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NEW VERSION 
At regular intervals, Mamut launches main updates of Mamut Business 

Software. These main updates are automatically sent to all users with a Mamut 

Service Agreement who have not already downloaded it.  

We recommend that our customers update to the most recent main version. 

Between the main updates, continuous improvements are made to the existing 

functionality. These versions are made available over the Internet through 

Service Releases. It is important to note that updates made through service 

releases do not necessarily affect all users, as the changes are often dependent on 

how you use the program and on which functions are available in your program. 

Pilot Version 12.1 of Mamut Business Software has now been launched. The 

aim of this manual is to introduce you to the most important news since the last 

main update Service Release so that you may familiarise yourself with them. 

Chapter 1 provides a general summary of all new elements in the program while 

Chapter 2 contains extracts from the new editions of our user manuals. To allow 

you, the reader, to see the new features in their proper contexts, most sections 

dealing with new or changed functionality have been reproduced in full in 

Chapter 2. 

If you would like an up-to-date edition of the introduction manuals, you can 

order them at Mamut. 

Sections discussing new elements are marked with a symbol in the margin, so 

that you may find them more easily. 

This documentation describes functionality from the entire program family. 

Which functions are available depends on your program version. Evaluate the 

extended functions in the sample database and order an upgrade in order to use 

the functions. If you would like more information about more extensive 

versions, please contact Mamut on 0800 032 5616 or by e-mail at: 

info@mamut.co.uk. 

With your Upgrade pack you also will have received the News brochure. In there 

you will find answers to a number of important questions and information you 

should read before upgrading to the new version. You should also have received 

the upgrade installation documentation. We recommend you read this carefully 

mailto:info@mamut.co.uk
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before upgrading to see whether some of the features might be especially 

relevant for your version of the program. 

When you install a new version of the program, you will also receive an updated 

set of help files. You can access the help files with information about your 

current program window by pressing F1 when in the window. 

On our website you can search for information in articles that are being updated 

and added to continuously. Based on our customers' feedback, we publish 

answers to frequent questions received by the Mamut Support Centre (FAQs). 

You can find the article search at www.mamut.co.uk/support. 

The upgrade installation documentation can also be found on our website at 

www.mamut.co.uk/update. 
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CONTACT MANAGEMENT 

Map and Travel Route  

By clicking the Map or Travel Route buttons on the tool bar in the Contact and Contact Person 

modules, you can display a map or travel route to a contacts address. This feature requires an 

Internet connection. 

Within the user settings for contact management and company person, you can select the map 

service provider. You can choose between Yahoo and Google. 

 Read more about the map and travel route in the section View Map and Travel Route to the 

Contact on page 23. 

 Read more about the map and travel route under Contact Person on page 25. 

 Read more about the map and travel route under User Settings for Contact Management on page 

26.  

Additional Contact Person Salutation  

The Salutation field has been extended to include two values: Salutation and Salutation2. The 

Salutation2 field can be used as a merged field for reports/documents within Word, in the same 

way as Title . 

The Salutation field can be found by clicking View - Contacts - Contact Person. Click the arrow 

next to the field to enter the Salutation2. 

 Read more about the window  Contact Person on page 23. 

 Read more about how to edit a report within the built in help files in the program.  

Columns in the Contact List  

In the new tab Contact List, within the user settings for contact management, you can choose to 

open the contact list automatically when opening the contact management module. You can also 

define which columns you would like to display and how the list should be sorted. In addition, you 

can define a Default selection for the contact list, if you wish to filter certain contacts from the 

list. 

The user settings can be found by clicking View - Settings - User - Settings per Module - 

Contact. 

The user settings window can also be opened from the contact management window, by clicking 
the User Settings button in the tool bar. 

 Read more about the columns in the contact list under User settings for Contact Management on 

page 27.  

Default E-mail Address  

The new drop-down list, Default e-mail address makes it possible for you to define which default 

e-mail addresses, sales and purchase documents should be sent to. You can choose between 

Contact e-mail address, Your ref.  or E-mail list . The option E-mail list  enables you to choose 

between the contacts and/or contact persons registered e-mail addresses before sending the e-mail. 

Your ref.  refers to the contacts reference, as it appears in the Sales and Invoicing module. 

You can over ride the setting by changing the e-mail address in the Other info. Tab, within the 

Contact Management module. 
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The option Contact e-mail address will be pre-selected for users who are updating from older 

versions of the program or installing it for the first time. 

 Read more about the default e-mail address within Company Settings for Contact Management 

on page 27. 

 Read more about the default e-mail address within the tab Other Info  on page 29. 

Additional System -Created Activities  

A system-created activity is an activity that is created automatically when particular actions and 

processes are carried out in the program. 

The handling of system-created activities has been improved, while new and more descriptive 

activities have been added. When importing contacts, editing company settings for contact 

management and time sheet input, or activities, the system creates descriptive activities 

automatically. 

To view the activity list for system-created activities, go to View - Activity - System-Created 

Activities. 

 Read more about system-created activities on page 31.  

Colour Coded Activities in the Calendar  

Activities that are displayed in the calendar can now be colour coded. You can either choose to 

define a colour on the activity card, or you can choose to associate an activity type with a certain 

colour in the properties register. 

The activity's colour code is only displayed in the calendar, not in the activity list. 

If you are updating from a previous version of the program, no activities will be colour coded. 

Tip : You can change the colour code associated with existing activities by using the wizard 

Change values for a Selection of Activities. 

 Read more about activities under The Activity Screens section on page 34.  

 Read more about colour coded activities under  Calendar on page 39. 

 Read more about activities under Settings for Activity Types section on page 37.  

 Read more about activities under the Calendar section on page 38.  

Filters for Project Report s 

When printing certain project reports, it is now possible to define a selection of projects based on 

the No./Project Class field.  

You can also choose to view one report for all projects in the selection, or one report per project.  

To open the filter window, click the Reports button on the desktop, click the category Project and 

double click the report Project List. 

 Read more about the filters for project reports within the built in help files in the program.  

Search/Filter Contacts: New Field in Filter Window  

The filter window has been expanded to include the County (Region) field. When defining 

County (Region) as search criteria, you are only searching data entered into the free text field 

County (Region) in the Address window for Contacts and Contact Persons.  

 Read more about The fields within Search and Filter on page 40.
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ABOUT MAMUT ONLINE DESKTOP 
Mamut Online Desktop provides you web-based access to the information and functionality of 

Mamut Business Software, along with the services included within Mamut One. 

Access to your system via the Internet  

With Mamut Online Desktop you are able to view, create, and edit information from any PC with 

an Internet connection, anywhere, and at anytime. This makes it simple to share information with 

colleagues, or to obtain access to information from your Mamut system while youôre out of the 

office. 

With Mamut Online Desktop, you can use a browser to login to Mamut Business Software. You 

can gain access from any computer that is connected to the Internet.  

Note! You can use Internet Explorer version 6 and 7 or Firefox 2 browser. 

Synchronising  

Registrations made via web-browser and Mamut Online Desktop, as well as locally within your 

Mamut system, are continuously being synchronised. This means that the business always has 

access to up to date information. This ensures high capacity and security and means that you do 

not need to maintain your own infrastructure for access from the internet. 

The synchronising of Mamut Online Desktop will occur from one of the computers within the 

network. For this to occur, it must be connected to the Internet.  

If you wish to stop the synchronising, you can disconnect. The data that is synchronised with your 

data will be removed from the server, with the exception of data which is used for a later 

connection, for example company information and information on which user has access. Your 

data on your own machine will not be removed. You can connect again later. At which point, all of 

the information will be newly synchronised.  

Multiple company databases  

For multiple company databases, special licence rules apply. In principal, you can connect to one 

company database. If you have a licence for connection to multiple company databases you can 

repeat the process for the company databases you wish to be connected to Mamut Online Desktop.  

User administration/Access Control  

The System administrator administers access directly from Mamut Online Desktop. The system 

administrator can choose among employees which are connected to a user in Mamut Business 

Software, and send an invitation that allows access. That employee will receive an e-mail 

invitation, and can register themselves as a user. 
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Mamut ID  

The system demands extended security. With your personal Mamut ID, you can login to Mamut 

Online Desktop. The system administrator can also administer the company information and 

access to the system. You create your Mamut ID when you gain access for the first time.  

Note! Mamut ID is not the same as your user name and password in Mamut Business Software. 

 Read more about Mamut Online Desktop on page 42 and onwards. In addition, Mamut Online 

Desktop has its own help files on the internet. These can be found by clicking on the Help icon in 

the right-hand corner of the Mamut Online Desktop focus area which is part of the Mamut 

Business Software Desktop.
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ACCOUNTING 

Mamut Validis  

Mamut Validis is a renowned accounting software service, that is designed for small to medium 

sized enterprises and offered via the web. The term Mamut Validis was derived from the words 

"Validate" and "Discover", as it provides a means of analysing, and identifying data that is 

incomplete, invalid, inaccurate and inconsistent. Therefore, it identifies incorrect postings, 

mistypingôs, potential audit issues, incorrect use of VAT rates and more. It is important to note that 

Mamut Validis never makes changes, or recommendations to the accounting data, it simply reports 

on what it identifies as potential anomalies.  

The service that Mamut Validis offers was developed by Future Route, an intellectual property 

technology company based in London. To date, this service has been offered in the UK only, but 

from 2008 will expand into the European market in partnership with Mamut. 

All Mamut Business Software customers, will receive a basic version of the Mamut Validis 

software, with the option to upgrade. 

Before getting started with Mamut Validis, you need to create your Mamut Online Desktop 

account. 

 Read more about Mamut Validis on page 49 and onwards. Mamut Validis is a part of Mamut 

Online Desktop, that in addition has its own help files on the internet (see above).  

More User Settings Available in the Journal Entry  

 A number of improvements have been made to the journal entry module in order to increase 

user-friendliness and efficiency. New settings have been added to the user settings, making it 

possible to now define up to five different sets of user settings per user. 

Each set of user settings can be adjusted to display the columns and functions of your choice. 

Example: When selecting "Currency" from the drop down list, the columns and functions relevant 

for currency entries will be displayed. If you select "Accounting" all columns and functions 

relevant for accounting entries will automatically be displayed. 

To edit a set of user settings, select the set up from the drop down list and click the User Settings 

button. 

 Read more about the User Settings for journal Entry on page 54. 

More Options in the User Settings for Journal Entry  

In the Function tab, you will find the following new options: 

Fill in the description field automatically: You can now choose not to fill in the field 

automatically. The setting is activated by default. 

Allow change of period: By un-checking the box, it will no longer be possible to change period in 

the Journal Entry module. 

Activate shortcut keys for journal type: While it is still possible to change journal type when 

entering journals, you can now disable the possibility of changing the journal type by using the 

shortcut keys [/] or [* ]. 

 You can access the user settings via the tool bar or by going to View - Settings - User - 

Journal Entry . 

 Read more about the new options under User Settings for Journal Entry on page 54. 

 Read more about the new options under Shortcuts for Journal Entry  on page 57. 
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New Posting List in the Journal Entry  

Via the drop down list in the bottom half of the journal entry window; you can now display - in 

addition to Journal Entry  and Financials - the Posting List. The Journal List  view will display 

the last 50 journals entered to a given account. Which accounts entries that are displayed depends 

on which account number has been highlighted in the windows top half. The Journal List view 

displays entries in both the Journal Entry  module as well as entries which have been updated to 

the Financials module. 

By selecting Show journal list in the Function tab within the user settings for journal entry, you 

can activate the lower half of the journal entry window. In the same tab you can - through the 

Content drop down list - select the Posting List as default. 

 Read more about the new posting list under Journal Entry Window  on page 53. 

 Read more about the new posting list under User Settings for Journal Entry on page 54. 

Additional Cost Centre  

It is now possible to create an additional cost centre, which can be used when entering journals in 

the Journal Entry. In addition to the default cost centres Department and Project, you can tailor a 

cost centre to fit your own specific needs. For instance, you can create a cost centre based on a 

Campaign, Product or Employee. Define your own cost centre by going to View - Settings - 

Accounting - Module Settings and clicking the Cost Centre button. 

Note! Additional cost centres are only available when entering journals in the Journal Entry. 

Journals entered in other modules cannot be expensed on the additional cost centre. 

Note! The additional cost centre feature is only available in Mamut Enterprise E5. 

 Read more about Journal Registration with user-defined Cost Centres on page 59. 

 Read more about Accounting Settings: Cost Centres on page 59. 

Reversing Journal Entries in the Nominal Ledger/Financials  

It is now possible to reverse journal entries from the journal list, within the Financials module. 

Highlight the journal entry and click Delete. A new journal entry will be posted directly to the 

nominal ledger, unless the period in which the original journal entry was posted has been closed. If 

the period has been closed, the journal entry can be reversed manually within the Journal Entry  

module. 

 Read more about Editing and Reversing Journal Entries on page 61. 

 Read more about The Journal List in Financials on page 63.  

Extended Selection in the Audit Trail 2 report  

You can now define a selection based on Type and User when printing the report Audit Trail 2 . 

The report, which can be found in the Report Module, gives an overview of changes made to the 

Financial Year, Journal Type, Number Series, and Chart of Accounts. The report shows when the 

changes were made, what was changed, and who created the change(s). 

New Columns in the Trial Balance report  

The updated report Trial Balance summarises the debit and credit fields in separate columns. 

Number Verification when Entering Bank Account Numbers  

In order to avoid errors when entering IBAN and Bank account numbers, the system has been 

equipped with a number verification feature. Verification of numbers can be activated in the 
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Number verification window, by going to Settings - Company and clicking the Financial 

Settings button. 

From the drop down lists you are able to choose if you want No number verification, Number 

verification, notify in the event of error, or Number verification, do not allow errors. If you 

choose the last option, you will not be permitted to save the changes in the Account information 

window, before a correctly formatted number has been entered. 

The number verification feature can validate British, Irish, German, Norwegian and Danish bank 

account numbers. 

 Read more about number verification when entering bank account numbers  on page 52. 

 Read more about avoiding errors when entering the IBAN number on page 53. 

Intrastat  

Intrastat is the name given to the system for collecting information, and producing statistics on the 

trade in goods between the Member States of the European Union (EU). The requirements of 

Intrastat are similar, although not identical, in all Member States. In Mamut, the Intrastat 

Registration window can be found under View - Accounting - Intrastat . 

Note! In order to activate the Intrastat function, you must first specify the Required Intrastat 

Information  from the drop-down list in the Intrastat settings window (you can choose either 

None, Import, Export or Import and Export). The settings window can be found by clicking View - 

Settings - Accounting - Module Settings - Intrastat . 

Via the updated Intrastat registration feature you can now import journal lines to your Intrastat 

Report, from other modules in a given period.  

By clicking the Import  button in the Intrastat Registration window, you will be able to choose 

from which financial year and period, the data should be retrieved. Based on the imported data, 

journal lines will be automatically created and displayed. You will then be able to select those 

lines you wish to include in the Intrastat Report. 

 Read more about Intrastat on page 65. 

XML-exports of Standard Audit File, VAT Return report and EC Sales 
List  

To accommodate the growing demand for electronic data interchange, version 12.1 includes 

functionality which enables the user to generate XML-file equivalents of the VAT Return report  

and the quarterly EC Sales List (ECSL).  

When printing the VAT Return Report  and the EC Sales List, an XML-file is automatically 

exported to C:\Documents and Settings\User\My Documents\Mamut\VAT\OutBox, where "User" 

represents the user name registered in the operating system. 

Note! In order to generate the XML-files, the user must select Printer  from the drop-down list 

Send to in the Report module before clicking Print . 

In addition to the above-mentioned reports, it is also possible to generate and export a Standard 

Audit file . The Standard Audit XML file contains the company's complete transaction data and is 

primarily intended to meet tax audit requirements. The Standard Audit File is generated from 

File - Export - Standard Audit File. The user is free to choose to which folder the file is to be 

saved. 

You can open the Report Module in Mamut Business Software by clicking File - Print.  The 

reports are categorised into modules for easy access. By clicking the category Accounting, for 

example, you can print - among many others - the VAT Return  report and/or the Quarterly 

Reports, EU, account (ECSL). 
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SALES AND LOGISTICS 

E-Mail a Contact Person from the Sales/Invoicing Module  

When sending sales documents via e-mail, you will now be able to select recipients from a list. To 

activate the feature, go to the Company Settings for Contact Management. 

Read more about the new feature in the Contact Management section above. 

 Read more about E-mailing a contact person within the built in help files in the program.  

Track Products in the Product Flow Window  

 The product flow window allows you to track all stock movements. The window lets you track 

which products caused the movement, and browse for related journal entries within the nominal 

ledger; if a journal entry has been registered. To access the product flow window, go to stock 

movements and reservations in the Warehouse module. 

 You can also open the product flow window from the Sales/Invoicing module, by going to 

the Product Lines tab. 

The window has been improved to give you a better overview of the stock movements. 

You can now open all products, warehouse windows, purchases, orders, and contacts related to the 

stock movement in question by clicking the buttons in the product flow window. You will thereby 

access all relevant information directly from the product flow window.  

You will now be able to conduct searches based on Batch no. and Entry  no. You can Search for a 

stock movement by using the drop down list and search field in the upper left corner of the 

window.  

Components of the functionality within the Product Flow window replaces the Related stock 

movements tab in the Stock movement window. 

 Read more about the product flow window on page 67.  

 Read more about the product flow window on page 69. 

 Read more about the product flow window on page 70. 

New Stock Movement Journal List  

You will now be able to open the new stock movement journal list by clicking a button in the 

product flow window tool bar. By clicking the button in the tool bar, a list containing all stock 

movement journals will be displayed. You can also click the button at the bottom of the window to 

display a journal list for one specific stock movement. The list will only contain information if 

journal entries related to the stock movements have been registered in the product flow window. 

You can also open the journal entries directly in the Financials module from the product flow 

window. 

 Read more about stock movements and reservations on page 68.  

 Read more about the stock movement window on page 70.  

Improved Handling of Batch Numbers in all Modules  

All stock movements are given a batch number which identifies the movement. Simultaneous 

stock movements are given the same batch number, regardless of the circumstances in which they 

were created. A stock movement can include product deliveries to customers, return of products 
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from customers, assembly, disassembly, stocktaking, Receive/Return from suppliers, and return of 

goods to suppliers.  

 Read more about improved handling of batch numbers within the built in help files in the program.  

Delivery Plan for Purchase in Sales Order  

In the Order Registration window, you will now be able to view purchase and delivery information 

for the products within the order. The overview is displayed in a separate window and contains 

products which have been purchased but not delivered. 

 

To open the Delivery Plan window, go to the Product Lines tab in the Order Registration 

window and click the arrow to the right of the button. Choose Delivery Plan in the drop down list. 

 You can go directly to the purchase order from the Delivery Plan window. 

 Read  more about the delivery plan for purchases in sales order under the Delivery Plan section on 

page 73.  

User-Defined Default Warehouse  

If you are using more than one warehouse, you can choose which warehouse and stock location, 

will be the default for each user. The setting can be found in the User Settings for Product, in the 

Warehouse tab. 

The default warehouse will be suggested for all new stock items. The Def. w. house (Default 

Warehouse) field in the Warehouse tab in the Product Register will display the default 

warehouse defined in the user settings. The default warehouse will also be pre-selected when 

creating a new Quotation, Order, Invoice or Purchase.  

When registering the product on an order or a purchase, the system will check if the product is 

linked to your default warehouse. 

 Read more about user-defined default warehouse under The Warehouse Register on page 74. 

 Read more about product register under User Settings for product on page 76. 

 Read more about the Warehouse Tab on page 78. 

Related Documents List in Sales/Invoicing  

 All documents linked to an Order/Invoice can now be opened from the Sales/Invoicing 

register. A new button has been added to the tool bar: Open Sales/Invoicing Document List. You 

can use this feature to open quotation documents and invoice documents related to the order. 

When transferring a quotation to the order status, all related documents will be transferred and 

made available via this new feature. 

If you choose to activate the new features for PDF copies (see below), these will also be available. 

 Read more about this new feature under the Sales/Invoicing Register on page 79. 

 Read more about the related documents list in sales/invoicing on page 80. 
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Quotation History (PDF Copy)  

By going to View - Settings - Company - Settings per Module - Sales/Invoicing, in the Export  

tab you can choose to create a PDF copy of the quotation when it is transferred to the order status. 

The transferred quotation will be saved and can be opened at any time by clicking the Open 

Sales/Invoicing Document List (more information above) or by going to the Documents tab in 

the Contact module. 

The company setting is activated by default. 

 Read more about quotation history under Company Settings for Sales and Invoicing on page 81. 

 Read more about quotation history under Processing Quotations to Orders on page 85. 

Invoice Copy Identical to the Original Invoice  

When printing an invoice that has already been printed, an invoice copy is generated. The system 

will now store information about which report was used for the original printout to ensure that all 

copies printed at a later time will be identical to the original invoice. 

However, the report will not be identical if the report itself has been edited. It is recommended that 

you print an extra copy of the invoice when processing the invoice. By creating a PDF copy of the 

original invoice, you will be able to print an identical copy at any later time.  

By going to View - Settings - Company - Settings per Module - Sales/Invoicing, you can, in the 

Export  tab, choose to create a PDF copy of the invoice. The invoice will be saved and can be 

opened at any time by clicking the Open Sales/Invoicing Document List (more information 

above) or by going to the Documents tab in the Contact module. 

The company setting is activated by default. 

 Read more about printing an invoice copy on page 86. 

The Industry's Product Number  

The new field The Industries Product Number  in the Miscellaneous tab within the Product 

register, can be used when registering a product that has a product number which is common to an 

entire industry. The field does not replace your own product number, but you will be able to enter 

this number instead of your own number when entering data in the Sales/Invoicing or Purchase 

modules. 

You can define a filter based on the Industry's Product Number  field in the Product List , 

Stocktaking and Advanced Filter  windows. 

 Read more about the industries product number under The Miscellaneous Tab on page 87. 

Original Order Number on Backorder Printout  

When reducing the amount of products to be delivered on an order, which is then invoiced, a 

backorder is created. The backorder is handled as a new order within the system. When printing 

the backorder, the original order number will now be included on the printout.  

You can change the amount of products to be delivered in the To be delivered field in the 

Sales/Invoicing module. The backorder which is generated when the order is invoiced can be 

displayed by choosing Backorders from the Status drop down list. 

The consignment note will also contain information about the original order. 

 Read more about the Backorder on page 88. 

 Read more about the original order number on backorder printout under Delivering Products on 

page 89. 



PART 1 - OVERVIEW OF WHAT'S NEW 

12 

Optimised Product Variants Performance for Improved User 
Experience  

A product can be sold in different variants of the same product, for example in different colours 

and sizes. The functionality has been updated in regards to speed and performance when working 

with product variants. Even if the changes are not evident, you will notice the improved 

performance, especially if you have used the product variants functionality in earlier versions. 

 Read more about optimised product variants under Product Variations on page 90. 

Variations: Update a Selection of Products  

The wizard used for updating a selection of products can now also change products with 

variations. To launch the wizard, go to View - Product - Updating a Selection of Products. 

 Read more about variations under Product Variations on page 90.  

Consignment Note 

The new version of Mamut Business Software includes a new Consignment note report. Besides 

product information, the Consignment note also includes information such as date and method of 

delivery, sender and receiver contact information, as well as freight specifications.  

To print a consignment note, click View - Sales/Invoicing - Order Registration. Using the blue 

arrows or the List  function on the tool bar, locate the order for which you want to print a 

consignment note and click the printer icon on the toolbar. In the window that appears, choose 

Consignment note and click OK . 

 Read more about the consignment note within the built in help files in the program. 

Surcharges: Additional and Environmental Taxes  

By using the systems functionality for handling surcharges, you can levy mandatory additional or 

environmental taxes when selling certain products. The surcharge will be posted to a special 

account. The functionality allows you to print invoices specifying the exact surcharge amount. 

For example, the surcharge feature can be used when handling electricity and water bills and 

vehicle and fuel levies.  

The surcharge settings can found in the Company Settings for Products. 

 Read more about surcharges within the built in help files in the program.  
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E-COMMERCE 

Improved Design Templates for Website and Webshop  

One or more additional website templates have been included in those program versions 

containing website and design templates. A number of the existing website and webshop design 

templates have been updated with new functionality, the possibility of defining your own header 

text, and improved tools for displaying your company description. The templates have also been 

given a new design. 

Templates which have been discontinued, either for design or technical reasons, have been 

replaced by radically improved templates, which are optimised for search engines and support 

multiple web browsers. 

The discontinued templates are grouped in a separate category in the Design template tab. To 

check if you are using a discontinued template, go to View - E-Commerce - Edit Website - 

Design template. The discontinued templates can be found under the category Old (Expires). If 

your template has been discontinued, you can choose another template in the design template list. 

Discontinued templates will not be accessible in future versions of the program.  

Note! Websites based on a discontinued template will be given a default design template. 

 Read more about the improved design templates within the section Colour Scheme, Website on 

page 93. 

 Read more about the improved design templates within the section Design Templates, Webshop 

on page 94. 

Improved Flexibility and Accessibility of Company Description on the 
Website and in the Webshop  

 You are now able to tailor important information such as company description, business 

concept, and mission statements. In the Company Description tab, you can format the text to suit 

your needs, as well as import contact information from the Company Information  tab by clicking 

the Insert company information button. 

Enter your company information by clicking View - E-Commerce - Edit Website - About the 

Company. 

Note! Since the company information is no longer pre-defined, you should use the tool for 

inserting company information. You can later format the text to suit your needs. Keep in mind that 

you can choose where to place the contact information in relation to other company information 

texts. 

The button that links to the company information page will by default be called About Us on the 

website, webshop and in the checkout. If you want to edit the label "About Us", click the Edit text  

button to the left of the About Us header in the Company Information tab.  

 Read more about improvements within the company information tab under the Company 

Information section on page 94. 

 Read more about improvements within the company description tab in the Company Description 

section on page 95. 
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Header Text  

In the Header text tab, you can now choose between a Simplified header with company logo 

(the same functionality available in previous program versions), or Advanced header with 

personalised content. By selecting Advanced header with personalised content, you will be 

able to tailor your own header text, which can be displayed on all pages within the website as well 

as in the webshop, and checkout. The header text can contain text, logo, and other image files. You 

can edit the header in the same way as you edit all other content on the website. 

To edit the header text, go to View - E-Commerce - Edit Website - About the Company - 

Header text. 

Note! The Header text feature is not available in all program versions and/or design templates. 

When using design templates in which the header field is placed to the sides of the main content 

and not above it, use of a small company logo is recommended. 

 Read more about the  header text tab under the Header Text section on page 98. 

 Read more about  header text under the Tools for website Content section on page 99.  

Easy Access to Website Settings for Products 

 Website Settings for Products can now be accessed from the Webshop tab in the product 

register as well as from the Product Selection tab in the Edit Website module. 

In addition, the settings themselves have been both extended and improved. 

 Read more about easy access to website settings for products within the built in help files in the 

program.  

Detailed Product List per Product  

Within the Website Settings for Products, you can create a separate "page" containing product 

details rather than creating a sub-page, as in earlier program versions, which must be linked to the 

product. 

You can now enter both a brief, as well as a detailed product description which will automatically 

be displayed in the webshop. The brief description is displayed directly beneath the product name, 

as in earlier versions, while products with a detailed description will display a More Info  link. By 

clicking the link, product image or product name, your visitors will be directed to a separate page 

containing, among other things, the Detailed description. 

Tip:  You can format the description texts to suit your own needs. 

The button for Website Settings for Products can be found by going to View - Edit Website - 

Content - Product Selection, or View - Product - Product Register - Webshop. 

Note! You can still create a link to a separate sub-page containing product information. However, 

this method is no longer recommended and will not be available in future versions. You are 

recommended to choose (None) from the sub-page drop down list. If you need to link to a separate 

sub-page, you are strongly recommended to insert a hyper link to the sub-page within the brief or 

detailed description. 

 Read more about detailed product list per product within the built in help files in the program.  
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Automatic Re sizing of Product Images in the Product List  

The new feature for automatic adjustment of image size means that you no longer have to 

coordinate the size of the product images you want to use. By going to View - E-Commerce - 

Website Settings, you can, in the Settings Webshop tab, define image width in the Pixels field. 

All product images in the product list will be converted to the defined width, while images 

displayed on product pages will retain their original size. 

Note! In order to maintain image quality, an image which is smaller than the maximum image 

width will not be enlarged. To achieve the best possible result, use product images which are 

larger than or identical with the pixel width you have defined in the Website Settings. 

Note! The product lists will take longer to load if the images have been saved in an uncompressed 

format (GIF/BMP), or if they are unnecessarily large. Use of JPEG images is recommended.  

Note! Maximum width on Product Pages/More Info pages cannot be adjusted manually. If the 

image is larger than optimum size, you can click on the image to display it in full size in a separate 

window.  

 Read more about this new feature within the Webshop Tab section on page 99. 

 Read more about the website settings for products on page 101.  

Additional Options  for Displaying Product Groups and Sub -Groups in 
the Webshop  

Improved flexibility for displaying product groups and sub-groups in the webshop means that you 

can display content pages containing user-defined information linked to each individual product 

group and sub-group. The content pages are displayed when the visitor clicks on one of the 

product groups/sub-groups in the webshop. You can choose to display the page above or below the 

product list. New content pages can be created by clicking the sub-tab Product Groups in the 

Webshop tab, within the Edit Website module. 

A content page can be used to display campaign products, new products, or general information 

about the product group or sub-group. 

By defining a pre-selected sub-group for each product group, you can choose to display the 

product list of a certain sub-group, when the visitor clicks on a product group. The products 

belonging to the selected sub-group will be displayed. The customer can display all other sub-

groups from this view. 

Tip:  If you are using a webshop template which displays all products in all sub-groups when 

clicking the product group, you can choose (None) and replace the sub-group with your own 

content page complete with a customised selection of products. You can combine it with the Add 

to Shopping Basket feature. By doing so, you will reduce loading time without restricting 

navigation in the webshop 

Note! Products not belonging to a sub-group will always be displayed when clicking the main 

product group.  

 Read more about the additional options for displaying  product groups and sub-groups in the 

webshop on page 102. 

Display Prices With or Without VAT in the Web shop 

Within the website settings, you can choose to let your visitors have the possibility to view prices 

with or without VAT. To activate the feature, go to View - E-Commerce - Website Settings - 

Settings Webshop and click the Product List  tab. 
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 Read more about displaying  prices in the webshop on page 103.  

Improved Search Engine Visibility  

It is now easier for visitors to find your website and webshop when using search engines such as 

Google, Yahoo and Live Search. By also using the Site map feature, search engines will return 

more hits from all components of your website. This will in turn lead to increased visibility. 

 Read more about improved search engine visibility under Search Engine Keywords on page 104. 

Site Map 

A site map is a separate web page containing information about categories, contents and links to 

all web pages connected to your website. Displaying a site map makes it easier for both visitors 

and search engines to get an overview of the contents on your website. 

Note! The site map has been developed in accordance to the standards for optimised search engine 

visibility. 

You can activate the site map feature by going to View - E-Commerce - Website Settings - 

Settings Web. 

 Read more about the site map under Web Settings on page 105.  

Hyper Link  

 The hyper link functionality has been updated and improved to include more possibilities for 

linking. You can, for instance, insert a link to a product group, sub-page, contact page, news page, 

site map, campaign, or "E-mail a Friend". If you want to link directly to a product, the visitor will 

be directed to that particular products web page. You can also choose to add the product to the 

shopping basket by clicking the link. 

 Read more about hyper links on page 106 

 Read more about inserting hyperlinks on page 107.  

Attachments  

The tool for inserting attachments into sub-pages and news pages has been moved to the Insert 

Hyperlink  feature. In the Type drop down list, you can choose Attachment and locate the file 

which is to be published as an attachment. 

 Read more about inserting attachments on page 107.  

Script  

In the Active Website tab in the Website Settings window, you have the possibility to insert 

script. By using script, you can set up a web traffic counter such as Microsoft (Microsoft adCenter 

Analytics) or Google (AdWords - Google Analytics). A web traffic counter can be used as a tool 

for tracking and analysing the normal traffic on your website, as well as incoming web traffic from 

Google AdWords web ads. In order to start using these tools, you need to enter a script attained 

from the web service provider. You also have the possibility to enter your own script. 

Note! The software vendor does not provide user support for third-party script. 

 Read more about inserting script under the Script section on page 109.  
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Minimum Purchase Amount in the Webshop  

You will now be able to define a minimum purchase amount in the webshop. This means that the 

customer cannot complete a purchase if the total amount (per order) is less than the amount you 

have specified. 

The setting can be found in the Other tab in the Settings Webshop tab in the Website Settings. 

 Read more about the minimum purchase amount under the Settings Webshop section on page 

103. 

Image Width in the Webshop  

You can define a default maximum width for all images in the webshop. Go to Website Settings - 

Settings Webshop and enter the width in the Pixels field within the Product List tab. All images 

will be adjusted, regardless of the image's original size. The setting does not adjust the size of the 

images in the detailed product pages. 

 Read more about the image width under the Settings Webshop section on page 103. 

Web Traffic Statistic s 

The traffic statistics for websites published on the mamut.net domain have been extended to 

include, among other things, web browser versions, and multiple web browsers. The statistics can 

be found on the Mamut Information Desk , in the Site tab. 

Tip:  By registering your website with a third-party web statistics provider and entering the 

provider's script in the Website Settings, you will be able to get a more detailed overview of the 

traffic on your website. 

DIBS Web Payment Service 

DIBS Payment Services is the leading provider of Internet payment services in Scandinavia. You 

can now offer your customers a fast, easy and secure online payment service. 

This functionality is available as an additional product. 

Note! If you would like to offer payment by credit/debit card in your webshop, you need to 

establish an agreement with your bank/acquirer.  

Payment service providers act as web-based payment terminals, which take care of the entire 

payment process when a customer in your webshop wants to pay by credit/credit card. The 

payment service providers ensure the security of the transaction against fraud or other types of 

problems. 

The online payment solution settings can be found by clicking View - E-Commerce - Website 

Settings. On the Payment Services tab, select DIBS (Debitech UK). The option will be enabled 

for customers who have acquired a licence. 

 Read more about DIBS payment services at www.dibspayment.com. 

http://www.dibspayment.com/
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ADMINISTRATOR 

Access Control when Updating to New Version  

Note! Please note that this feature only applies to updates from version 12.1 or later.  

The system administrator is able to determine which users will have access to the update. The user 

logs in; with their User name and Password, in the update wizard.  

The user with the access template Full access/Super user or Administrator,  will by default have 

access to the updates. All other users must be given access manually. 

There must always be at least one user with Full access/Super user within the system. 

 Read more about Updating to a New Version on page 113. 

Installation  

When installing the program, you have the ability to specify whether the installation will be 

performed on a computer or a server. If you select Server Installation, Microsoft SQL Server 

Express will be installed automatically if an earlier installation cannot be detected. A Client 

Installation  can also be performed if you wish to run a scaled-down version, and have already 

carried out a server installation. 

The installer will launch the SQL Browser Service as an application from your computer. If you 

are using firewall software other than Microsoft Firewall®, you may be required to do this 

manually within the application. 

 Read more about installation within the section Installing the Program on page 114. 

File Structure  

The program files are divided, in order to save the files which are created or changed, during 

installation or update to a separate location. In Windows Vista®, files located on C:\Program Files 

can only be changed via Windows® Installer. 

 Read more about the file structure under the Installed Files section on page 115. 

Security  

The system administrator can differentiate the user's access to the database directly from the SQL 

Server. 

Client Manager  

Some program versions include Client Manager, which is a tool for managing several system 

databases. One system database - or one "installation" - can contain several company databases 

(companies/clients/sets of accounting records). For instance, accounting agencies which handle a 

large number of clients are the kind of users who need several system databases.  

The system has been expanded to launch all accessible system databases on the relevant SQL 

Server. Backup and Re-indexing can be launched as usual. This is now done through DataTools 

(see below). You can select DataTools from the drop down list in Client Start. 

Two shortcuts can be used to launch programs. These shortcuts are located in the same location as 

the Mamut Business Software files, within the Client Manager folder. A licence is needed for each 

system database that is running Client Manager. 
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Client Start : Launch system databases, create backups, and perform other administrative 

database-related tasks via DataTools. Launch and Import/Export other Mamut programs you have 

installed. 

Client Update: With Client Update, you can update one or several system databases 

simultaneously. In addition, you can single out company database updates within a system 

database. 

Note! Please note that this feature only applies to updates from version 12.1 or later.  

The Client Manager documentation can be downloaded from the Internet: www.mamut.com. 

 Read more about Client Start and Client Update on page 117.  

Backups and DataTools  

DataTools is a tool for database administration, which supports the most common utilities for the 

administration of SQL Server-based databases. 

The backup and backup restoration features are based on DataTools. The features can be found 

under File - Backup. 

The tool replaces mBackup and mReindex. 

 Read more about Backups within the Backups section on page 118. 

Re-indexing  

Re-indexing rebuilds the database's index file and is performed from DataTools. 

You can find more information in the DataTools help files. 

Improved API  

API (Application Programming Interface) is a technical interface for programming toward an 

application. The feature is available as an add-on product. 

The improvements of Mamut API include better stability and multi-user support. New tools have 

been added for connecting to a company database, and the system database, on an SQL Server. 

Separate solutions for streamlining the transition from Mamut Business Software Version 11 to 

Version 12.1 are also available. Affected API integrators will receive the API documentation. 

Synchronising Mamut Online Desktop and TravelCRM  

The program can be connected to Mamut Online Desktop, through which, you can use your 

Internet browser to perform tasks such as contact administration. The connection synchronises 

your data with a server, making your business data available from any web browser anywhere in 

the world. You are able to restrict access to the Mamut Online Desktop. 

Connect to Mamut Online Desktop by clicking View - Settings - Company - Settings per 

Module - Mamut Online Desktop. Once you have connected, your data will continuously be 

synchronised.  

In the event of conflicts; for instance, as a result of several users editing the same contact 

simultaneously, the system will resolve the conflict automatically. 

As in Version 11, TravelCRM still supports manual conflict handling on the field level. 

If you are running a Client Installation, and have not installed Microsoft® SQL Server® 2005 

previously on your computer, Microsoft® SQL Server® 2005 Express Edition, will be installed 

when connecting for the first time. 

 

http://www.mamut.com/
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MICROSOFT® SQL SERVER® 

Mamut Business Software with Microsoft® SQL Server® 2005  

From version 12.1, Mamut Business Software uses Microsoft® SQL 2005 Server® for its 

database. This gives you secure, scalable and efficient data processing. When installing or 

updating to version 12.1 of Mamut Business Software, Microsoft® SQL 2005 Server® Express 

Edition will be automatically installed and configured for Mamut on your PC/Server.  

What is SQL Server? 

SQL Server is a secure, reliable and scalable data platform for business-critical applications, with 

comprehensive traceability and administrative tools. Mamut Business Software uses the Express 

Edition of Microsoft® SQL 2005 Server® as standard, but it is possible to use other versions of 

Microsoft® SQL 2005 Server®.  

Only Microsoft® SQL 2005 Server® can be used as database with Mamut Business Software.  

As a new or existing Mamut user, do I need to do anything?  

When first installing or updating to version 12.1 of Mamut Business Software, Microsoft® SQL 

2005 Server® Express edition will be automatically installed and configured for Mamut.  

However the Mamut installation wizard will give you the opportunity to override this if you 

already have a Microsoft® SQL 2005 Server® installed on your PC or network, which you wish to 

use.  

What this means for you as a Mamut user is that you donôt need to do anything other than follow 

the Mamut installation wizard, unless you wish to use a Microsoft® SQL 2005 Server® other than 

the Express Edition which comes with Mamut. All data and saved information from earlier 

versions of Mamut will automatically be transferred to the SQL database and you will start and use 

the system exactly as before.  

As part of the transition to the SQL database, some of the database tools have been moved over 

from Mamut into a separate program: Mamut DataTools. Backup will still be accessible in the 

application as before by going to File - Backup.  

Note! Updating from earlier versions of Mamut to version 12.1 requires version 11.1 or 11.2 of 

Mamut to be installed. If you have version 11.0 or earlier, you should first update to version 11.2 

or contact Mamut Support Centre before updating to version 12.1 of Mamut.  

Microsoft® SQL Server® means extended scalability  

The system comes equipped with Microsoft SQL Server 2005 Express Edition. If you a more 

extensive solution, you can use extended version of Microsoft SQL Server software. 

The database has previously been limited to 2 GigaBytes per table. This limitation has been 

removed for those running extended versions of Microsoft SQL Server. 

Learn more about the SQL Server on the Internet: www.mamut.com/uk/SQL. 

 

http://www.mamut.com/uk/SQL
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CONTACT MANAGEMENT 

View Map and Travel Route to the Contact  

View a Customer's Location on a Map  

 You can display a contact's or contact person's address on a map. The map is displayed in a 

separate window. Open the contact or contact person and click View map. The map view refers to 

the registered address. 

View Travel Route from Your Address to the Contact's  

 You can display the travel route to the contact. Open the contact or contact person and click 

View travel route. The travel route feature uses your address as the point of departure. The travel 

route is displayed in your web browser and can easily be printed for future reference.  

In order for the system to calculate a travel route, you must enter a Delivery Address under View 

- Settings - Company. This will be used as the point of departure. The Delivery Address is used 

since many companies use post office boxes instead of postcodes. The travel route feature can only 

calculate the travel route from your address.  

The map and travel route features require an Internet connection. 

Tip!  You can select the map service provider by going to the user settings for contact and the user 

settings for contact person. 

Contact Person 
In the module for Contact Person you are able to register information regarding the customer's 

and supplier's whom you are in contact with. It will be easier for you to find the right person to talk 

to when they are registered. 
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The module for Contact Person can be opened as an independent module by selecting View - 

Contacts and Contact Person. It is also possible to open the module by double-clicking on a 

company contact linked to a Contact Person. 

In the top half of the screen you register the Contact Person's first name, middle name and 

surname. If you have chosen for the contact's address to be inherited by the Contact Persons within 

the User settings for Contact Person, the address will already appear here. If you want to register 

a different address for the Contact Person, you can do so by typing directly into the address field or 

by clicking the Address button. 

User Settings: 

 

 

 

Tip!  You can check the box View column for middle names in the Contact Persons tab. 

The Contact Person's telephone number and the E-mail address can be typed directly into the fields 

for telephone, fax, mobile and e-mail.  

 You can also insert a picture of the Contact Person by using the click to insert picture icon. 

The picture can be in either JPG or BMP format.  

Other useful information you can enter is Initials , Job title, Title and Salutation. 

Tip!  By using the Address Settings, you can define the set up of addresses, contacts' and contact 

persons' names and how they will be displayed on all reports. The settings can be found under 

View - Settings - Report - Address Settings. 

The User-defined Groups and Note fields work the same way as in the Contact Person card.  
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 By clicking on the arrow button to the right of the Create activities buttons you can create 

customised activities. You decide on the content for the activity yourself and which modules the 

activity template will be available in.  

  View Map: Click the icon if you want to view the location of the contact or contact person on 

a map. The map opens in a separate window and requires an Internet connection. 

  View Travel Route: Shows the travel route to the contact with your address as the point of 

departure. The feature requires an Internet connection. 

Tip!  Choose supplier of map and travel route services in the user settings for contact persons. 

The Contact Person is linked to a main contact in the Contact register. Depending on the type 

(Customer or Supplier) of the main contact, different tabs will be available for the contact person. 

Tabs can also be made available in the User settings for contact persons. The tabs are identical to 

the tabs in the Contact register, except the Other info tab. 

User Settings for Contact Management  

 You can use the User settings button on the toolbar to tailor the contact management window 

to your own requirements. You can also select View - Settings - User - Settings per Module, and 

click Contact.  

Here you can view the fields and tabs you are able to select when working with contact 

management. You can also set up default values for newly created contacts. Default values are 

available for Our reference, Status, Line of business and Category. You can also select whether 

a new contact is to be automatically created as a Customer, Supplier, Partner or Personal. An 

example of another setting that you can select is whether the program is to automatically copy a 

new address into empty address types. 

The window consists of three tabs: Default setup, Contact card and Tab. 

Default Setup  

You can select from three pre-defined settings. 

Standard: Keeps the screen as clear as possible showing only some of the fields. 

Normal: Displays standard fields and makes standard functions available. 

Advanced: Displays all available fields and more functionality. 

Click the relevant button to select an option. If you wish to customise the window, you can do so 

under Tab. 

Contact Register 

This is where you specify guidelines and default values for newly created contacts. 
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Default value: These values will be automatically filled in when you create new contacts. You can 

save a lot of time if new contacts can be given default values. The default values are not permanent 

and can be overridden for each individual contact. You can select whether the contact will be set 

up as Customer, Supplier, Partner or Private. You can also set default values for Our 

reference, Status, Line of business and Category.  

Note! By right-clicking in the drop-down lists for Status, Line of Business or Category, you can 

edit the values in the Properties register. 

Other: You can select whether you want:  

 Inactive contacts to be displayed in the contact list.  

 The contact list to open automatically when the contact card is opened. 

 Information on the user and time to be registered when Notes are added. 

 A detailed window to appear automatically when entering an address. 

Entering a new invoice address: Select what the program should do when a new invoice address 

is added to the contact. The three options are: Automatically copy to empty address types, select 

the address types to be updated with the address, or never copy to other address types.  

Changing an invoice address: You have the same three options when changing invoice addresses. 

 Map Search: Select map service provider. The setting refers to the features View map and View 

Travel Route to contacts or contact persons. An equivalent setting can be found in the user 

settings for contact person.  

Tab 

You can customise which tabs will appear in the contact management window by ticking the boxes 

next to the various tabs. We recommend that you un-tick any tabs you do not use to keep the 

window as clear as possible. By clicking one of the buttons in the Default Setup tab, the contents 

will change accordingly. 

Under Other you can select whether to display the totals in the Sales and Invoicing and 

Purchasing tabs, including or excluding VAT. 
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Contact List  

 Choose which columns you want to display in the contact list and define the settings. Please note 

that the window cannot display more than 5 columns. 

 

Sorting when the contact list is opened: How the list is sorted when you open the contact list. In 

the window, you can choose how to sort the list by clicking the column headers. Please note that if 

you have un-checked columns included in the sorting, the sorting criteria will revert to the 

preceding settings. 

Default selection in contact list: Pre-defined selection when the contact list is opened. Use this 

setting if you also want to view inactive contacts. You can override the setting when the window is 

open. 

Tip!  The system administrator can use the access controls to limit or increase the users' access to 

the user settings. 

Company Settings for Contact Management  

 In Module settings for Contact Management, you make settings that will apply to new 

contacts that are created in the Contact register. Settings that are not applied will have no affect on 

contacts that are already in the register.  
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Activities/Our references  

Mark the Only our ref. can classify contact as inactive checkbox if you don't want anyone other 

than the person linked to the contact, to set the contact as inactive. 

By marking the Auto check if the contact exists when creating new contact checkbox, you are 

able to avoid registering the same contact more than once. This can be useful if several people 

register contacts. 

Field descriptions  

If you want another description of the Status, Line of business, Category, Partner, Private or 

User-defined fields in the contact register, you can overwrite the existing titles with your own 

texts in the fields. 

Default Value for New Contacts  

Here you can decide which description will apply for the new contacts you create. You are able to 

overwrite this in the contact card for each contact person if desired.  

Here you can, for example, choose to round off to the nearest pound on the contact card.  

E-mail recipients: Applies to Sales and Invoicing, Purchase and Quotation. Choose which e-mail 

address will be the default recipient of the e-mail. You can choose between a contacts e-mail 

address, the e-mail address list or a reference field. If you choose e-mail list, a list with available e-

mail addresses will appear when you select e-mail as printer. The reference field applies to the 

contacts references; from quotes and orders to invoices. You can overwrite this setting for every 

individual contact on the contact card.  

Delivery/Payment terms  

This is where you decide which terms will apply for new contacts that are created. You can 

override terms in the contact card for each contact if necessary. 
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Advanced 

When you click the Advanced button, a new screen opens. You can mark and change the 

following functions: 

 

Surcharge: Check the box if you want to be able to add surcharges/environmental taxes when 

invoicing customers. 

Show group activities and group quotations in the contact card: If you create activities or 

quotations for more than one contact at a time, you can mark these to be show in the contact 

register for each contact. 

Settings for project card: Specify the field name where you enter the URL in the Project register. 

Status file settings: This button opens a new screen where you can make settings for customer 

status files. Read more about in the introduction book "Complete CRM, Sales Management and 

Web Solutions". 

Other Info  
In the Other info tab, you can state the department and employee (reference) in your company that 

has the most contact with the registered company. You can select up to four employees in 

prioritised order. 

 

Even if you cannot delete a contact that is active in other places within the program, you can select 

to set the contact as inactive. To do so, select Yes from the Inactive drop-down list. Once you 

have done this you will be asked if you wish to make the company contact inactive. Thus you can 

 select to keep the company contacts as active even if you no longer have any dealings with the 

contact. 

If you want the contact to remain active, select No from the Inactive drop-down list.  
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If your contact does not want to receive information (e.g. offers and advertising from you) you can 

tick the No dispatches box. When you place a filter in connection with a planned information 

dispatch you can avoid including customers, who do not wish to receive any marketing mail from 

you by defining this in the filter settings.  

You can also enter the contacts Web-address, language, Type of contact, Company Reg. no., 

VAT no. and Bank account. 

. The web address is accessed by clicking on the icon Go to WWW -page. When you click the 

icon the web browser opens on the selected page. 

E-mail recipients: Here you can choose how to send sales or purchase-related documents. The 

setting overrides settings defined in the company settings for contact management. 

At the bottom of the page you can see when the Company contact was registered, as well as when 

and by whom it was modified last. 

Printing to E -mail Attachment  
You can choose to print to e-mail. For example, if you choose to print an invoice to e-mail, the 

program will automatically convert the printout to .pdf format and insert to an e-mail to the 

recipient as an attachment. Most recipients will be able to read .pdf attachments and it is generally 

regarded to be a safe file type.  

In the example below you are printing a quotation. 

How to print a quotation to e -mail  

1. Create a new quotation or open an existing one.  

2.  Click Print  (Ctrl + P). 

 

 
  

3. Select Quotation and click Next.  
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4. Select E-mail and click on Complete. 

An e-mail will now be created with the quotation document attached as a .pdf file. Check that the 

recipient's e-mail address is correct. You may also want to double-click on the document 

(Quotation.pdf attachment) to check the document quality before you send the e-mail. 

5. Click Send in MS Outlook to send the e-mail. 

 The e-mail is now sent from MS Outlook with the quotation attached. 

Note! The system treats the quotation as a report. All reports user MD Outlook as their e-mail 

editor even if you have selected the program's own e-mail editor in the user settings for Outlook. 

Find out more about this topic under 'Getting started with e-mail'. 

System-created Activities  
 System-created activities are activities that are created automatically when particular events or 

processes take place in the program. Some examples of events that trigger the automatic creation 

of an activity are: Changes to the company database settings, stock count, various wizards that 

change the values of a selection of contacts, products etc., Period End, change of accounting year, 

journal entry number series, creation of new accounts in the Chart of Accounts, import of contacts 

and more.  

 



SUMMARY FROM THE INTRODUCTION BOOKS 

32 

The Activity list for system-created activities shows information on when the various activities 

were created, which event generated the creation, and which user was responsible for that event.  

 At the top of the list you can make selections that allow you to view only activities that have 

been created during a certain time period or by a certain employee. To update the list content 

according to your selection, you must click on the Update button.  

The activities will not be visible within the regular displays, but in a separate activity list for 

system-created activities. This activity list can be accessed by going to View - Activity - System-

created activities. 

Which events that trigger the automatic creation of activities, are pre-defined in the program and 

cannot be overridden. 

Note! It is not possible to edit or delete system-created activities from the activity list. 

Activities  
Activities allow you to gain full control over both your own and your employee's activities related 

to customers and projects. You can plan meetings, customer visits, follow-up activities, telephone 

calls, and keep track of these activities via the calendar, the common calendar, the task list, as well 

as directly within the contact card, or in the case of a project, within the project register.  

 

Display activities in the calendar or the task list  

Activities can be displayed and edited in the task list. In addition, the calendar shows activities that 

you are responsible for or linked to as an employee. You can choose whether an activity should be 

shown in the calendar or in the task list. This allocation is controlled by the Activity type  for the 

different activities. Activities of the type Demonstration and Meeting are displayed in the calendar 

while activities such as Letter, Fax and Telephone show in the task list. 
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When displaying activities in the calendar, you can choose a colour for the activity type or for the 

individual activity. 

See section "Settings for activity types" for more information on calendar display and colours. 

Linking a contact  

When you create an activity you can use the Link  button to link a Contact, Employee and 

Resource so that later you or other users can get access to the information you registered for the 

activity.  

Creating group activities  

A group activity is directed at more than one contact. With the creation of a group activity function 

you define a selection of contacts that will be involved and then set the parameters that will apply 

for the activity.   

Handling several activities with the help of a wizard  

With the help of the Change values for a selection of activities you define which activities should 

be edited by making the appropriate selection.  

Distributing activities  

You can distribute activities between different customer service agents at random when you create 

several group activities or when changing the values for a selection of activities. 

Make use of follow -up activities to keep track of customers and other 
processes 

In the Contact, Sales and Invoicing, Purchase, Logistics and Accounting modules there are a 

number of processes that can be set up to automatically trigger the creation of a follow-up activity. 

Simplify program usage with the help of activity templates  

Through easily accessible activity templates in the various modules you can simplify the process 

of creating a new activity considerably. You can define and customise which activities should be 

created fast and simply from each of the modules.  

Integrating activities with Ou tlook  

Activities from the calendar and task list in Outlook can be transferred to the calendar and task list 

within the program. Reversely, activities you create in the program can be transferred 

automatically to the calendar and task list in Outlook.  

Using Skype for phone calls and getting calls logged as activities for 
your contacts  

With Skype you can ring contacts from their contact or contact person card. You can also receive 

Skype phone calls. If the contact is registered with a Skype name or Skype number in your 

contact or contact person register, the contact's entry will open. Calls with existing contacts are 

logged as activities so that you can easily access the contact's call history later.  
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System-created activities  

System-created activities are activities that are created automatically when certain events and 

processes take place in the program. Examples of events triggering the creation of activities by the 

system are e.g. changing the company settings, stock counts, various wizards that change the 

values for a selection of contacts, products etc., Period End, changes to the accounting year, 

journal number series, creation of new accounts in the Chart of Accounts and more. Read more 

about this in the introduction book "Installation, Settings, Reports and Filters". 

Analysing activities (Add -on product)  

You can retrieve a list of all activities and enter them directly into a Pivot table.  

The Activity Screens  

The Toolbar  

 From the toolbar you can create new activities, save changes, delete items and much more.  

 

 New activity . 

 Check availability. By clicking on this icon you can a see a Schedule for employees and 

resources linked to the activity.   

 Duplicate activity.  

 Open the related element in MS Outlook. This icon will only show if you have activated the 

Outlook integration. 



CONTACT MANAGEMENT  

35 

 User Settings. The User Settings allow you to specify how you want to work with activities, 

e.g. how the windows for activity management look or which default values you want present 

when creating a new activity.   

Below you will find a description of every field. If some of the fields are missing from your 

screen, this could be because the tab card/note field is maximised. Clicking [---] at the bottom of 

the screen will make more fields visible. 

Tip! By default, the program chooses an interval for between which dates activities are displayed 

in the activity list. If you cannot find an activity in the list this could be due to the activities' date 

being outside the preset time interval. 

Field descriptions  

Subject: A short description of the nature of the activity.  

Start time: Set a date and time for when the activity is to commence. The time does not have to be 

accurate for activities in the Task list.  

End time: This is adjusted automatically in relation to the start time, based on the company 

settings for activities where you are able to choose a Default duration for new activities. This 

duration can be overridden by changing the proposed end time.  

Alarm : Select whether the activity is to be fitted with an alarm and how long before the start time 

the alarm is to go off.  

Note! If you have selected to transfer activities to Microsoft Outlook you cannot select when the 

alarm is to go off. Instead, the alarm will work according to the settings in Microsoft Outlook. 

Type: Activity types are an important categorisation for extracting statistics. Additionally, they 

help you to filter the Activity list. The activity type also controls whether the activity will be 

available in the list for Customer Service, Product Service and Telemarketing. You can view the 

activity in the graphic calendar, either in the actual calendar or the task list. The setting for this is 

made on the Activity card via the Misc. tab. 

Status: Choose from pre-defined statuses to follow-up on the progress of activities. You can also 

create your own status types through the Properties Register.  

When you set an activity to completed in the Activity list, the status will automatically change to 

'Completed'. If you would rather that this action assigns a different status, then you can select an 

alternative status through the company settings for activities. 

Resp: Everyone listed within the Employee Register can be set as the person responsible for an 

activity. Through the user access rights you can also bar employees from editing any activities 

other than their own.  

Link : Clicking this button allows you to link Contacts, Employees and Resources that are involved 

in the activity.  

Project: If the activity is to be linked to one of your projects you can select this here. If you are 

creating an activity directly from the Project module, this field is filled automatically.  

Tip! If you have selected a project, you can right-click in the field and select Go to project.  

Priority : Select between High, Medium and Low priority, or (none) if you prefer not to prioritise 

your activities.  

Show time as: Select how the activity should be displayed in the calendar: Busy, Free or Out. This 

is particularly relevant when linking employees to other activities. 

Private: You can use the Private activity function to limit other users' access to the activity. If you 

check the box, only users with sufficient access rights will be able to view the activity's detailed 

information. Please note that an activity defined as private will be displayed in the calendar, so that 
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other users can see that you are busy. The Super User will always be able to view the activity's 

detailed information.  

Colour Code: By using the drop down list next to the Private checkbox, you can associate the 

activity with a Colour - if the activity type can be displayed in the calendar. You can define a 

default colour for each activity type in the Properties Register. This way, you will not be required 

to define a colour for each individual activity. 

Tabs in the Activity Register  

Notes: Enter any notes you may have in connection with the activity here. The user settings for 

activities allow you to decide whether information about Time and Name of the user to appear for 

each entered note. 

Product: Here you can add products that are linked to the activity.  

This card is also used in connection with Product Service, where you enter which products are 

included in the service, any possible Resources needed for the service and possible working hours 

accumulated. This information can then be directly transferred to invoicing. 

If you want to create a regular invoice, we recommend that you do so from the Sales and Invoicing 

tab. 

Quotation: You can prepare a quotation directly from within the activity. This requires that the 

activity is linked to one or more contacts. The list of quotations created from the activity can be 

filtered out through the Status drop-down list. The Link  button opens a list of existing quotations 

which can be linked to the activity.  

Tip! You can create a new Quotation or a Quotation repeating directly from the activity. These 

will then be linked to the activity. 

Sales and Invoicing: You can create orders directly from the activity. The list of orders created 

from the activity can be filtered out through the Status drop-down list. he Link  button opens a list 

of existing orders and you can link these to the activity. 

Purchase: Under the Purchase tab you can either create a new purchase based on the activity or 

you can link in an existing one. 

Time Sheet Input: Here, you can register time sheet lines that are linked to the activity or link in 

existing time sheets.  

Documents: Create documents or link in existing documents that are relevant to the activity from 

here. The list of documents created from the activity can be filtered out through the Status drop-

down list.  

 You can import documents with the help of the relevant button.  

Misc.: Here you will find your user-defined fields. These can be activated and customised through 

the company settings for activities. Additionally, you can also determine whether the activity will 

be displayed in the task list or the actual calendar.  

 Delete link: If you would like to remove a link to an existing quotation, order/invoice or 

purchase, you can do so by clicking on the Delete link button in the appropriate tab of the activity 

card. The link to the item is removed so that you cannot open it from the activity anymore.  

Note! The actual quotation, order/invoice or purchase is not deleted. 
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Settings for Activity Types (Properties 
Register)  

 The function for editing activity types is opened by right clicking in the activity type field and 

selecting Change in the Properties register, or by going to View - Settings - Company - Properties 

register.  

 

The settings you make in this window apply to all activities created under that activity type.  

Description  

Enter a suitable description for the activity. 

Transfer the activity to the task list: The activities are displayed either by time in the Calendar 

or as a task in the task list. If you check this box, all activities of this type will be placed in the task 

list. Please note that you can override this for an individual activity in the Miscellaneous tab.  

Calendar Colour: Define a default colour for each activity type. This way, you will not be 

required to define a colour for each individual activity. This is only relevant for activities which 

are not transferred to the activity list. 

Tip!  By launching the wizard Change values for a Selection of Activities, you can change the 

colour associated with already registered activities. 

Alarm and availability  

Alarm : Select whether the activity is to be set up with an alarm and how long before the start time 

the alarm is to be triggered.  

If you have set up activities to be transferred to Microsoft Outlook, you cannot choose when the 

alarm is triggered. This will be triggered according to the settings in Microsoft Outlook. 

Show time as: Show how the activity is to be shown in the calendar, as Free, Busy or Out. This 

information is particularly relevant when linking employees to activities. 

Specify where the activity type can be used  

If you want an activity type to be used in activities for Customer Service, Product Service or 

Telemarketing (additional product) you must select this here.  
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If you create a new activity in the activity list for Customer Service, you will only be able to 

select activity types which are selected for Customer Service here. 

Other  

Employee activity: By using individual user permissions for employee activities, you can block 

users who will normally have access to all other activities from having access to employee 

activities. 

Responsible required: This setting means that it is not possible to create activities of this activity 

type without designating a person responsible for the activity. 

Inactive: You cannot delete activity types which have been used for old activities. However, if 

you are not going to use an activity type in the future, you can set it to Inactive. The activity type 

will then be removed from all drop-down lists and will not be available for new activities. 

Calendar 
 The calendar shows the activities you are responsible for, or linked to, as an employee. 

 

Open the calendar  

By going to View - Activity - Calendar 

 The button on the desktop toolbar 

 The button in the activity list 


