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Introduction

Novtel Procurement integrates with Sage 50c Pastel Partner and 
Sage 200 Evolution.

As Customers, Suppliers and Products are created in Novtel, the 
master files will also be created in Pastel or Evolution.

Inventory Groups are set up in the linked financial system, and 
when a product is created in Novtel, it is imported to Sage and 
linked to the required inventory group for detailed financial 
reporting.

In turn, Inventory groups are linked to dedicated GL Accounts.

GL Accounts Inventory 
Groups
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Introduction

Novtel Procurement also integrates with Xero.

Bank Accounts and GL Accounts are set up in Xero and will be 
available for selection in Novtel.

Selling and Purchase GL Accounts are linked to Products, while 
selling GL Accounts are linked to Customers, and Purchase GL 
Accounts are linked to Suppliers.
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According to Investopedia.com, there are different types of Procurement, and the types include the following:

❑ Goods Procurement:

Any physical products that businesses acquire through
the procurement process to serve the company's
needs. 

This can be direct, such as raw materials, or indirect,
such as office supplies.

❑ Services Procurement:

Like goods procurement, there are two types of services
procurement: direct and indirect. 

Both rely on services provided by people. 

➢ Direct services procurement may refer to labor
directly involved in the business. 

➢ Indirect services procurement can include
things like on-site security to safeguard the
premises.

❑ Direct Procurement:

This kind of procurement involves any goods and
services used during the production process. 

This includes raw materials, machinery, and other
components.

❑ Indirect Procurement:

Goods and services purchased under this type of
procurement are used to meet the operational needs of
a business. As such, they don't contribute to the
company's revenues. 

This may include office equipment and supplies,
furnishings, and marketing.
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In Novtel, there are 2 process cycles which can 

be accessed, namely:

➢ External Procurement (8 Steps)

With Novtel Procurement, your company can 
act as an Agency to source products from 
national and /or international Suppliers, and 
reselling the products to your Customers.

➢ Internal Procurement (6 Steps)

This process will be applicable where your 

company source products for its own use. 

Products can be sourced for different 

Branches and / or Departments. 
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The External Procurement Cycle is as follows until the process is completed:

1. 
Customer 
Request

2. 
Supplier Request

3. 
Supplier Quote

4. 
Customer 

Quote

5. 
Customer 

Order

6. 
Supplier Order

7. 
Supplier Invoice

8. 
Customer 

Invoice

8. Lastly, the Customer Invoice is issued 

for goods supplied.

1. Your Customer or applicable Department will 

request certain items to be quoted on, and 

therefore, the Customer Request is created.

2. Based on the Customer’s request, 

your company will produce the

Supplier Request and send it to all 

Suppliers carrying the required 

product(s).

3. The Supplier Quotes will be emailed 

to your company, and it must be 

captured in Novtel.

4. Based on the Supplier Quotes obtained, the

Customer Quote will be issued.

5. If the Customer Quote is accepted, 

the Customer Order is created.

6. Based on the Customer’s 

order, the Supplier Order

will be sent.

7. The Supplier Invoice will be 

captured when received.



Page 9

Introduction

Internal Procurement

1. 
Department 

Request

2. 
Supplier Request

3. 
Supplier Quote

4. 
Supplier Order

5. 
Supplier Invoice

6. 
Department 

Delivery Note

1. A Department within your company will 

request certain items to be delivered, and 

therefore, the Department Request is created.

2. Based on the Department’s request, 

the Supplier Request will be 

produced and sent to all Suppliers 

carrying the required product(s).

3. The Supplier Quotes will be 

emailed to your company, and it 

must be captured in Novtel.

4. The Supplier Order will be sent to 

the Supplier for the required goods.

5. The Supplier Invoice will be 
captured when received.

6. Then, the Department Delivery

Note is issued for goods delivered.
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A Product can be linked to a specific ‘Brand’ and ‘Unit 
of Measure’.

All Suppliers carrying this Product, can be linked to it.

When a Supplier Request Transaction is created in 
Novtel, a request per Supplier linked here, can be 
produced and emailed.
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System Messages can be set up per Transaction Level, and 
the message will automatically be captured to the 
transaction and document.

The message can be altered when needed while processing 
a transaction level, and it will then be displayed accordingly 
on the Customer / Supplier document.
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The External Procurement Process
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Creating the Customer RequestExternal 

Process 

Step 1 In Novtel, the ‘Transaction - External – Customer Request’ 

option is selected.

1. At the top of the window, Novtel displays that this 

is an External Procurement Process.

2. To create the request, the ‘Add New Request’ 

button is clicked.
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Creating the Customer RequestExternal 

Process 

Step 1
A pre-created Customer can now be linked to this request and 

remarks – specific to this Customer’s request – can be captured.

Pre-created Products can now be added and the Quantity; Unit of 

Measure and Remarks inserted for each before saving the Customer 

Request.
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Creating the Customer RequestExternal 

Process 

Step 1

The Customer Request will be displayed as 

follows, and can now be sent to the Supplier to 

request a Quotation.
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External 

Process 

Step 2

Producing a Supplier Request 

Clicking on the ‘Transaction – External - Supplier Request’ 

Transaction level option, the ‘Supplier Request’ screen is 

displayed – indicating the latest Transaction number at the top.

If this is the required transaction, the User can simply proceed 

with the processing.

However: If a different Transaction Number 

is to be accessed, click on the search button 

in the ‘Transaction Number’ field; search for 

and select the required transaction.

A specific transaction can be searched for by 

means of the following criteria:

▪ Transaction Number

▪ Customer Name

▪ Or Remarks
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External 

Process 

Step 2

Producing a Supplier Request 

The details linked to the Customer Request are now displayed.

If more items are required, it can be added by clicking on the ‘Add’ button and 

selecting the required products individually. 

However, we will create the Supplier Request based on the Customer Request without 

adding more products.

The ‘Link All Products’ button will link the products to the Suppliers applicable to them.

 

If more than 1 Supplier carry the required products, a request per 

Supplier can be produced and sent to the Suppliers as an 

attachment from your email program.
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Capturing the Supplier Quotes
External 

Process 

Step 3

From the ‘Transaction’ menu, the ‘External - Supplier Quote’ 

option is selected.

The Transaction Number and Customer displayed at the top 

of the screen, is from the latest transaction created.

Step 3 in the External Procurement process entails that the 

Quotes received from the Suppliers to which the Supplier 

Requests were sent, must be captured.

The search button gives access to the screen listing 

all transactions for which a Supplier Request has 

been created. 

If the required transaction is different than the one 

currently displayed, the required transaction can now 

be searched for and selected.
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Capturing the Supplier Quotes
External 

Process 

Step 3

The Quoted price per product will 

be captured manually by the 

system user – as received from 

the Supplier.

The settings can now be saved 

and the document printed if 

required.
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External 

Process 

Step 4

Issuing the External Customer Quote

Step 4 in the Procurement process is to issue the Customer Quote

Per Product, the Customer’s selling price can be captured – 

based on the price received from the Supplier.
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External 

Process 

Step 4

Issuing the External Customer Quote

After saving the Customer Quotation, and clicking 

the ‘Print’ button, the Quote can be exported to 

PDF format and emailed to the Customer as an 

attachment from your email program.
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External 

Process 

Step 5

Creating the Customer Order

If the Customer accepted the quote and has ordered the products as quoted, the 

user will proceed to click on ‘Transaction – External - Customer Order’ – which 

will display the ‘Customer Order’ window.

The pre-created Job Code for this order can now be 

searched for and selected.
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External 

Process 

Step 5

Creating the Customer Order

In the ‘Items’ tab, the physical Products – as linked to 

the Customer Quote – can be accessed.

In this case, the 7 Laptops are indicated first, and the 

set selling Price is R 12 899.00 each.

Clicking on the dropdown arrow, the next product can 

be selected and viewed. 

If all is in order, the Order can be saved and printed to 

PDF. 
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External 

Process 

Step 6

Producing the Supplier Order

Step 6 in the External Procurement process is to create the 

Supplier Order based on the Customer Order produced.

Clicking ‘Transaction – External - Supplier 
Order’, the Supplier Order screen is accessed.

By default, the latest transaction is displayed.

If a different transaction is to be accessed, 
the required transaction number is to be 
searched for and selected.
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External 

Process 

Step 6

Producing the Supplier Order

1. The expected delivery date is selected in this field.

2. The Delivery Address is to be selected.

3. And the Supplier Order can be printed to PDF 
format and emailed to the Supplier.



External 

Procurement

Transaction Level 7 – Supplier Invoice

Page 32



Page 33

External 

Process 

Step 7

Capturing the Supplier Invoice

Step 7 in the process is to capture the Invoice as received from the Supplier.

The second last step in the external procurement process, is to capture the 
Supplier Invoice and updating it to the linked  financial system.

The process is started by clicking ‘Transaction – External - Supplier Invoice’; 
searching for and selecting the required Transaction Number.

1. After clicking the ‘Edit’ button, the Supplier’s 
invoice number must be captured to the ‘Supplier 
Invoice Number’ field, and the action saved.

2. Then, the ‘Update Invoice’ button is clicked. 



Page 34

External 

Process 

Step 7

Capturing the Supplier Invoice

Integration

When Novtel Procurement is integrated with Xero, the ‘Xero Document Number’ will be displayed 
here after updating the Invoice.



Page 35

External 

Process 

Step 7

Capturing the Supplier Invoice

Integration

The Companion App has imported the transaction to Xero Successfully.
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External 

Process 

Step 7

Capturing the Supplier Invoice

Integration

Accessing the Supplier’s 
account in Xero, the Supplier 
Bill is displayed as follows:
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External 

Process 

Step 7

Capturing the Supplier Invoice

Integration

Integrated with Sage Pastel, the Pastel Document Number 
is inserted and by clicking the ‘Print’ button, the Supplier 
Invoice Document is produced.
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External 

Process 

Step 7

Capturing the Supplier Invoice

Integration The Supplier Invoice in Sage 50c Pastel Partner is now present in 
an open batch. 

Jumping to the open batch and searching for and selecting the 
Supplier from the list, the Supplier Invoice is accessed.
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External 

Process 

Step 7

Capturing the Supplier Invoice

Integration

1. The Supplier Invoice is displayed as follows, 
and indicating the Supplier Invoice Number 
(INV369852) as captured to Novtel.

2. The Pastel Document Number corresponds 
with the number allocated to the Supplier 
Invoice Document in Novtel. (PNA2002) 
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External 

Process 

Step 8

Issuing the Customer Invoice

Step 8 is the final step in the External Procurement Process and  entails that the 

Customer Invoice is issued.

The Customer Invoice is to be issued as the last step in the external procurement 

process.

From the ‘Transaction – External - Customer Invoice’  menu option, the required 

transaction number is to be searched for and selected.

By default, the latest transaction number linked to the current ‘Supplier Invoice’ 

transaction level, is displayed.
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External 

Process 

Step 8

Issuing the Customer Invoice

In the ‘Freight’ tab, a courier 

fee can be added if required.
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External 

Process 

Step 8

Issuing the Customer Invoice

Clicking the ‘Update Invoice’ 

button, the Pastel / Xero Invoice 

Number is allocated.
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External 

Process 

Step 8

Issuing the Customer Invoice

The Invoice can now be printed to PDF format and emailed 

to the Customer from your email program.
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External 

Process 

Step 8

Issuing the Customer Invoice

Integration

When Novtel Procurement is integrated with Xero, the 
transaction is imported to Xero via the Companion App.
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External 

Process 

Step 8

Issuing the Customer Invoice

Integration

Accessing the Customer’s Account in 
Xero, the Transaction is reflected here 
and the Invoice is displayed as follows:
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External 

Process 

Step 8

Issuing the Customer Invoice

Integration

Integrated with Sage Pastel, the Customer  Invoice is 

now present in an open batch in Sage 50c Pastel 

Partner.

Jumping to the Invoices batch, the specific invoice can 

be searched for and selected.
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External 

Process 

Step 8

Issuing the Customer Invoice

Integration

The Pastel Invoice is displayed 

as follows:
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The Internal 

Procurement Process
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Internal 

Process 

Step 1

Creating the Department Request

The Internal Procurement Process has 6 steps, and will be 

applicable where your company sources products for its own use. 

Clicking on any of the Transaction Level options below the ‘Internal’ 

heading, Novtel will display the wording ‘Internal’ in the colour of 

the Internal Procurement status.
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Internal 

Process 

Step 1

Creating the Department Request

With the Internal Procurement Process, your company can secure products 
for the various Departments or Branches within the company structure.

Your Company will therefore be created as a ‘Customer’, and the branches 
or departments will be created as secondary customers.

Head 
Office

Branch / 
Department 1

Branch / 
Department 2

Branch / 
Department 3

Branch / 
Department 4

Branch / 
Department 5

Supplier
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Internal 

Process 

Step 1

Creating the Department Request

To create the Department Request, click on the ‘Transaction’ 

menu option, and select ‘Internal – Department Request’.

1. At the top of the window, Novtel displays that this is 

an Internal Procurement Process.

2. To create the request, the ‘Add New Request’ button 

is clicked.
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Internal 

Process 

Step 1

Creating the Department Request

In the ‘General’ tab, the Customer must be selected, and the 

required pre-created Products added and saved.



Page 55

Internal 

Process 

Step 1

Creating the Department Request

The ‘Department Request’ document can now be printed and /or 

saved if required, and will be displayed as follows:
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Transaction Level 2 – Supplier Request
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Internal 

Process 

Step 2

Producing the Supplier Request 

The second step in the Internal Procurement process, is to 

create the Supplier Request.

Clicking on the ‘Transaction – Internal - Supplier Request’ 

Transaction level option, the ‘Supplier Request’ screen is 

displayed – indicating the latest Transaction number at the top.

If this is the required transaction, the User can simply proceed 

with the processing.
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Internal 

Process 

Step 2

Producing the Supplier Request 

Per Supplier carrying the required product(s), a request 

can be produced and emailed
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Transaction Level 3 – Supplier Quote
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Internal 

Process 

Step 3

Capturing the Supplier Quotes for Internal Orders

Step 3 in the Internal Procurement process entails that the 

Quotes received from the Suppliers to which Requests were sent, 

must be captured.

From the ‘Transaction’ menu, the ‘Internal - Supplier Quote’ 

option is selected.

The Transaction Number and Customer displayed at the top of 

the screen, is from the latest transaction created.

Clicking ‘Edit’ and selecting the product, the 

quoted price can be captured and the action saved.
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Procurement

Transaction Level 4 – Supplier Order
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Step 4 in the Internal Procurement process is to create the Supplier Order. 

The order is created from the Supplier Quote obtained; captured and accepted.

Internal 

Process 

Step 4

Placing the Supplier Order for Internal Procurement

Clicking ‘Transaction – Internal - Supplier Order’, the 
Supplier Order screen is accessed.

By default, the latest transaction is displayed.

If a different transaction is to be accessed, the required 
transaction number is to be searched for and selected.
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Internal 

Process 

Step 4

Placing the Supplier Order for Internal Procurement

By Editing the Supplier Order and selecting the Delivery 
Address, and saving the settings, the Supplier Order can be 
printed to PDF and emailed to the Supplier.
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Internal 

Process 

Step 5

Capturing the Supplier Invoice

The second last step in the internal procurement process, is 
to capture the Supplier Invoice and updating it to the linked  
financial system.

The process is started by clicking ‘Transaction – Internal - 
Supplier Invoice’.

The Supplier Order must be ‘Edited’ and the Supplier Invoice 
Number captured before saving the action.
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Internal 

Process 

Step 5

Capturing the Supplier Invoice

The invoice must now be updated 
to the linked financial system by 
clicking the ‘Update Invoice’ 
button.



Page 67

Internal 

Process 

Step 5

Capturing the Supplier Invoice

Integration

When integrated with Xero, the Companion App imports the transaction as follows:

➢ The Novtel Source is an Internal Supplier Invoice;

➢ The Xero Task Type is ‘Import Bill’;

➢ And the Reference is the document number as allocated by Novtel.
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Internal 

Process 

Step 5

Capturing the Supplier Invoice

Integration

Accessing the Supplier’s Account in Xero, the 
Supplier Bill has been imported successfully.
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Internal 

Process 

Step 5

Capturing the Supplier Invoice

The Novtel Invoice will also indicate the 
allocated Invoice Number as passed to Xero.
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Internal 

Process 

Step 5

Capturing the Supplier Invoice

Integration

Integrated with Sage Pastel, the Supplier Invoice in Sage 
50c Pastel Partner is now present in an open batch. 

Jumping to the open batch and searching for and 
selecting the Supplier from the list, the Supplier Invoice is 
accessed.
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Internal 

Process 

Step 5

Capturing the Supplier Invoice

Integration

1. The Supplier Invoice is displayed as 
follows, and indicating the 
Supplier Invoice Number 
(INV8574) as captured to Novtel.

2. The Pastel Document Number 
corresponds with the number 
allocated to the Supplier Invoice 
Document in Novtel. (PNA2004) 
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Internal 

Process 

Step 5

Capturing the Supplier Invoice

Integration

The Pastel Document Number has been created and inserted on 
this Supplier Invoice screen.

To access the Supplier Invoice Document, click ‘Print’.
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Internal 

Process 

Step 6
Step 6 is the final step in the Internal Procurement 

Process and  entails that the Department Delivery Note 

is issued.

Issuing the Department Delivery Note

From the ‘Transaction – Internal – Department Delivery 

Note’  menu option, the required transaction number is to 

be searched for and selected.

By default, the latest transaction number linked to the 

current ‘Supplier Invoice’ transaction level, is displayed.



Page 75

Internal 

Process 

Step 6

Issuing the Department Delivery Note

1. In this case, the Secondary Customer will be selected 

as the items are bought for this department.

2. The Primary Customer’s Delivery Address is used 

since this department is within the same building.

3. And the changes are saved.

The Internal Department Delivery Note can now be produced.



NOVTEL FORUM LOGIN LINK

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

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

https://x.com/NovtelSoftware

www.linkedin.com/company/

novtel-software-training

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