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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 dimaded 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.ilt important to note that updates made through service

releases do not necessarily affect all users, as the changes are often dependent ol
how you use the program and on which functions are available in your program.

Pilot Version 12.1 of Mamut Businessfeare 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 indbem 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
Chapter2.

If you would like an ugo-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 functionafitym 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 extensiv

versions, please contact Mamut on 0800 032 5616 ombgileat:

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 quastiand 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
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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.

Onour 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 searettwww.mamut.co.uk/suppart

The upgrade installation documentation can also be found on our website at
www.mamut.co.uk/update
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PART 1 - OVERVIEW OF WHAT'S NEW

CONTACT MANAGEMENT

Map and Travel Route

By clicking theMap or Travel Route buttons on the tool bar in ti@ontact andContact 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 choolsetween Yahoo and Google.

> Read more about the map and travel route in the sééiton Map and Travel Route to the
Contact on page 23

o Read more about the mapd travel route undé&ontact Personon page 25

Read more about the map and travel route ubder Settings for Contact Managemenbn page
26.

Additional Contact Person Salutation

TheSalutation field has been extended to include two val@sutation andSalutation2. The
Salutation2 field can be used as a merged field for reports/documents within Word, in the same
way asTitle.

The Salutation field can be found by clickiniew - Contacts- Contact Person Click the arrow
next to the field to enter th&alutation2.

L Read more about ¢hwindow Contact Personon page 23
ad Read more about how edit a report within the buiih help files in the program.

Columns in the Contact List

In the nev tabContact 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 shouldbedsdn addition, you

can define @efault selection for the contact listif you wish to filter certain contacts from the

list.

The user settings can be found by clickifigw - Settings- User - Settings per Module-
Contact.

The user settings windowmtalso be opened from the contact management window, by clicking
theUser Settingsbutton in the tool bar.

w Read more about the columns in the contact list udder settings for Contact Managemenbn
page 27

Default E-mail Address

The new dropdown list,Default e-mail addressmakes it possible for you to define which default
e-mail addresses, sales and purchase documents should be sent to. You can choose between
Contact email address Your ref. or E-mail list. The optionE-mail list enables you to choose
between the contactsd/or contact persons registereahail addresses before sending thaail.
Your ref. refers to the contacts reference, as it appears in the Sales and Invoicing module.

You can over ride the setting by changing theadl address in th®ther info. Tab,within the
Contact Managementmodule.
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The optionContact email addresswill be preselected for users who are updating from older
versions of the program or installing it for the first time.

Read more about the defautr&il address withil€Company Settings for Contact Management
on page 27

Read more about the defaultraail address within the taBther Info on page 29

Additional System -Created Activities

A systemcreated activity is an activity that is created automatically when particular actions and
processes are carried out in the program.

The handling obystemcreated 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 systerareated activities, go tdiew - Activity - SystemCreated
Activities.

Read more about systeereated activitiesn 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 agpieityith 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 chage the colour code associated with existing activities by using the wizard
Change values for a Selection of Activities

Read more about activities undére Activity Screenssectionon page 34
Read more about colour coded activities un@atendar on page 39

Read more about activities undgettings for Activity Types sectionon page 37
Read more about activities under tbalendar sectionon page 38

Filters for Project Report s

When printing certain project reports, it is now possible to define a selection of projects based on
theNo./Project Classfield.

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

To open the filter widow, click theReports button on the desktop, click the categBrpject and
double click the repofroject 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 includeGbanty (Region) field. When defining
County (Region) as search criteria, you are only searching data entered into the free text field
County (Region) in theAddresswindow for ContactsandContact Persons

Read more abotfthe fields within Search and Filteron page 40
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ABOUT MAMUT ONLINE BESKTOP

Mamut Online Desktop provides you wbhsed access to the information and functionality of
Mamut Business Stfiare, 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 makewplego share information with

coll eagues, or to obtain access to information f
office.

With Mamut Online Desktop, you can use a browser to login to Mamut Business Software. You
can gain access from any comptteat is connected to the Internet.

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

Synchronising

Registrations made via wédsowser and Mamut Online Desktop, as well as locally within your
Mamut system, are continuously beinygehronised. 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 OnknDesktop 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 therser, 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 infamation 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 amosmmployees which are connected to a user in Mamut Business
Software, and send an invitation that allows access. That employee will receivasdin e

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

The system demands extended security. Withr peusonal 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 gsur user name and password in Mamut Business Software.

Read more about Mamut OnlineeEktopon page 4andonwards. In addition, Mamut Online
Desktop has its own help files on tmernet. These can be founddicking ontheHelp iconin
the righthand corner of the Mamut Online Desktopus areavhich is part othe Mamut
Business Software &ktop.
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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 providesy@ans of analysing, and identifying data that is

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

mi stypingds, potenti al audit issues, incorrect
Mamut Valdis 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 basedliondon. 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 optioto upgrade.

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

w» Read more aboMamut Validis on page 4&nd onwads. 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 onlenetise
userfriendliness 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 &uottioar 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 automaticdly displayed.

To edit a set of user settings, select the set up from the drop down list and clidetigettings
button.

w» Read more about thédser Settings for journal Entry on page 54

More Options in the User Settings for Journal Entry
In theFunction 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. Thesetting 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
entring journals, you can now disable the possibility of changing the journal type by using the
shortcut keys/] or [*].

=T You can access the user settings via the tool bar or by goWigwo- Settings- User -
Journal Entry .

w Read more about the new options undser Settings for JournalEntry on page 54
= Read more about the new options ur@leortcuts 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

addition toJournal Entry andFinancials - the Posting List. TheJournal 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 Journawist

displays entries in both tRkurnal Entry module as well as entries which have been updated to
theFinancials module.

By selectingShow journal list in the Function tab within the user settings for journal entry, you
can activate the lower half oféljournal entry window. In the same tab you e#mrough the
Content drop down list select théPosting Listas default.

Read more about the new posting list untternal Entry Window on page 53
Read more about the new posting list urldser 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 ceribegsartment andProject, you can tailor a

cost centre to fit your own specific needs. For instayae can create a cost centre based on a
Campaign, Product or Employee. Define your own cost centre by goifigwo- Settings-

Accounting - Module Settingsand clicking theCost Centrebutton.

Note! Additional cost centres are only available when émggjournals 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 aboulournal Registration with user-defined Cost Centreson page 59
Read more abowtccounting Settings: Cost Centres page 59

Reversing Journal Entries in the Nominal Ledger/Financials

It is now possible to reverse journal entries from the journal lighimnviheFinancials module.

Highlight the journal entry and clidRelete 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 closede fournal entry can be reversed manually withinkbernal Entry

module.

Read more abouditing and Reversing Journal Entrieson page 61
Read more abotthe Journal List in Financials on page 63

Extended Selection in the Audit Trail 2 report

You can now define a selection basedlgpe andUserwhen printing the repo/udit Trail 2 .

The report, which can be found in tReport 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 vedmnged, and who created the change(s).

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

Number Verification when Entering Bank Account Numbers

In order to avoid errors vem entering IBAN and Bank account numbers, the system has been
equipped with a number verification feature. Verification of numbers can be activated in the

7
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Number verification window, by going tdSettings- Company and clicking theFinancial
Settingsbutton.

From the drop down lists you are able to choose if you Namumber 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 thegekan theAccount 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 entergmgkiaccount numbersn page 52
w» Read more about avoiding errors when entering the IBAN nuotbpage 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, althigh not identical, in all Member States. In Mamut, the Intrastat
Registration window can be found undéew - Accounting - Intrastat .

Note! In order to activate the Intrastat function, you must first specifiRéguired Intrastat
Information from the dropdown list in the Intrastat settings window (you can choose either
None, Import, Export or Import and Export). The settings window can be found by cl\dieng
Settings- Accounting - Module Settings- Intrastat.

Via the updated Intrastatgistration feature you can now import journal lines to your Intrastat
Report, from other modules in a given period.

By clicking thelmport button in thentrastat Registration window, you will be able to choose
from which financial year and period, tbata 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.

w» Read more about Intrastah 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 enbles the user to generate XMile equivalents of th& AT Return report
and the quarterl£C Sales List(ECSL).

When printing thé/AT Return Report and theEC Sales List an XML-file is automatically
exported to GDocuments and SettingssetMy Document®MamulVAT\OutBox, where "User"
represents the user name registered in the operating system.

Note! In order to generate the XMliles, the user must seletinter from the dropdown list
Send toin the Report module before clickimyint .

In addition to he abovementioned reports, it is also possible to generate and exBtaihdard

Audit file . The Standard Audit XML file contains the company's complete transaction data and is
primarily intended to meet tax audit requirements. $tendard 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 thReport Module in Mamut Business Software by clickifidle - Print. The
reports are categorised into modules for easgsg: By clicking the categoAccounting, for
example, you can printamong many othersthe VAT Return report and/or thQuarterly
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 viaail, you will now be able to select recipients from a list. To
activate the feature, go to t@®mpany Settings for Contact Management

Read more about the new feature in the Contact Manageménhssmove.
o Read more about-Bhailing a contact person within the built in help files in the program.

Track Products in the Product Flow Window

=1 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 pflogduatindow, go to fock
movements and reservationin theWarehousemodule.

37 You can also open the product flow window from 8e&es/Invoicingmodule, by going to
the Product Lines tab.
The window has been improved to give you a better overview attiok 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 frahe product flow window.

You will now be able to conduct searches baseBatoh no. andEntry 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 thin theProduct Flow window replaces thRelated stock
movementstab in theStock movementwindow.

ad Read more about the product flow window page67.
» Read more about the product flow window page 69
Read more about the product flow window 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 conta@lingfock
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 movementetmeen registered in the product flow window.

You can also open the journal entries directly inRhmancials module from the product flow
window.

Read more about stock movements and reservatiopsage 68
& Read more about the stock movement windovpage 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 numdgardless 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 product within the order. The overview is displayed in a separate window and contains
products which have been purchased but not delivered.

Create purchase based on order

Product Flow

To open thedelivery Plan window, go to thé’roduct Linestab in theOrder Registration
window and click the arrow to the right of the button. Chdaskvery Planin the drop down list.

3 You can go directly to the purchase order fromDietivery Plan window.

Read more about the delivery plan for purchases in sales order unbetittegy Plan sectionon
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 ib$lee Settingsfor Product, in the
Warehousetab.

The default warehouse will be suggested for all new stock item®D&hev. houseDefault
Warehouse) field in thé&/arehousetab in theProduct Register will display the default
warehouse defined in the user settings. The default warehouse will alsedmdepted when
creating a new Quotation, Order, Invoice or Purchase.

When registering the product on an order or a purchase, the system vklifadhecproduct is
linked to your default warehouse.

Read more about usdefined default warehouse undére Warehouse Registeion page 74
Read more about product register unideer Settings for producton page 76
Read more about th&arehouse Tabon page 78

Related Documents List in Sales/Invoicing

'EIJ All documents linked to an Order/Invoice can now be opened fnenSales/Invoicing
register. A new button has been added to the tooldyzen Sales/Invoicing Document ListYou
can use this feature to open quotation documents and invoice documents related to the order.

When transferring a quotation to the order stagllgelated 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 underShkes/Invoicing Registeion page 79
Read more about the related documents list in sales/invaaipgge 80
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Quotation History (PDF Copy)

By going toView - Settings- Company - Settings per Module- Sales/Invoicing in theExport

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 clickiygethe
Sales/Invoicing Document Listmore information above) or by gy to theDocumentstab in

the Contact module.

The company setting is activated by default.
Read more about quotation history un@ampany Settings for Sales and Invoicingn page 81
Read more about quotation history unBencessing Quotations to Order®n page 85

Invoice Copy ldentical 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 latéme 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
origind invoice, you will be able to print an identical copy at any later time.

By going toView - 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 ti@pen Sales/Invoicing Document Lis{more information

above) or by going to theocumentstab in theContact module.

The company settis activated by default.
Read more about printing an invoice capypage 86

The Industry's Product Number

The new fieldThe Industries Product Numbe in theMiscellaneoustab within theProduct

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 istead of your own number when entering data in the Sales/Invoicing or Purchase
modules.

You can define a filter based on tmelustry's Product Number field in theProduct List,
Stocktaking andAdvancedFilter windows.

Read more about the industries praduember undeThe Miscellaneous Talon 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 oprih&out.

You can change the amount of products to be delivered ihaloe deliveredfield in the
Sales/Invoicingmodule. The backorder which is generated when the order is invoiced can be
displayed by choosinBackorders from theStatusdrop down list.

The consignment note will also contain information about the original order.
Read more about tH&ackorder on page 88

Read more about the original order number orkbater printout undebDelivering Productson
page 89
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Optimised Product Variants Performance for Improved User
Experience

A product can be sold inféerent 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 uRdeduct 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\éew - Product - Updating a Selection of Products

Read moe about variations und@roduct Variations on page 90

Consignment Note

The new version of Mamut Business Software includes a new Consignmenepate 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, cliskew - Sales/Invoicing- Order Registration. Using the blue
arrows or the.ist 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 noteand clickOK .

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 Bed 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@wmpany Settings for Products
Read more about surcharges within the built in help files in rigram.
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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 numb#reoéxisting 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.

Temgates 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 sepatggary in théDesign templatetab. To

check if you are using a discontinued template, ddieav - E-Commerce- Edit Website -

Design template The discontinued templates can be found under the cat®im§Expires). If

your template has been discontidugou 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.

L4 Read more about thenproved design templates within the secBaiour Scheme, Websit®n
page 93

w Read more about the improved design templates within the s@egign Template, Webshop
on page 94

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

-.*T_f You are now able to tailor important information such as company description, business
concept, and mission statements. In@wenpany Descriptiontab, you can format the text to suit
your needs, as well as import contact information fronbmpany Information tab by clicking
thelnsert company information button.

Enter your company information by clickingew - E-Commerce- Edit Website - About the
Company.

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

insering 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 wildlefault be calledbout Us on the
website, webshop and in the checkout. If you want to edit the label "About Us", cliEKlititext
button to the left of thébout Us header in th€ompany Information tab.

& Read more about improvements within the conggaformation tab under thEompany
Information sectionon page 94

= Read more about improvements within the company description tab@othpany Description
sectionon page 95
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Header Text

In theHeader texttab, you can now choose betweeBimplified header with company logo

(the same functionality available in previous program versiongygeanced header with

personalised contentBy selectingAdvanced header with personalised contentou will be

able to tailor your own header text, which can be displayed on all padrs thi¢ 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 ew - E-Commerce- Edit Website - About the Company -
Header text

Note! The Header textfeature 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 abové, use of a small company logo is recommended.

w» Read more about the header text tab under#asler Textsectionon page 98
w» Read more about header text entheTools for website Contentsectionon page 99

Easy Access to Website Settings for Products

Zk Website Settings for Productssan now be accessed from ivebshoptab in the product
register as well as from tliroduct Selectiontab in theEdit Website module

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

o Read more about easy access to website settings for products withiiitthreHalp files in the
program.

Detailed Product List per Product

Within theWebsite Settings for Productsyou can create a separate "page" containing product
details rather than creating a spdige, as in earlier program versions, which must be litckéte
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 productdtwa detailed description will displayMore Info link. By

clicking the link, product image or product hame, your visitors will be directed to a separate page
containing, among other things, tbetailed description

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

The button foWebsite Settings for Productscan be found by going tgiew - Edit Website -
Content - Product Selection or View - Product - Product Register- Webshop

Note! You can still create a link to a separate-palge containing product information. However,
this method is no longer recommended and will not be available in future versions. You are
recommended to choofldone)from the sukpage drop down list. If you e€ to link to a separate
sub-page, you are strongly recommended to insert a hyper link to thgagigbwithin the brief or
detailed description.

w 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 goifigvic E-Commerce-
Website Settingsyou can, in te Settings Webshopab, define image width in tHeixelsfield.
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 qualjtgn 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 inMedsite Settings

Note! The product listsvill 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 onProduct Pages/More Infopages 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 ¥ebshop Tabsectionon page 99
Read more about the website settings for produtimge 101

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

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

can display content pages containing tdefined information linked to each individual product

group and sutgroup. The content pages are displayed when the visitor clicks on one of the
product groups/sugroups in the webshop. You can choose to display the page above or below the
product list. New content pages can be created by clicking thab#voduct Groupsin the
Webshoptab, within theEdit Website module.

A content page can be used to display campaign products, new products, or general information
about the product group or sgboup.

By defining a preselected sulgroup for each product gup, you can choose to display the
product list of a certain su@roup, when the visitor clicks on a product group. The products
belonging to the selected sgboup 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 aireuips when
clicking the product group, you can chog@bne)and replace the stdroup with your own
content page complete with a customised selection of products. You can combihahewid
to Shopping Basketfeature. By doing so, you will reduce loading time without restricting
navigation in the webshop

Note! Products not belonging to a sgboup will always be displayed when clicking the main
product group.

Read more about the additional options for displaying product groups agdosyds in the
webshopon 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\f@ew - E-Commerce- Website Settings
Settings Webshopand click theProduct List tab.
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Read morabout displaying prices in the websthmppage 103

Improved Search Engine Visibility

It is now easier for visitors to find your website and webshomwising search engines such as
Google, Yahoo and Live Search. By also using3tie mapfeature, 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 apgiisibility underSearch Engine Keywordson page 104

Site Map

A site map is a separate web page containing information about categories, contents amd links t
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 optimi$eersgae
visibility.

You can activate the site map feature by goingitv - E-Commerce- Website Settings
Settings Web

Read more about the site map uridéb Settingson 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;p&ge, contact page, news page,
site map, campaign, or “Bail a Friend". If you want to linkirectly 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 page 106
Read more about inserting hyperlirks page 107

Attachments

The tool for inserting attachments into suédges and news pages has been moved tosbe
Hyperlink feature. In th&ype drop down list, you can chooggtachment and locate the file
which is to be published as an attachment.

Read more about insertiggtachmentsn page 107

Script

In theActive Websitetab in theWebsite Settingswindow, you have the possibility to insert

script. By using sdpt, you can set up a web traffic counter such as Microsoft (Microsoft adCenter
Analytics) or Google (AdWordsGoogle Analytics). A web traffic counter can be used as a tool
for tracking and analysing the normal traffic on your website, as well as ingamein 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 sttfpothird-party script.

Read more about inserting script under$teeipt sectionon page 109
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Minimum Purchase Amount in the Webshop

You will now be able to define a mimum 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 tl#her tab in theSettings Webshogab in theWebsite Settings

Read more about the minimum purchase amount und&wetiiegs Webshopsectionon page
103

Image Width in the Webshop

You can define a defauthaximum width for all images in the webshop. Ga\tebsite Settings
Settings Webshopand enter the width in tHeixelsfield within theProduct List tab. All images
will be adjusted, regardless of the image's original size. The setting does nothedgise tof the
images in the detailed product pages.

Read more about the image width underSbttings Webshopsectionon 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 thdlamut Information Desk, in theSite tab.

Tip: By registering your website with a thighrty web statistics provider and entering the
provider's script in th&Vebsite Settings you will be able to get a more detailed overview of the
traffic on your website.

DIBS Web Payment Service

DIBS Payment Servicas 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 criftlebit card in your webshop, you need to
establish an agreement with your bank/acquirer.

Payment service providers act as virelsed payment terminals, which take care of the entire
payment process when a customer in your webshop wants to pay by mdiitard. 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 clickieg - E-Commerce- Website
Settings On thePayment Servicegab, selet DIBS (Debitech UK). The option will be enabled
for customers who have acquired a licence.

Read more about DIBS payment serviceswatv.dibspayment.com
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AccessControl 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 theirtUser nameand Password in the update wizard.

The user with the access templktél access/Super useor 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 @it acces/Super use within the system.
Read more aboudpdating to a New Versionon page 113

Installation

When installing the program, you have the ability to syestiether the installation will be
performed on a computer or a server. If you sebecver Installation, Microsoft SQL Server
Express will be installed automatically if an earlier installation cannot be detec@nA
Installation can also be perfored if you wish to run a scaletbwn 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®, yoay be required to do this
manually within the application.

Read more about installation within the sectiostalling 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 locatedRmo@gam Files
can only be changed via Windows® Installer.

Read more about éfile structure under thastalled Filessectionon 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 islddo managing several system
databases. One system databaweone "installation* can contain several company databases
(companies/clients/sets of accounting records). For instance, accounting agencies which handle a
large number of clients are thi# 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 Redexing can be launched as usual. This is now done through DataTools
(see below). You can &t 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
systen database that is running Client Manager.
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Client Start: Launch system databases, create backups, and perform other administrative
databaseelated 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 Intema@tmamut.com
Read more about ClieStart and Client Updaien page 117

Backups and DataTools

DataTools is a tool for database administration, which supports the most common utilities for the
administration of SQL Servdrased databases.

The backup and backup restoration features are based oroblatallhe features can be found
underFile - Backup.

The tool replaces mBackup and mReindex.
Read more about Backups within Backupssectionon page 118

Re-indexing
Reindexing 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-adgroduct.

The improvements of Mamut API include better stability and rugér support. New tools have
been added for connecting to a company database, and the system database, on an SQL Server.

Separatedutions for streamlining the transition from Mamut Business Software Version 11 to
Version 12.1 are also available. Affected API integrators will receive the APl documentation.

Synchronising Mamut Online Desktop and TravelCRM

The program can be connectedviamut 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 clickik@ew - 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.
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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 Sdexgn®ss
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 busiitiesd applications, with
comprehensive traceability and administra 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 BiSirfegare.

As a new or existing Mamut user, do | 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.

Howeer 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 arvthimwtherthas ®llow i s
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 traesfed 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 lessitde in the
application as before by going fdle - 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 vérsion 1
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 extethgersion 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 Intemmetv. mamut.com/uk/SQL
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CONTACT MANAGEMENT

CONTACT MANAGEMENT

View Map and Travel Route to the Contact

View a Customer's Location on a Map

N You can display a contact's or contact person's addresmap.arhe map is displayed in a
separate window. Open the contact or contact person and/aéekmap. 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 contacte®fhe 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 systenotcalculate a travel route, you must ent&edivery AddressunderView

- 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 raetedeataly
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 foContact Personyou are able to register information regarding the customer's
and supplier's whom you are in contact with. It will be easier fortgdind the right person to talk
to when they are registered.
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M Contact Person Q@El

D-w@-dX 9|2 ¥ Tk «» ol A DA-B-|Fd @ §e
John Stevens
(83 The Opal Hotel B Userdefined fislds = Giroup

21 High Street & # | Christmas card ”~
E] Londlogn = Press releases
Irwnice ¥ WEZN 4H

v v

Telephone + | 020 5500 7355 = ==
Fax + 020 5500 7356 Initials & Noles
Mobile phone w Job Title CEQ v
E-maill » iDhn.stevens@opal.cc Salutation w
Department Top management - Title: [nane) w
Diocuments || Sales and Invoicing || Quotation Froject || Other Info.
BE g, | Eil Type  |Al b [oF:] (O Completed &) Incomplete
Complet:Start time End time Subject Priority Type Project Resp. ~
] 2008-01-2510:09 2008-01-2510:39  “Wants to be contacted regar Medium Tel. aut Karen Jones

The module for Contact Person can be opened as an independent module by Sééseting
ContactsandContact Person It is also possible to open the module by dowileking on a
companycontact 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
theUser settingsfor 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 theAddressbutton.

“T'user Settings
John Paul Stevens
The Opal Hotel B Userdefined fislds = Group

Tip! You can check the boXiew column for middle namesn theContact Persongab.

The Contact Person's telephone number and-maiEaddress can be typed directly into the fields
for telephone, fax, mobile andneail.

g:, You can also insert a picture of the Contact Person by tisrgick to insert picture icon.
The picture can be in either JPG or BMP format.

Other useful information you can entetngials, Job title, Title andSalutation.

Tip! By using the Address Settings, you can define the set up of addresses, cortaxintact
persons' names and how they will be displayed on all reports. The settings can be found under
View - Settings- Report - Address Settings

TheUser-defined Groups andNote fields work the same way as in the Contact Person card.
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Q|- By clicking onthe arrow button to the right of tiigreate activitiesbuttons 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 wanto 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 rdegs 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 mainrtact, 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, exceptGiiger info tab.

User Settings for Contact Management

T You can use th&lser settingsbutton on the toolbar to tailor the contact management window
to your own requirements. You can also seléew - 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
availabe for Our reference, Status Line of businessandCategory. You can also select whether

a new contact is to be automatically created @sstomer, Supplier, Partner or Personal An
example of another setting that you can select is whether the progmautematically copy a

new address into empty address types.

The window consists of three tali@efault setup Contact card andTab.

Default Setup

You can select from three pdefined settings.

Standard: Keeps the screen as clear as possible showingsontg 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
underTab.

Contact Register
This is where you specify guidelines and default values for newly created contacts.
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M User Settings for Contact Management ]

Default Setup | Contact register | Tab || Contact List
Select which default values are to be defined for new contacts. ou can also define other
automatic features for the module,
Default value
Custamer Our ref. Dema Dema v
[ Supplier Status [nane] v
[ Partner Line of business [mone] ~
[] Private Category [nane] -
Other
[] Automatically open contact list when opering contact card
Enter information about the user and the time when the note iz entered
[ Show detailed window automatically when registering addresses
Wwith new invoice addiess Automatically copy invoice address ta empty addres w0
Wwhen changing invoice address Automatically copy invoice address to empty addies »
View map
Choose default map wendar Micrasaft hd
k™) [ cancel | [ Hep |

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 selediavtibe contact will be set

up asCustomer, Supplier, Partner or Private. You can also set default values @ur

reference Status Line of businessandCategory.

Note! By right-clicking in the dropdown lists for Status, Line of Business or Category, gan
edit the values in the Properties register.

Other: You can select whether you want:

e Inactive contacts to be displayed in the contact list.

e The contact list to open automatically when the contact card is opened.
e Information on the user and time te kegistered wheNotesare added.

e Adetailed window to appear automatically when entering an address.

Entering a new invoice addressSelect 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 addressYou 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 céoubd 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 yetiaknany tabs you do not use to keep the

window as clearspossible. By clicking one of the buttons in Befault Setuptab, the contents

will change accordingly.

UnderOther you can select whether to display the totals inShkes and Invoicingand
Purchasingtabs, including or excluding VAT.
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Contact List

H 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.

M User Settings for Contact Management E|
Default Setup || Cortact register || Tab | Contact List
Chooze which columnz will be displayed in the contact list. Note: Displaging several

fields can reduce performance. This applies especially to the Post code, Cily and
Region columns.

Contact Mame [ Compary Peg. No.
Contact Mo, [ Postcode

Supplier Ha. [ T cwan ity
Telephone [ County

Choose which settings will apply ta the contact list

Sarting when contact list iz opened Contact name, contact number »
Default selection in contact list All active contacts b
| Ok | [ LCancel ] [ Help ]

Sorting when the contact list is openedHow the list is sorted when you open the contact list. In

the windbw, you can choose how to sort the list by clicking the column headers. Please note that if
you have urchecked columns included in the sorting, the sorting criteria will revert to the
preceding settings.

Default selection in contact list Predefined seletion 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

H In Module settings fo€ontact Management you make settings that will apply to new
contacts that arereated 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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® Company Settings for Contact Management EI

Settings
Define zettings for Contact M anagement modules. Click Advanced for further settings

Activities/Dur ref_

[ Only our ref. can classity Auto. check if the contact exists
contact as inactive when creating new contact

Field descriptions

Status Statuz Partrer Partner
Line of business Line of business Private Private
Categary Categary Uszer-defined fields Uzer-defined fields

Default values new contacts

Delivery terms Recipient pays frei; + Language English [UK] R
Delivery methods | Mail package w Prink medium for Sales and | pope v
|reoicing
Payment terms Met 10 daps w Reminder Payrent reminder |+
Rounding [nane] w Group for late charges Default v
Batch Invaice Mo w Credit Charges Mo credit charging »
E-mail recipients Contact email addn
[ Lancel ] [ Help ]

Activities/Our references

Mark theOnly our ref. can classify contact as inactiveheckbox if you don't want anyone other
than the person linked to the contact, to set the contact as inactive.

By marking theAuto check if the contact exists when creating new contacheckbox, you are
able to avoid registering the same contact more than once. This can be useful if sevezal peopl
register contacts.

Field descriptions

If you want another description of ti$tatus Line of business Category, Partner, Private or
User-definedfields 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 wimah e
address will be the default recipient of thmail. You can choose heéen a contactsmail
address, the-mail address list or a reference field. If you choosead list, a list with available-e
mail addresses will appear when you selectadl as printer. The reference field applies to the
contacts references; from gestand 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 daor each contact if necessary.
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Advanced

When you click théddvancedbutton, a new screen opens. You can mark and change the
following functions:

M Contact Management @

Advanced
Surcharge

Show group activities, and group quotations in contact
I you tum off this function, the tabs for activity, document and sale wil
update faster. In this case, group activities where an activity has not
been created for each contact will not be shown in the activity list on
the business card

Settings for project card

Field name for project URL

Customer status file

Status File Settings

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

Show group activities and group quotations in the contact cardf 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 thefield 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 Solutios".

Other Info

In theOther 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.

Contact Persons || dctivities || Documents || Sales and Invoicing || Accounting || Project | Other Info. | Settings

Department Depaitment1 hd Ry @
Olur ref.1 [none) hd Languags English [UK) v
Our ref.2 [none) e Type of cantact Organization w
Olur ref.3 [none) w Company reg. no. (0123456789

O ref 4 [none) v VAT no. 3876543210

Inactive No v Bark Account 0001112255 v
Mo dispatches O E-mail recipients Contact email address v
Created

Last Modified

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, séfestfrom thelnactive 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 meain active, seleddlo from thelnactive drop-down list.
29
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If your contact does not want to receive information (e.g. offers and advertising from you) you can
tick theNo dispatchesbox. When you place a filter in connection with a planned information
dispdch 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 contabeb-address language Type of contact Company Reg. no.
VAT no. andBank account

0 The web address is accessed by clicking on the icon B&WV -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 purgkbsted documents. The
setting overrides settingsfiteed 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

30

1.
2.

3.

You can choose to print termail. For examle, if you choose to print an invoice torail, the

program will automatically convert the printout to .pdf format and insert teraaileto the

recipient as an attachment. Most recipients will be able to read .pdf attachments and it is generally
regarekd to be a safe file type.

In the example below you are printing a quotation.

How to print a quotation to e -mail

Create a new quotation or open an existing one.

‘= Click Print (Ctrl + P).

® Reports 3

Select form

Quotation advanced

(=) &ctive ) Filter

[ LCancel ][ Help ]

SelectQuotation and clickNext.
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M Reports E‘
Sendto
() Preview () Printer @) (O Fax (O Microzoft Office Word
Na. of copies 1

(o] ]

SelectE-mail and click onComplete

An e-mail will now be created with the quotation document attached as a .pdf file. Check that the
recipient's email address is correct. You may also want to dealitd on the document
(Quotation.pdf attachment) to check the docontpiality before you send thenaail.

Click Sendin MS Outlook to send the-mail.

o The email is now sent from MS Outlook with the quotation attached.

Note! The system treats the quotation as a report. All reports user MD Outlook astrtieir e
editoreven if you have selected the program's ovmad editor in the user settings for Outlook.
Find out more about this topic under 'Getting started witirad'.

System-created Activities

Systemcreated 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 toetikompany 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, impotaofson

and more.

M ictivity list for -created activities

DEIFX|P TS lEFEr e R
Duon 20060118 000418 v Stalur A v Twe (A v Rem a -

Comgieted_Adlivty no._Stast e End tine Subject Type Status Resp a

| 30 2007-03-01 1316 20070301 13,16 Changes to Con T

39 20000301 1433 20080301 14,33 Accounking ve:
: hanges to Con

42 20080418 11:45 20080418 1145 Changes to Can Sy

43 20080418 11:45 20080418 11:45 Changes 1o Con Sys

HEEERE

Sales and Inveicing A
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TheActivity list for system-created activitiesshows information on when the various activities
were created, which event generated the creation, and which user was responsible for that event.

ﬁ At the top of the list you can make setiens 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 thelate button.

The activities will not be visible witin the regular displays, but in a separate activity list for
systemcreated activities. This activity list can be accessed by goiete - Activity - System
created activities

Which events that trigger the automatic creation of activities, ardgdreed in the program and
cannot be overridden.

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

Activities

32

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

to customers and projects. You can plan meetings, customer visits -fgdlaativities, telephone

calls, and keep track of these activities via the calendar, the common calendar, the task list, as well
as directly within the aatact card, or in the case of a project, within the project register.

M hctivity List EJ@E|

DEX|APYFIR vE TSN G| S @

Duration 2004-04-18 W | -| 2003-04-18 v Status Al W Type 2l v Resp. All
Completed | Activity no.  Start time End time Subject Type Statuz Resp

O 21 2007-12-01 16:00 2007-12-01 16:30 Suppliers - Cont. [hone) Mot started  MikeF
O 27 200712-01 16:00 2007-12-001 16:30 Suppliers - Cont. [none) Mot started  Danielg
| 28 2007-12-01 16:30 2007-12-01 17:00 Suppliers - Cant. [none] Mot started  KathiineB
O 22 2007-12-01 17:00 2007-12-01 17:30 Suppliers - Cant. [none] Mat started  Daniel®
O 19 2007-12-02 09:00 2007-12-02 0330 Elizabeth rang - [none) Mot started  KathiingE
O 35 2007-12-0210:00 2007-12-02 10:30 Suppliers - Cont. [none) Mot started  MikeF
O 20 2007-12-02 14:00 2007-12-0214:30 Suppliers - Cant. [none] Mat started  Daniel®
O 26 2007-12-02 14:00 2007-12-0214:30 Suppliers - Cant. [none] Mot started  KathiineB!
O 17 2007-12-03 14:00 2007-12-03 14:30 Mew product rar 5 ales telephone Mot started  KathiingE
O 32 2007-12-03 14:30 2007-12-03 1500 Chaze contract Contract propoz Mot started  JohnC
O 29 2007-12-04 14:11 2007-12-04 14:41 Send new brock Letter [outgoing’ Mot stated D anielB
O 33 2007-12-09 14:20 2007-12-0914:50 Customers Golf | [none] Mot started  JohnC
) 31 20071210 15:00 200712101530 Femind about tF [none] Mot started  JohnC
O 16 200712151330 2007-12-1514:00 Client demonstre Demonstration Mot started  JohnC
O 40 2008-03-11 02:00 2008-03-11 0200 Invaice 112 Sales managem Mot stated  JohnC

w
02.04.2003 11:26 MikeF ~
Sent brochure . will set up activity to follow up

“
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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 tinked 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 bidtidty type for the

different activities. Activities of the type Demonstration and Meeting are deghlisythe 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 typdet more information on calendar display and colours.

Linking a contact

When you create an activity you can uselthik button to link a Contact, Employee and
Resource so that later you or other users can get access to the information you regidtered for
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 actvity.

Handling several activities with the help of a wizard

With the help of th&€€hange values for a selection of activitiegou define which activities should
be edited by making the appropriate selection.

Distributing activities

You can distribute aiiities 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 ContactSales and Invoicing, Purchase, Logistics and Accounting modules there are a
number of processes that can be set up to automatically trigger the creation of -aifoHotivity.

Simplify program usage with the help of activity templates

Through easily acasible 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 wiltkgpe nameor 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.

33



SUMMARY FROM THE INTRODUCTION BOOKS

The
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System-created activities

Systemcreated activities arectivities 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 thahehange t
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, Rispand Filters".

Analysing activities (Add -on product)
You can retrieve a list of all activities and enter them directly into a Pivot table.

Activity Screens

The Toolbar

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

M Hew Activity EJ @ El

DEX 9|k « 2 9| v @D E|FI@ e

Subject Custarner Meeting

Start time 2008-0518 w | [1300 v Type Contract proposal a
End time 20020618 w | [16:00 w Status Mot started b
Alarm F Resp. John Hansan v
BCIS Joiner Services 020 783...

Contacts!

Employees/

Resources

Froject [none] w | Showtime as | Busy

Friarity [none] w | FPrivate ] |(none) v

Notes | Product || Quotation | Sales and Invoicing || Documents || Misc.

| New activity .

-_-ﬁ Check availability. By clicking on this icon you can a se&ehedulefor employees and
resources linked to the activity.

I Duplicate activity.

3] Open the related element in MS OutlookThis icon will only show if you have activated the
Outlook integration.
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2T 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. ClicKirag the bottom of
the screen will make more fis 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 autcetically in relation to the start time, based on the company
settings for activities where you are able to choddefault duration for new activities. This
duration can be overridden by changing the proposed end time.

Alarm: Select whether the activity 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 things 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 Cismer 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 thdisc. tab.

Status Choose from prelefined statuss to followup on the progress of activities. You can also
create your own status types throughRhneperties Register

When you set an activity to completed in the Activity list, the status will automatically change to
‘Completed'. If you would rathéhat 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 aess 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 gbur 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 riglitk in the field and seledo 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 employeesather 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 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 tReivate checkbox, you can associate the
activity with aColour - 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 eadhdividual 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 abbime andNameof the user to appear for
each enteredote.

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 poskihiehears
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 drdpwn list. TheLink button opes a list of existing quotations
which can be linked to the activity.

Tip! You can create a neQuotation or aQuotation repeating directly from the activity. These
will then be linked to the activity.

Sales and Invoicing You can create orders directlpfn the activity. The list of orders created
from the activity can be filtered out through the Status-@dimpn list. heLink button opens a list
of existing orders and you can link these to the activity.

Purchase Under the Purchase tab you can eitherteraanew 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 docunsaiat 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 usedefined 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.

5?{?' Delete link If you would like to remove link to an existing quotation, order/invoice or
purchase, you can do so by clicking on Breete 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 atual 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 V&attingss Company Properties
register.

M Activity type @

Description

E-mal [outgoing)
Transfer the activity to the task list
Calendar colour [ ] v

Alarm and accessibility

Alarm 15 minutes A
Shaw time ag Busy v
Other

Emplayee activity
[] Responsible person required
[ inactive

The settings you make in this window applyatbactivities 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 checlsthox, all activities of this type will be placed in the task
list. Please note that you can override this for an individual activity iMtbeellaneoustab.

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 wizar€hange values for a Selection of Activities/ou can change the
colour associated witalready 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 Outlomk,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 whemking employees to activities.

Specify where the activity type can be used

If you want an activity type to be used in activities for Customer SeRrogluct Service or
Telemarketing (additional product) you must select this here.
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SUMMARY FROM THE INTRODUCTION BOOKS

If you create a new activity in the activity list f@ustomer 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,cazublock
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 resgible 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 dp-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 toView - Activity - Calendar

The tutton on the desktop toolbar
_-j The button in the activity list
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