garage Year
5 VANOO1 [Van der Merwe, Jan BH - Self Sufficient [084 123456 (011 456123 jan@vdm.com 2025-02-05( R 4 000.00(Section 5 |2 Bedroom Unit |Yes 2025 |Yes No Yes
6 ANDOO01 [Anderson, Andrew BH - Self Sufficient F}BS 232323 F}M 695124 andrew@anderson.com 2025-02-05( R 1000.00(Section 1 |Bachelor Unit  |Yes 2026 [No No Yes
i FRE0D1 |Fredericks, Paul BH - Self Sufficient ﬁ}82 564123 F}M 6200011 |paul@fredericks.com 2025-02-05( R 2 000.00(Section 2 |1 Bedroom Unit |Yes 2025 |Yes No No
] GREDOL |Greeff, Janet BH - Self Sufficient ﬁ}85 124578 F}M 695121 janet@greeff.com 2025-02-05(R 2 000.00(Section 4 |1 Bedroom Unit |Yes 2026 [No No No
9 MALOO1 |Malan, Liza Frail Care ﬁ}83326566 F}M?E%M liza@malan.com 2025-02-05{ R 3000.00|Section 3 |Frail Care No 2026 [No No No
10 PRE0OO1 |Pretorius, Koos BH - Self Sufficient ﬁ}82 454545 F}M 652314 koos@pretorius.com 2025-02-05( R 1000.00(Section 4 |2 Bedroom Unit |Yes 2027 [No No Yes
11 SM5001 |Southport Medical Supplies |Equipment Hire ﬁ)&l 123654 ﬁ}21 123654  [Southport@medicalSupplies.com 2025-02-25 No No No
12 VANOO2 |van Rensburg, Walter BH - Self Sufficient ﬁ}82 451245 F}M 690 1245 |walter@vanRensburg.com 2025-02-25(R 2 000.00(Section 2 |1 Bedroom Unit |Yes 2026 [No No Yes
13 VANOO3 |van Rooyen, Ansie BH - Self Sufficient F}BS 222555 F}M 695 11223 |ansie@vanrooyen.co.za 2025-02-26( R 2 000.00(Section 2 |1 Bedroom Unit |Yes 2026 [No No Yes
14
15

The ID, Serial Number and Sort Order numbers will always correspond, provided that:
» The ‘Sort Order’ was not altered on an account,
» Prospect Accounts have not been deleted,
» And no Prospect has yet been converted to a Customer.

However: The sort order can be changed manually if required.
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® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel.com)
® File Edit Setup Search  Templates Documnents Datasets Reports  Help

|("' Customers © Suppliers @& Prospects | Date |Time |T.‘r'l33

| Fredericks, Paul |
Category: RH - Self Sufficient
Marketing Process:

Progress or Lack Thereof: Add New
Action: Edit
Delete
Locationl: Convert Prospect e
Location2: Log Phone Entry
Flagged Stage: Log Fax
¥, Leg Schedule
¥
Search: |VanDDS l Save Note
Create Letter

¥ CodeSearch [ Sho
Save Documents

[~ Email Search
[ Inactive Only Location / Map
Advanced Search I J Send Email
| .
Desc ’ | Code Mail All
ANDOO
FREOM send Sms
GREOO Sms All
B Malan, Liza raL001
B3 Southpor Medical Suppliss S5O0 Markcallas Read
B van der Menwe, Jan YANOO Send Email and Sms
B van Rensburg, w/alter WAMODZ2 Mail and Sz All
R van Rooyen, Angie WANOOZ
Set Status
Set Status All
Flag Prospect >
Flag for Specific User
I Prozpect Count : 8 | Relatic List Prospect Activities 3z

The Retirement Home Waiting List Functionality

1. Please Note: Currently, the Prospect’s code
is indicated as ‘FREO01’.

This code will change when converted to a
Customer if Novtel finds that the same
Customer Code already exists.

2. Right-clicking on the Prospect account and
selecting the ‘Convert Prospect’ option,
Novtel has checked for, and inserted the
next available Customer Account Code as
‘FREO03’ at the top of the window since

Customer Codes FREOO1 and FREOO2
already exist.
The applicable Customer Category and

Locations can now be selected; the applicable
statuses set, and the changes saved.

® Convert Prospect

Convert Ta: & Custormer € Supplier

Code: FREOO3

| |7 Use Account Autohumber

Categomn:
Location 1:

Location 2:

IEI - Mo Location 1 ﬂ

IEI - Mo Location 2 j

Account Status

I - More -

Account Progress

=[]

I - Mone -

Rental Ex=piny [ate :

=[]

I - Mone - j |:|
— Branch
| M- |

Operation: Idle...

Progress: |

Accept Cancel
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The Retirement Home Waiting List Functionality

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 -
® File Edit Setup Search  Templates Documents

® povtel Relations Management Ultimate Enterprise 7.7.0.1 -
® File Edit Setup  Search  Templates Documents [

" Customers © Suppliers| & Prospects

|Andersnn, Andrew |
Category: BH - Self Sufficient
Marketing Process:

(+ Customerzg ¢ Suppliers & Progpects

| Fredericks. F‘ul

Clicking ‘Yes” to confirm the action, the account is
removed from the ‘Prospects’ list and displayed in the

Account Status!
Active
Account Progres

‘ ’ Paid on Time
Customers’ screen. Progresz or Lack Thereof: Rental Expiry Date’
Open Ended
Action: i
Location:
: Location2:
Locationl:
Movtel Relations Management L - Flagged Stage:
ocationZ:
8 L ; a03
Are you sure you would like to convert this Prospect (FREDO1) Flagged Stage: ¢ el |l \ |

D ASHECARD v CodeSearch | Show unredd emails

I % toa Customer? Please note that this process is immediate and
~ cannot be reversed.

Search: [wan003

[~ Email Search
R I Inactive Only Refrezh%->
V PASHECARD |v CaodeSearch [ Show unread emais REFRESH Advanced Search | Move Flags TR Top
! Yes | Mo [~ Email Search 3
Desc | Code \

[ Inactive Only Refresh - B= [avids Gregg DAVODT

B2 Calitz Deanne DEADD
ER Delport Francois DELOO
B2 Dizcover 54 and Beyond Cls0m
B2 Dunn Frans DUMom
B2 Dunn Frank DUMNDOZ2

REFRESH Advanced Search Move Flags To Top

B Gireef, Janet GREDDT B Frankiin George FRADDT
B Malan, Liza MALOOT B Fredericks, Steven FREQD1
E= S outhport Medical Supplies SkS0Mm B2 Fredericks, Matthew FREDDZ
BE=van der Merwe, Jan Wm0 & Frederichs, Pal FREDO3
E= van Renzhurg, YW alter WA 002 : Ea"tz_ﬁ'de':'” GIDO0T
E= van Rooyen, Ansie WA 003 Annalis Grabe GRAODT
B2 Green Jane GREOO
B Grey Havier GREQDZ
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The Retirement Home Waiting List Functionality

W Edit Customer Details >
Code |FHEDD3 | F Use Account Autolumber
Categary IIJ - Mo Category LI Location 1: LI Location 2: | ;l
— General Information —Address

Id Mumber: |551 24574 | Address: |99 Groatstraat J

3. Waiting List Selection x
Marne: i . .
ame [Fredericks, Paul A _ Accessing the Customer Master File, the

Telephane: |I344 2000 \ | Serial Mo 3 . . .

- \ waiting list details can be accessed, but the
e 25" A\ Depast: 200009 =l sort order number has been removed since
Email Address: |Dau|@hedencks.cum \‘ | _E - |2EI25 ;I :I Wiew | thlS Customer iS no |onger a PrOSpect
Webszite: 2D —H H HH H

| \ | 2] Zone:  [Section2 = active on the waiting list.
Fau:
* | | Zone Type: |1 Bedroom Unit LI
Firzt Cantact: -
e e |2D25H02"I28 —I v Garage [ withdrawn [~ Refundable
3' Contact persons with company Waiting List

%, | Company Achivities

[ Inactive Accept Cancel
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The Retirement Home Waiting List Functionality

® Novtel Relations Management Ultimate Enterprise 7.7.0.1 - Welcome Louise (louise@novtel.com)
® Ffile Edit Setup  Search Templates Documents Datasets Reports Help
[ ¢ Customers © Suppliers = Bizpecis | [Date List Prospects Il
E C t List of P ct ey . . .
e (e — | e The Prospect Waiting List now no longer displays the account linked to ID and
aregory: A - aeh auihicen Prospect Correspondence
Marketing P g . .
oleting Frocess ; Serial Number 3, since the Prospect was converted to a Customer.
urrent Prospect Correspondence
Progress or Lack Thereof:
Action: Prospect Current Flagged Stages
- The Sort Order for the accounts previously listed after the converted account,
Locationl:
e S has been amended successfully.
Prospect Contact Persons
Flagged Stage:
Prospect Wait List
Search: |van003
<]
File Home Insert  Page Layout Formulas Data  Review View Developer Bl Tools
s E’& Cut (Avial Jiz A A |« 2B wepex (Generl | Bl B — B R ] 2 Avesm
Co - - P . = Fill ~
Paste 3 Copy B | I U~ - = 5= | Merge & Center ~ | = % 9 <_Ug ;23 Condltl_onal Format as Good Neutral Insert Delete Format
A éﬁ’ Format Painter —_— _— - Formatting ~  Table ~ ) A A h 6> Clear~
Clipboard ] Font ] Alignment Pl Mumber ] Styles Cells
Al v Jfx~ ProspectWait List
A B € D E F G H | J K L M M Q P Q R
1 Prospect Wait List
2 Date and Time report printed @ 26/02/2025 12:50:07
3
E411D Serizgl Code Description Category MobileNum TelNum Email FirstContact Deposit Zone ZoneType Garage Year Active Withdrawn
51 9[9 VANOO3 |van Rooyen, Ansie RH - Self Sufficient [083 222555 [044 695 11223 |ansie@vanrooyen.co.za 2025-02-26| R 2 000.00|Section 2 |1 Bedroom Unit |Yes 2026 [No MNo Yes 1
6 11 VANOOD1 |Van der Merwe, Jan RH - Self Sufficient rﬂ&d 123456 ﬁ}ll 456123 jan@vdm.com 2025-02-05| R4 000.00|Section 5 |2 Bedroom Unit |Yes 2025 [No MNo Yes 2
7 2[2 ANDOO1 |Anderson, Andrew BH - Self Sufficient [086 232323 (044 695124 andrew@anderson.com 2025-02-05| R 1000.00|Section 1 |Bachelor Unit  |Yes 2026 [No MNo Yes 3
g1 44 GREDD1 |Greeff, Janet RH - Self Sufficient [085 124575 (044685121  |janet@greeff.com 2025-02-05| R 2 000.00 |Section 4 |1 Bedroom Unit |Yes 2026 [No No No 4
gl 5[5 MALOO1 |Malan, Liza Frail Care 083326566 (044789554 liza@malan.com 2025-02-05| R 3 000.00|Section 3 |Frail Care MNo 2026 [No MNo MNo 5
0 7 SMS5001 |Southport Medical Supplies |EquipmentHire  [081 123654 (021 123654  |Southport@medicalSupplies.com 2025-02-25 No Yes MNo 6
11)|_8[8 VAN002 |van Rensburg, Walter RH - Self Sufficient ﬁ}IBQ 451245 F}M 6901245 |walter@vanRenshurg.com 2025-02-25| R2 000.00|Section 2 |1 Bedroom Unit |Yes 2026 |No No Yes 7
12
13
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The Mobile App

The Novtel Relations Management app takes existing desktop application correspondence features to the cloud, enabling you to view
important information and perform key tasks on-the-go.

Novtel clients can now also view contact details, and communicate with their Sage Pastel, Sage Evolution or Xero Customers and
Suppliers through the Novtel app via:

» Cellphone Number

» Landline Number @ NOVtGF

Relations Management
Mobile App

» WhatsApp

y dxovtvl’

Prospects:

& swphers

Also view and contact your Novtel Prospects via the methods
listed above.

Multiple Dataset Processing:

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

: 7 @Novter - ﬂ




The Mobile App

Customers, Suppliers and Prospect Accounts are accessed by clicking on the respective option in the Menu.

Customers (74

[
-
& Suppliers

Prospects

& 8

Settings

1l

Switch Datasets

@ Device Not Activated

Customer List @\
Relations Demo Datab...

A\ Demo users can only contact Novtel support

XIAO YONG, CHEN

Account Status Location 1
] Q
Account Progress Location 2
] Q

Contract Expiry Date
L

O @
©000O0

PETERS, WILLIAM JAMES

Account Status Location 1
] Q
Account Progress Location 2
] Q

Contract Expiry Date
"

‘ Customers

& Suppliers &/
f@ Prospects
Q Settings

— Switch Datasets

@ Device Not Activated

" tOm

—  Supplier List

Relations Demo Datab...

aQ =

A\ Demo users can only contact Novtel support

SARAH BENTLEY

Account Status Location 1
] Q
Account Type Location 2
. Q

None

O @
000

WENDY GRAY

Account Status Location 1

] Q

Account Type Location 2
Q

None

& Customers

& Suppliers
0

i@y Prospects 74

Q Settings

1l

Switch Datasets

@ Device Not Activated

Prospect List =
Relations Demo Datab... .

A\ Demo users can only contact Novtel support

ABC COMPANY

Marketing Process Location 1
i Q
Progress or Lack Thereof Location 2
[ Q

Action
L

O &
©O000O0

TRIPLE D HOLDINGS

Marketing Process Location 1
] Q
Progress or Lack Thereof Location 2
] Q

Action

6 Novtel




The Mobile App

46 ) KGR
Sl tal = e B

— Customer List

Relations Demo Datab...

A\ Demo users can only contact Novtel support

1. Per Account, the Description, Code, Email Address and Category it is

PETERS, WILLIAM JAMES o linked to, is displayed as set up in the desktop application.
2. The main and sub-statuses linked per selected Account, are listed
here.
- The specific locations associated per Account, are captured here.
Account Status ) Location 1 5
u e 4. The Account’s main cell number is listed here and can be dialed by
Account Progress Location 2 clicking on the telephone displayed in a green background.
| Q
A——— 5. The Account’s main landline number is listed here and can be dialed
. P by clicking on the telephone displayed in a blue background.
° @ (6] 6. An Account can be classified as a ‘Favorite’ and will always be
I\ ? displayed at the top of the contact list, and in alphabetical order.
O000
< O O

: aNovtel“ d




The Mobile App

Cal S = e B

Customer List

Relations Demo Datab...

&\ Demo users can only contact Novtel support

7. A WhatsApp message can be created and sent to the listed

Cell number, by tapping the ‘Message’ icon.
PETERS, WILLIAM JAMES

omer Code: PETOO1

Email: support@novtel.org.za

Category: Individual

8. Google Maps integration:

Account Status Location 1

B Active Q Pretoria Easily view and navigate to your Sage Pastel or Sage
Accouiitithogtess iocition s Evolution Customer and Supplier addresses.

B Paid on Time Q Silverton

Contract Expiry Date Simply tap on this icon to set a pin in Google maps.

B july

l B YV}LJQ:;E 083 305 9... Add to Favorites
@ o
000

<l O O

Novtel




The Mobile App

Cal =S e

Customer List

Relations Demo Datab...

&\ Demo users can only contact Novtel support

PETERS, WILLIAM JAMES

er Code: PETO01

Account Status Location 1
B Active Q Pretoria
Account Progress Location 2
B Paid on Time Q Silverton

Contract Expiry Date
B July

000

< O O

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

c From here, the existing note can be amended and updated...

e OR the note can be amended, and a new note saved.

Correspondence List @

Relations Demo Database

~ Customer: PET001 - Peters, William James

-Amend Contract Start Date

“ # Date: 02 December 2021
Time: 01:09:15 AM
Recorded By: Novtel

-Phone Call 2 December 2021

! i } Date: 02 December 2021
Time: 12:55:55 PM

Recorded By: Novtel

[EM@IHappy December!
d Date: 02 December 2021
d Time: 12:46:55 PM
Recorded By: Novtel

Note Details

Relations Demo Database

~ Customer: PET001 - Peters, William James

‘_ » * Subject: Amend Contract Start Date
' | Date:20Dec2021 (&) Time: 10:08:32 AM
Recorded By:
Novtel
Requested By:
None v
Note Detail:
The client made us aware of the incorrect date on the
contract.
The date should be Jan 5th, 2021 and not February

1st, 2021.

Correct it and resend.

Novtel




The Mobile App

Tapping the ‘+" sign in the ‘Correspondence List’ window, a new fax, phone entry and note can be captured by selecting the relevant option.

NS Re OELE © 376% =) 10:(

Correspondence List @l

; Log Fax
Relations Demo Database

@ Customer: PET001 - Peters, William James Log Phone Entry

Note: Amend Contract Start Date Note: Amend (  Save Note

" A Date: 02 December 2021 > " A Date: 02 Decemt
Time: 01:09:15 AM . Time: 01:09:15 A Upload File
Recorded By: Novtel Recorded By: No'
Phone: Phone Call 2 December 2021 Phone: Phone Call 2 December 2021 A new file can also be uploaded from the stored location on the
Date: 02 December 2021 » Date: 02 December 2021 » . . . . . . .

& S : a8 S : mobile device and will be available to view directly in the app, as
Ry ded By: Novtel R ded By: Novtel H H

SR i well as the desktop application.

Email: Happy December! Email: Happy December!
Date: 02 December 2021 ® Date: 02 December 2021 @
Time: 12:46:55 PM Time: 12:46:55 PM
Recorded By: Novtel Recorded By: Novtel

A@ Novtel




The Mobile App

A Customer, Supplier or Prospect Account can be searched for by tapping the ‘Search’ icon in the relevant screen.

Cal = e M

Customer List

Relations Demo Datab...

A\ Demo users can only contact Novtel support

A\ Demo users can only contact Novtel support

VAN AS, NICHOLAS

e o _ Either search for the Account Code or
PETERS, WILLIAM JAMES o .. . ¢ )£
e Description in the ‘Search’ field.
o ) S Account Status Location 1
ail: support@novtel.org.za 1 Q
Category: Individual Account Progress Location 2
" mer Q
Account Status Location 1 Contract Expiry Date
B Active Q Pretoria o
Account Progress Location 2 l ‘ E i
B Paid on Time Q Silverton
Contract Expiry Date l E E i E E Z g 3 9
B july % o ~ | [ < >

l 083 305 <»f~a:‘a:::E 083 305 9... Add to Favorites @ # S [0 = )

& + (
a s d f g h j k |
-1 s11°'\01:1:1/
®0000 (... ...
3 ”

4 O O S

Novtel




The Mobile App

Accounts can also be filtered and grouped together according to:

> Active State:

Select Filters

v’ Active Accounts Only

Active State:

v In-active Accounts Only

Inactive only

Category: ‘/ A” ACCOUhtS

Small Business

Account Status: > Category:

B Suspended

A specified Customer, Supplier or Prospect Category.

Account Progress:

¥ Legal Action

> Sub-Statuses:

Contract Expiry Date:
. A specified sub-status linked to a main status.

CANCEL | APPLY

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

: @Novtel“ d




The Mobile App

SRR o A £ ]

—  Prospect List e,

Relations Demo Datab...

&\ Demo users can only contact Novtel support

A document can be viewed directly from the app by first tapping on the ‘Document’ icon from the
required Account.

ABC COMPANY

Marketing Process
B

Progress or Lack Thereof
[

Action
|

Marketing Process
8

Progress or Lack Thereof
|

Action

0000

TRIPLE D HOLDINGS

Location 1

Q

Location 2

Q

Location 1

Q

Location 2

Q

File: The Basics of Property Management...

\ Date: 02 December 2021 A
PDF > o
Time: 01:51:12 AM
Recorded By: Novtel \
1

Phone: More Info Required 2 Dec 2021

P\ Date N2 Naramhar 2021

1 . Allow Novtel

Relations to access
photos, media, and
files on your device?

DENY ALLOW

|
|

The document is now be tapped to be downloaded to
the mobile device.

Only when the first document is downloaded, will
permission be required to access the files on your device,
and this action is to be approved.

From now on, the communication will not appear again.

A@ Novtel




The Mobile App

Tap ‘Continue’ to proceed with the downloading of the document. . SR
Correspondence List @

Relations Demo Database

By tapping on the downloaded document, it will be opened. @ Prospect: ABCOOT - ABC Company

File: The Basics of Property Management...

Date: 02 December 2021 N
[ POF |

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