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FINANCIAL TAB

& Setup Company [= ]

@ Bank Details Other

€ aT /ST 4 Sales Tax

UseTan & Yes

" Mo
Tax Percentage %
TaxMumber (4070137130

9 Pastel Tax Code 08 -Vat - Standard Rate [15. +

B LeyRae 5

O Gov. Levy Account

I

[ Use tax on lewy

[ (¢ “Select 1
Cancel

Code | Desecription

VAT / GST / Sales Tax

In this tab, the selection is made whether or not TAX is applicable. By selecting ‘Yes’, the relevant TAX
percentage is entered by the User, (In this case, it is 15% for South Africa).

Enter the company’s registered TAX number.

Pastel Tax Code

Select the pre-created Pastel TAX Code from the list.
Levy Rate

Should a ‘Levy Rate’ percentage be entered here, the Government Levy is calculated on the ‘Square
Meterage’ per line added to a Quotation, Sales Order and Invoice.

Please note that the rate will only apply to ‘Rates’ for which the Government Levy option is activated.

Gov Levy Account

Before the ‘Government Levy Account’ can be selected, a ‘Rate’ must first be set up in Novtel and linked
to the Pastel GL account to which it should post. Ensure that the ‘Rate’s’ description contains the word,
‘Levy’ when creating it.

If tax is applicable on the levy rate, tick the checkbox to ‘Use Tax on Levy’. If not, leave the checkbox
unticked.
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BANK DETAILS TAB

The Company’s banking details entered here will be displayed at the bottom left of each Quote, Sales
Order and Invoice generated in the system.

& Setup Company X

Company T Financial T

Company Bank Details

Bank WName: | |

Branch Mame: | |

Branch Code: l:l

Account Number: | |

OTHER TAB

Please note that the Invoice Module is used in conjunction with Novtel Relations Management and is
authorized by Relations Management.

Should the checkbox be ticked to ‘Save invoices to CRM on update’, each customer’s complete history of
invoices issued by means of the Invoice Module, will be saved to Relations Management the moment an
invoice is updated. This history can never be deleted, and the invoice can be accessed at any time from
either Relations Management or the Invoice Module.

& Setup Company x

Company T Financial T Bank Detailz T

Display Quote and Invoice History

v Al

(™ Current Maonth

(" Three Months

™ Six Months

" Twelve Maonths [1 Year)

" Twenty Four Manths [2 Years)

¥ Saveinvoices to CAM on update

C Accept ‘ LCloze
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2.3Setup Users e LOGIN TAB

The person’s name is usually entered as the Username and will be displayed at the top left-hand side of
the window in both the Invoice Module and the Job Tracker utility.

As with all Novtel products, the system is password protected and no User will be allowed access without
entering a valid User password which is linked to a User profile.

To set up a User in the system, click ‘Setup — Users’. ® Users
& Novtel Invoice Module - Welcome Louise User
File Edit Delete Setup Reports Process Help
Interface
Company
Users
. Username : |
Email
i Pazzwoard : |
Printers
Click ‘Add’ to create a new User. Username displayed:
v" Novtel Invoice Module
& Users *
I ’ Add & Novtel Invoice Madule - '."."r:lccmiLcuiEEI
Bl File Edit Delete Setup Reports Help
I
Delete
v v Job Tracker Utility
| < b3 Close |

All fields in all of the tabs must be populated in order for the User to be saved to the system.

e USERTAB

Enter the person’s name; surname and email address and select the ‘User Type’ to be linked to this User.
Please note that all Users will have permissions for all functions in the ‘Invoice Module’, regardless of the

‘Type’ linked to their profile.

Also note that the same Username and password will be relevant to access the Job Tracker Utility.

i Hello Louise

e PASTEL TAB

In this tab, the dedicated User in Pastel must be selected to whom all of this Novtel User’s documents

must be imported for processing.

& Users =
_ W Users X
@ T Login T Pastel o c—
Uszer T Login T @
Name
Irmpart Custorner Documents to Pastel User
Sumame : | J
-
E mail
Weer e Save | Cancel |
General
Page 6 Page 7
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2.4Setup Email To test the integration, click the ‘Send Test Mail’ button at the bottom left:

: : : : . A test message will be sent to test@novtel.com. Although this is not a real recipient email address, the
To enable the system to send emails to your customers by either using the Microsoft Outlook settings or the integration between Novtel and Microsoft Outlook is still tested completely.
SMTP Server, click ‘Setup — Email’.

Do not continue unless you receive the ‘Test Message Send Successfully’ message.

W Novtel Invoice Module - Welcome Louise

Click Accept to save your settings and finalize your configuration.

File Edit Delete Setup Reports Process Help

Rictacs }Mou (ol Novtel Invoice Module X

Company [canfigur}

Novtel §
Users \i _
“ Test Message Sent Successfully.
Email

Printers

& Setup Email *

tail Client
e
" Direct through SMTP Server

e Email Delivery Method 2: SMTP Server

Outlook 5ettings ?T SMTF Server Settings The ‘SMTP Server Settings’ tab will be selected by default, as follows:

Mail Sending Preference ®s p—— >
} Setup Emai

" Save Ta Drafts

* Send Immediately Fd il Client

" Micrasaft Outlook.

) . ) 5 + Direct through SMTP Server
e Email Delivery Method 1: Microsoft Outlook Integration
Choose the Mail Sending Preference to either: Dutlook 5ettings T SMTP Server Settings
v Use ‘Save to Drafts’ if you would like to review all emails first in the Drafts folder of Microsoft SMTP Server Connection Seftings
Outlook before sending. Server Addiess: |
v' Use ‘Send Immediately’ if you want the mail to go directly to your Outbox folder and be sent Fort Setting: ™ Use Default SMTP Port
immediately.
¥ Part Mumnber: |IJ
Please read the note below and keep the permission levels in mind when using Microsoft Outlook 551 Setiing T —
. nable
Integration.
Important Mate: v’ Enter your SMTP Server Hostname or IP Address in the ‘Server Address’ field. (Do not put any port
hen uzing Microsoft Dytlook inte_gration, alwaps ensure that PR 1A LA =L
bioth the Movtel ’ﬁl‘ppl'lc?“&?. acrl]d Microsoft Outlook run at the V' If the SMTP Server uses a different port number than the default SMTP Port Number, uncheck ‘Use
2AME PEIMIEEIoN IEvel In INdOWsE,
- Default SMTP Port’ and enter the required port number in the ‘Port Number’ field.
Fi le, if I ft Outlook as Administrator, . . .
eﬁ'SSga[ﬂﬂfyéfgf;;“,Qunfﬁﬁﬂvtdﬁnf,%ica;Mod”fj[:Sa'f o v’ Select ‘Enable SLL if the SMTP server requires SSL for authentication.
dminizstrator.

|f pou require any additional information or azsistance with the
canfiguration af application permission levels, please contact
Mavtel Suppart,

Page 8 Page 9
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Under the ‘SMTP Server Authentication Settings’ section, enter your SMTP Server username and password.

Usually, your email address is also your SMTP Server username.

However: If your SMTP Server username is different, enter your username into the ‘Username’ field, uncheck
the ‘Same as SMTP Username’ checkbox under ‘Mail Sending Preferences’, and enter your email address in

the ‘From Address’ field.

The Display Name refers to the ‘Friendly Name’ that is displayed at the recipient instead of showing your

email address.

Click the ‘Send Test Mail’ to send a test email message and click ‘Accept’ after the test passes.

SMTP Server Authentication Settings

Usernarme: |

Passward: |

[~ Show Pazsword

Mail Sending Preferences

From Address: |
i

Dizplay Name: |

Send Teszt Mail

Accept ‘ Cancel

The Novtel Invoice Module and Job Tracker Utility (V5)
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2.5Setup Printers

To select a default printer for printing system generated documents, click ‘Setup — Printers’.

& Novtel Inveice Module - Welcome Louise

Interface
Company
Users

Email

Printers

File Edit Delete Setup Reports Process Help

Please note that to select a printer, the printer’s software must have been installed on the local PC, or on

the network.

The same printer can be selected for all documents, or different printers may be selected — depending on

your company’s infrastructure.

However, the fields can be left blank and the checkbox selected to ‘Print to Screen’, from where the specific

document can be sent to a specific printer

& Printer Setup

j Select a printer far each location

[¥ Print to sereen
Clear

Accept |

Quate : | ﬂ
Sales Order : | j
Ivoice : | ﬂ

The Novtel Invoice Module and Job Tracker Utility (V5)
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2.6Creating Customers 2. Description
v Surname, First Name
When Novtel Invoice Module is linked to Pastel, Customers created in Pastel will be visible in the Invoice

Module automatically, and vice versa. The Description for most Customers will be entered as the individual’s surname, followed by a

comma and their first name (e.g. Smith, Theo).
To create a new Customer in Novtel, click ‘Edit — Customers’ and click ‘Add New’.
v’ Or, registered Company Name

& Novtel Invoice Module - Welcome Louise A Corporate Customer’s description will be entered as the registered Company Name, e.g. Fast
File | Edit Delete Setup Reports Process Help Forward Couriers (Pty) Ltd.
Customers
Rates 3. Customer Category
Quotes Default Customer Categories are available for selection in Novtel when the drop-down arrow is clicked
Sales Order next to the ‘Customer Category’ field. These categories can be enhanced and be further developed by

your Novtel System Administrator/Supervisor, per your company’s specific needs. This will entail
creating an additional Customer Category in Pastel.

& Customer List o GENERAL TAB

Mumber |Descriptinn Telephone Fax - Add Mew . , . .
In this tab, the Customer’s Postal Address; Contact Numbers and Email Address is entered.

Find ® Add New Custorer %

FRefresh Account Code  |TESOOT v Use Customer AutoNumber

Dexcription |Test Custamer |

0]

04 - Domart | Email Address ||0u|se.|w@novtel_con-]
05 - Rellse Glass
06 - 30 Diap Accounts Email

Postal Address

Custarner Category |03 -CcoD j
e —
® Add New Customer % @ T Deliveny Addresses T Email Preferences
Account Code 1 [v Use Customer AutoHumber
Desciption @ffes Cutmes | Fostal Address [P0 Box 777 | Telephone Mo (044 635 1038 |
Customer Category @03 - COD =] [Mossel Bay | Fa (044 635 1035 |
00 - Macategory

General| |, - 20 Day Accounts Pos! Email Prefarences [6500 | Mobile Phone 082 555 222 111 |

02 - Curent Accounts

J

1. Account Code

For each Customer, a unique ‘Account Code’ must be created in Novtel. We highly recommend that a 3-
letter alpha code is always used in conjunction with a 3-digit numeric code, starting at 001.

When the ‘Use Customer Auto Number’ checkbox is ticked (as per the above image), Novtel will
automatically insert the next available numeric code in this field (e.g. 001), when the first 3 letter alpha
code has been entered.

This feature is extremely timesaving to the user, as it will not be necessary to first check whether the
Customer code already exists on the system.

This final Account Code generated (e.g. SMI1001), will now be unique to this Customer.

Page 12 Page 13
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elivery Addresses

Email Pref

‘ Movtel Invoice Module - Welcome Louise

Delete Setup Reports

Quotes
Sales Crder




1. Each item for which the mandatory Government Levy - as set up in ‘Setup — Company — Financial’ tab —is
applicable, the ‘Use Gov Levy’ checkbox must be ticked. When this ‘Rate’ is selected on the Quote, Sales
Order or Invoice, the Government levy will be calculated according to the square meterage. General Ledger Account Cods

|m 02001

The new ‘Rate’ is captured to the system by clicking ‘Save’.

Zmm'3mm Float_Mon Reflect Float
2. Enter a unique code for this rate or enter the same code as the ‘General Ledger’ account it will be linked = |

to.

3. Enter the Item’s description.

VSave | Cancel
4. Since this program is used in the ‘Glass Industry’, enter the item’s thickness in the next field. Only use a
numeric value and do not add ‘mm’ or ‘cm’.

For demonstration purposes: This is the ‘General Ledger Account’ in Pastel to which the ‘Rate’ in Novtel is

now linked.
Code: 01023001
Edit General Ledger Accounts - [m) X
Dezcription 2 3mm Float .
piion € | CI e} oF @
: Add Edit: Delete Sawe Reject  Search Code Mame First Prev Next Last
Main Account Murnber 0102 | |Products
SCEIM / Lk: G‘SQM - Sub Account Number 001 Blocked [
Account Description 2mrmi3mem Float & Mon Reflect Float
Control Account None
5. The next field refers to ‘SQM’ (a measurement of Square Meters), or ‘LM’ which refers to Linear Meters. Details S F
Select the applicable method according to which your company’s measurements are calculated. Main Account
Incorme Staternent Incomme Statement Financial Category
a SQM Balance Sheet 110 - Sales
Report Writer 10 - Sales
The square metre (International spelling as used by the International Bureau of Weights and
Measures) or square meter (American spelling) is the SI derived unit of area, with symbol m2 (33A1 el Aetarencs
in Unicode).
It is the area of a square whose sides measure exactly one metre. TaxPracessing
Default Tax Type | (8- Vat - Standard Rate (L5005 | =
v M

The Linear Meter is primarily used for building materials, as a unit of amount (not distance),

The new ‘Rate’ in Novtel is displayed as follows:
particularly in contrast with square meter.

. T =
For example, 2 linear meters of 50cm equals 1 square meter. P
Code | Description | ~
—_—
6. When interfaced with Pastel, a rate can be linked to a General Ledger account by clicking on the search DIIEA02 | gewn Poat E
option beneath ‘General Ledger Account Code’, searching for the applicable account, and selecting it from T o Pl
. 01024006 10mm Flaat
the list. DIOZAIT 12 Float
01024008 15mm Float
01024009 19mm Flaat
;i )

Code: moz.oom W Use Gov Lewy J
Cod 1024001
Description |2mm\3mm Float | o ~

i Description |2mm\amm Float
Thickness: |3 & Select a Levy Account - [&J —_— 5
okress [

SAM /LM |SOM Code Description |« select H SOM /LM: |S0M =

0102000 Products
General Ledger Account Cq |t E Cancel Gereral Ledger Accoun Cude
1102001 45 0102002 4mm Floar 102007 | [2mmiamm Float Har Refea! Fisal
0102003 Smm Float
0102004 Gimm Float

sl | Ed | Deme cse |
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Telephane

% Novtel Inveice Module - Welcome Louise
File m Delete  Setup Reports Process Help

044 123 456 783

Sales Order

* MNumber " Description

Gty




NOVTEL CC
Diaz Office Park 30 Diaz Office Park 30 Reg : 147852368
Diaz West Boulevard Diaz Beach Vat : 123456789
Diaz Beach Mossel Bay Tel - 044 695 4344
Mossel Bay Fax : 044 685 4344
6500 Email : sales@novtel.com

COPY QUOTE
Expiry D
Test Customer Document No. NGQ10433
Hum : PO Box 777 044 685 1096
Mossel Bay 044 585 1096 28/03/2018
6500

louise jww@novtel.com Page 10f1

Mowtel

Account Tax Reference Your Reference Sales Code Expiry Date
TES001 30/04/2018

CODE DESCRIPTION SIZE  SQMILM WEIGHT RATE EXTR % NETT PRICE

0102046 3mm Silver Mirror . R 700.00 0.00 R 630.00
01021046 3mm Silver Mirror 2 ! R 700.00 0.00 R2520.00

Total Weight: 0.00

Quate Num :

Add Quote 3 te 5 Frint |




NOVTEL PTY

10/1172018

Total Weight
0.00

Gov Levy Tax Total
0.00 (.00 0.00

01024046

I}

dirror




The Novtel Invoice Module and Job Tracker Utility (V5)

The ‘Rate’ will now be inserted on the ‘Quotation’ form, and all values are displayed as zero. The system user
is required to manually select the ‘Finish’; insert the length; width; weight and rate in the corresponding
fields.

© e 60 6 ©0

Tope | Code D escription Finizh | Gty [Length| ‘width | SOM/LM Wweaight

Mo | 7.50

AR
PAR
SP&R
CeuT

1. Type:

The ‘Type’ is inserted according to the selection made on the ‘Rate’ master file but can be manually
changed here if required.

2. Finish:

By clicking on the line in the ‘Finish’ column, the User is presented with options. The applicable option
can be selected.

3. Qty:

By default, the ‘Quantity’ is always inserted by the system as ‘1’ and pertains to the specific item’s
measurement specifications.

4. Length:

In this field, enter the length of the glass to be quoted on. Please note that the system requires the
measurements to be entered in millimetres for the SQM to be calculated automatically.

5. Width:

Enter the width specification here — also in millimetres.

6. SQM/LM:
The Square Meterage is calculated automatically according to the measurements entered. For example:

v" The length and width are entered as 1000 millimetres each. Therefore, the square meterage is
1.

Page 24
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Type| Code Description Finish | Gty |Length| “Width [ SOM/LM ‘Weight | Rate| Extra® | Mett Price
Item SOM [ 01024048 | 3mm Silver Mirrar None | 1 | 1000 | 1000 100 |E750 |0700.UU 0.00 F00.00
Lewy LEMO01 Gowernment Lewy Q \ | 050

Total Weight

7.50

= Tax Total

Add Delete Add Remark Ingert Line Above 200,00 0.50 105.02 Q0553

The Novtel Invoice Module and Job Tracker Utility (V5)

Weight:

The total weight for this item is calculated and entered in this field. The weight will be displayed just
above the Total amount due.

Rate:
According to the specifications, calculate the amount and enter it in this field.

v The User may add a remark directly below a selected line.

Gov Levy:

If a Levy Rate percentage was entered in the ‘Setup — Company — Financial’ tab, and the selected rate
has been set up to ‘Use Gove Levy’, the ‘Government Levy’ will automatically be calculated according to
the line’s ‘Square Meterage’ and added to the Quote’s total amount. An extra line will be inserted at
the bottom of the Quote automatically by the system and is ‘Read Only’.

v' Should all lines be deleted for which the Government Levy was activated, the Gov Levy line is
also deleted automatically.

Page 25
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Item

Item

L

Gou Levy
112

@ Add / Edit Quote

Total Weight

HettPrice  GovLewy
112




Total Weight:

@ Add/ Edit Quote
£0D Irformation

NQ DIRECT CASH DEPOSIT.
ABSA - Mossel Bay (123456), ACC: 1234567890

D ion

5mm Silver Minor




‘ Movtel Invoice Module - Welcome Louise
m Delete Setup Reports Process Help

Sales Order

COD Information

Duote Num -
NGO10731 ]
1 K 1]

Hett Price

Gov Levy
112

Total Weight
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6. The Novtel Job Tracker Utility

This utility will require the same User password as set up for the Invoice Module and is opened by double
clicking on the Icon created during installation and which is situated on the Desktop.

Novtel Job
Tracker

@ Login X
Password

Please note that a few setups will be required before the Utility can be used effectively:
6.1 Add Jobs

The purpose of adding Jobs in the Job Tracker Utility, is to link it to a specific pre-created ‘Rate’ or multiple
Rates set up in the Invoice Module.

When such a Rate is present on the ‘Sales Order’ all the linked Jobs must be completed to ‘Complete’ a Sales
Order for invoicing.

To the right-hand side of the window, click on the ‘Add Jobs’ button.

)

Page 32
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16 Existing ‘Jobs’ in our database are displayed in this window as indicated below.

To add a new ‘Job” which may be added to each ‘Rate’ in the system individually, simply type the description
in the field provided which is situated to the bottom left-hand side of the screen and click ‘Add Job’.

{@ Select or add job for rate

1 Polish

2 Cut

3 Drill

4 Teughen

5 Cut Quts

& Slots

7 Shape Bevel

8 Str Bevel

9 5/Blast

10 Colour

1 Texture

12 Wilet

13 CNC

14 Crating

15 Bending
RadCr

f@ Select or add job for rate

1 Polish

2 Cut

3 Drill

4 Toughen

5 Cut QOuts

& Slots

7 Shape Bevel

8 Str Bevel

9 5/Blast

10 Colour

1 Texture

12 Wilet

13 CNC

14 Crating

15 Bonding

16 RadCr
TEST

Add Job

Page 33
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6.2Edit Rates Immediately, the selected Job will be added to the rate.

The next step is to link a ‘Job’ to a specific ‘Rate’ which was pre-created in the Novtel Invoice Module.

To achieve this, click ‘Edit Rates’.

Archived Data

G|

All ‘Rates’ are displayed in the ‘Setup Rates and Jobs’ window.

To expand a ‘Rate’ and to assign a ‘Job’ to it, double click on the Rate. This will open the ‘Select Job for Rate’ Close the screen by clicking the X in the top right-hand corner of the screen.
window.

sz 01024047 - 4mm Silver Miror
s 01024048 - 5mm Silver Mimor

Bl nanmnan I~

All applicable ‘Jobs’ can now be selected by double clicking on it. X :
6.3Selecting an active Sales Order

@ Setup rates and jobs
All active Sales Orders are listed at the top of the main window, and the newest is situated at the bottom of
Double click on rate to assign job the list.

[+-1#€| 0102\008 - 15mm Float "
F-2 01024008 - 19mm Float By clicking on a Sales Order, the following information is displayed:
[+ 1#¢| 0102,010 - OTHER Float
[4-15€] 0702\076 - 4mm E\White v
N i The Sales Order Number
+-#| 0102018 - Emm EWihie v/ Customer Description
[+-15¢] 01024019 - 8mm E\White
G 01024020 - 10mm E\White v' Sales Order Completion percentage
[+-18¢| 0102\021 - 12mm E\White
[#-¢%| 0102\022 - OTHER E\White 3 Drill v' The total jobs remaining for this Sales Order
[+-188| 0102\026 - 4mm Gny\Brz Glas 4 Toughen
[#-2€| 01024027 - 6mm Gry'brz Glas 5 o v" The Sales Order creation date, as well as the completion date — which is currently the same.
[+ 01024028 - 10mm Gry\Brz Glas
- 6 Slot: ;

E ___g glgﬁ?&fﬂ”’;i‘; f:nf o Also note that because of the fact that we added the ‘TEST’ job to the rate of both the 3mm and the 5Smm
51 12| 01021037 - 2.38mm Solarvue G i zt':alse:EI Silver Mirrors individually, the ‘Job’ is now displayed in this screen as follows, and in total, 14 ‘Jobs’ must be
[-8% 07024038 - 16.76mm ToughLA e completed:

01024040 - Double Glazed - 6mi 10 Colour

01024041 - Double Glazed - 8mi 1 Tesxture 'ﬁ T

0102\042_ DOUble G‘E!ed - 1 < Custc Refe Date Created | Completion Date % Completed | Completed

G === e ———— = =
0102046 - 3mm Silver Mimor| 12 W let Sales Order No: 28064 CODs - April 2018 GUYANTO.. 2018/04/03  2018/04/13 0
Cut 13 CNC Description: Test Customer Burbridge Glass 000575 20180403 018/04/12
4;— Palish 14 Crati Ref: Prowell Houtwerke 113303 2018/04/03  2018/04/12
£ Shape Bevel ratng Sl ety T CODs- April 2018 KOLEKILE  2018/04/03  2018/04/04 o e
Lz2 i‘]'lﬂ?\ﬂ:?-dm Siver Mi 15 Bondin UG PG bk Lim - CURRENT /70 W43 W6/04/L
< 1T SIVEr o) 2 mmis R COD; - Apil 2018 Wiakrak 216/04/04 2018/04725 kot
[+-18%| 01024048 - S5mm Silver Mimor 16 RadCr Completion Date: 2018/10/10. Test Customer 18710710 2018/10/10 3
[+1-{2€] 01024048 - 4mm Brz\Gry Mi L —
2126 0102,050 - 6o Brzs Miror [ | 17 L= Descrpton Fetecose
[+-18%| 01024051 - 5mm Grey Mimor 3mm Sikver Mirror 1000 % 1000 011023045
51-85] 0102052 - 4mm Black Miror v Stmm Siler Mirror 480 x 1250 o020 I I R I I P —
Page 34 Page 35
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6.4Logging a Problem with a Job

In the case where a problem occurred which must be fixed before the ‘Job’ can be completed, right-click on
the line in the specific column; move the cursor across ‘Problem’ and click ‘Log’.

Speiod | T ]

o — N N

Cormplete

Problem see  * |_Jpr Log
Fix

Enter the ‘Problem’ description in this field and click ‘Log Problem’.

Log Problem

Problem: Mandatery maintenance in progress|

Leg Preblem

Immediately the colour of this field is changed, and the system will indicate that 1 Problem is present for this
specific Sales Order.

By moving the cursor across the field for which a problem was logged, the system will indicate the following:
v The PC from which the problem was reported;
v" The problem itself;

v" And the exact date and time the problem was logged.

Sales Order | Customer [Reference | Date Created | Completion Date | % Completed | Completed |WIP_ | »

MGES28061 CODs - April 2018 KOLEKILE 2016/04/03  2018/04/04 0 0 4
MGS23062 Lim - CURRENT 8/70 2018/04/03  2018/04/11 0 0 ]
MGS28063 CODs - April 2018 Mlakrak 2016/04/04  2018/04/25 0 0 42
MNGS23064 Test Customer 2018/10/10 2018410410 0 0

RateCode
1000 0102\046
250 1 01024048

Raised problem on NOVTELGAUTENG { Mandatery maintenance in progress }.
TimeStamp:2018/10/10 09:31:00 AM

Page 36

The Novtel Invoice Module and Job Tracker Utility (V5) © 2021 Novtel — All copyrights reserved

6.5Setting the Status to ‘Problem Fixed’

To clear a logged problem after it was resolved, right click on the field; move the cursor across ‘Problem’ and
click ‘Fix’.

MNGS28064 Test Custorner

2018/10/10

e |
v

T Complete

Problerm » Log
\ Fix

2018/10/10

RateCode
1000 1 0102\046
250 1 0102048

The problem is cleared and the number of ‘Problems’ field is reset to the applicable number. In this case, zero.

MGE28064 Test Custorner 201840/10 2018710710

Problems

Focas Sopesers
1000 1 01024046
250 1 01024048

6.6Completing Jobs on a Sales Order
As ‘Jobs’ are completed, it must be documented to track the progress of the specific Sales Order until total
completion.
As per our example below, this Sales Order has 14 Jobs linked to it. (WIP = Work in Progress)
But since none has been completed yet, the ‘Sales Order Completion’ percentage is set at 00.00%.

Therefore, the ‘Total Jobs Remaining’ is still 14.

3 Hello Noviel

Customer Reference | Date Created | Completion Date | % Completed
Sales Order No: 28064 CODs-April 2018 GUYANTO., 2010/14/03  2018/04/13 0
Description: Test Customer Burbridge Glass 000575 2018/04/03 2018/04/12 0
Ref: Prowell Houtwerke 113303 W4T 2016/04/12 0
Sales order completion: 00.00% CODs-April 2018 KOLEKILE  2018/04/03  2018/04/04 0

]

0

0

Total jobs remaining:14 TSR . a1

Creation Date: 2018/10/10

CODs - April 2018 Makrak 2018/04/04  3018/04/25
Completion Date: 2018/10/10

NGS28064 Test Customer 2016/10/10  2018/10/10

Decrpien R S e
3mm Silver Mirror 1000 % 1000 01023046
S Siver Mirror 950 » 1250 o102 | (Y N A P P

The Novtel Invoice Module and Job Tracker Utility (V5)
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To manually finalize each ‘Job’ added to the specific ‘Rate’ displayed on the Sales Order, right-click on the 7 Invoicing a Completed Sales Order
corresponding ‘Job’ column for the specific Rate and click ‘Complete’. :

Once a Sales Order has been completed in the Job Tracker Utility, it can be invoiced from the Invoice Module.

IR = Qy EET a5 folh To do so, click on ‘Edit — Sales Order’.
3ram Sikver Mirror 1000 = 1000 1 110204 —
Srnim Sikeer Mirrar 980 s 1250 1 0102048 LA " X
Problem ' & Novtel Invoice Module - Welcome Louise
File Edit Delete Setup Reports Process Help

This action will: Customers

1. Change the status colour to ‘Completed’ which corresponds with the same colour indicated to the top ates

right-hand side of the screen. The number of Jobs completed is now indicated as 1 Quotes
2. Indicate that the WIP (Work in Progress) field has 13 incomplete Jobs Sales Order

Change the ‘Sales Order Completion’ percentage to 7.14%

4. And the ‘Remaining Jobs’ are now decreased to 13
Search for and select the applicable Sales Order.

i Hello Novtel

Sales Order Customer Reference | Date Created | Completion Date | % Completed | Completed | WIP, & Add /Edit Sales Order
Sales Order No: 28064 NGS28058 CODs-Spril 2018 GUY ANTO.. 2018/04/13  2018/04/13
Description: Test Customer HGS28059 Burbridge Glass 00575 W18/04/03  2018/04/12

! !
Ref: NGS20060 Prowell Houtwerke 113303 W18/04/03  2018/04/12 Sales OrderId Date : 104102018 COD Information :

Sales order completion:07.14% '3 NGS28061 CODs-April2018  KOLEKILE  2018/04/03  2013/04/04 )
Total jobs remaining:13 4 ©
Lirn - CURRENT w7 008/04/03  2018/04/11 C g .
. . ompletion Date:  [10/410/2018
b COD; - April 2018 A1B/04/04  2018/04/25 Customer :
e Test Customer 2018/10/10  2018/10/10
Sales Order Murn :

Descriptien RateCode é
3rm Sitver Mirror 1000 x 1000 1102046 Fieferencd Re=lect 2 Soles = ‘-‘ e — >
Smm Silver Mirror 980 = 1250 0102\048 rd =
5 Reference Order Num = |{ Select H
ales Cod —
TES00] - ner ]
As each ‘Job is completed, the statistics will be amended accordingly, until ALL jobs linked to this Sales Order 2a062 :gaggg - Eﬁ?%ﬁ;"gfﬂe g‘},?kn'ak :ggggggg B ﬂ
have been completed. AddSal | || 28061 MG1082 - CODs - Apiil 2018 KOLEKILE NGS5 28061 i
—— | || 28080 NGO032 - Prowel Houtwerke 113303 NGS5 28060
28059 NGO030 - Burbridge Glass 000575 NGS528059
® HelloNowte 28058 NG1088 - COD's - April 2018 GUY ANTOMIER NG528058
Customer Reference | Dote Creoted | Completion Date [ Completed | Completed Il |l 28057 MG1087 - CODs - March 2018 INDAHOUSE GREY  NG528057

Sales Order No: 28064 CODs - £pril 2018 GUY ANTO.. 2018/04/03  2018/04/13 0

Description: Test Customer Burbridge Glass 000575 W018/04/03 20180412
Ref: Prowell Houtwerke 113303 18/04/03 20180412

0

: 0

Sales order completion:100.00%

o - CODs - Aprl 2018 KOLEKILE  2016/04/03  2016/04/04 0 . TEa—
el D Lim - CURRENT 70 W18/04/03 201870411 0

B CODs - April 2018 Makrak 018/04/04 2018704725 0

Compisto Das 2RI 10 Tt @i W10/10/10 2018710/10 w0 G .

Rocode Stape el
3rnrn Sikver Mirrar 1000 = 1000 01024046
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W Edit Sales Order
p—

Gov Levy

COD In

NO DIRECT CASH DEPOSIT.
ABSA - Mossel Bay (123456), ACC: 1234567890




8. Accessing an Invoice 9. Pastel Invoices Open Batch and Invoice

To once again access the updated invoice to either print, email or view it, click ‘Reports — Documents — Invoice’. The Pastel Invoices Open Batch is displayed as follows:

& Novtel Invoice Module - Welcome Louise Open Batches X

File Edit Delete Setup Reports Process Help

— Quotation
Documents » Quote Sales Order
l TaxInvoice v o v

Sales Orders > Sales Order [Farchase Grder 7

Mot Used
Rate Usage > Invaice Mot Used

Mot Used
Government Totals Mot Used
Government Levy Per Rate

« 3

Double-click ar press Enter on the check mark to jump ta that batch. Note you cannot jump ta POS batches, \m Print Close
Click on the ‘Invoice ID’ search button and select the applicable Invoice to be viewed. In this case, the ‘Sales
Order ID and Number’ is indicated as the Invoice ID. However, a unique invoice number was allocated and ————————————————

imported to Pastel. wmERNETE »va@®HE S OO

TaxInvoice Surnmary Listing Page 16f 1 - Complete

& Print an Invoice [

Prepared by, Noviel
Tex Invoice Summary Listing for user

. Reference  Customer Per  Dae  OmerNo Prittzd  on Tax Total
Irrvoice D — ol
NGKOS253 _ TESOM - Test Customer 8 _10n0201E No Mo 017 253129
Q s v Total for 1 TaxIrwaice(s) nat o hold 017 253129
elect an Inv 5 Total for 0 TaxInvaicets) on hold
—
TOTAL 017 2353129

Feference Order Num Invoice Num - { Select j End ofRepott
. MNGE 9
MGOO0E - MSM K abinette 29/6 MGS528028 MNGKO9225 Cancel

28021 MGO385 - Prima Glass + Putty PO105245 MGES528021 MNGKO3227

28020 MGO385 - Prima Glass + Putty PO105243 Bmm MGS28020 MGKO3229 Ram i @ 5

28019 NGO3E - Prima Glass + Putty POI0S243 10mm  MGS28019  NGKO9252 U NN R ECE R IR ol Ss

28017 NGO268S - wilzons Glass [Pty) Ltd JE_8mm MG528017 MGKO3245 _ _ _

28016 NGO2ES - Wilsons Glass [Pty Ltd JE_12rmm NGS28016 NGK03255 S T T

- % & . .
mERJEDJE Y¥¥4O0D & & HO“®©
The details are loaded as follows, and can the Invoice now be emailed; printed or viewed by selecting the Process Customer _ o x
reqUired option. DocumentType | TaxInvaice - Number Custorner [TES001 | [Test Customer
Link / Create Ship / Deliver Postal Address
Wiftisios S Terms 30 days
Q Print an Inuoice- &J FSix:;tungmmwm ;:Ejlnﬁ:ym
I OnHold Cutrent Balance  0.00
P ate C (Credit Limit 0.00
Invoice ID Efndzt/nos g::‘;‘\li’:ermv(lﬂﬂﬂ"lﬂﬂﬂ) Froeet - joni | Quenty) - Se EX EX[&ES”EE e an’:.tntn( ‘o
0102/048 S Silver Mirror (380*1250) (Qty: 00 1725.00 1725.00

 GL Code 0405/000 Government Lewy (Qty: 1) 08 112 112

Customer : | TESO0 - Test Customer

Invoice Mum:  [MGK03253
Quate Mum . [NGR1073

< il »

. . . Tt
Email Frirnt Wiew Cloge ot 7550
Sales Order Mumber : NGS28064 ElusIvE
<F10> Receipt. Tax o1
ot | zsaias|

Batch, Delete /Insert.. || EditDocument || NextDocurnent Close
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10. Rate Usage Report 11.The Government Totals Report

To check the ‘Rate Usage’ during a specified period, the report can be printed or exported to Microsoft Excel The Government Totals report will indicate the Government Levy per document, for the selected period.

by clicking on ‘Reports — Rate Usage’ and selecting the applicable option. Click ‘Reports — Government Totals’; select the date range to be viewed and click ‘Accept’.

& Novtel Invoice Module - Welcome Louise X X

. . ® Novtel Invoice Module - Welcome Louise

File Edit Delete Setup Reports Process Help
Documents 5 File Edit Delete Setup Reports Process Help
Sales Orders b Documents »
Rate Usage > Print Sales Orders »
Government Totals Export to Excel Rate Usage 5
Government Levy Per Rate [

Government Totals

Government Levy Per Rate

Simply select the date range to be viewed and click ‘Accept’.

® Rate Usage x Q Government Levies RE_ L&J

|Dalefrnm A8 | te [Emasams jl

Datefrom 104108

~| w [rooems |

Sort Ord, Rate Cod
art Order ate Code @ Accept | Cloze |

{ Accept ! Cloze

The report is displayed as follows:

For demonstration purposes, we have opted to ‘Export the report to Excel’.

All ‘Rates’ linked to invoices are grouped together as follow:

2 | ChPrograrn Files (xB6\Movtel Irvoice Moduled\TernpReport.him

=] = Bookl - Excel
Insert Page Layout Formulas Help Bl Tools Q Tell me what youf .
o ¥ o - Govern_ment’ LE‘:‘I!&S Cgllectedﬁ
Calibri S AN T== ®- P WepTe General - For the penod : 2018/10/10 to 2018/10°10
E@ Copy ~ Drate and Time report printed - 10:10:2018 12:12:36
Paste o Format Painter |H ¥ Y - | & - H-A- === B Merge & Center ~ B2~ % 9 | G0 98
T Invoice Number Customer Invoice Date  Reference Government Levy
Clipboard £} Font £} Alignment [} Number I NGE09260 EM Schuliz 201810 248
MNGE9259 Tast Customer 201810 112
A5 ~ fe Code
A B < D E F G H 36
1 Rate Usage
2 For the period : 27/03/2018 to 05/04/2018
3 Date and Time report printed : 03/04/2018 14:32:07
4 From the ‘File’ menu, the report can be printed; emailed and saved.
2
6 1/0102\046  3mm Silver Mirror NGS27464 NGK08590 1 28/03/2018
7 NGS27463 NGK02589 4 28/03/2018
8 NGS27463 NGK08589 1 28/03/2018
9 Total : 6
10
1101024048 5mm Silver Mirror NGS27465 NGK08591 1 2018/03/04
12 Total : 1
13
14
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0 Movtel Invoice Module - Welcome Louise

File Edit Delete Setup Process  Help
Documents
Sales Orders

Rate Usage
Government Totals

Baokl -

snditional Form)

@ Format as T

D ate from




13.The Compact / Archive Database Feature

Please ensure that all Users are logged out of Novtel before starting the process.

ﬁ‘ Movtel Invoice Module - Welcome Louise

File Edit Delete Setup Reports Process Help

Compact/Archive Database

Compact/Archive Database

@ This process will close Movtel Invoice Module and start the
L | Compact/Archive Database Application.

Do you want to continue?

From the Process menu, the ‘Compact / Archive Database’ option is available which will allow the User to

perform these actions:

First select the ‘Archive Type’ to either delete data older than 6, 12, 18, 24, 30, 36, 42 or 48 months.

Eﬂ Archive Novtel Inveice Module Database *
Novtel Invoice Module Data Archiving
Archive Type |EETAEREEE [ than ot

Compact D atabasze

Delete data older than 6 Manths

Backup Datab.
Database. Delete data older than 18 Manths ackup Latabase

. Delete data older than 24 Months [2 Y'ears]
- The Archive A Dielate data alder than 30 Manths
process and cd Delete data older than 36 Manths [3*'ears)
Delete data older than 42 Months

-'fou Can munt Nelete data older than 48 Months [4 Years]
respective buttonz.

Start Archive
Operation: |dle...

Cloge

i
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Manually Backup your Database

B
Novtel Invoice Module Data Archiving

Archive Type |De|ete data older than 48 Months [4 ears] ﬂ Compact Database

Please make sure no Users are logged in on the Novtel Invoice Module
Database.

Backup Databaze

- The Archive Process will automatically create a backup befare the .
process and compact the database when it is closed. MNovtel Database Archive

-*f'ou can munually Backup or Compact the D atabaze by clicking on the

Operation: |dle... o

respective buttons, e Y
'.0_' Pre-Archive Backup complete,

Manually Compacting your Database

8
Novtel Invoice Module Data Archiving

Archive Type |Delete data older than 48 konths [4 Years) ﬂ

Compact D atabaze

Please make sure no Users are logged in on the Movtel Invoice Module Movtel Database Archive
D atabase.

- The Archive Process will automatically create a backup before the
process and compact the databaze when it is closed.

-*Y'ou can munually B ackup or Compact the D atabase by clicking on the
respective buttons.

Operation: [dle...

0ZE
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Archive your Database

This action will automatically create a backup before compacting your data and delete the older data

according to your ‘Archive Type’ option selected.

=)

Mowvtel Invoice Module Data Archiving

Archive Typs IDeIete data clder than 48 Months (4 Years) ﬂ Compact D atabase
Pl ki u I d i the Movtel [nvoice bodul
D:::bi?.: e sure no Users are logged in on the Movtel Invoice Module Backup Database

- The Archive Process will automatically create a backup before the
process and compact the database when it is closed.

-Y'ou can munually Backup or Compact the Database by clicking on the
respective buttons.

Start Archi
Operation: |dle...
1

Movtel Database Archive

. Waould you like to proceed with the process of Archiving all
data according to the selection displayed below:

Delete data older than 48 Months (4 Years)

Clicking ‘Yes’, the process will run, and Novtel will indicate when the action has been completed.

Novtel Invoice Module Data Archiving

Auchive Type IDelete data older than 48 Months (4 Years) ~| Compact Database
Please make sure no Users are logged in on the Novtel Invoice Module Backup Datab
Database. ackup Database

- The Archive Process will automatically create a backup before the
process and compact the database when it is closed.

- You can munually Backup or Compact the Database by clicking on the
respective buttons.

Start Archive
Close |

Operation: Compacting Archived D atabase.

Novtel Database Archive
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