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Introduction

The Novtel Online Application Website was developed to manage applications for student accommodation

specifically but can be customized according to your company’s requirements.

This website integrates with:

✓ Novtel Relations Management for effective management of all communication between your company

and the Tenant.

✓ And Novtel Property Management to manage the rental contract when the application is approved.



Page 5

Introduction

IMPORTANT!

The minimum memory requirement for a server to manage

your company’s online applications successfully, is 8GB Ram.

2 Types of Users can be created, namely:

✓ Administrator (This User will have full access to all features in the back office)

✓ Staff Member (Custom Permissions can be allocated to perform certain actions only)

The entire process starts with the submission of the online application by the Student or

Occupant in the front end of the website.

Then, the Administrator or Staff Member can log in and manage the application process from

the back office.
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The Online Application Process

The Student will be required to populate all fields in the ‘Student / Occupant’ section of

the application form.

The ‘Gender’ option is very significant, since according to the selection made, EITHER male

or female accommodation will be available for selection in the ‘Residences’ section.



Page 8

The Online Application Process

The ‘Contract Type’ can either be selected as:

✓ New Contract (A deposit will be required and the annual admin fee is charged)

✓ Contract Renewal, Same Room (No deposit required as it was already paid)

✓ Or Contract Renewal, Different Room (A deposit will be required and the annual

admin fee is charged)

In the ‘Residence Name’ field, the required ‘Residence’ must be selected. The available

selection will be listed according to the ‘Gender’ selected. In this case, ONLY female dorms

will be displayed.

We will discuss the ‘NSFAS Student’ option momentarily.

The required Room Type can now be selected, and according to the room type, the

available rooms are listed in the ‘Preferred Room’ field.

However: Please note that the preferred room might not be available by the time payment

is made, and another room will then be allocated to the Student.
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The Online Application Process

The Student will now also select whether the following is

required:

✓ Furniture (Only available if Mooirivier Apartments or The

Oaks ‘Resident Name’ is selected)

✓ Parking (Always available for selection)

If ‘No’, the charges are not added to the invoice total at the

bottom of the screen.
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The Online Application Process

If ‘Yes’, the charges are automatically added to the invoice total.

And: If ‘Parking’ is required, the following vehicle details must

be captured:

✓ Make and Model

✓ Registration Number

✓ Colour
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The Online Application Process

Now please note that the ‘NSFAS Student’ selection will greatly influence the calculations of the invoice total.

The NSFAS amount is a specified amount allocated to certain Students by the Government.

The amount can differ from one year to another.

There are also 3 ‘Payment Schedule’ options to choose from under the

‘Payment Details’ section when the ‘Sharing’ option is not selected,

namely:

✓ Annually:

1 Payment -5% Discount

✓ Bi-Annually:

2 Payments -2.5% Discount

✓ Quarterly:

4 Payments

If a Student is classified as a ‘NSFAS Student’, the ‘NSFAS Annual Accommodation Allowance

Estimate’ is calculated, and the Annual Admin Fee; Deposit and Mattress Protector fees fall away.

The NSFAS amount is then deducted from the more expensive

accommodation option selected, and discount – if ‘Annually’ or ‘Bi-

Annually’ – is calculated on the remaining amount.



Page 12

The Online Application Process

When selecting the ‘Sharing’ option, ONLY the ‘Annually’ payment schedule

option is available, and the Student will pay for the entire year in advance.

No discount is applicable here.
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The Online Application Process

If not classified as a ‘NSFAS Student’, there are 4 options available

under the ‘Payment Details –> Payment Schedule’ option:

✓ Annually:

1 Payment -5% Discount

✓ Bi-Annually:

2 Payments -2.5% Discount

✓ Quarterly:

4 Payments

✓ Monthly:

11 Payments

If the ‘Annually’ or ‘Bi-Annually’ option is selected, the discount is
calculated on the Annual Rent, after which the additional costs are
added.
Should the ‘Monthly’ option be selected, the rent for 2 months
(The first and last month) is due, plus the additional costs.
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The Online Application Process

The ‘Parent / Guardian 1 Details’ section is mandatory to be populated.

The ‘Parent / Guardian 2 Details’ section must also be populated.

All fields in the ‘Alternative Contact Details’ section are mandatory.
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The Online Application Process

The documents are displayed as selected.

A folder must be created and all documents to be

uploaded and submitted, must be saved to this folder.

The documents are selected from the same location,

and all at once.



By clicking the ‘I’m not a Robot’ option and

then the ‘Submit’ button, the online

application is uploaded to the back office.
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The Online Application Process

In the ‘Payment Details’ section, the Student will be required to select a payment method by which they will settle the costs.

For the Cash, EFT and Credit Card payment methods, the costs will be settled later.

However:

By selecting the ‘PayFast’ option, the Student will be redirected to the next screen where the payment can be processed. If paid successfully, this

will cause the application not to appear in the ‘Manage Payments’ section of the back office, since the payment has already been received.
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The Online Application Process

An email will be sent to the email address entered for

‘Parent / Guardian 1’, listing the system generated

application number and all details captured by the Student

on the PDF Document.
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The Online Application Process

The application number can be entered in the ‘Application Number’ field, and the

‘Repopulate Form’ button is to be clicked if a Student wishes to return to their online

application to view details or make changes if needed.

The changes are saved by clicking the ‘I’m not a robot’ option and then ‘Submit’ again – after

which an updated email is sent to the email address of ‘Parent / Guardian 1’.
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Logging into the Back Office

The back office is accessed by clicking ‘Log in’ in the top right-

hand side of the website.

The email address and password associated with your User

Account must be entered here, and the ‘Log in’ button clicked.
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Logging into the Back Office

Administrator Users will have full access to all features in the ‘User

Accounts’ and ‘Online Applications’ menus.

They can create new Users and allocate only certain permissions

per ‘Staff Member’ user profile.

If certain features are not allowed, it can be left deactivated, and

the ‘Staff Member’ User will not be able to access it.



Back Office:

User Accounts
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Back Office: User Accounts 4.1 Creating a New User

From the ‘User Accounts’ menu, new Users can be added by

clicking on the first button.

The User’s name and surname is captured, as well as the email

address.

The mobile number can be entered, but it is not mandatory.

The ‘Account Type’ must be selected as either Administrator, or

Staff Member before clicking ‘Submit’.

The account is now created successfully.
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Back Office: User Accounts

This created User will receive an email to welcome her as a

‘Back Office’ User on the website and listing a temporary

password which she must enter to gain access to her User

Account.

By clicking ‘Log in’ at the top right-hand side of the window;

entering her email address, and then entering the

temporary password, she will click ‘Log in’ to continue.
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Back Office: User Accounts

At the top right-hand side of the window, the ‘My Account’

option is selected to access her account details.

The current password can now be entered, followed by a

preferred new password below it.

The new password must be confirmed before clicking

‘Update’.

The account details will then be updated successfully.
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Back Office: User Accounts

As this User’s ‘Account Type’ was selected as

‘Staff Member’, she will ONLY have access to the

‘View Online Applications’ button in the ‘Online

Applications’ menu.

All other permissions will be de-activated, unless

specifically activated by an Administrator User.
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Back Office: User Accounts 4.2 Managing User Permissions

The Administrator User will activate more permission per

Staff Member User from the ‘User Accounts – Manage

User Permissions’ menu option.

A specific User can be searched for by means of their

email address; first name, or surname.

The permissions for the required User can now be edited

by clicking on the ‘Manage’ button in the ‘Permissions’

column next to their name.
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Back Office: User Accounts

Some permissions can be left deactivated – such as the

‘User Account Permissions’.

Other permissions – such as the ‘Online Application

Permissions’ - can be activated for the User to perform all

tasks from the ‘Online Applications’ menu.

At the top of the ‘Manage User Permissions’ window, the User’s name and

surname is displayed, as well as the email address associated with her User profile.

The changes must be saved by clicking ‘Update Permission’.
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Back Office: User Accounts 4.3 Managing User Access

To revoke a User’s access to the website’s back office,

the ‘Manage User Access’ button is selected from the

‘User Accounts’ menu.

A single User can be selected (or multiple users if

required) and the User profile deactivated before

clicking the ‘Update Selected’ button.

If a User’s access is to be granted again, the profile

can be selected; activated and updated.
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Back Office: User Accounts 4.4 Resetting Passwords

From the ‘User Accounts – Reset Passwords’

menu option, a single, multiple or all Users can

be selected, and their account passwords reset.

The User will again receive an email with a

temporary password, which they will enter to

access their User Account.

From the User’s ‘My Account’ option, the

password can be reset, confirmed and updated.
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Back Office:

Online Applications



A specific room can be requested by a

Student, but unless it is available and paid

for, the requested room cannot be

guaranteed.

The filter options here, are:

✓ Any Status

✓ Allocated

✓ Unallocated
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Back Office: Online Applications 5.1 View Online Applications

To view online applications, the first option in the ‘Online Applications’

menu is selected.

Taking into consideration that applications for Student Accommodation

can quickly reach an exceptionally high number, it is important to use the

filter options to only list the required criteria.

1. Filter By:

One of the following search options can be

selected, and the corresponding text entered in

the ‘Filter Text’ field:

✓ Application Number

✓ Student Name

✓ Student Surname

✓ Student Number

✓ Student ID

✓ Student Cell

✓ Student Email

2. Prospect Status:

When a Student submits their

application, their details can be imported

to Novtel Relations Management and a

‘Prospect’ Master File is created. This

filter option can either be selected as:

✓ None

✓ Imported

✓ Not Imported

3. Room:
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Back Office: Online Applications

4. Submitted – Date From and To:

By default, the first day of the current month is

inserted into the ‘Date From’ field.

The last day of the current month is inserted in

the ‘To’ field.

The User can specify the exact dates to filter by

selecting the required dates in these 2 fields.

6. Approval Status:

The last step in the application

process, is to approve an application –

upon which the contract is created.

The filter options here, are:

✓ Any

✓ Approved

✓ Unapproved

5. Payment Method

When the application is submitted, a

‘payment method’ is specified by the

Student.

Applications can be filtered by:

✓ Any

✓ Cash

✓ Payfast

✓ EFT

✓ Credit Card
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Back Office: Online Applications

7. Payment Status

The payment status filter options include:

✓ Any

✓ Paid

✓ Unpaid

8. Cancelled

The cancelled status filter options include:

✓ Any

✓ Cancelled

✓ Not Cancelled (Default)

When selected, the statuses per application

are listed as follows:

✓ Prospect Import Status

✓ Room Status (Allocated or Preferred

Room)

✓ Payment status and method

✓ Application approved or unapproved

9. Show Application Progress Info
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Back Office: Online Applications

Clicking on a Student’s Application Number, the application is opened.
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Back Office: Online Applications

The Online Application Details screen is opened for the selected Student, indicating:

1. The Application Number

2. The date upon which the application was submitted

3. The payment status and selected payment method

4. The ‘Prospect’ import status

5. The Application Status – which is currently ‘Unapproved’

6. And the Room Status – which is unallocated at present
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Back Office: Online Applications

All details – as submitted by the Student – will be listed next,

and at the bottom left-hand side of the screen, the submitted

documents can be accessed by downloading it.



Page 38

Back Office: Online Applications 5.2 Import Prospects to Relations

Students can be imported to Novtel Relations Management

as ‘Prospects’, but it is not mandatory.

Multiple Prospects can be imported to Novtel Relations

simultaneously.

The website supports multiple database sets, and a prospect

can be imported to a specifically selected database set.

By selecting the account to be imported as a Prospect, and

specifying the database set, the ‘Import Prospects’ button

can be clicked to proceed.
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Back Office: Online Applications

The ‘Import Results’ will display the Student’s:

✓ Application Number.

✓ Whether the import was successful.

✓ The created Prospect Code – which is the details of ‘Parent

/ Guardian 1. (Novtel checks for the first available numeric

code, and allocates it to the Prospect together with the first

3 letters of their surname)

✓ The specified Database Set.

✓ And if any errors occurred during the Import Process.

In the ‘Online Applications List’, this Student is now indicated as a

‘Prospect’, and the Prospect Code and dataset the Student were

imported to, is displayed.
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Back Office: Online Applications

Accessing the ‘Prospects’ section in the specified database set in Novtel Relations, the Student’s

Parent/Guardian 1 has been imported successfully.

The Student Number is displayed in the ‘Fax’ field.

And all attachments uploaded and submitted by the Student, will automatically be imported to the

Prospect Account, and can be accessed from here too.
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Back Office: Online Applications

Important:

Upon importing a Prospect to Relations Management, Novtel will check for duplicate ID Numbers.

✓ If no duplicate ID Numbers exist, the ID Number is imported to the new Prospect, and the
Student Number saved to the ‘Fax’ field.

✓ If duplicate ID Numbers do exist, a new Prospect is created with an empty ID number field,
but the Student Number will still be saved to the ‘Fax’ field.
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Back Office: Online Applications 5.3 Manage Room Allocations

Rooms already allocated can be changed, and

unallocated rooms can be allocated from the

‘Online Applications – Manage Room Allocations’

menu option.

In this case, we would like to allocate a room

to Mr van Wyk by clicking on the ‘Select

Room’ button in his application’s line.
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Back Office: Online Applications

2. The dataset can be specified.

3. The ‘Branch’ for accommodation is selected.

4. By default, the date selection is from the 1st of

January to the 31st of December in the following year,

but can be changed if required.

If a contract or booking is linked to a room during the

selected dates, it will influence the availability for the

selected period. This will cause the room to be

unavailable.

5. The ‘Gender Rule’ is displayed as selected on the

application form.

1. At the top of the ‘Available Rooms’ window, the following is displayed:

✓ The Student’s Application Number

✓ The Student’s name, surname and gender

✓ And the preferred room selected on the application.

Specific Filters can be implemented to ensure easy navigation:
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Back Office: Online Applications

This specific company provided our Developers with a list of

genders allowed per unit.

Some are for males only or females only, while other allow

both male and female Students.

When the ‘Gender Rule’ is selected as ‘Male’, available units

for Males ONLY, or Male and Female Students will be

displayed.

Likewise: When the ‘Gender Rule’ option indicates ‘Female’,

then only available rooms for females ONLY, or male and

female will be displayed.

The preferred room may or may not be available.

If available, it can be selected and allocated to the Student.

If not, a different room is to be allocated to this Student, by

simply clicking on it.

The selected room has now been

allocated successfully to this Student.
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Back Office: Online Applications

The allocated room is now displayed on the Student’s ‘Progress Info’ line of the Online Applications List.
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Back Office: Online Applications

IMPORTANT!

If a room was allocated to a Student, but they have not yet paid the

outstanding costs, the room can be allocated to another Student

who has paid, and who requested the specific room.

In this case, we have re-allocated the room of Ms van Tonder to Ms

Stevens, since she requested the room, and has paid already.

In doing so, the allocation has been removed from Ms van Tonder,

and a new room must be allocated to her.

When a Property is available for the selected period, but an
allocation has been made already, the Application Number of the
Student – currently linked to this room - will be displayed in the
‘Web Allocation’ column, together with an exclamation mark
warning.

However: Please Note that the room can still be allocated to another
Student at this stage – which will move the allocation to the newly
selected Student.
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Back Office: Online Applications 5.4 Manage Outstanding Payments

From the ‘Online Applications – Manage Outstanding

Payments’ menu option, a specific application can be

searched for by means of one of the following filter

options:

✓ Application Number

✓ Student Name

✓ Student Surname

✓ Student Number

✓ Student ID Number

✓ Student Cell Number

✓ Student Email Address
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Back Office: Online Applications

From here, the Student’s selected payment method

can be altered if they have requested to use a

different payment method.

Once payment was received, the ‘Paid’ option for this

Student is selected and the ‘Update Payments’

button clicked.

Once completed successfully, the Online Application

is removed from this screen, as the outstanding

amount was settled.

Also note that the Student will now be removed from

the ‘Import Prospects’ list – if not yet imported.

5.4 Manage Outstanding Payments
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Back Office: Online Applications

The Student’s ‘Payment Status’ is now indicated as ‘Paid’, and the payment method used, is indicated as selected.

5.4 Manage Outstanding Payments
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Back Office: Online Applications 5.5 Approve Online Applications

The last step in the process, is to approve the online

application.

The conditions for applications to be displayed here,

are:

✓ Applications must have been paid - either via

PayFast, or through the ‘Manage Outstanding

Payments’ option in the back office.

✓ And a room must have been allocated

already.

The room and dataset will be indicated on

this screen, as well as the default dates of

the 1st of January to 31st of December.

The dates can now be changed to the

actual contract start and end dates.

For example: 1 February to 15 December.
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Back Office: Online Applications 5.5 Approve Online Applications

Before approving the application, the Room in Property Management

is still available for the period of 1 February to 15 December.

Upon approval, a new Pastel Customer is

created – using the details entered in the

‘Parent/Guardian 1’ section of the Online

Application.

The new Customer Code and Contract ID is

now displayed under the ‘Previous Import

Results’ section, and the approved contract is

removed from the ‘Approval’ list.
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Back Office: Online Applications 5.5 Approve Online Applications

Proceeding to Novtel Property Management, and refreshing the Grid, the contract is created for the

selected period, and in the name of the newly created Pastel Customer.

This Customer Master File will also be accessible from Novtel Property and Relations Management.
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Back Office: Online Applications 5.5 Approve Online Applications

The Status for this Student’s application,

is now indicated as ‘Approved’.
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Back Office: Online Applications 5.5 Approve Online Applications

The ‘Prospect’ is now deleted from Novtel Relations,

but is created as a ‘Customer’ and linked to the Code as

indicated when the Application was approved.

All correspondence and uploaded documents are saved

to the Customer’s correspondence window.
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Back Office: Online Applications 5.6 Cancelling Online Applications

An Online Application can ONLY be cancelled

if unpaid and unapproved.

Simply select the application in the ‘CAN’

column and click ‘Update Cancelled Status’.

The application will immediately be removed

from the ‘Online Application List’ window.
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Back Office: Online Applications 5.6 Cancelling Online Applications

By selecting the ‘Cancelled’ filter option and clicking ‘Search’, all cancelled applications can be viewed for the selected period.
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