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Introduction

Novtel

Inventory
Groups

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.
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Introduction

Novtel

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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Introduction

According to Investopedia.com, there are different types of Procurement, and the types include the following:

O Direct Procurement: U Goods 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.

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.
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Introduction

EXTERNAL

'| Customer Request

Supplier Request

Supplier Quote

Customer Quote

Customer Order

Supplier Order

Supplier Invoice

Customer Invoice

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.

INTERNAL

eSur:nr:ulinar Request

Supplier Order

4

Department Delivery

e Mote

@Novtel SQSG‘
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The External Procurement Cycle is as follows until the process Ls completed:

1. Your Customer or applicable Department will
request certain items to be quoted on, and

therefore, the (eVE L]y T I EL [T 4is created.

8. Lastly, the Customer Invoice is issued
for goods supplied.

Customer

Invoice 2. Based on the Customer’s request,

7. The I il be AN Eam) your company will produce the

captured when received. _ 0. Supplier Request and send it to all
Supplier Invoice Supplier Request Suppliers  carrying the required
product(s).

3.
Supplier Quote
6. Based on the Customer’s

3. The SIJJITHe I Jwill be emailed

to your company, and it must be
captured in Novtel.

order, the Supplier Order
will be sent.

4.
Customer Customer
Order Quote

[0=-0-0-0-8-0-0-0 [5-0-0-8-0-0-0-0

5. If the Customer Quote is accepted,

the (IR EOIT[EIdis created.

4. Based on the Supplier Quotes obtained, the
Customer Quote will be issued.

‘gNovtel
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Introduction
Internal Procurement

1. A Department within your company will
request certain items to be delivered, and

therefore, the DITERINEHIAELE54is created.

6. Then, the Department Delivery

Note is issued for goods delivered. -

Department
Delivery Note

I|D-D-D-D-D-@ I

|@=0=O=0=0=0

2. Based on the Department’s request,

5. The JUJIHIMNCHLRwill be 5. 2. ) .
captured when received. Supplier Invoice Supplier Request the Supplier Request will be
produced and sent to all Suppliers
|D-D-D-D-@-D |O=@=0=0=0=0 . .
carrying the required product(s).

4. 3.
Supplier Order Supplier Quote

O=Om=@=0O=0=0

| O=0=0=8=0=0 |

3.

The MITJJICTEe LI MwWill 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.
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Introduction

.. Product Setup

Genenc MName:
Detailed Marme:
Uit OF M easure
Brand:

Pasztel Code:

— Product Information

Linked Suppliers:

|L-“-‘-.F'TEIF'

|L-“-‘-.F'TEIF' -ASUS |7

- |EACH =l
|&sUs ]
139 =N
Code | Supplier Mame
AsH0m Azuz International
FREOO Frezh Techhology
wWESOT wiestlake Suppliers

Save

Cancel

Cloze

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.

@Novtel
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Introduction

Tranzachaon Lewvel
Cuztomer Beguest
Supplier Bequest
Supplier Quate
Cuztomer Quote
Custorner Order
Supplier Order
Supplier lmvoice
Customer [nvoice

Mezzage

The Customer urgently requests a guaote on the praducts, ..
Pleaze Quate an the praducts lizted. and whether vau k...
The Supplier quates have been obtained. Mow quate th...

Dear Cugtomerds per your request, the following quat...
Pleaze arder the listed items.
The ardered iternz are lizted for urgent shiprment.

These [temsz ordered are now received and invoiced to ..

Dear CugtomerPlease safeguard your invoice for warr...

o |
. System Messages Setup >
— Sugtem Meszage Infarmation
&dd
Tranzaction Level | Customer Bequest LI
Edit
Mezzage: The Cusztomer urgently requests a guate on the a
products lighed. Dielate

Cloze |

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.

éNovtel
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v

Xero

% Movtel Procurement 5.1.0.5 - [Dashboard]

2 File Edit Import Setup Transaction

Customer Reguest

Supplier Request

Supplier Quote

Customer Quote

Customer Order

Supplier Order

Supplier Invoice

Customer Invaice

Reports

Department Request

Supplier Request

Supplier Quote

Supplier Order

Supplier Invoice

Department Delivery
Mote

Customer Requests

Transaction ID Customer Code l



I@-O-O-O-O-O-O-O I

Creating the Customer Request

Process

Step 1 . Movtel Procurement 5.1.0.5 - [Dashboard] In Novtel, the ‘Transaction - External — Customer Request’
File Edit Impeort Setup iransactmn Reports . ’ option is selected.
External » Customer Request E
EXTERNAL Internal » Supplier Request . . .
Backing List , ar g 1. Atthe top of the window, Novtel displays that this
acking Li . T
supplier Quote is an External Procurement Process.
_ . Customer Cuote
EXTERNAL Customer Request B 2. To create the request, the ‘Add New Request’
SIRE T LT button is clicked.
m Supplier Request Supplier Request Supplier Order
S fier | ] #. Customer Request x
L 1Er INVoICe
Supplier Request PR . o_
Supplier Quote Supplier Quote Customer Invoice Transaction Mumber ;
Supplier Quote I
General T Items
Customer Quote
Fequest Date : |2024/0313 |
e Erer Cwrer : I Louize Janse van Wuuren LI
Supplier Order Customer Code : IMAIDD'I
Custarner Mame : IMain Strest Law Firm
Supplier Invoice
°F : Cugtomer Contact ; IJack Kendall ;I
Cl=rmeginvgice Remarks : The Cugtomer urgently requests a quote on the products A
listed.
v
Add Mew Request | Edit Transaction | Frint | Cloge
& Last Modified : Louise Janse van Yuuren |O=-®=-0-0-0-0-0-0
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@=0=0=0=0=0=0=0

Creating the Customer Request

Process
Step 1

4. Customer Request b4

TinsactionMurber: [0 A pre-created Customer can now be linked to this request and
General I o remarks — specific to this Customer’s request — can be captured.

R a— Pre-created Products can now be added and the Quantity; Unit of
Quner: Lo Jw = Measure and Remarks inserted for each before saving the Customer

Customer Code : IF'ETDD‘I Q, i REq u est.

Customer Mame ; IPeterson Attourneys
- 1 I
Customer Contact : IJac:k Peterzon LI & Customer Request » Fiafresh [F!

EXTERNAL

_ | Request Date | Owner | Transaction Progress
— . 0000 2025/09/22 Louise WV Customer Invoice (8/8)
Supplier Request Remarks : Please Quote on 1TTB HDD and a minirmurn of 32GB Memory,  a Transaction Number :
. L General T Items (" Select . x
Supplier Quote
|ACER L&PTOR 15 [ Search
Sork by IEode -
Add Mew Request Edit Tranzaction |
Customer Quote ) o Search for - I—
Detailed Description : |AEEH LAPTOP |5
& Oty : 0.00
= - ' Code Generic Name Detailed Name oM
Custermer Order
o o e T T
Remarks - DELOOT LAFTOP DELL L4PTOP - 15 1TBHDD EACH
Supplier Order KEv0001 KEYBO&ARD KEYBOARD -WIRED EACH
L KEY0002 KEYBOARD KEYBO&RD - WIRELESS EACH
LS MONDDOTS LED MOMITOR LED MOMITOR 18IMCH DELL EACH
N . [ pddltem | [Mouo0DT MOUSE MOUSE - WIRED EACH
Supplier Invoice
. Add Mew Request | Edit Tranzaction |
Customer Invaice —
I
}Active - Active
. Completed| . Completed| |

@Novtel SOSG
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Creating the Customer Request

Process
Step 1

Type: EXTERNAL Transaction : 3

Tech Supplies

EXTERNMNAL
Tel: 044 456123 Fax

g E-mail: tech@supplies.com

CUSTOMER REQUEST

Supplier Request Page : 111

Customer: Peterson Attourneys The Customer Request will be displayed as

Contact Person: Jack Peterson follows, and can now be sent to the Supplier to
Tel: 044 652365

Fax: request a Quotation.
Email: jack@person.com

Supplier Quote

Customer Quote

Custermer Order

Request Date: 2025/09/29

) SentBy: Louise WV
Supplier Order

Remarks: Please Quote on 1TB HDOD and a minimum of 32GB Memory.

Supplier Invoice
[Line Product Uom aty |
VS e e 0002 ACER LAPTOP 15 EACH 7.00
0003 KEYBOARD - WIRELESS EACH 7.00
0004 MOUSE - WIRED EACH 7.00

Page 16
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Xero

Transaction Level 2 - Supplier Request

& Movtel Procurement 5.1.0.5 - [Dashboard]
#. File Edit Import Setup Transaction Reports

Supplier Requests
m Transaction ID Customer Code
Customer Request M epartment Request

Supplier Request Supplier Request

Supplier Quote Supplier Quote

Customer Quote Supplier Order

Supplierln-l.ll:lice

Department Delivery

Supplier Order Note

Supplier Invoice

Customer Invoice




External |[Baemal] [ suppler Requests | Producing a Supplier Request

Process ». Movtel Procurement 5.1.0.5 - [Dashboard]

St 2 . Fle Edit Import Sctup glansaction Reports Clicking on the ‘Transaction — External - Supplier Request’
ep External » Customer Request . . ‘¢ . ) .
EXTERNAL Transaction level option, the ‘Supplier Request’ screen is

Internal » Supplier Request

([N |

PackingList > S displayed — indicating the latest Transaction number at the top.
Customer Request Department Request Customer Quote If this is the required transaction, the User can simply proceed
EXTERNAL Custolmer Order Wlth the prOCESSing.
Supplier Request Supplier Request Supplier Order
Customer Request S Gz = b= X ; ‘ .
Tty |—M [External | However: If a different Transaction Number
Suppliem Request Products 1 R )| is to be accessed, click on the search button
Customer: Peterson Attourm SSEIEd \ x |n the ITransactlon Number’ f|e|d; SearCh fOf‘
Supplier Quote r~Search . .
Prodet:  [LAPTOP 5 otby:  [Transacton = and select the required transaction.
o Quot Quantity: 7.00 cellich for - I . .
ustomer Quote
wr  CEEE ] A specific transaction can be searched for by

- - e Transaction Customer Name Remarks means of t h e fo I | owIl ng C rlte ria:
Customer Order et Attourneys Fleaze Quote on 1TE HDD and a minimum of 32GEB Memory.
1 Peterzon Attourneys

ProductList  Link Al Produ = Transaction Number

Supplier Order

Generic Mame u Customer Name
LaPTOP 15
KEYEOARD
Supplier Invoice MOUSE : Or Remarks
Customer Invoice 5 Select
— Search

Sort by I Tranzachon j

V Search far : Cuztomer Mame
ﬁLastModlfled: ’ Select I Faneel Remarks

AT L |

Page 18
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External
Process
Step 2

Supplier Requests
[ External | [ Supplier Req |

EXTERNAL

Customer Request

Supplier Request

Supplier Quote

Custamer Quote

Customer Order

Supplier Order

Supplier Invoice

Customer Invoice

Producing a Supplier Request

Suppler.

I Game Stares Mossel Bay

2 Supplier Request - Louise x
Tinsactionurber: [0 &) I L .
Y The details linked to the Customer Request are now displayed.
Product  [LAPTOP 15 | e . . . . . ¢ ’
sy [ | If more items are required, it can be added by clicking on the ‘Add’ button and
UoM B | . . . ..
- : selecting the required products individually.
’ o . However, we will create the Supplier Request based on the Customer Request without
Froduet List, £ Tink Al Prodiicts (Double-click on praduct to link to request )
e Ll T — '|| adding more products.
The ‘Link All Products’ button will link the products to the Suppliers applicable to them.
% Supplier Request - Louise x
,;& Lot Modiied Lot g sction Number = [00003 & ] T
Froducts T Supplier Request
Edit

Computer Genius
G sl Hay

Request Date:  EEY

Pint |¢/

Owner [Lovise Jis =1
Contct o[ Pt | If more than 1 Supplier carry the required products, a request per
Remarks: - . .
Supplier can be produced and sent to the Suppliers as an
. attachment from your email program.

Product List:

TR T

KEYBOARD - WIRELESS 7.00 EACH

MOUSE -WIRED 7.0 EACH
Product Remark:

Cloze
5 Last Modiied : Louise J [o-8-0-0-C-C-0-0

@Novtel
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/ Transaction Level 3 - Supplier Quote

&, Movtel Procurement 5.1.0.5 - [Dashboard]
| & File Edit Import Setup  Transaction FReports
Supplier Quotes
EXTERMNAL INTERMNAL .
Transaction ID | Customer Code

Customer Reguest Depart.aent Request

Supplier Request Supplier Request
I i I g l ‘ I I ld Supplier Quote Supplier Quote

Customer Quaote Supplier Order

Procurement [ ==

Supplier Order Department Delivery

Maote
Supplier Invoice

Customer Invaice

@Novtel SQSG XS0




[ External | [ENMTEEIEEE Capturing ﬂle Supplier QUOtCS

External

t. Novtel P nt 5.1.0.5 - [Dashboa . .
Process = TrosurEmE Lo Step 3 in the External Procurement process entails that the
File Edit Import Setup Tgansaction Reports . . . .
1 Quotes received from the Suppliers to which the Supplier
Step 8 External » Customer Request
EXTERNAL Internal ; Supplier Request Requests were sent, must be captured.
e > Supplier Quote “ From the ‘Transaction’ menu, the ‘External - Supplier Quote’
EXTERNAL i i
Customer Request Department Regquest SISO Optlon 15 S€|€Ct€d.
Custormer Crder
Customer Reguest . . .
Supplier Request Supplier Request Supplier Order The Transaction Number and Customer displayed at the top
Supplier Request Supplier Invoice of the screen, is from the latest transaction created.
A _
W & Supplier Quote - Louise
Transaction Mumber IUUUU3 ‘ Customer: Peterson Attourneys |_
r -
Customer Quate Supplier Mame: | Computer Genius . Select = U
QuoieDas:  [zmsmazs = [ !
o ILouise T Sortby ITransaction ;I F
Customer Order - seacntor: | : The search button gives access to the screen listing
ontac ErEon: evin I:
_ — —— i all transactions for which a Supplier Request has
Squller Order Guote Total (Excl): A 0.00 ‘ Guot” |3 Peterzon Attourneps Please [uote on 1TB HDD and a minimumn of 32GB Me
1 Peterzon Attourneyps been Created.
Product: IW
Supplier Invoi Tty ET 1
R i If the required transaction is different than the one
Customer Invoice Tax: .00 . . .
. currently displayed, the required transaction can now
ice [Incl) 0.00
— be searched for and selected.
Dietaled Mame i
Cancel | £

Page 21
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Supplier Quotes Capturing ﬂle Supplier QUOtCS

External
Process
Step 3

% Supplier Quote - Louise X |
Tranzaction Mumber : IDDDDS !I | Cugtomer. Peterson Attourneys | _
The Quoted price per product will
EXTERNAL Supplier Marne: IGame Stares Mozsel Bay ;I Remarks: o Save | Apply Rounding Charge | Q p p p
Quote Date:  [2025/09/29 -] Cancel | Charge Code:  [ROUGHT be ca ptu red manual Iy by the
P Ower (Lo 7 = Reunding Amaunt | Lo system user — as received from
Customer Reguest = Exclusive % Inclusive .
Contact Person: IFrank Peterson LI - ¥ Calculate Tax t h e S u p pI 1er.
Supplier Request .
Guote Total (Excl): A 63 608.70 | | Guote Total (Tax]: A 9 541,30 | | Quote Tatal (Incl;: B 73 150.00 Add The Settl ngs Ca n nOW be SaVEd
Frodct:  [MOUSE pets | and the document printed if
Querty:  [7.00 oM [eacn = required.

Custorner Quote Price [Excl): IBB.SB Femarks: a
Tax I‘I 3.04
Price [Incl): I‘I o0.0o L J

Customer Order

Supplier Order Product List:
Detailed Mame J oy | uam | Price [Exch | Tax| Price(incll| Line Total (Excl) | Line Total (Tax) | Line Total incl) | Remark |
ACER LAPTOP 15 7.00 EACH 891304 1338 1025000 £2391.30 3358.70 7175000
Supplier Invoi KEYBOARD - WIRELESS 7.00 EACH 13.04 100.00 51.30 700,00
siTTiE AT S — 5 IR—
Customer Invoice
Lloze |
&3 Last Modified : Louise Jw¢ [©=C=8=0-0-0=0=0

éNovtel SQSG
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= Movtel Procurement 5.1.0.5 - [Dashbeoard]
2 File Edit

Import  Setup Transaction Reports

EXTERMAL

Customer Request Departrr 2nt Request

Supplier Request pplier Request

Supplier Quote Supplier Quote

Customer Quote Supplier Order

Customer Order Supplier Invoice

: Department Delivery
Supplier Order Note

Supplier Invaice
Customer Invoice

(¥

Xero

Transaction Level 4 - Customer Quote

Customer Quotes

Transaction 1D Customer Code




_ |_ | Customer Quotes || |[0=0-0=8-0-0-0-0 | Isslling tl'le EXtema_l Customer Quotﬁ
External

Process

Nowvtel Procurement 5.1.0.5 - [Dashboard]

File Edit Import Setup ira"mtim Reports ] Step 4 in the Procurement process is to issue the Customer Quote
S 4 External > Customer Request
tep EXTERMNAL Internal » Supplier Request
Packing List >

Supplier Quote , A . B
Costomer Guote % Per Product, the Customer’s selling price can be captured
based on the price received from the Supplier.

Customer Request Department Request

EXTERNAL

Custormer Order

Supplier Order

0 Supplier Request Supplier Request
Customer Request

4 Customer Quote - Louise

Sup
. Tranzaction Mumber : IDDDDB HI _
Supplier Quote Customer Name : IPetersun Altourmeys Incoterm : I | P—

Apply Rounding Charge

Guote Date |29f’09z’2025 'l Remarks : a Cancel
Charge Code: ROUQm
Customer Quote Owner: I Louise I LI

Founding Amount: 0.o0

Customer Contact : IJack Peterson hd l
" Exclusive & Inclusive
Customer Order Markup Margin : IT Rate Of Exchange : |1 ¥ Calculate Tax

Quots Total [Excl): R 7397652 | [ Quots Total [Tax): R 11 395.48 | [ Quots Total (incl: R 31 373,00

Products T Freight =
<< Select |
I~ Look for cheapest entry

Supplier Request

Supplier Order

Supplier Invoice Bt [ACER LAFTOP 15 Delete Supplier Name | Product |50 Price [Excl) | 50 Price (Tas) | S0 Price (Incl) |
Computer Genius LAPTOP 15 0.00 0.0a 0.00
Cluantity 7.00 LIOM: |EACH | Game Stores Mossel..  LAPTOP 15 8913.04 133696 10250.00
Customer Invoice Game Stores Moszel.. KEYBOARD 96.96 1304 100.00
S0 Price [Excl) |8913.04 CO Price [Exclp |11 21652 Game Stores Mossel...  MOUSE 86.96 1304 100.00

SQ Price [Tax): |1 23696 [R1] CO Price [Tax):  |169248
S0 Price [Incll: |10 250.00 Ca Price [Incll: ~ |12833.00 Calculate Prices |

Remarks:

Product List:

D etailed Mame

3 100,00 . X
13.04 100,00 104.35 15.65

KEYBOARD - WIRELESS .00 EACH
MOUSE - WIRED F.00 EACH

Cloze |
3 Last Madified [©-0-8-0-C-0-0-0

@Novtel SQSG

Page 24




] |_| Customer Quotes |

External
Process
Step 4

EXTERNAL

Customer Request

Supplier Request

Customer Quote

Customer Order

Supplier Order

Supplier Invoice

Customer Invoice

|[0=0=0=@=0=0=0=0 |

Type: EXTERNAL Transaction : 00003
Tech Supplies
Tel: 082 1478569 Fax
E-mail: louise@novtel.com
CUSTOMER QUOTE
Page : 171
Customer: Peterson Attourneys
Contact Person: JackPeterson
Tel: 044652365
Fax:
Email : jack@pertson.com
Quote Date:  2025/09/29
SentBy: Louise JwW
Remarks :

[Line Product Qty UOM Price (Excl) Tax Price {Incl} |
ooo2 ACER LAPTOP 15 7.00 EACH 11 216.52 168248 12 899.00
Line Total: 78 515.65 11 777.35 90 293.00
ooo3 KEYBOARD - WIRELESS 7.00 EACH 104.35 15.65 120.00
Line Total: 730.43 100.57 B840.00
0004 MOUSE - WIRED 7.00 EACH 104.35 15.65 120.00
Line Total: 73043 109.57 840.00
|Chlote Total: R79976.52 R11996.48 R 91 973.00

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.

@Novtel
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I N ovtel

External
Procurement

@Novtel

Transaction Level 5 - Customer Order

Movtel Procurement 5.1.0.5 - [Dashboard]
File Edit Import Setup Transaction Reports

EXTERMAL

Customer Request

Supplier Request
Customer Quote
Customer Order
Supplier Order

Supplier Invoice

Customer Invoice

INTERNAL

Departmr ot Request
Suyfplier Request
Supplier Quote

Supplier Order

Supplier Invoice

Department Delivery
Mote

Customer Orders

Transaction ID

| Customer Code




E=C 0] customer Orders Creating the Customer Order

External
PI‘OCCS S Movtel Procurement 5.1.0.5 - [Dashboard]

i File Edit Import Setup glransaction Reports

Step 5 "-blEHtemal > Custo-mer Request
EXTERNAL I: nternal > Supplier Request = If the Customer accepted the quote and has ordered the products as quoted, the
e T J user will proceed to click on ‘Transaction — External - Customer Order’ — which
customer Reduest Jggg peperimentReqves e v will display the ‘Customer Order’ window.
EXTERMNAL Customer Order

Supplier Order

Supplier Request Supplier Request

Supplier Invoice

Customer Reguest
LIl = Customer Order - Louise X

Supplier Request Transaction Numnber : IDDDDS _

Supplier Quote General T Items
Order Date : I2D25£DS£29 vl Apply Rounding Charge |
Customer Quote _ _ The pre-created Job Code for this order can now be
Owner : |Loise Jwy | Charge Cade: IHDUDD1
Rounding Amaur: 000 searched for and selected.
Customer Code : IPETDD1 " Exclusive % Incluzive
Customer Description : IPeterson Altourneys ¥ Calculate Tax
Supplier Order Custorner Contact : IJac:k Peterson ;I
Custorner Reference : I
Supplier Invoi
Job Code oo
iphio : Order 1
customer Invoice Job Code Description : I rder

Edit | Save | Cancel

|O=O=0=@=0=0=0=0 |

&
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Customer Orders Creating the Customer Order

External
Process

Step 5 . Customer Order - Louise b e |
Tranzaction Mumber : IIJDDIJS _

In the ‘Items’ tab, the physical Products — as linked to
EXTERNAL freners I Items the Customer Quote — can be accessed.

|ACER LAPTOR 15 =l

Customer Request . . . .
~ [(ereoanD . WiReLEsS In this case, the 7 Laptops are indicated first, and the

Detailzd Description :
i ' set selling Price is R 12 899.00 each.

Supplier Request

[T v.oo
Selling Price [Excl): I R 1121652
Supplier Quote . .
SelingPice (T~ | Rice@® Clicking on the dropdown arrow, the next product can
Customer Quate Seling Pice el | Fizes be selected and viewed.
E UaM - |EACH |
Flemks If all is in order, the Order can be saved and printed to

PDF.

Supplier Order

Remove |
Edit | Save | Cancel |

& [0=0=0=8=0-C=0=0 |

Supplier Invaoice

Customer Invoice

,
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Transaction Level 6 — Supplier Order

= Movtel Procurement 5.1.0.5 - [Dashboard]
& File Edit Import Setup Transaction Reports

Supplier Orders
Transaction ID Customer Code

Customer Request
Supplier Request
Supplier Quote f upplier Quote

Customer Quote Supplier Order

Customer Order Supplier Invoice

: Department Delivery
Supplier Order Note

Supplier Invoice

Customer Invoice




_ _| Supplier Orders |
External

Process
Step 6

Producing the Supplier Order

= Movtel Procurement 5.1.0.5 - [Dashboard]
File Edit Import Setup Transaction Reports

External 3 T e i Step 6 in the External Procurement process is to create the
EXTERNAL Internal > Supplier Request - Supplier Order based on the Customer Order produced.
. . ar
Packing List i’ Supplier Quote
5. Novtel Procurement 5.2.0.] Customer Request Cepartment Reguest Customer Quote
= File Edit Import Set Customer Order
: : Supplier Order V
EXTERNAL Supplier Request Supplier Request PP
Supplier Invoice

Customer Request

= Supglier Order - Louise X
| Tranzaction Number : IDDI]EIS I il | Customer: Peterson Attourneys | _
supplier Request Suppliers Iﬁama Stores Mossel Bay LI Delivery Date: IZDZEJDEKZB - Add Apply Aounding Charge

Order Date: 2025/03/29 hd Job Code: 001 ] Edit Charge Code ROUDOT
- i _ t Owner: ILoulse Jwd ;I Delivery Address: [-] Delete | Fourding AmoLnt: 0.00
s er Quote
SELUEr B € Exclsive & Inclsive
Contact Person: IFrank Peterson ;I

¥ Calculats Tax

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

Customer Quote

Remarks: ’ o

Customer Order

Order Total (Fxcl) RE3 60870 | [[Oides Total (T} R 54130 | [ Ducer Totel (ncl) 73 15000 | o By defa u It, th e Iatest tra nsa CtIO nis d is p I ayed .
Product [LeFTOR 15 Delete
Supplier Order@ —I
Huantity: 7.oo Lo IEACH -
Pl TR Remsk " If a different transaction is to be accessed,
Supplier Invoice ) . . .
ne o [TEE - the required transaction number is to be
Price [Incl): 10 250.00
Customar Tmvaice o searched for and selected.
Detalled Name [y [ uom | Price(Excl) | Price (Tax) | Price (Incl) | Remark Line Total [Excl) [ Line Total (Ta) | Line Totsl Incl) |
ACER LAPTOP 15 700 EACH 891304 133696 1025000 52391 30 335870 71 750,00
KEVYBOARD - WIRELESS 7.00 EACH 26.95 13,04 100,00 602,70 91.30 700.00
MOLISE - WIRED 7.00 EACH 86.95 13,04 100,00 608,70 a1.30 700.00
Cloze
&5 Last Modified : Louise Jv [5-6-C-G-0-8-G-C
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I [Extornal ||
External
Process

Suppler Orders | Producing the Supplier Order

. Supplier Order

Step 6 1. The expected delivery date is selected in this field. | & zon [0z o

2. The Delivery Address is to be selected. Twe:  EXTERNAL Transaction: 2003
3. And the Supplier Order can be printed to PDF Tech Supplies
Novtel Procurement 520, format and emailed to the Supplier. Tl 082 1470550 Fax

E-mail: louise@novtel.com

File Edit Import Set

SUPPLIER ORDER
EXTERNAL
Page : 11
% Supplier Order - Louise X . |
Supplier: Game Stores Mossel Bay Delivery Date : 2025/10/01
Customer Request Transaction Nurmber :  |00003 Q Customer. Peterson Attourneys
. I —I ‘ | _ Contact Person: FrankPeterson Delivery Address : 78 Main Street
Suppliers |Game Stores Mossel Bay | Delivery Date: 2025/10/01 -1 o Add Apply Rounding Charge Tel: 044123456 WMossel Bay
. Fax: 6500
Supplier Reguest Order Date: 2025/09/29 - Jab Code: 001 Charge Code ROUOT
1 1 e e -] &I Email : frank@gamemb.com
Ouner [Conise 17 | Delivery Address: [78 Main Street -] T I L0
IMosse\an © Exclusive % Inclusive Order Date: 2025/09/29
5 'Jl:'l:'“':‘ ote Cortact Perzan: IFrank Petersan LI
= = S |EEDD ¥ Calculate Tax Job Code: 001
Remarks: a [
| SentBy: Louise v
Customer Quote
= - e Print Remarks :
Order Totsl [Excl) RE3 60870 | [Order Total (Tax] 354130 | [ rder Total (inel} 73 16000 | i
Customer Order
Praduat: ||_Apmp 5 Delets @e Product Qty Uom Price (Excl) Tax Price (Incl)
Quantity: 7.00 UOM: EACH - 0002 ACER LAFTOP 15 7.00 EACH 8913.04 133696 10 250.00
e #9150 Femarks - Line Total: §2391.30 935870  71750.00
L= e s = 0002 KEYBOARD - WIRELESS 7.00 EACH 86.96 12.04 100.00
Frice (Incl). 1025000 .
Line Total: 608.70 91.30 700.00
Froduct List
) T 0004 MOUSE - WIRED 7.00 EACH 86.96 13.04 100.00
Customer Invaice HIE 391304 I 3 30 7 0
KEYBOARD - WIRELESS 1304 100 i .
MOUSE - WIRED 7.00 EACH 86.95 13.04 100.00 608,70 31.30 700.00 Line Total: 608.70 9130 70000
Order Total: R 63 608.70 R 9541.30 R 73 150.00

Cloge
‘& Last Modiied : Lovise I [o-C-0-0=0=&-0-C

@Novtel SOSG
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Transaction Level 7 - Supplier Invoice

>

A Movtel Procurement 5.1.0.5 - [Dashboard]
& File Edit Import  Setup  Transaction FReports
‘ Supplier Invoices
EXTERMAL

Customer Request Departme it Request

| Transaction ID | Customer Code

I : Supplier Request Supglier Request
tem Supplier Quote Supplier Quote
Customer Quote Supplier Order

Procurement §e=

Department Delivery

Supplier Order Note

Supplier Invaice

Customer Invoice

éNovtel SOSG‘



0] suppler invoices Capturing the Supplier Invoice

External

% Movtel Procurement 3.1.0.5 - [Dashboard]

Process . Fie Edt Import Seiup (oEDRENNE Corone Step 7 in the process is to capture the Invoice as received from the Supplier.
External > Custormer Request
Step 7 EXTERNAL [ Internal > Supplier Request =
Packing List > Supplier CQuote I The second last step in the external procurement process, is to capture the
Customer Request Department Request e Ot Supplier Invoice and updating it tO the IinkEd ﬁnanCiaI System-
Customer Order
EXTERNAL . . Supplier Ord The process is started by clicking ‘Transaction — External - Supplier Invoice’;
Supplier Request Supplier Request UpRICIer ’
e — t/ searching for and selecting the required Transaction Number.
ErEEmEr (EsuEs: Supplier Quote Supplier Quote Customer Invoice
Supplico K equest . Supplier Invoice - Louise x
Tranzaction Number : IEI[II]EIS il ‘ Customer: Peterson Attourneys |_
Supplier Quate Suppliers IGame Stares Mossel Bay ;I Papment D ate lm Edit | Apply Rounding Charge |
Irviice Date: W Job Code: [ifij] -] Print | Charge Code: W
Customer QIJCItE Owarier: Ingngv\/ ﬂ Delivery Address: I?S Main Street E Huundlng%\mnunl i 0.00
Contact Person IFrankF'elerson = |Mosse\Bay £ Exclusive & Inclusive
[500 F Calculats Tas
Customer Order e ’ ) :
| e | o 1. After clicking the ‘Edit’ button, the Supplier’s
. . o loc Mo l— pdate Invoice
Supplier Invoice Ma: MY 74125 e—l . . .
Supplier Order 0] invoice number must be captured to the ‘Supplier
Irwoice Total [Excl): AB3608.70 | [Invoice Total (Taxk R 541.30 | [Inveice Total (ncl R73150.00 | add . )£ .
g —— Invoice Number’ field, and the action saved.
Quariiy:  [700 uom EACH - ¢ ) . .
v [T o _ 2. Then, the ‘Update Invoice’ button is clicked.
Custamer Invoice T = ’ v
Price (Incl): |1U2ED ]
Praduct List
Detailed Name [ oty | oM | Price [Ercl) [ Price (Ts) | Price incl] | Remark | Line Total Exc] [ Line Total (Tax] | Line Total incl]
ACER LAPTOP 15 700 EACH 891304 13363 1025000 £2397.30 935870 7175000
KEYBOARD - WIRELESS 70 EACH B6.96 1304 10000 B08.70 130 70000
MOUISE -WIRED 700 EACH BE.96 1304 10000 B08.70 9130 70000
Clase
‘3 Last Modified : Louise Jy |g Last Modified By Im
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Suppler Invoices Capturing the Supplier Invoice

External
Process
Step 7

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

EXTERNAL

Customer Request Integration

Supplier Request

k. Supplier Inveice - Louise

Supplier Quote )
Tranzaction Mumber : IDDDD3 Q, | | Customer. Peterson Attourneys |_

Customer Quote .

Suppliers: I Game Stores Moszel Bay ;I Fapment [ ate: I 202510431 ;I E dit
Customer Order |Feoice D ake: |2|:|25.-"1 0/ ;I Job Code: IUI:I'I EI Bt

Supplier Order hwrer: ILDuise e ;I Delivery Address: I?B b air Strest EI
Contact Person: IFrank Peterzon =] IMDSSE| Bay
fE500

Remarkzs: & I

Customer Invoice
. |
Supplier Invaice Mo :  [INV74125 HeoDoc Moo |NSBODO04 Unupdate Invaice

Page 34
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Capturing the Supplier Invoice

External
Process
Step 7

Xe r@ The Companion App has imported the transaction to Xero Successfully.

EXTERNAL

Customer Request Integration

Supplier Reguest . Filters
Xero Tasks

Novtel Product

MNaovtel Equipment Hire

Movtel Hospitality 7 0_ ! v
MNovtel Procurement Recordad Failad Completec

Maovtel Property Management
Customer Quote Novtel Relations 0% 0% 100%

Supplier

Novtel Self Storage
Mavtel Vehicle Hire

Customer Order Xero Companion
WORKSTATION USERNAME NOVTEL PRODUCT NOVTEL DATASET NOVTEL SOURCE XERD ORGANIZATION TASK STATUS REFERENCE
Category
23 Sep 2025 @ 0838 LOUISE Louise B Procurement Default Dataset External Supplier Invoice (00001) 0 Import Bill Procurement NSBQO00
Supplier Order Contacts
Inverwt_ory 23 Sep2025@ 1256 LOUISE Louise B Procurement Crefault Dataset External Customer Invoice (20001) 0 Import Invaice Procurement INW-0001
B Invoicing
Sy”‘:hm"_“zat'm 23 Sep 2025 @ 1323 LOUISE Louise B Procurement Default Dataset External Customer Invaice (00007} B Import Credit Nate  Procurement CN-0002
Transactions
Status 23 Sep 2025 @ 1404 LOUISE Louise B Procurement Crefault Dataset External Supplier Invoice (00001) B Import Debit Nots Procurerment NDNOQOO1
Customer Invoice
B completed ) ) A y
. 29 Sep 2025 @ 0920 LOUISE Louise B Procurement Default Dataset Internal Supplier Inveice [00002) N Import Bil Procurement NSBQO002
M Failed
Recorded ) ) ) }
29 Sep 2025 @ 0953 LOUISE Louise B Procurement Crefault Dataset Internal Supplier Inveice (00002) B Import Debit Note Procurement NDNO0D02
Xero Organization
29 5ep 2025 @ 1007 LOUISE Louise B Procurement Default Dataset Internal supplier Inveice (00002) 0 Import Bill Procurement MNSB00003
All -
29 Sep 2025 @ 13:00 LOUISE Louise B Pracurement Crefault Dataset External Supplier Invoice (00003} N Import Bil Procurement NSB0D004
Workstation
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External
Process
Step 7

xere Procurement « Home

Contacts

Gsm Game Stores Mossel Bay
# GAMOO1

Activity Contact details Financial

Bills you need to pay >

EXTERNAL 73,150.00

Customer Request

Sales Purchases

Reporing  Payroll  Accounting Tax  Contacls  Projecis

tails Files

al

Mo cash in or out over last 12 months

Bills

Q. Enter an amount or reference

Supplier Request

Supplier Quote

Customer Quote

Customer Order

Supplier Order

Customer Invoice

Type Reference Issue date § Due date Paid date Paid
Bill NSB00004 10ct 2025 10ct 2025 0.00
Bill Purchases overview ; Bills to pay »

Bill NSB00004
Credit note

Showing items 1-3 of 2

Capturing the Supplier Invoice

Integration

Y Filter

Due  Stalus

73,150.00

Awaiting Payment Print PDF 1 Bill Options +
From Account No. Date Due Date  Reference Total
. . Y]
Game Stores Mossel Bay GAMO001 10ct2025 1 0Oct 2025 NSBOD004 73,150.00 h S p p I
oo Accessing the upplier’s
Add address . .
account in Xero, the Supplier
Amounts are Tax Exclusive
— — — — -mze | Billis displayed as follows:
ACEQ0D1 ACER LAPTOP I3 7.00 8,913.0435 Cost of Goods Sold ~ Standard Rate Purchases 62,391.30
KEY0002 KEYBOARD - WIRELESS 7.00 869585 Cost of Goods Sold ~ Standard Rate Purchases 608.70
MOuU0o01 MOUSE - WIRED 7.00 869585 Cost of Goods Sold ~ Standard Rate Purchases 608.70
Extemnal Transaction Mumber 00003
Subtotal 63,608.70
Total Standard Rate Purchases 15% 9,541.30
TOTAL 73,150.00

Novtel SQSG
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External
Process
Step 7

EXTERNAL

Customer Request

Supplier Request

Supplier Quote

Customer Quote

Customer Order

Supplier Order

Customer Invoice

S e Integration

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

Invoice Document is produced.

%, Supplier Invoice - Louise

Transaction Number -~ [00177 A [ Customer: Lawson and Sons |[ External |
Suppliers: [westiake Suppliers - Paymert Date: 2025/01/31 - Edit |
Invoice Date 202412413 vl Job Code: 004 B Erint |
Orer: I Louize ) anze van Yuuren ;I Delivery Address: |?7 Crogzs Aoad {
Cartact Perzon |Ben Stevens =] |D|az Beach /
IM ozzel Bap /
Femarks These Items ordered are now received and invaiced to our & IESUD
Company. /
. | ;_'
Supplier lnveice Mo+ [INV3B3852 e 120002

Capturing the Supplier Invoice

Novtel

Soge

Type: EXTERNAL Transaction : 077
Invoice : 53
Tech Supplies Mossel Bay
77 Cross Road - Diaz Beach - Mossel Bay - 6500 -
Tel: 044 677 1234 Fax
E-mail: techsupplies@mosselbay.co.za
SUPPLIER INVOICE
Page: 1M1
Supplier: Westlake Suppliers Pastel Doc No : PMNAZ0002
Contact Person: Ben Stevens Job Code : 004
Tel: 021124578 .
Fax: Delivery Address : 77 Cross Road
) Diaz Beach
Email : ben@stevens.com fazbeac
Mossel Bay
Invoice Date : 20241213 G500
Payment Date : 2025/01/31
Sent By: Louise Jansevan Yuuren
Remarks: These ltems ordered are now received and invoiced to our company.
@e Product Qty UOM Price (Excl) Tax Price {Incl)|
oooz2 KEYBOARD 5.00 EACH 52.00 7.80 59.80
Line Total: 260.00 39.00 299.00
Invoice Total: R 260.00 R 39.00 R 299.00
Page 37




Supplier Invoices Capturing the Supplier Invoice

External

Process

Step 7 SOS e |ntegration The Supplier Invoice in Sage 50c Pastel Partner is now present in

an open batch.

o0 e S Jumping to the open batch and searching for and selecting the

‘ Ex'rERNAL FILE EDIT PROCESS WIEW CHAMNGE SETUP UTILITY WINDOW FAVOURITES HELP
B BREOEIODE ¥ ¥ & ® B2 ERS0¢6d Supplier from the list, the Supplier Invoice is accessed.
/s O« — L. . N

Customer Request Open Batches

Tax Invoice

All Users Louise

Supplier Reguest Supplier Invoice v Process Supplier
Mot Used \
Hut{Pse Docurnent Type Supplier Invoice ~ Number |PNA10DD3 9 | |
Mot Used =
Supplier Quote [zilas w Ship f Deliver  Postal Address
Mot Used r
Not Used Incl Supplier Invoice Zoom ...Done
Not Used [ Supd
Not Used [ | Addi Zoom Sequence
Customer Quote Not Used F OnH & Number " Code ® (o <Enter> = Select
Mot Used
Mot Used m
Mot Used 10 e
Customer Order POS Not Used -
Customer Order = N
Number  Supplier Accounts/Description Amount,  Date | Invoice Printed | Delivery 1
PMAT000T |ASUDDT - Asus International 5284 000.000 [ 2024/08/15
Supplier Order PMNA10002 |FREOD1 - Fresh Technology 27 095.000 [ 2024/09/02 | INV02345 No |77 Cross Road
PMNAZ0001 |ASUDOT - Asus International $25 875,000 [2024/12/16 | INVTB4512 Yes |77 Cross Road
g \ PMNAZ0002 |WESOT - Westlake Suppliers 299,000 [2024/12/13 | INV369852 Yes |77 Cross Road
. Double-click or press Enter on the check mark to jump to that batch. Note you cannot jump to POS batchew Print Close
Customer Invaoice
6
|[0-0=0=0-0-0=8-0 | A Q OVt el S Page 38




Supplier Invoices Capturing the Supplier Invoice

External
Process

Step 7 Process Supplier
Supplier Invoice “ PnAZODD2 28 WESD1 |

I
EXTERNAL el B = S 0 S e |ntegrati0n

Period Date Supplier Invoice No. Discount % Exch. Rate Terms Payment Due

Customer Request 10 202411213 - [INV369852 1 N T oo [2vesmiest -

KEYBOARD - WIRELESS
Supplier Request

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

Supplier Quote

Customer Quote

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

Supplier Order

i |0

Delte /s citona el

Customer Invoice

Page 39
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Xero

Transaction Level 8 - Customer Invoice

= Movtel Procurement 5.1.0.5 - [Dashboard]
4. File Edit Import Setup Transaction Reports

Customer Request

Supplier Request

Supplier Quote

Customer Quote

Customer Order

Supplier Order

Supplier Invoice

Customer Invoice

Depar.ment Request

pplier Request

Supplier Quote

Supplier Order

Supplier Invoice

Department Delivery
Mote

Customer Invoices

Transaction ID Customer Code |




External
Process
Step 8

EXTERNAL

Customer Request

Supplier Reguest

Supplier Quote

Customer Quote

Customer Order

Supplier Order

Supplier Invoice

Customer Invoice

O=CO=O=Om=O=O=0O=@

I _ | Customer Invoices

& MNovtel Procurement 5.1.0.5 - [Dashboard]

= File Edit Import Setup Ensaction Reports
[ External

EXTERNAL Internal

Packing List

Customer Request

Department Request

Supplier Request Supplier Request

Supplier Quote Supplier Quote

Customer Request
Supplier Request

Supplier QGuote

Customer Quote

Customer Order

Supplier Order

Supplier Invoice

Customer Invoice %

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.

& Customer Invoice

Transaction Mumber :IUUDU3

BI | Cuztomer: Peterson Attourneys

T Header
Cuztomer Contact : IJ ack Peterson j Owner: I Louise Jv ﬂ
Save |
Secondany Cust: | il Pastel Doc Mo |
Cancel |
Invaice Date : |2025/09/23 =l Remarks : a
Address: |‘I 4 Main Street il
Primary Delivery ;I IMosseI Bay
|6500
| v

Invoice Total (Excl]: R 79 5976.52 | | Invoice Tatal [Tax): R 11 998.-’18: Invoice Total (Incl): B 91 973.00

Update [nvoice |

éNovtel

Xero

Soge
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External
Process
Step 8

EXTERNAL

Customer Request

Supplier Reguest

Supplier Quote

Customer Quote

Customer Order

Supplier Order

Supplier In

Customer Invoice

I _ | Customer Invoices

% Customer Invoice

Issuing the Customer Invoice

=
Tranzaction Mumber :IUUDDB E | Customer: Peterson Attourneys |_
Customer T Header
Apply Founding Charge |
Customer Contact : Jack Peterson > Owner: Lowize Jv >
I _I I _I Gz | Charge Code: IHDUDD‘I
Secondary Cust: I E Pastel Doc Mo: I R At I—DUD
Cancel |

Irveoice Date : 2025/09/23 'l Remarks : a € Exclusive & Inclusive

Address: I E ¥ Calculate Tax

Frimary Paztal ;I I

| v
Invaice Total [Exclt R 7997652 | [ Inwoice Total (Taw: Fi 11 9%.48 [ Invoice Total (Incl) R 91 973.00 ml In the lFreightl tab. a courier
’
ety I Freight fee can be added if required.

Product: |COURIER COST Save |
Quantity: |1 110k EACH | ﬂl
Price [Excl): I?SS 77
Price [Tas): {11996 [R]
Price (Incl): IS‘IS?E [~ Calculate Insurance
Freight List:

Detailed Hame | Oty | UomM | Price [Excl] | Price Tax] | Piice (Incl) | Line Total (Excl] | Line Total (Tax) | Line Tatal fInc]

Cloze |
3 Last Modified : Louise Jv [©-0-0-0-0-0-0-@

@Novtel

Sage
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Fxternal | [Bxemal] [ customer invoices Issuing the Customer Invoice

Process
Step 8

= Customer Invoice x )
Transaction Nurmber ; (00003 2, | | Customer: Peterson Attourneys H H ( . 7
! ]  ExiEmer] Clicking the ‘Update Invoice
Customer T hi=ade Apply Rounding Ch. |
pply Rounding Charge .
Customer Contact : IJack Peterson LI Cwner. ILouiserV LI b UttO n, t he Pa Stel / Xe rO I nVO I Ce
Edit Charge Code: IHUUUEH
Secondary Cust I E Pastel Doc Mo I ] Fisurelog AT o0 N u m be r is a I I OcatEd
EXTERMNAL Print .
Invoice Date IZDEEfDS.JZS - Remarks a " Exclusive % Inclusive
Address I E ¥ Calculate Tax
_ Primary Postal -
Customer Request [ :
| v
Squlier Requesk I Update Invoice “
Invoice Total [Excl) R 80 776.29 | | Invoice Total [Tax): R 12 115.41 Invaice Total (Incll: B 92 892.73
Sup |:I|iEI' Quote Products T Freight
Product |COURIER COST Add
Customer Quote Quanty:  [1.00 UOM: EACH =] Delete
Price [Excl]: I?SB T
Customer Order Price (Tax}  [119.95 (A)
Price [Incl] IST 973 I~ Calculate Insurance
. Freight List:
Supplier Order E :
FR Detailed Name | ay [ uoM | &, Customer Invoice
COURIER COST 1.00 E4CH
B ] ) Transaction Mumber :IUUUU3 Q, I | Customer: Peterson Attourneys |_
Supplier Invoice
Header
3 Last Modifed : Louise v/ Customer T
Customer Invoice -
Cugtomer Contact : I-_lack Peterzon - I Owrer: I Lovize Ju vI
Secondary Cust: I HI Pastel Do Mo | [My-0003
Ivoice Date : 202509729 -] Remarks : |
I 1

@Novtel SQSG

Page 43




External
Process
Step 8

EXTERNAL

Customer Request

Supplier Reguest

Supplier Quote

Customer Quote

Customer Order

Supplier Order

Supplier Invoi

Customer Invoice

Customer Invoices

TAX INVOICE
Customer: FPeterson Attourneys Invoice Date : 2025/00/29
Address : Invoice Number : 0000000003
UCR Number :
Delivery Address : 14 Main Street
Mossel Bay
G500
Type: EXTERNAL
Page 1 of 1
|Customer Ref Transport BL/ AWB No Incoterm Licence Job Code Account |
001 PETOO1
[Product uom Qtv_Price (Excl) _Price (Tax) _Price (Incl)]
ACER LAPTOP 15 EACH 7.00 11,216.52 1,682.48 12.899.00
Line Total: 78,515.65 11,777.35 90,293.00
KEYBOARD - WIRELESS EACH 7.00 104.35 15.65 120.00
Line Total: 730.43 109.57 840.00
MOUSE - WIRED EACH 7.00 104.35 15.65 120.00
Line Total: 730.43 109.57 840.00
COURIER COST EACH 1.00 799.77 119.96 919.73
Line Total: 798.77 119.96 919.73
Invoice Total : R80776.22 R 12116.44 R 92892.73
Remarks:
Bank Details
Bank:

Branch Mame:
Branch Code:

Account Mo:
SWIFT Code:

Account Mame:

Issuing the Customer Invoice

The Invoice can now be printed to PDF format and emailed
to the Customer from your email program.

éNovtel

Soge
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External | | ESSSEEE [ customer nvoices Issuing the Customer Invoice

Process
Step 8

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

Integration

Customer Requ

. . .
Supplier Request Filters
Xero Tasks
Nowtel Product
Movtel Equipment Hire
Sup |:I|iF‘I' Novtel Hospitality Va 0 (]
M novtel Procurement Recorded Failed ° Completec
Novtel Property Management
- Movtel Relations 0% 0% 100%
Customer Quote = I Novtel Self Storage
Novtel Vehicle Hire
M xero Cornpanion
DATE RECORDED WORKSTATION USERNAME NOVTEL PRODUCT NOVTEL DATASET NOVTEL SOURCE XERQ TASK TYPE XERO ORGANIZATION TASK STATUS REFERENCE
N
b} Category
23 Sep 2025 @ 0838 LOUISE Louise B Procurement Default Dataset External Supplier Invoice (00001) N Import Sl Procurement Completed NSBOO0O1
Contacts
Inventory 23 Sep 2025 @ 1256 LOUISE Louise B Pracurement Default Dataset External Custorner Invaice {0000T) B Import Invaice Procurement Completed INV-0001
- Invaicing
Supplier Order BS " < .
ynehronization 235ep2025@1323  LOUISE Louise B Procurement Default Dataset External Customer Invaice (00001} B Import Credit Note  Procurement Completed CN-0002
Transactions
Status 23 Sep 2025 @ 1404 LOUISE Louise B Procurement Default Dataset External Supplier Invoice (00001) B Import Debit Note Procurement Completed NDNOOOO
Suppl
B Completed .
B 29 Sep 2025 @ 09:20 LOUISE Louise B Procurement Default Dataset Internal Supplier Invoice (00002) B Import Bl Procurement Completed NSB0O0002
M Failed
Recorded § . X i
- 29 Sep 2025 @ 0953 LOUISE Louise B Procurement Default Datasst Internal Supplier Invoice (00002) B Import Debit Nate Procurement Completed NDNQO002
Customer Invoice
Xero Organization
29 Sep 2025 @107 LOUISE Louise B Procurement Default Dataset Internal Supplier Inveice (00002) B Import Sl Procurement Completed NSBOO0O03
All -
29 Sep 2025 @ 13:00 LOUISE Louise B Procurement Default Dataset External Supplier Invoice (00003} B Import Bill Procurement Completed NSBO0004
Workstation
29 5ep 2025 @ 1342 LOUISE Louise B Procurement Default Datasst External Customer Invaice (00003} B Import Invoice Procurement Completed INV-0003
LOUISE -
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External | | ESSSEEE [ customer nvoices Issuing the Customer Invoice

I I O‘ e S S re Procurement ~ me Sales Purchast ayroll

Contacts

pa  Peterson Attourneys,
ep # PET001

Activity Contact details Finalcial details Files

S—— a Xe rO Integ ration
92,892-73 No cash in or out over last 12 months

EXTERNAL Invoices
Q  Enter an amount, reference, or invoice number Y
I:: u :_-tl:l mer F!.E q ue Number/Type Reference Issue date 4 Due date Paid date Paid Due  Stalus
INV-0003 0000000003 29 Sept 2025 29 Sept 2025 0.00 92,892.73

Supplier Reguest

xere Procurement - Home Purchases Reporting Payroll Accounting Tax Contacts Projects

Sales overview > Invoices

Supplie : Invoice INV-0003 © Preview ‘ Prin

Customer Quote

Contact Issue date Due date Invoice number  Reference Online payments  Branding theme
Peterson Attourneys 29 Sep 2025 29 Sep 2025  INV-0003 0000000003  None Standard
Account # PETOD! Get set up now

No address

Accessing the Customer’s Account in Amountsare ax nchsie
Xero, the Transaction is reflected here fiem Description Qty. Price Disc.  Account Tax rate Tax amount  Project Amount ZAR

d h I H H d H I d f I I . ACER LAPTOP 15 T 12899.00 200 - Sales Standard Rate Sales M777.35 90293.00
and the Invoice Is displayed as follows: ACER LAPTOP 15 (16%)
KEYBOARD - WIRELESS T 120.00 200 - Sales Standard Rate Sales 109.57 840.00
KEYBOARD - (15%)
WIRELESS
Customer Invoice MOUSE - WIRED 7 120.00 200 - Sales Standard Rate Sales 109.57 840.00
MOUSE - WIRED (15%)

FREIGHT ITEMS

COURIER COST 1 919.73 200 - Sales Standard Rate Sales 119.96 91973
COURIER COST (15%)

External Transaction Number 00003

Columns (0 hidden) ~ | | [ Attach files + Subtotal 9269273

Includes Standard Rate Sales 15% 12,116.45
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External
Process
Step 8

‘ EXTERNAL

Customer Request

Supplier Reguest

Supplier Quote

Customer Quote

Customer Order

Supplier Order

Supplier Invoice

Customer Invoice

[0-0-0-0-0-0-0-6 |

I| External | | Customer Invoices |

Novtel Procurement (PROCURE)

FILE EDIT PROCESS VIEW CHANGE SETUP UTILITY WINDOW FAVOURITES HELP

mERUENECDE O &S

Open Batches

Tex Invoice
Not Used
Not Used
Not Used
Not Used
Not Used
Not Used
Not Used
Not Used
Not Used
Not Used
Not Used
Not Used
Not Used
POS Mot Used

_ \

F0R0¢Z00::

Close

Issuing the Customer Invoice

SQSG 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.

Process Customer X

Document Type Tax Invoice

[ Inclusive
[™ Quick
[ Custemer
[ OnHold

Zoom Sequence
| % Mumber

10w 2024712
Type

Number

Bl Tax Invoice Zoom ...Done

" Code

Customer Accounts/Description

INA20001 |LAWCH]'I - Lawson and Sons

" Reference

Number

INATDDDY &

Delivery £ Lidress

Customer | | | |

Ship / Deliver

Terms

Postal Address

Zoom From <Enter> = Select

Amount Date Reference

36 701.963 | 2024/12/12 | D0DODOO004

Printed Delivery 1

Yes |78 Main Street

ézNovtel

Soge
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Exter_[]_al I _ | Customer Invoices
Process
Step 8

Issuing the Customer Invoice

|ﬂ Novtel Procurement (PROCURE)
FILE EDIT PROCESS VIEW CHANGE SETUP UTILITY WINDOW FAVOURITES HELP

Sose ﬁﬁﬁ@@@%??ﬁ@ﬂlﬁ|ﬂﬁ@@ﬁe'ﬁ?

Link / Create

Customer Request

Integration

Supplier Reguest

Period Date Customer Ref Sale d f Erms 1ent Due
Supplier Quote ltem Code 001 LAPTOP - ASUS 13

Item Code 001 141 KEYBOARD - WIRELESS
Remarks
Remarks FREIGHT ITEMS

Customer Quote Remarks
ltem Code TRAMNSPORT COST

. . . Item Code INSURAMNCE COST 1519.75
The Pastel Invoice is displayed

Customer

as follows:

Supplier Order

Customer Invoice

_ ——

aNovtel SQSG
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. Movtel Procurement 5.1.0.5 - [Dashboard]
& File Edit lmport  Setup  Transaction Reports
Department Requests
EXTERNAL -y ~~—}&~

INTERMNAL .
Transaction ID Customer Code

Customer Request Ciepartment Request

Supplier Reguest Supplier Reguest

Intemd Supplier Quote Supplier Quote

Customer Quote Supplier Order

I rOC l I | e I I I e I l t Customer Order Supplier Invoice

: Department Delivery
Supplier Order Note

Supplier Invoice

Customer Invoice

éNovtel Sose Xelo




Internal

Process
Step 1

Department Requests

INTERMNAL

et

Supplier Request

Supplier Quote

Supplier Order

Supplier Invoice

Department Delivery
Mote

INTERNAL

eSupr:ulier FReguest

Supplier Order

Department Delivery

e MNote

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.

% Movtel Procurement 5.1.0.5 - [Dashboard]
File Edit

Import  Setup  Transaction Reportgd® "y

EXTERNAL INTERNAL

Transaction

Customer Request Department Request

Novtel

Page 51
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Internal

Process
Step 1

Department Requests

‘ INTERMNAL

et

Supplier Request

Supplier Quote

Supplier Order

Supplier Invoice

Department Delivery
Mote

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.

Supplier

[0 [0 [T s

Branch/ Branch/ Branch/ Branch/
Department 1 Department 2 Department 3 Department 4

Branch /

Department 5

éZNOVtGl SOSG Page 52



Department Requests

Creating the Department Request

Internal

Process . Movtel Procurement 5.1.0.5 - [Dashboard]

% File Edit Import Setup Transaction Reports

Step 1 ‘ External > d Internal MV Beg W Active Transactions Only
EXTERNAL Internal > Department Request

e | Customer Description

Packing List > Supplier Request

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

Supplier Quote

Customer Request Department Request
H ‘ ’
el menu option, and select ‘Internal — Department Request’.
INTERMAL Supplier Request Supplier Request Supplier Invoice
Department Delivery Note
!l Supplier Quote Supplier Quote
Supplier Request . Department Request X

_ . Transaction Mumber : Im Q I
Supplier Quote

General T Itermns

Supplier Order

Fiequest Date : |2025/03/23 =]

At the top of the window, Novtel displays that this is Owner:  [Lovise J/ =

Supplier Invoice 1

Department Delivery an Internal Procurement Process. T R
Note
2. To create the request, the ‘Add New Request’ button CustomerNams . [Tech Supes nenal e
. . Customer Contact : ISteve Cross ;I
is clicked.
Remarks : a
v
Add Mew Request | Edit Tranzaction | Frint | Claze |

A3 Last Modified : Lovise s/ [0-0-0-0-C-&
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Department Requests

Creating the Department Request

Internal

Process TS X

Trangaction Murnber : IDDDDD ¢ )
Step 1 In the ‘General’ tab, the Customer must be selected, and the
[ Goroal | 1 fiame required pre-created Products added and saved.
Request Date : |2025£DS.:"30 vI
INTERNAL Duirer : ILouise Ju j
Customer Code IINTDD1 a, i -
2. Department Request *
Customer Name ; ITech Supplies - Internal Order P Req
Customer Contact : ISteve Cross j
Supplier Request Tranzaction Mumber : IDDDDD
Femarks : Iterns approved for the Finance Department] -
Supplier Quote . General T I Items I
[ACER LAPTOP 15 =l
Supplier Order
Add Hew Request E dit Tranzaction |
Supplier Invoi 3 Detailed Dezcription : IACEH LAPTOF 15
Oty I:{
Department Delivery
Note oM ; [ECH |
Remarks :
»*
Add [tem | Remove [tem |
Add Mew Reguest Edit Tranzaction Save | Cancel |
& [0-0-0-0-0-0 |
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Department Requests

Creating the Department Request

Internal

Process
Step 1

. Department Request X The ‘Department Request’ document can now be printed and /or
i e & saved if required, and will be displayed as follows:

% Department Request
G | — = lﬁ
Enera T Items — @l 2o | =
INTERNAL |ACER LA4PTOR 15 -
m Dietailed Description: [ACER LAPTOF 15
o 0 Type: INTERNAL Transaction : 4
Supplier Request JOM : |EACH LI .
Remarks : TECh Suppl 1es

Supplier Quote Tel: 044 456123 Fax:

E-mail: tech@supplies.com

Supplier Order

DEPARTMENT REQUEST
Page : 141
Supplier Invai Add New Request Edit Transaction Print I Close | Customer: Tech Supplies - Internal Order
g Contact Person: Steve Cross
. Lazt Modified : Louise Jyv I ----- .
Department Delivery il ©-0-0-0-0-0 | Tel: 04465236
MNote Fax:
Email : steve@vross.com
Request Date: 2025/09/30
SentBy: Louise WV
Remarks: Items approved for the Finance Department
[Line Product UDM aty |
0001 ACER LAPTOP 15 EACH 3.00
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Transaction Level 2 - Supplier Request

& Movtel Procurement 5.1.0.5 - [Dashboard]
File Edit Import Setup Transaction Reports

Internal || Supplier Requests |

EXTERMNAL INTERNAL

Customer Regquest

Supplier Reguest

Internal
Procurement === e==

Department Delivery
Mote

Transaction 1D Customer Code

Supplier Request

Supplier Order

Supplier Invoice

Customer Invoice

éNOV‘[@l SOSG 2SI Page 56




Internal
Process
Step 2

| Internal || Supplier Requests

INTERNAL

Department Request

Supplier Request

Supplier Quote

Supplier Order

Supplier Invoice

Department Delivery
Maote

= Movtel Procurement 3.1.0.5 - [Dashboard]

- File Edit Import Setup Transaction Reports
External ? | Intarnal | [ Sunnlier Reanests J
Internal » Department Request

Supplier Request % ¥

Supplier Quote

EXTERNAL |:

Packing List »

Customer Request

Department Request

Supplier Order

Supplier Reguest Supplier Request

Supplier Invoice

Department Delivery Note

Supplier Quote Supplier Quote

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.

Producing the Suppher Request

% Supplier Request - Louise *
Tranzaction Mumber : jooo4 9,
Products T Supplier Request
Customer: Tech Supplies - Internal Order
Add
Product: LAFTOF 15
I !I Delete |
Guantity: 300
LIOM: |EACH |
Femarks: —
74 '
Praduct List: Link. &ll Products [ Double-click on product b link to request |
Generic Hame | Detailed Hame | Gy | oM | Femark. |
LAPTOR 15 ACER LARTOR IS 3.00 EACH

LCloze |

A Last Modiied

[€-0-0-0-0-0

@Novtel

Soge
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Internal
Process
Step 2

| Internal || Supplier Requests

INTERNAL

Department Request

Supplier Request

Supplier Quote

Supplier Order

Supplier Invoi

Department Delivery
Maote

|O=@=0=0=0=0

| = Supplier Request - Louise

IDDDD=1 aQ, l

Transaction Mumber :

Products

Supplier Request

Supplier: I Computer Geniuz

Lomputer Genius

Request Date: Game Stores Mossel Bay

E dit |

Producing the Suppher Request

Per Supplier carrying the required product(s), a request
can be produced and emailed

4. Supplier Request

Pririt

:

Owner: I Louige Jvisf LI

Contact Person: IDevin ;I

Remarks: -

= Delete Product
Product List [ etailed M ame [ oy [ uan | Rematks
ACER LAPTOR 15 3.00 EACH
Product Remark:
Cloge |

5 Last Modiied : Lovise Jwi [o-8-0-0-0-C

| = Zoom [100% -

@Novtel

Soge

Type: INTERNAL Transaction : 00004
Request: 94
Tech Supplies
Tel: 082 1478569 Fax
E-mail: louise@novtel.com
SUPPLIER REQUEST
Page : 111
Supplier: Computer Genius
Contact Person: Devin
Tel: 021789654
Fax:
Email: computer@genius.com
Request Date: 2025/09/30
SentBy: Louise WV
Remarks :
Line Product Qty UOM
0001 ACER LAPTOP 15 3.00 EACH
Page 58




Transaction Level 3 - Supplier Quote

. Movtel Procurement 5.1.0.5 - [Dashboard]
& File  Edit Import Setup Transaction  Reports
Supplier Quotes
EXTERMAL INTERNAL -}

Transaction ID Customer Code
Customer Reguest Department Regques :

Supplier Reguest

I I | l ( :l I |d Supplier Quote Supplier Quote

Customer Quote Supplier Order

Procurement §e= e=

Department Delivery
MNote

Supplier Order

Supplier Invoice

Customer Invoice

é’Novtel Sose 2SO




Capturing the Supplier Quotes for Internal Orders

Internal

% Mowvtel Procurement 5.1.0.5 - [Dashboard]

File Edit Import Setup Trgnsaction Reports
External ’ Intarnal A
EXTERNAL [ ilnternal ¥ Department Request

Packing List » Supplier Request

Process
Step 3

Step 3 in the Internal Procurement process entails that the

Quotes received from the Suppliers to which Requests were sent,
must be captured.

=

. " ‘ . ’ ‘ : ’
S— e——— Supplier Quote % From the ‘Transaction” menu, the ‘Internal - Supplier Quote
Supplier Order option is selected.
INTERNAL Supplier Request Supplier Request Supplier Invoice
Department Delivery Note The Transaction Number and Customer displayed at the top of
o _ e Supplier Quote Supplier Quote . .
Department Request the screen, is from the latest transaction created.
i % Supplier Quote - Louise X
Supplier Request Transaction Mumber : IDDUW E | Customer: Tech Supplies - Internal Order | ‘ Internal | “
m Suppie Name: [ Comprr G =] Femaks o s sy Aoy Chorge |
uoteDate:  [206/0320 v Cancel Charge Code:  [ROUAAT
. IL T _I Fiounding Amount: 0.00
Supplier Order ! p— = € Ewclisive @ Inclusive
PontctPesere [Devin K - FF Caust Tar Clicking ‘Edit” and selecting the product, the
Supplier Invoi Quote Total [Excl) i 2413043 | [ Quote Total (Task A 351957 | [ Quote Totallincl) A 27 750.00 Add quoted pr‘ice can be Ca ptur‘ed and the action SaVEd.
Product |LAFTOP 15 Delete
Department Delivery Quaniy:  [300 UM |
Mote

Taw: 120852

Price [Excll: |5 043.48 Remarks: a
Price (Incl): 9 250.00 \

Product List

Detailed Name Line Total (Tax] | Line Total (Incl] | Remark.

LClose
& Last Modified : Lovise Jvy [o-0-8-0-0-0

[0-0-8-0-0-0 éNOV’[@l SOSG
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Novtel

Internal
Procurement

éNOVtel Sose ASIO

Transaction Level 4 - Supplier Order

.. Mowtel Procurement 5.1.0.5 - [Dashboard]

File Edit Import Setup Transaction Reports

EXTERNAL INTERMNAL

Internal || Supplier Orders |

Transaction ID

Customer Code

Customer Reguest Department Req uest

Supplier Request

Supplier Requlst

Supplier Quote Supplier Quot:

Customer Quote Supplier Order

Customer Order Supplier Invoice

Department Delivery

Supplier Order Note

Supplier Invoice

Customer Invaice
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| Internal || Supplier Orders |

Placing the Supplier Order for Internal Procurement

Internal

Process
Step 4 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

Department Request

. Movtel Procurement 5.1.0.5 - [Dashboard]

Supplier Request “ File Edit Import Setup Transaction FReports

External > Mmermal M S e 1 1o CI|ck|r.1g Transaction . Internal - Supplier Order’, the
w ] |: e 3 Department Request j Supplier Order screen is accessed.
. ez iy La > e By default, the latest transaction is displayed.
upplier Order

Supplier Quote
_ “ If a different transaction is to be accessed, the required
Supplier Order / . .
transaction number is to be searched for and selected.

Customer Request Department Request

Supplier Invoice

Department Delivery

Maote Supplier Request

Supplier Request Supplier Invoice

Department Delivery Mote

Sunnlier Munta Sunnlier MNunta
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| Internal || Supplier Orders |

Placing the Supplier Order for Internal Procurement
Internal

Process
Step 4

5 Supplier Order

Zoom I‘IDD"/° vI

By Editing the Supplier Order and selecting the Delivery :.j§;|
Address, and saving the settings, the Supplier Order can be

printed to PDF and emailed to the Supplier. Type:  INTERNAL Transaction : 00004
Tech Supplies
Tel: 082 1478569 Fax
S >< E-mail: louise@novtel.com
= Supplier Order - Loui
INTERNAL upplier Order - Loise
Transaction Number : 00004 | [ [Customer. Tech Supplies - Internal Dider | [ Internal |
SUPPLIER ORDER
Suppliers: [Computer Genius | Delivery Date: | 2025/03/30 - Save % Apply Rounding Charge |
Department Request Order Date 2025/09/30 - Job Code: 001 a Cancel Charge Code: ROUDO0Y Page: 111
@z Loviss J¥ = Delivery Address: |78 Main Steet (e e 0.00 . . .
: j IMUSSEIBay = s (@ Lt Supplier: Computer Genius Delivery Date : 2025/09/30
Contact Person: | Devin -
Supplier Request . - [E&3a Bl Contact Person: Devin Delivery Address : 75 Wain Street
emarks:
: Tel: 021789654 Mossel Bay
o Frint Fax: 6500
Supplier Quote Email : computer@genius.com
Order Total (Excll: R24 130.43 | |DldErTnIal (Tax} R3 61957 \ \ Order Total (Incll: R27 750.00 \ add
Podes  [BFIOE Order Date: 2025/09/30
oz Delete
Supplier Order Quaniity 300 UoM EACH > Job Code: 001
Price [Excll |3 043.48 Remarks: a Sent BY : Louise W
Supplier Invoice T e - Remarks :
Pice (Inel),  [3250.00
Product List
Department Delivery Detailed Name oy [ uom |_Price (Exel) | Price (Tax) | Price (nel) [ Remark. | Line Total (Exel | Line Total(Tax) [ Line Tatal (ine [ _ _ _
Note ACER LAPTOP 15 3.00 EACH 804348 120652 925000 2413043 361957 27 750.00 [Line Product Qty UOM Price {Excl) Tax Price {Incl)|
0001 ACER LAPTOR 15 3.00 EACH 304348 120652 925000
Line Total: 2413043 3619.57 27 750.00
o= |
/3 Last Modified - Lovise J [0-0-0-8-0-0
Order Total: R 24 130.43 R3619.57 R 27 750.00
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Novtel

Internal
Procurement

@Novtel

Transaction Level 5 - Supplier Invoice

». Movtel Procurement 5.1.0.5 - [Dashboard]

File Edit Impeort Setup Transaction Reports

EXTERNAL INTERNAL

Customer Request Ciepartment Request

Supplier Reguest Supplier Reguest

Supplier Quote Supplier Quote

Customer Quote Supplier Order

Customer Order Supplier Invoice

Department Delivery

Supplier Order Note

Supplier Invoice

Customer Invoice

Department Requests

Transaction ID

| Customer Code | Cus




[Linternal | Capturing the Supplier Invoice

Internal

PrOCCSS . Movtel Procurement 5.1.0.5 - [Dashboard]
" File Edit Import Setup Transaction Reports The second last step in the internal procurement process, is
Step 5 Extemal > [intarmal | I to capture the Supplier Invoice and updating it to the linked
‘ EXTERMAL ’7 Internal » Departrnent Request ﬁnanCiaI System
Packing List ¥ Supplier Request '

Supplier Quote

Customer Request Department Request

The process is started by clicking ‘Transaction — Internal -

Supplier Order Supplier Invoice’.
‘ INTERNAL Supplier Request Supplier Request Supplier Invoice “/

Departrment Delivery Note

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

Department Request Supplier Quote Supplier Quote

Supplier Reguest
. Supplier Invoice - Louise

Supplier Quate Transaction Mumber : IDDUD4 !l | Customer: Tech Supplies - Internal Order | | Internal |

Suppliers: | Computer Genius -] Payment Date: | 2025/09/30 | %ave |

Supplier Order

Invoice D ate: |2IZI25£DEI£3IJ Ll Job Code: |DE|1 i' Cancel |
m Owirer: ILouise Ju ;I Delivery Address: |?8 tdain Street il

. - Mozzel Bay
Department Delivery Cantact Persan: IDEVIn j I
Note |E500
Remark.s: & I
. |
Supplier Invaice Mo [INV78745 | Hero Doc Mo | Update Ivoice

Irvoice Total [Excll; Fi24 13043 | | Irvice Total [Tax): B3 61957 | | Invoice Total [Incll: 27 750.00 |

Page 65
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[Linternal | Capturing the Supplier Invoice

Internal

Process
Step 5

! % Supplier Invoice - Louise X

I Transaction Nurber : IUUUU4 il | Customer: Tech Supplies - Internal Order || Internal |

I Suppliers: IComputer Genius ;I Papment Date: |2D25z’09f30 vl Edit | Apply Rounding Charge |
I | invoice Date: |2025;09;30 - Job Code: il [~] Frint Charge Code: |F!DUDm

i

The invoice must now be updated

Owner: ILouise Jui LI Delivery &ddress: I?S Main Street E AR AT 0.00) ) ) )
SRS 3 [FoseiEer € Eicusive @ Inlisive to the linked financial system by
INTERNAL ' - ED  Calcuie Tax L . .
clicking the ‘Update Invoice

Remarks: — I

| button.
Supplier Invoice No:  [INV7E745 HewDocNo: | Update Invoice “

Department Reguest

Supplier Reguest Ivoice Totel (Excl) R24130.43 | [ Invoice Total [Tax): R3E19.57 | [ Invoice Total (incl): R27 75000 | add
I
Product: |LePTOPIS Delete

Supplier Quote Duantity: 200 UaM: |eacH =]

Frice [Excl]: IS 04348 Remarks a
Supplier Order Tax: |1 206.52 i
Frice [Inel): IS 250,00

Product List:
Detailed Name | ay | uomM | Price (Excl) | Price Tax] | Piice (Incl) | Remark | Line Total (Excl) | Line Total (Taw) | Line Total (Incl) |
ACER LAPTOF IS 200 EACH B04348 120652 925000 2413043 361957 27 750,00
Department Delivery |
MNote
LCloze |
A Last Madified : Lauise Ju/ | Last Modiied By : O-0-C=0=8=0
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Capturing the Supplier Invoice

PI'OCCSS When integrated with Xero, the Companion App imports the transaction as follows:
» The Novtel Source is an Internal Supplier Invoice;
Step 5 PP
» The Xero Task Type is ‘Import Bill’;

Integration » And the Reference is the document number as allocated by Novtel.

INTERNAL

Novtel Product

- Filters
é’ Xero Tasks

Department Request Novtel Equipment Hire
MNovtel Hospitality Va
MNovtel Procurement Recorded Failed Completec
. Maovtel Property Management
Supplier Request Novtel Relations 0% 0% 100%
I Novtel Self Storage 4. Supplier Invoice - Louise
Novtel Vehicle Hire
Xero Companion

Category Supplirs: ICDmpuler Genius LI Payment Date: |2025/09!3U 'I Edit |

v

Tranzaction Mumber : IDUUU4 il | Customer: Tech Supplies - Internal Order H Internal |

=]

Supplier Quote

23 5ep 2025 @ 0538 LOUISE Louise B Procurement Default
- lier Grd Contacts Invaice Date: 2025/09/30 - Job Code: 001 ] Pint |
u ler brder
PP Inventory 23 Sep 2025 @ 1236 LOUISE Louise B Procurement Default ) -
Invoicing Owirer: ILnuwse i LI Delivery Address: |TE Main Streat E
Sy”Chmr_”Zat'O” 33 Sep 2025 @ 1523 LOUISE Louise B Procurement Default || Contact Person: [oevin =] [Mossel By
Transactions IBEDD
- is Femarks: a
Status 23 5ep 2025 @ 1404 LOUISE Louise B Procurement Default I
: Completed I
Department DE'I'\J‘EI"‘;" : Eail 5 29 Sep 2025 @ 0920 LOUISE Louise B Procurement Default 1
MNiote 3l . . e Do Mo: MNSEOO00S Unupdate Invoice |
M Recorded Supplier Invoice Mo : MW FET45
29 5ep 2025 @ 0953 LOUISE Louise B Procurement Default
Xero Organization
29 5ep 2025 @107 LOUISE Louise B Procurement Default Dataset Internal Supplier Inveice (00002) B Import B Procurement NSB00003
All -
29 Sep 2025 @13:00 LOUISE Louise B Procurement Default Dataset External Supplier Invoice (00003) B Import B Procurement NSB00004
Workstation
29 5ep 2025 @ 1342 LOUISE Louise B Procurement Default Dataset External Customer Invaice (00003) B Import Invaics Procurement INV-0003
LOUISE -
30 Sep 2025 @ 09:57 LOUISE Louise B Pracurernent Default Dataset Internal Supplier Invoice (00004) B Import B Procurement NSBO00005
Username
Louise -
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[Linternal | Capturing the Supplier Invoice

Internal

®  Procwement ~  Home  Sales  Purchases  Reporting  Payroll  Actounting Tax  Contacts  Projects

Contacts

PrOCCSS cc, Computer Genius
Step 5 . Y{=)(0) Integration

Contact details inancial details Files

Bills you need to paf > 1l
79,000.00 No cash in or out over last 12 months
51,260.00 overdue
Bill H H 4 H
INTERNAL 8 Accessing the Supplier’s Account in Xero, the
Q. Erteran amourtorefrence v Supplier Bill has been imported successfully.
Type Reference Issue date J Due date Paid date Paid Due Status
Department Request Bill NSB00005 30 Sept 2025 30 Sept 2025 0.00 27.750.00 [Awailing Paymant
Bill Purchases overview » Bills to pay s
Supplier Request Bl Bill NSB00005
Credit note
Supplier Quote Shoving fems 44 ol 4 Awaiting Payment Print PDF ] Bill Options ~
Supplier Order From Account No. Date Due Date Reference Total
Computer Genius  COMOO 30 Sep 2025 30 Sep 2025 NSBO00DS 27, 750.00
Mo address

Add address

Amounts are Tax Exclusive

Department Deliverv Hem Code Description CQuantity Unit Price Account Tax Rate Amount ZAR
Note
ACEDDOM ACER LAPTOP I3 3.00 8,043.4783 Cost of Goods Sold Standard Rafe Purchases 2413043
Internal Transaction Number 00004
Subtotal 24130.43
Total Standard Rate Purchases 15% 3,619.57

TOTAL  27,750.00
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[Linternel | ETERTRAIR Capturing the Supplier Invoice

Internal

PrOCC S S 51 Supplier Invoice
Step 5

il Zoom |1nnz vI

Type: INTERNAL Transaction : 00004
Invoice : 57

INTERNAL
Tech Supplies

Tel: 044 456123 Fax

Department Reguest
E-mail: tech@supplies.com

The Novtel Invoice will also indicate the

SUPPLIER INVOICE

s lier R t .
SRR TeAnE . . allocated Invoice Number as passed to Xero.
Supplier Quote Supplier : Computer Genius PasteIDocNo

Contact Person: Devin Job Code : 001
Tel: 021789654

Delivery Address : 78 Main Street
Fax:

i Mossel Ba
Supplier Order Email: computer@genius.com !

6500
Invoice Date: 2025/09/30
Payment Date : 2025/09/30
SentBy: Louise W
Department Delivery Remarks :
Note

[Line Product Qty UoMm Price (Excl) Tax Price {Incl,

0001 LAPTOPR |15 3.00 EACH 804348 1206.52 9 250.00

Line Total: 2413043 3619.57 27 750.00

Invoice Total: R 24 130.43 R 3619.57 R 27 750.00
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Internal

Process
Step 5

‘ INTERNAL

Department Reguest

Supplier Reguest

Supplier Quote

Supplier Order

=i

Department Delivery
MNate

| Supplier Invoices

Sose

Integration

Movtel Procurement (PROCURE)
FILE EDIT PROCESS VIEW CHANGE SETUP UTILITY WINDOW

eSS YvaO®R S &

FAVOURITES HELP

Open Batches

Supplier Invoice
Not Used
Mot Used

Not Used

Mot Used
Mot Used

Not Used

Mot Used

Mot Used

Not Used
Mot Used

Not Used

Mot Used
Mot Used
POS Not Used

Double-click or press Enter on the check mark to jump to that batch. Note you cannot jump to POS batches.

Pr]

Process Supplier

Document Type

Capturing the Supplier Invoice

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.

Supplier Invoice PNATCDD3 G Supplier ‘
Supplier Invoice Zoom ...Done iar=s
Zoom Sequence
" Code " Invoice Zoom From <Enter> = Select
Nurber  Supplier Accounts/Description Amount|  Date |Invoice Printed | Delivery 1 Hor
PRIOOZ - All Print S‘upp\is 14 185.250 | 2024/12/24 |INVE574 Yes |77 Cross Road
TOTAL

ézNovtel

Soge
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Supplier Invoices

Internal

Process
Step 5

Process Supplier

Supplier Invoice ~
Link / Create

INTERNAL

Period Date Supplier Invoi

Department Reguest

Supplier Reguest

Supplier Quote

Supplier Order

=iz

Department Delivery
MNate

ice No. Discount

PRINTING AND COPYING PAPER
LASER PRINTER, COPIER AMD

Capturing the Supplier Invoice

PNAZ0D0S (B2
PrA20004 ()
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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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[Linternel | ETERTRAIR Capturing the Supplier Invoice

Internal

C{} Supplier Invoice

gfl Zoom [100% ~

I;Z;CZ_S S 0 S e Integration

The Pastel Document Number has been created and inserted on Type:  INTERNAL Transscion: worrs
nvoice :
this Supplier Invoice screen. :
INTERNAL PP Tech Supplies Mossel Bay
77 Cross Road - Diaz Beach - Mossel Bay - 6500 -
. . . . Tel: 044 677 1234 Fax:
‘ ’
To access the Supplier Invoice Document, click ‘Print’. £ mail techsupplies@mosselbay.coza
Department Reguest
SUPPLIER INVOICE
Supplier Reguest Page : 111
& Supplier Invoice - Louise Supplier: All Print Supplies _
_ . Tranzaction Mumber : IUUW 79 il | Custamer: Tech Supplies - Internal Orders || Internal | Contact Person: Gideon \Waterman Job Code : INOO1
Supplier Quote
Tel: 02185258 Delivery Address : 77 Cross Road
Suppliers: A1l Print Suppliss B ik Date: 20250143 bt i : .
uppliers 7int S Lppli amen Date: | | Edi | Fa:_r. Diaz Beach
Email : sales@aps.coza
Sl G Irvvice Date |202m 2/24 -] Job Code |INDD1 [ | Pririt Mossel Bay
PR Invoice Date: 2024112124 6500
Owuner: ILUuiSE Janze vanYuuren LI Delivery Addiess: I?? Cross Road
- Payment Date : 2025/01/31
Contact Persor IEldenn Wwaterman LI |D|az Beach /
|Mosse\an / SentBy: Louise Janse van Vuuren
Remarks: These Items ordered are now received and invoiced to our a
COMmpany. IB500 / Remarks : These ltems ordered are now received and invoiced to our company.
Department Delivery v I £
pots Suppler Invcice No:  [INE573 Pastel Doz Mo [PHAZ004 [Cine Product Oty _Uom Price {Excl) Tax___ Price (incl)
0001 PRINTING AMD COPYING PAPER 12.00 EACH 235.00 3525 270.25
[Irvoice Total [Excll F12336.00 | [ Invaice Total (Taxk A1 850.25 | [Invoice Tatal (ncl; R14 18525 | 12 Boxes of paper containing 5 reams each
needed.
Line Total: 2820.00 423.00 3243.00
ooz LASER PRINTER, COPIER AND SCANNER 1.00 EACH 9515.00 142725 1094225
Laser Printer, copier and scanner required for
high volume workload from various
workstations.
Line Total: 9 515.00 1427.25 10 942.25
| Invoice Total: R 12 335.00 R1850.25 R14 185.25|
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Transaction Level 6 — Department Delivery Note

. Movtel Procurement 5.1.0.5 - [Dashboard]
& File Edit Import  Setup  Transaction Reports

Internal || Department Delivery Notes
‘ EXTERNAL ‘ INTERNA

Transaction ID | Customer Code | Custome
Customer Request

Supplier Reguest

Internal

Customer Quote

Supplier Order

Departmer . Request

SupplierfRequest

Supplie - Quote

Supplie Invoice

Department Delivery
Mote

Supplier Invoice

Customer Invoice
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| Internal | | Department Delivery Notes Issuing tlle Depa_rﬁnent Delivery Note
Internal

Process _
* Novtel Procurement 5.1.0.5 - [Dashboard] Step 6 is the final step in the Internal Procurement
St 6 &, File  Edit  Import Setup  Transaction Reports . .
Cp Process and entails that the Department Delivery Note
External ’ internal | T L.
EXTERNAL |: Internal » Departrent Request i is issued.
Packing List ¥ Supplier Request
. ‘ H H
S b ——— Supplier Quote From the ‘Transaction — Internal — Department Delivery
S Note’ menu option, the required transaction number is to
INTERNAL
Supplier Request Supplier Request Supplier Invoice be searched for and selected.
Department Delivery Note W By default, the latest transaction number linked to the
Jepartment Regquest
Supplier Quote Supplier Quote I current ‘Supplier Invoice’ transaction level, is displayed.
Supplier Request
Supplier Quote &, Department Delivery Note
ITransac:tinn MNurnber :IUUUU4 !I | Customer; Tech Supplies - Internal Order I || Internal |
Supplier Order Customer T Header
Supplier Invoice Customer Cantact : ISteve Cross j Dhwner; ILu:uuise.Jv‘-;f ;I Save |
Secandary Cust: I il
Department Delivery Cancel |
Q) Invoice Date [2025/09/30 ~l Remarks : a
Address: I il

Primary Postal ;I I

| v

Invoice Total [Excl) i 2413043 | [ Invaice Tatal (Tax) R 261957 | | Invoice Total incl). R 27 750.00
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| Internal | | Department Delivery Notes Issuing tlle Depa_rﬁnent De]_ivery Note
Internal

Process 1. In this case, the Secondary Customer will be selected —— e — —
as the items are bought for this department. L

Step 6 ] , ) ) Customer Contact [steve Cross = Owrer [Louise v = — e |
2. The Primary Customer’s Delivery Address is used I | I L 9_|
Invoice Date 2025./03/30 - Remarks a  Exclusive = Inclusive

since this department is within the same building. R 2 Y bt

Pimaiy Defivery v | |Mnsse\an

3. And the changes are saved. =
I

[Irwaice Total [Excll Fi 24 13043 | [ Invoice Tatal (Ta) A 3 61567 ] [ Invoice Tatal Incl A 27 750.00

& Department Delivery Note X

[ Products 1 Freight
INTERNAL
DEPARTMENT DELIVERY NOTE ACER LAPTOP 5 Dekle
[3.00 LIOk EACH - Remarks: a
. " R . Customer:  Tech Supplies - Internal Order Invoice Date : 2025/09/30 fecl) 804348 DI Price [Excl]: |8 043.48
yepartment Request - - -
Address : Invoice Number : 0000000004 = I12652 N
1 925000 DI Py T. 3 260,00
UCR Number : el e (12 Calculate Oty | Calculate Prices |
ist:
Supplier Request Delivery Address : 14 Lancaster Rd {Name | Q[ UOM | Sl Price (Exel] [ S| Price (Tax) [ 51 Price inel) |_DI Price (Exc] | DI Price (Tax] [_DI Price (Inel)|_DI Line Total (Excl | DI Line Total (Tax) D! Line Total (nel)|
Mossel Bay APTOF S 300 EACH 8043.48 120852 9250.00 2043.48 120652 9250.00 2413043 3E19.57 27 750.00
6520
Supplier Quote Type: INTERMAL oz
Page 10f1| | [©-0=C-0-8-C
Supplier Order |Customer Ref Transport BL! AWB No Incoterm Licence Job Code Account ‘
001 INTOO1

[Product uom Qtv_ Price (Excl) _Price (Tax) _ Price (Incl]
Supplier Invoice ACER LAPTOP I5 EACH 3.00 8.043.48 1.206.52 9.250.00
Line Total: 2413043 3,619.57 27,750.00

Department Delivery

Maote @

invoice Total . R 2413045 R38155 R 2775000 The Internal Department Delivery Note can now be produced.

Remarks:

Bank Details :
Bank:

Branch Name:
Branch Code:
Account Name:
Account Mo:
SWIFT Code:
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Linked [T}}

www.linkedin.com/compan
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ovtel-software-trainin

[

v

NOVTEL FORUM LOGIN LINK

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

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



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